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

OPNO),
Check-In for Attendance f\%’\ Refrain from side-conversations

Silence cell phones Check E-mail during breaks ONLY

2

Sl

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



Training Icons ek

Throughout training, you will come across the following icons:

demonstration of the system functionality information needed for future activities
“ Important: Emphasizes information that can System Exercises: Indicates that you will be
impact how you handle a specific area participating in a group or paired activity
Remember: Reminds you about e Repeat Steps : Indicates a time in which
previous important information previous steps you learned will be repeated

related to accomplish a new objective

o Quick Tip: Provides extra |
instructions intended to give immediate, Knowledge Checks: Test your knowledge of key

practical advice concepts



N
Course Overview | CV)

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.

e Recruiters/Generalist eeee@

We require the following prerequisite before taking this course:
« (V360 Navigation Training

a
« 2.5 Hours




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

* Analyze and Update a Standard (Hiring) Requisition

« Create a Pipeline (Register) Requisition

« Move Candidates to proceed through the Candidate Selection Process
« Create aJob 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




Course Agenda

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

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 15 min

b. Create an Interview for the Candidate on the Requisition

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




Recruiting Lifecycle Management

Lesson 1: Analyze and Update a
Standard (Hiring) Requisition

Cloudyvergent 340



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

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




Analyze and Update a Hiring Requisition

fy Team I My Client Groups I R+ i
QUICK ACTIONS APPS
The Recruiter/Generalist
-5 HCM Experience Desig will select the My Client
- Groups tab
p  Hirean Employes Hiring [ ,
o
ﬁ. iH | .
a' id a Person Spotlight Absences o
W/ Pending Wor
R . Select the Hiring tile




Analyze and Update a Hiring Requisition

Recruiting Activity Center

Activities
1

High Priority

Search for activities

Type  Hiring Manager  Generalist  Priority  Filters

(] 12items

~

- 2 ~ A ¢ Hiing  » pate ¢ Priority

Activity < Type ¢ Candic © Requisition C Gener: T Manager

Click on the Requisitions
present at the bottom.

e - o . 5. S " (P
O Activity Center Requisitions &y oiiers FQ Canaidaie Searcn 3] Poois %] Evenis




Analyze and Update a Hiring Requisition

Job Requisitions

Search by requisition title, number, or description

Phase State  HiringManager Generalist  Hiring Team Role  Location

6093 results | + Create
o o e Requisition . Requisition % N e New > S .

Requisition Title C Niber c Status o Phase C State T Applications Applications S e | ect th e 3 p p ro p riate

1|3848 - HR Testing Speci 3+7b Draft - In Progress Draft InProgress 0 0 JOb Req U ISItIOﬂ Created
by the Hiring Manager

05602 - HRIS Specialist 30875 Approval - Pending Approval Pending 0 0

16848 - HR Testing Speci 30874 Posting - In Progress Posting InProgress 0 0

16848 - HR Testing Speci 30874 Posting - In Progress ~ Posting InProgress O 0

) Activity Center Requisitions @ Offers ,OQ Candidate Search [Q Pools [3_'] Events




N
Analyze and Update a Hiring Requisition CV)

New Job Requisition

14

Basic info
16848 - HR Testing Specialist

Basic info
Requisition Status Requisition Type
Draft - In Progress Standard Hiring team -
Requisition Number Requisition Title Requisition structure
30876 16848 - HR Testing Specialist

Details

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

Last upclated 7 minutes agy Cancel Save and Close Continue

Posting description




Analyze and Update a Hiring Requisition

Details

16848 - HR Testing Specialist

L 1 " o Yan Nt
Full time

No

Posation Type
Merit

Regular or Temporary
Regular

List Type
Open/Competitive

No

Reasan tor Opening
New Position

Esam v
General Pre Employment Physical

Cancel Save and Close Continue

4|y

Requisition structure

Configuration

Prescreening questions

Interview questionnaires

Background checks

——

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



Analyze and Update a Hiring Requisition

Details

16848 - HR Testing Specialist

Part Time

Fidl Time o <
Full time

e Limited Explres @
Grant Program Name

Double Fill P Kpr @
Swr 1 -
No

Posation Type P
Merit

Regular or Temporacy -
Regular
List Type %
Open/Competitive
Laamt Sumn ) -
No
Daout i e f >
No
Reasan tor Opening

-~
New Position
Exam ie >
General Pre Employment Physical
Register Exp. Dat =
Cancel Save and Close Continue Submit

4|y

Requisition structure

Configuration

Prescreening questions

Interview questionnaires

Background checks

v

Select the Continue
button to move to

the next section



Analyze and Update a Hiring Requisition Yun

Posting description

16848 - HR Testing Speciafist 5 I 0
11

The Posting Description

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

Internal External

@ Create description QO Select existing description

Details

Posting description

.. s | 7 ~
Oferno A \

/ \

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 ,

\

o o o e e e o e e e e e e e e e e e

Description Attachments

Configuration

Cancel Save and Close Continue m

-



Analyze and Update a Hiring Requisition

New Job Requisition

Offer info

16848 - HR Testing Specialist

Legal Employe
DeKalb County GA

Department
01510 - HUMAN RESOURCES & MERIT SYSTE!

DK2 14

Other Work Locations

Business |

DeKalb County

15150 - HR Testing Specialist (15150)

MALOOF - Administration Bldg

Cancel Save and Close Continue

6]1

Hiring team

Requisition structure

Posting description

Offer info

Attachments

Configuration

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



Analyze and Update a Hiring Requisition

New Job Requisition

Interview questionnaires
16848 - HR Testing Specialist

‘+Add I

nds ag Cancel Save and Close Continue m

10|y,

Offer info

Attachments

Configuration

Prescreening questions

Interview questionnaires

Background checks

Click +Add and select
appropriate questions



Analyze and Update a Hiring Requisition

User Account

=

Click +Add then a dialogue
box will appear. select
from the choices provided
and click Select.



Analyze and Update a Hiring Requisition

1]'|11

Background checks

16848 - HR Testing Specialist

Offer info

+ ade

© External package selection X Attachments

(hck the partner name 10 visit their site where you select background check packages.

Configuration

External Package Selection
HireRight
User Account Add package to multiple phases or Presueening questions
DCGO01 states m

No
User Account Description Interview quesﬁonnaires U p O n fl n a | re\/| eW, th e
R SR SRy Recruiter/Generalist can

the select Submit button
and the Requisition will be
submitted through the
approval process

Background checks

dated 14 minutes ago Cancel Save and Closg m




Analyze and Update a Hiring Requisition

Job Requisitions

Search by requisition title, number, or description

Phase State  Hiring Manager Generalist Hiring Team Role Location Filters e,

6093 results -+ Create
Requisition Title C SE ton C Requisition c Phase C State C New. : c Applications U p onad p p rova | frO m th €
Number Status Applications .
Hiring Manager, the
16848 - HR Testing Speci 30876 Job formatting - In Prog  Job formatti InProgress 0 0 Recruiter/Generalist can
05602 - HRIS Specialist 30875 Approval - Pending Approval Pending 0 0 selectt e Requ |S|t|0n to
make edits and updates
16848 - HR Testing Speci 30874 Posting - In Progress Posting In Progress 0 0
16848 - HR Testing Speci 30874 Posting - In Progress Posting In Progress 0 0

j Activity Center Requisitions @ Offers ,OQ Candidate Search &] Pools Ej Events




N
Analyze and Update a Hiring Requisition @V)

m DeKalb County A& O @

Notifications

® ACTION REQUIRED Now

Good afternoon, Rosalir

Rosalind M Hamis

' Requisitions can be Approved or Rejected. If you
. click the link for the requisition, you can view the

-—e— mm mm o =

Requisition details. Once the Requisition is The Recruiter/Generalist will

approved, any additional Approvers will be notified | receive a Bell notification to

. ! approve the requisition after the
Hiring Manager has approved it



Analyze and Update a Hiring Requisition

Job Requisition 16848 - HR Testing Specialist - 30876 Requires Approval

Approval Request for Requisition

16848 - HR Testing Specialist

30876

Basic Information

Recruiting Tyvpe Professional
Requisition Number 30876
Requisition Title 16848 - HR Testing Specialist

Openings 10

—————————————— ~
N

/

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

T o e e e e e e e - - - o

N o e e e e e o Em Em Em Em o o= P



Analyze and Update a Hiring Requisition

Job Requisition 16848 - HR Testing Specialist - 30876 Reguires Approva

Approval Request for Requisition

16848 - HR Testing Specialist

876

Basic Information

Recruiting Type Professsonal

Requisition Number 30876

Requisition Thtle 16848 - HR Testing Specaalast
Openings

Hiring Team

Admumstrative Specialist
y2dckalbcounryss 2o

Management Analywt 111

Hirmg Manager

Ao .

/

T o e e e e e e e - - - o

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



Analyze and Update a Hiring Requisition

< 16848 - HR Testing Specialist

30876

Overview Details Screening Services

Employer description

Internal

Job Formatting Interviews

External

Messages

Feedback

Progress

e annut ﬁﬁ'"‘h Notification

0

Click on the Requisition Title,
then select Job Formatting.

Cv



Analyze and Update a Hiring Requisition

< 16848 - HR Testing Specialist

30876

Overview Details Screening Services

Employer description

Internal

Recruiting organization description

Activity Center =] Requisitions ) Offers

Job Formatting Interviews

External

g Candidate Search

Messages Feedback

[Z] Events @

Progress

Move to Posting

Open for Sourcing

Preview Job Requisition
Translate Job Requisition
Send Message to Team
Link to Pipeline Requisition
Redraft Job Requisition

Cancel Job Requisition

Using the Three
dots, select the

Open for Sourcing
option. The
requisition will go
into an Open -

Not Posted status.



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

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

A True

B. False

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



Recruiting Lifecycle Management

Lesson 2: Create a Pipeline
(Register) Requisition

Cloudyvergent 340



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

« (reate a Pipeline (Register) Requisition




Create Requisition - Pipeline (Register) Requisition

' Only Recruiters/Generalists can
. create Pipeline (Register)
. Requisitions

QUICK ACTIONS APPS
* e an Employe = T The Recruiter/Generalist

will select the My Client

I My Client Groups I Benefits Administration Recruiting Contract vy

. Groups tab
o 6 Select the Hiring tile

&/ pendngWerkes b Ao
. . . .A Pipeline Requisitions are )
. “ “ . Sourcing Requisitions and are !
- - . posted to the career site. !
i Standard Requisitions are used !
+ for positions to be filled and not !
'\\ posted to career sites )

_________________________



Create Requisition - Pipeline (Register) Requisition

Recruiting Activity Center

Activities
1

High Priority

Search for activities

Type  HiringManager  Generallst  Priority  Filters

[J oitems

Activity C Type C Candidate C Requisition ¢ Generalist © Hiring Manager C Date ¢ Priority C

O Activity Center Requisitions &5 Offers ,Qq Candidate Search E.ﬂ Pools m Events

Select the
Requisitions option
present at the
bottom of the page



Create Requisition - Pipeline (Register) Requisition

Job Requisitions

Search by requisition title, number, or description

Phase  State  HiringManager  Generalist Hiring Team Role  Location Filters

6092 resultsl + Create I

A Requisition Requisition

B - New A
Requisition Title T Numbes =3 Status

Applications ~

<

Phase ¢ State C

Select the +Create
05602 - HRIS Specialist 30875 Approval - Pending Approval Pending 0 button to create 3

16848 - HR Testing Speci 30874 Posting - In Progress Posting In Progress 0 new Requ Isition

16848 - HR Testing Speci 30874 Posting - In Progress Posting In Progress 0

:| Activity Center Requisitions [’é Offers ,oq Candidate Search IE] Pools IZ] Events




Create Requisition - Pipeline (Register) Requisition

New Job Requisition

How to start
Requisition Type v Create Requisition Using
Pipeline Position
v Position

Business Unit

Reguired

Cancel Save and Close

Continue

bt

How to start

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

Position




Create Requisition - Pipeline (Register) Requisition

New Job Requisition i Sometimes, Business !
| . .
i Unit will auto- |
How to start ' populate but needs to |
'+ be verified. Business |
+ Unit should always be |
Requisition Type Create Requisition Using » ! . 1
Pipeline Position : set to DC Business ,|
' Unit
Business Unit - . -
DeKalb County P
Select the appropriate
Position from the drop-
Cancel Save and Close Continue down list and then click

the Continue.




Create Requisition - Pipeline (Register) Requisition

Basic info

Requisition Type
Pipeline

Position

00001 - Grounds Maintenance Worker (

Opening Type
® Limited

Number of Openings

1

O Unlimited

Updated just now Cancel

Requisition Title

00001 - Grounds Maintenance Worker

Business Justification

Save and Close

Continue

2|4

Basic info

The Requisition Title will
be displayed by default

from the Title of the
selected Position



Create Requisition - Pipeline (Register) Requisition

Basic info

2|4

Requisition Type Requisition Title
Pipeline 00001 - Grounds Maintenance Worker

Basic info

Position i ‘
00001 - Grounds Maintenance Worker Essiiss: Jistiieation

Opening Type

® Limited

Number of Openings

1

O Unlimited

Updated just now Cancel Save and Close Continue

Select the appropriate
Number of Openings
needed for the
Requisition. The
default is 1 requisition

per vacancy (one-to-
one)



Create Requisition - Pipeline (Register) Requisition

New Job Requisition
Hiring team
Hiring Manager v Generalist
Required
Collaborator Type v
t updated 1 minuie aga Cancel Save and Close

3/,

How to start

Basic info

Hiring team

v

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



Create Requisition - Pipeline (Register) Requisition

Requisition structure

Recruiting Type - Organization <
Professional DeKalb County Enterprise

- . Primary Location
Job Family v v

Decatur, GA, United States

Other Locations

Last updated 54 seconds age Cancel

Save and Close Continue m

How to start

Basic info

Hiring team

Requisition structure

Details

Posting description

For Recruiting Type
select Professional

Organization should be
defaulted to DeKalb
County Enterprise



Create Requisition - Pipeline (Register) Requisition

Requisition structure

How to start

Recruiting Type - Organization <
Professional DeKalb County Entefprise

. ; Primary Location
Job Family v :

Decatur, GA, United States

Other Locations

updated 54 seconds ago Cancel

Save and Close Subimit

Basic info

Hiring team

Requisition structure

Posting description

«

Primary Location
should be set to
Decatur, GA, United
States

o

Select the Continue button to move to the next section




Create Requisition - Pipeline (Register) Requisition

512
y Regular or Temporary
Worker Type v R('E’,Ulal' v
Requisition structure
Full Time or Part Time - List T -
: 5t Type
Full time i
Details
1 |
Nime Limited Explres Grant Funded v Posting description
Rt
Offer info
Grant Program Name Double Fill Position v
R
Attachments
Double Fill Pos. Expires ‘ Reason for Opening v
Configuration
v v ‘ I m Cocl v
Prescreening questions
Re
o Y Interview questionnaires
Pasition Type v Register Exp. Date
Re
Background checks
conds ago Cancel Save and Close Continue ubmit

Any field which is
written as required
field must be
populated

—— o o e e o e —

L ————

Add appropriate
information in the fields
and select the Continue
button to move to the
next section



Create Requisition - Pipeline (Register) Requisition

Posting description

How do you want 1o create this posting descrmption?

@® Create description O Select existing description

Descrigtion

Save and Close

Internal External

Lontinue

Hiring team

Requisition structure

Details

Posting description

Offer info

Attachments

Configuration

Select the appropriate
Posting Description for
Internal/External
Candidates.

Select the Continue
button to move to the
next section



Create Requisition - Pipeline (Register) Requisition

Offer info

Legal Employe
DeKalb County GA

0-5;1.16 - PARKS - DISTRICT | SERVICE CENTER

DK2_06

Other Work Locations

/112
How to start
Business Unit
DeKalb County
Job
61250 - Grounds Maintenance Worker (61250) Hiring team
Primary Work Lozation Requisition structure
P&R-CANNEX - P&R Central Annex

Details

Posting description

Offer info

Cancel Save and Close Continue Submit

Attachments

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



Create Requisition - Pipeline (Register) Requisition

Attachments

Drag and Drop

[ 1o Nies here

URL

Add URL

Cancel Save and Close Continue

12

How to start

Hiring team

Requisition structure

Posting description

Offer info

Attachments

Drag any necessary files
to the Attachments
section. Select the

Continue button to move
on to the next section

| All File types are accepted, File \:
- size limit is 1T megabyte !

\

— o e e e e e e e e e e e R e e e e e



Create Requisition - Pipeline (Register) Requisition

Configuration
uisition structure
Candidate Selection Process v External Application Flow R
Allow Candidates to Apply When Not Posted Automatically Fill Requisition
v
No No

Posting description

Offer info

Last updated 28 secands 2go Cancal Save and Close Continue Submit

Select Candidate
Selection Process and
External Application Flow

choose from the options
in the drop-down list



Create Requisition - Pipeline (Register) Requisition

il 16 5 |

Configuration

00001 - Grounds Maintenance Worker
Posting description

Candidate Selection Process < External Application Flow -

Merit DC Application Flow Offer info
Allow Candidates to Apply When Not Po.. > Automatically Fill Requisition - Attachments
Yes No

Configuration

Prescreening questions

Last updated 1 second ago Cancel Save and Close

Continue

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

v



Create Requisition - Pipeline (Register) Requisition

Prescreening questions
00001 - Grounds Maintenance Worker

<+ Add

Reorder Internal

1. What is the highest level of education you have completed?

Code Type
DC_DQ_0006 Single Choice
Score Response Required
Yes
Last updated 41 seconds Bl Cancel Save and Close Continue

External

the next section

Hiring team

Requisition structure

Posting description

Offer info

There are Internal and External Prescreening questions. If
needed, click +Add and choose from the drop-down list
and then save it. Select the Continue button to move to



Create Requisition - Pipeline (Register) Requisition

Interview questionnaires
00001 - Grounds Maintenance Worker

Attachments

+ Add

Configuration

Prescreening questions

Interview questionnaires

Background checks

351 updated 51 seconds 3go Cancel Save and Close Continue

Recruiter/Generalists. Click +Add and choose from the drop-

p— The Interview Questionnaire section is only available to
@ down list and then save it.

v



Create Requisition - Pipeline (Register) Requisition

Interview questionnaires

00001 - Grounds Maintenance Worker

Attachments

-+ Add

Configuration

Prescreening questions

Interview questionnaires

Background checks

351 Updated 51 seconds ago Cancel Save and Close Continue

6 Click Submit when have finished the entire process.



Create Requisition - Pipeline (Register) Requisition

Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Generalist Hiring Team Role Location Filters

6094 results = -+ Create

Requisition Title C zi?]:’;f:ion ¢ gteac:t:ji:ition ¢ Phase ¢ State C xs\gﬁcations o Applications ¢
IOOOO1 - Grounds Maintet Isoa 77 Job formatting - In Pro; Job formatt  In Progress 8] 0

16848 - HR Testing Speci 30876 Open - Not Posted Open Not Posted 0 0

05602 - HRIS Specialist 30875 Open - Not Posted Open Not Posted 0 0

Q Activity Center Requisitions % Offers ,oq Candidate Search [E] Pools m Events @

Select the In
Progress Requisition



Create Requisition - Pipeline (Register) Requisition

< 00001 - Grounds Maintenance Worker

30877

Overview Details Screening Services I Job Formatting II‘lCI Views Messages Feedback Progress

Activity overview

New - To be Reviewed

Active Applications Hires Out of 1
0 0 0
Unconfirmed Applications Refarrad Prospects
0 0

] Activity Center , Requisitions "A Offers (oq Candidate Search &1 Pools [Z] Events @

Select the Job Formatting
tab.



Create Requisition - Pipeline (Register) Requisition

< 00001 - Grounds Maintenance Worker

30877

v

Overview Detalls Screening Services Job Formatting Intefviews Messages Feedback Progress

Employer description

Intermal

Employer Description ” View details

External description same as internal
description

Cancel Save

] Activity Center Requisitions f@ Offers ,(-)q Candidate Search [ﬁ] Pools [Z] Events @

o

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




Create Requisition - Pipeline (Register) Requisition

< 00001 - Grounds Maintenance Worker
30877
Overview Detalls Screening Services Job Formatting Interviews Messages Feedback Progress
Employer description V4
Internal External
Employer Description Same as Internal
View details
Recruiting organization description V4

Internal

" Activity Center Requisitions :é Offers

Fa Candidate Search &] Pools [¥] Events @

o

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



(aY
Analyze and Create Requisition - Pipeline (Register) Requisition Knowledge Cheg_ )

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

A True

B. False




(o
Analyze and Create Requisition - Pipeline (Register) Requisition Knowledge Cheg_ )

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



Recruiting Lifecycle Management Course Exercises:

Please complete the following exercises:

« Update a Hiring Requisition
« Create a Register Requisition




Recruiting Lifecycle Management

Lesson 3: Posting Job
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Lesson Objective:
Upon the completion of the Posting Job lesson, you will be able to:

« Create aJob posting on Internal and External Career sites




Posting Job

Recruiting Contract N >

Hirnng

My Team I My Client Groups I
QUICK ACTIONS APPS
/ HCM Experience Desian Studio
&’ Hire an Employes
a' tings
a‘ Add a Pending Worket
&' Add a
:(_/‘ Pending War
.‘.E‘; Do F
J -

. The Recruiter/Generalist

will select the My Client
Groups tab

Select the Hiring tile




PN
Posting Job @V)

Recruiting Activity Center

Activities
1

Hgh Priority

Search for activities -

Type  Hiring Manager Generalil;t Priority  Filters e

(] oitems

Select the

Activity © Type ¢ Candidate C Requisition ¢ Generalist C Hiring Manager C Date © Priority C ReqU|S|t|0nS Opthﬂ
present at the
bottom of the page

Q Activity Center Requisitions E’é Offers Pq Candidate Search E.E] Pools m Events




Posting Job

Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Generalist Hiring Team Role Location Filters

6094 results -+ Create
- - ~ Requisition Requisition R ~ ~ New -~ e -~ . ere
Requisition Title NGrbar c Status > Phase ¢ State C Applications Applications Se | eCt th e Req ui Sltlon
00001 - Grounds Mainter 30877 Job formatting - In Pro; Job formatti  In Progress 0 0 th at Was Created
16848 - HR Testing Speci 30876 Open - Not Posted Open Not Posted 0 0
05602 - HRIS Specialist 30875 Open - Not Posted Open Not Posted 0 0

Q Activity Center Requisitions @ Offers ,Oq Candidate Search [;7] Pools [z] Events @




Posting Job

[E DeKalb County n®

< 00001 - Grounds Maintenance Worker Sl Move to Posting
30877
Select Move to Posting
Overview Detalls Screening Services Job Formatting Interviews Messages Feedback Progress _[_- . .
kb or posting the job
iy : requisition in career
Activity overview .
sites.
New - To be Reviewed Active Applications Hires Outof 1
0 0 0
Unconfirmed Applications Reterred Prospacts
0 0
Key info

] Activity Center Requisitions _;5 Offers  Sa CandidateSearch  [i3] Pools  [%] Events @




Posting Job

< 00001 - Grounds Maintenance Worker

30877

Overview Details Screening Services Job Formatting Interviews Posting Messages Feedback Progress

Internal career site V4

Posting Status

Not Posted

External career sites V4 SeleCt the Ed|t buttOﬂ
- to post the job on the
Not Postad Internal Career Site

| Activity Center Requisitions @ Offers ,Oq Candidate Search @ Pools [Z] Events @




Posting Job

< 00001 - Grounds Maintenance Worker

30877

Overview Details Screening Services

Internal career site

Posting Status

Not Posted

End Date

L Open for Sourcing

Job Formatting Interviews Posting Messages Feedback Progress
Posting Schedule = N
Post Later v Start Date @
Time Zone v
ES (UTC-5:00) US Eastern Time
Cancel Save

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




Posting Job

< 00001 - Grounds Maintenance Worker

30877

Overview Details Screening Services Job Formatting Interviews Posting

Messages

Feedback Progress

. Open for Sourcing

Internal career site

Posting Status Posting Schedule
Not Posted Post Now

End Date - Time Zore
9/5/2512:.00 AM Ea (UTC-5:00) US Eastern Time

Start Date
6/5/25 12:00 AM

Cancel

Save

f 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




Posting Job

< 00001 - Grounds Maintenance Worker
30877

Fill Job Requisition

Overview Details Screening Services

Internal career site

Posting Status

Posted

(UTC-5:00) US Eastern Time

External career sites

Posting Status

Not Posted

Job Formatting Interviews
Start Date
6/5/25 6,03 AM

Posting

Messages Feedback Progress
Erd Date
9/5/25 12:00 AM
V4

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



Posting Job

< 00001 - Grounds Maintenance Worker

e Zone

(UTC-5:00) US Eastern Time

External career sites

9/5/25 12-00 AM

B8

6/5/25 6:03 AM

9/5/25 12:00 AM

ove Fill Job Requisition

Post in the Posting
Schedule field

A oo
| posting, select Do Not |

Posting Schedule
Post Now

(UTC-5:00) US Eastern Time

Start Date
6/5/25 12:00 AM

Cancel

Save

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



N

QY)

Posting Job
< 00001 - Grounds Maintenance Worker
50877
Job boards
© Select job boards X
Click the partnes's name 1o access their site and select joby boards
@ = eQuest I

— =E
TO pOSt tO _JO b Boa I’dS ;SLJ:S'[\;FC‘IC:;:;:;&:]dekalb Edit eQuest
select the eQuest link

under Job Boards to
be directedtothe 4
eQuest site A If you want to change User
Account and User Account
Description, click (...)Actions
and edit the fields

\
1
I
I
1
1
I

/

o o = - — ]



Posting Job

00001 - Grounds Maintenance Worker - REGISTER

Requston 34

( | Show Flagged for Review/Erors only

Job Classification

Function Industry
7  Generlang Operations Manage Q

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

Next button

0

Cv



Posting Job/Position

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

sections

8 Increase Candidate Rasoonses Set Delx

very Dada to Mast Active Day on Bow:

= Job Preview

Company Details

Company Name: Dekab Caunty

Company Description:

Company Division: None Specied

Company Department: None Spectied

Job Location

Test Board - 6 x Daly

&

Test Board - Realtimo

Test Board - Deferra

Test Board - Once Daity

Job Details
Requisition No.
10 No.: None Spectied
Classification Type:  Regular
Classification Time: Fuil Time
_— 000000000000 .

A oL provide

\

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

[ U U ———




= Job Preview

Company Details

Company Name:
Company Description
Company Division

Company Department:

Job Location

Job Country:

Job Caty:

Job State/Province
Job ZipiPostal Code:

Work Location Type

Job Details

Jab Title:
Requisition No.

10 No.:
Classification Type

Classification Time

Posting Job/Position

Srounads Maintenance Worker - REGISTER

v Post

gensr [ 2o Summary of Job Board Actions

Test Board - 6 1 Dally

a

ard - Deferra

ard - Once Daily

Realtime

Select the Submit button



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

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

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



Recruiting Lifecycle Management Course Exercises:

Please complete the following exercises:

« Post a Requisition




Recruiting Lifecycle Management

Lesson 4: Manage Talent Pool

Cloudyvergent 340



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

« Move Candidates through the Candidate Selection Process




Manage Talent Pool

Ee Ee
r ¢

QUICK ACTIONS

I My Client Gmx;:)al

) Pending Worket

APPS

Y 4

The Recruiter/Generalist
will select the My Client
Groups tab

Select the Hiring tile




Manage Talent Pool

Recruiting Activity Center

Activities
1

High Priority

Search for activities

Type Hiring Manager  Generalist  Priority Filters
[] 12items
Activity T Type ¢ Candic ¢ Requisition C Gener:

Requisitions

0O = S 2 o o .
c,q Lanaigate searcn

*0 ..
o Oiiers

O Activity Center

X Hiring & N A
< Manager ~ Date T Priority C

Click on the Requisitions
present at the bottom.

P e N

N . - .
|22] Poois |*] Evenis



Manage Talent Pool

Job Requisitions

Search by requisition title, number, or description

Applications link
represents the number
of active Applicants to a
requisition

Phase State Hiring Manager Generalist Hiring Team Role Location Filters
6094 results - Create
gt 2 = Requisition Requisition X ~ A New x s x
Requisition Title T Number Static o) Phase © State C Applications Applications
00001 - Grounds Mainter 30877 Open - Posted Open Posted 1 1
16848 - HR Testing Speci 30876 Open - Not Posted Open Not Posted 0 0
05602 - HRIS Specialist 30875 Open - Not Posted Open Not Posted 0 0

] Activity Center

Requisitions

@ Offers ,oq Candidate Search

[;7] Pools

E] Events

Select the Applications
hyperlink



Manage Talent Pool

< 00001 - Grounds Maintenance Worker (30877) @550

Job Applications

Keywords

Phase State Employer Pasition Filters

] 1item

Summary

More Actions v

Sort By Application Submitted, New to Oid

[
I
I
I
[
I
I
I
[
I
I

v
R :

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

— o o o o e e e e o e e -

Favorite Candidate

D ﬁ . 10018
Rex, GA, US

Details

Status

New, To be Reviewed

Educatior Rank

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

|
[
[
[
1
[
[
[
1
[
[
I



Manage Talent Pool

Ex-Employee

Requisition
00001 - Grounds Maintenance
Worker, 30877

Status
New - To be Reviewed

Applied On

6/5/25

O Activity Center Requisi

| Move Application |

Details Screening

Messages Activity Progress Interviews Feedback

Key info

Add to Favorites

Add to Requisition

Add to Linked Requisition

Add to Candidate Pool

Add to Event

Save Application as PDF

ible, you can see it here.

nents 7

; are added, you can see them here.

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,
click on the (...)Actions
and select Move from
the drop-down list.



Manage Talent Pool

Move application

Phase
New

Comment

State

v

Meets Minimum Qualifications{

Meets Minimum Qualifications

Not Minimally Qualified

Rejected by Employer

Withdrawn by Candidate

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

Select the Move button
when done




Manage Talent Pool

Requirement

Mandatory

Candidate Selectio

Actions

n Process (CSP

Merit Register

Candidate Status

HM Review
Optional

Actions

Candidate Status

Interview
Mandatory

Actions

Candidate Status

Testing
Optional

Actions

Candidate Status

HM Access

Restricted

Unrestricted

Unrestricted

Unrestricted

Entering Phase

Send HM
Notification

Leaving Phase

State

To be Reviewed

Move Qualified FF,
PreScreen to Not
Min Qual FF

Under
Consideration

HM Review in
Process

Send Candidate
Update HM Review
Notification

Under
Consideration

Send Candidate
Update Interview
Naotification

Under
Consideration

Testing in Process

Send Candidate
Update Testing
Naotification

Under
Consideration

Meets Minimum
Qualifiacations

Send Candidate
Update
New/Qualified
Notification,
Initiate Duplicate
Check

Undler
Consideration

Not Minimally
Qualified

Emp
Withdra
Candidate

Send Not Qual email

Under
Consideration

Send reject email

Not Retained

Send withdrawal
email

Withdrawn

Schedule Interview

Rejected by
Employer
Withdrawn by
Candidate

Under
Consideration

Phone Screen

Send Phone
Interview Invite

Under
Consideration

AdminiClerical
Testing | Self
Schedule)*

Send Admin/Clerical
Invite

Under
Consideration

Send reject email

Not Retained

Interviews in
Process

Under
Consideration

Equipment Testing
(5elf Schedule)”

Send Equipment
Invite

Under
Consideration

Send withdrawal
email

Withdrawn

Selected for Offer
or Move to Testing
Rejected by
Employer
Withdrawn by
Candidate

Under
Consideration

Send reject email

Not Retained

A

Send withdrawal
email

Withdrawn

Passed Testing -
Selected for Offer
Rejected by
Employer
Withdrawn by
Candidate

Under
Consideration

Send reject email

Not Retained

Send withdrawal
email

Withdrawn

The Image above is from the
Configuration Workbook and

Process and specifically the Merit

Register

\
~

.’
I
I
. explains the Candidate Selection
I
:
\



Manage Talent Pool

Candidate Selection Process (CSP)

Candidate

email

Merit Hiring
Offer Actions Candidate Pre-Hire Actions Candidate HR Actions Candidate
Phase
Status Status Status
Requirement Mandatory Mandatory Mandatory
HM Access View View View
Entering Phase
Leaving Phase
To be Created Final Caﬂ_lﬁdate Send.maqma_slﬁar Parsonal Pe.l’uﬁngal.m?n:lam:f
State Sef?c_ﬂm_'l LcEmalos Requesm!ore Information being R Offer Accepted
Activity in Information
Progress Requested
Draft Final Candidate Waiting for BKGD Pending Manual Offer Accepted
Selection Post-Offer Processing
Activity in Processing
Progress
Pending Approval Final Candidate Pre-Employment Post-Offer Error During Offer Accepted
Selection Exam Scheduled (Self Processing Processing
Activity in Schedule)
Progress
Approval Rejected Final Candidate Pre-Hire Passed Post-Offer Processing in Offer Accepted
Selection Processing Progress
Activity in
Progress
Approved Final Candidate | BEESEEGVESLLITES  Send reject No Longer Under Processed Offer Accepted
Selection email Consideration
Activity in
Progress
Extended Offer Made Withdrawn by Send withdrawal Withdrawan R db plo Send reject No Longer
Candidate email email Under
Consideration
Accepted Offer of d b Send withdrawal| Withdrawan
Employment did email
Accepted
GEERCLIEI LY Send reject No Longer
email Under
Consideration
Withdrawn by Send withdrawal| Withdrawan

—— o e —

)

The Image aboveis
from the Configuration |
Workbook and explains;
the Candidate Selection,

Process and specifically;



Manage Talent Pool

Phase/ Step

Requirement

Candidate Selection Process (CSP)
Mass Hire (P/F)

Mandatory

Actions

Candidate Status

HM Review

Optional

Actions

Candidate Status

HM Access

Restricted

View

Entering Phase

Send HM
Nofification

Leaving Phase

State/ Status

To be Reviewed"

Move PJF Qualified
FF, PreScreen to Not
Min Qual FF

Under Consideration

Not Minimally
Qualified
Rejected by
Employer
Withdrawn by
Candidate

Send Not Min Qual
email

Under Consideration

Send reject email

Not Retained

Send withdrawal
email

Withdrawn

HM Review in
Process

Rejected by
Employer
Withdrawn by
Candidate

Send Candidate
Update HM Review
Nofification

Under
Consideration

Send reject email

Not Retained

Send withdrawal
email

Withdrawn

\

The Image above is ‘.
from the Configuration !
Workbook and explains!
the Candidate Selection!
Process and specifically !
the Mass Hire Process !
+ Flow )

— o o o e e o e o e e —

/



Manage Talent Pool

Candida‘te Selec‘tibn Process {C.SP)

Mass Hire (P/F)

Phase / Step Offer Actions Candidate Pre-Hire Actions Candidate HR (Hired) Actions Candidate
Status Status Status
Requirement Mandatory Opticnal Mandatory
HM Access View View View
Entering Phase
Leaving Phase
To be Created Final Candidate | | Send Request for Pending
Selection Information Request More | Send Request for Automated
State / Status Activity in Information e Processing Cleraceeiad
Progress
Draft Final Candidate Waiting for Pending Manual Offer Accepted
Selection Clearance Post-Offer Processing
Activity in Processing
Progress
Pending Final Candidate Pre-Employment Post-Offer Error During Offer Accepted
Approval Selection Exam Scheduled Processing Processing
Activity in (Self Schedule)
Progress
Approval Final Candidate Waiting for BKGD Post-Offer Processing in Offer Accepted
Rejected Selection Processing Progress
Activity in
Progress
Approved Final Candidate | |Testing in Process Post-Offer Processed Offer Accepted
Selection (Self Schedule)* Processing
Activity in
Progress
Extended Offer Made Rejected by Send reject No Longer Under Rejected by Send reject No Longer
Employer email Consideration Employer email Under
Consideration
Accepted Offer of GG I Send withdrawal Withdrawan VGG e T Send withdrawal|  Withdrawan
Employment Candidate email Candidate email
Accepted
Rejected by Send reject No Longer
Employer email Under
Consideration
Vbt Send withdrawal|  Withdrawan

Candidate email

\
N

The Image above is

from the Configuration
Workbook and explains
the Candidate Selection,
Process and specifically
the Mass Hire Process

)



Manage Talent Pool

Aejecssd by
Emplayer

WWithdrawn By
LCandidate

Send
withdawal

Candidate

Candidate Selection Process ([C5P)
Non-Merit
Phass / Steg Actiors Candidate Sites M Review Actions Candidate Status e Artions usﬁe Preiie Actions I.;:::‘F
Raquirement Mandatory Qpidoral Dptional
HM Acoess Restricted View View
i Send HM
g Phas: Mailication
Laawing Phase
Tobe Reviewed” |  Mose ta HM Iplication H¥Reviewin  Send Candidate |  Agplication Tobe Final Send Peguest
Feviow, Receimed Process Update HA Evaluation in Caeated Candidate | farkfomation | foguesr
Stale/ Baios PreSecieen te Hot Peview Progiess Selection E
Hin Qual FF Hotfication Ketivityin Information
Progress |
Ho: Hicimzlly Mo Lenger Under Serdseject  |MoLenger Under Draft Final Fie-
Selection || E4O%
Betivityin 5“;‘:’“'
Sogress AN
GEESEN T Send reject email | Mo Lenger Under Send withdrawal | Withdrawn Pending Final
Employes Consideration enal Bppiond Candidate B
Selection || FENTgr
Aetinitgin seEn
Peogress
LS PR T Send vithdiaval | Withdrawan Bppiond Final
Candidate email Rejecied m&m P
et e Fenifiedd
o |
Peogress
Eepioned Final GECSENIT Sand reject
Candidate Employes zmal
Selection
Actiigin
Peogress
Ertended Offer Mad= | 2555 EN T Send GEEES LT Sendreject | BlolLonger
Candidate [N TERRY Emploger email Uredes
zmal LCornsadesation
Aocapled Diffes of Withdrawn by Send

Withdrasan
withdrawal
email

The Image above is

from the Configuration
Workbook and explains:
the Candidate Selectioni
Process and specifically
. the Non-Merit process

~ 7



Manage Talent Pool

Actions

Candidate Selection Process [C5P)

Executive

Candidate Stalus

Actions

Cendidate Sates

AcSons

Candidate
Sxates

A (Fired]

Fejected by
Emploges

Witkdrawn by
Cardidate

Landidate

Laaving Phase
TobeRevieved” |  Howe m HM Fimal Sendfequest (RequestMore|  Persond Pending
Reviex, Candidate | | forlnformation | Infoemation | Infoemation Buzmated

; PieScezen bo Selection bzing Pracessing Dy

State/ Stz Reject FF Acivityin Requested Accepted
Piograss

Hat Minimally Rejected by Post-Difes Pending Dffer

[ualfied Emplayer Poocessing Mznual Beoapled
Pracessing

Hegected by Withdszwn by Post-Difer Emar Duiing Dffer
Emglospsr Candidate Precessing Piocassing MAocepled

LT S Send withdiawal | Withdrawan Appeceal Post-Diles || Processing in Dffer
Candidate email Bejected Processing Progeess Accepted

Appeoned Rejecied by Mo Lenger Pracessed Dffer
Emplorger Under MAocepled

Consideration

Extended Withdrawn b Withdrawan | JEEEEEEL Bz Langer

Candidzee Erploger Wiredes

Considesation

Becepted Withdizen by Withdrzwzn

| The Image above is .
. from the Configuration
. Workbook and explainsi
. the Candidate Selection:
i Process and specifically

. the Executive process |



Manage Talent Pool

Move application

Phase State

New Rejected by Employer

Reason

The job requisition was filled

Work relationship was canceled

Does not meet minimum qualifications

Failed Backgound

Failed Critical Exam

Failed Equipment Skills Test

Failed Firefighter Written Exam

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



Manage Talent Pool

Move application

State
-

Withdrawn by Candidate]

Phase -
Mew

e 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




Manage Talent Pool

Move application

Phase
HM Review{

New

HM Review

Interview

Testing

State

(]

v

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



Manage Talent Pool

Move application

Phase

HM Review

Comment

State

i

v

HM Review in Process

HM Review in Process

Schedule Interview

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 Move button

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

T o o o e e o o e e e e e e e e e e e



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

O OI\ANLO L)

C. Candidate has been

D. Candidate has been Rejected




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

[EVICWE (| smmm—

C. Candidate has been

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



Recruiting Lifecycle Management Course Exercises:

Please complete the following exercises:

« Move Candidates through the Candidate Selection Process




Recruiting Lifecycle Management

Lesson 5: Screen and Track
Candidates

Cloudyvergent 340



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

e Execute Candidate Interview Process




Screen and Track Candidates

My Client Groups I BerehtsAurmrmstraton Rttt [y > 0
QUICK ACTIONS APPS

The Recruiter/Generalist

F1 HCM Experierce Desig will select the My Client
Groups tab

&' Hire an Employes

o

i. e I

™ 0 '

&/' r I

& — Select the Hiring tile

) ,; 1E@nCe




Screen and Track Candidates

Recruiting Activity Center

Activities
11

High Priority

Search for activities

Type  Hiring Manager  Generalist  Priority  Filters

(] 12items

P % J = R A Hiring =
Activity C Type C Candic © Requisition C Gener: T Manager

~ ~

° Date C Priority

Click on the Requisitions
present at the bottom.

Requisitions S Candidate Seaich  |aa) Pools %] Events

‘R NEE
2 VIIES

Q Activity Center




Screen and Track Candidates

Job Requisitions

Search by requisition title, number, or description
y

Phase State Hiring Manager Generalist Hiring Team Role Location Filters

6094 results -} Create

Requisition Title 5?1?12;5;:‘0“ & gteacl:issition o) Phase ¢ State ¢ zsglications % Applications T P

00001 - Grounds Mainter 30877 Open - Posted Open Posted 1 ‘ 1 I

16848 - HR Testing Speci 30876 Open - Not Posted Open Not Posted 0 0

05602 - HRIS Specialist 30875 Open - Not Posted Open Not Posted 0 0 Th e Recru |te r/G enera | | St

will select the
) Activity Center Requisitions & Offers 4 Candidate Search [ Pools  [¥] Events App||cat|0ns hyperllﬂk




7N
Screen and Track Candidates @V)

< 00001 - Grounds Maintenance Worker (30877) &

Job Applications

Keywords

Phase State Employer Position  Filters

{9 g)a;ﬁmary v
[J 1item More Actions Vv Sort By Application Submitted, New to Oid v
Favorite Candidate Details Status Educatior Rank Th e Re cru |te I’/ G enera | |St
HM Review, HM Review In Process Wi | | Se. | eCt th €
& 10018 Candidate’s Name to
Rex, GA, US I view the application




Screen and Track Candidates

Ex-Employee

Requisition
00001 - Grounds Maintenance
Worker, 30877

Status
HM Review - HM Review in
Process

Applied On

Q Activity Center Requisi

Details Screening
Key info
Move Application I

Messages

Activity Progress

Interviews

Add to Favorites

Move Back a Phase

Add to Requisition

Add to Linked Requisition

Add to Candidate Pool

Add to Event

Save Application as PDF

ible, you can see it here.

nents

[:B Pools

m Events

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



Screen and Track Candidates

Move application

Phase

HM Review

Comment

State
Schedule Interview

et | (D

Select Schedule Interview the
State drop-down list. Select the
Move button to move to the
next step



@.

Screen and Track Candidates

Details Screening Messages Activity Progress Interviews Feedback

RESRo. Key info

Move Application I

Add to Favorites

Move Back a Phase ible, you can see it here.

Select the Move
Application button to

00001 - Grounds Maintenance
el 50877 Add to Requisition progress the
Add to Linked Requisition nents V4 Requ |S|tlon to the ﬂeXt
Status
HM Review - Schedule Interview Add to Candidate Pool p h dse
Applied On
6/5/25 Add to Event

() Activity Center Requis! Save Application as PDF 3] pools  [¥] Events




Screen and Track Candidates

Move application

Phase - State - I
Interview Interview I

Comment

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




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

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

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



Recruiting Lifecycle Management Course Exercises:

Please complete the following exercises:

« Move a Candidate through the Register Selection Process




Recruiting Lifecycle Management - Hiring
Managers

Lesson 6a: Add an Interview to
a Requisition

Cloudyvergent 340



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

« Add an Interview to a Requisition




Add an Interview to a Requisition

My Team My Client Groups I e ————— e CoRtaEENY—Y 0

QUICK ACTIONS APPS

The Recruiter/Generalist

#} HCM Experience Desig will select the My Client
B Groups tab

“ Hir nen

o

o4 A - \
[v] Add a Pending Worket

Ee
X

Select the Hiring tile




Add an Interview to a Requisition

Recruiting Activity Center

Activities
1

High Priority

Search for activities

Type  HiringManager  Generallst  Priority  Filters

[ oitems

Activity ¢ Type C Candidate C

Q Activity Center Requisitions @ Offers

Requisition ¢

Pq Candidate Search

Generalist £

E;] Pools

Hiring Manager C

E::] Events

Date

~
v

Priority C

Select the Requisitions
option present at the
bottom of the page



Add an Interview to a Requisition

Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Generalist Hiring Team Role Location Filters

—

6094 resfits -+ Create

Requisition Requisition

Requisition Title < Niiriber < Statis < Phase C
00001 - Grounds Mainter J30877 Open - Posted Open
16848 - HR Testing Speci 30876 Open - Not Posted Open
05602 - HRIS Specialist 30875 Open - Not Posted Open
16848 - HR Testing Speci 30874 Posting - In Progress Posting

State ¢ zgmicaﬁons ¢ Applications
Posted 0 1
Not Posted 0 0
Not Posted 0 0
In Progress 0 0

() Activity Center Requisitions "é Offers S Candidate Search IE Pools [*] Events

Select a Requisition



Add an Interview to a Requisition

< 00001 - Grounds Maintenance Worker

30877

Overview Details Screening Services Job Formatting ‘ Interviews I Looning RREEEE S _ ———
Interview schedules ‘ -+ \

After interview schedules are added, you can see them here.

Select the Interviews tab

— I

Select the + button

Automated interview invitation

Activity Center B Requisitions 7y Offers Oc. Candidate Search 2:] Pools Events @
'




Add an Interview to a Requisition

Add interview schedule

@® Create an interview schedule

O Add a shared interview schedule

Can create or add a
shared interview
schedule. Select Create
an interview schedule
and click Continue.



Add an Interview to a Requisition

Create Interview Schedule

0000 - Grounds Maintenance Worker (30877

o Basic Information

*Template
“Scheduls Title
“Schedule Dwner

Rosalind B Harrs

Schedule Type

e
|

Select the appropriate Interview Template from the drop-down list

Update the Schedule Title if necessary and select the Continue button



Add an Interview to a Requisition

Create Interview Schedule

0001 - Grounds Maintenan:s

" Schwdde O

Select Save and Close
button when done

vvvvvvvvvvvv

4 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
. Tinished

o e e e e e mm e e M M e G M M e e mmm M M M M M e e mmm M M e M M e e mmm M e e e

0

(f%\w



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



Course Exercise:

|[dentify a Participant in the audience to share their screen and complete the following exercise:

« Add an Interview to a Requisition




Recruiting Lifecycle Management - Hiring
Managers

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

Cloudyvergent 340



N
Lesson Objective: . CV)

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

« Add an Interview for a Candidate on a Requisition




Add an Interview for a Candidate on a Requisition

0

I My Client Groups I e = SENTBICL SRS e -
QUICK ACTIONS APPS
The Recruiter/Generalist

£l n will select the My Client
ot Groups tab

“ ¥ n

o

o

i‘ ) | 6

W/ Pendr

R Select the Hiring tile




v
Add an Interview for a Candidate on a Requisition

Recruiting Activity Center

Activities
1

Hgh Priority

Search for activities -

Type  HiringManager  Generallst  Priority  Filters e

(] oitems

Select the

Activity © Type ¢ Candidate C Requisition ¢ Generalist C Hiring Manager C Date © Priority C ReqU|S|t|0nS Opthﬂ
present at the
bottom of the page

Q Activity Center Requisitions E’é Offers Pq Candidate Search &] Pools m Events




Add an Interview for a Candidate on a Requisition

Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Generalist Hiring Team Role Location

6094 results | -+ Create

7, Requisition . Requisition

Requisition Title & Nkt bar > Status <
00001 - Grounds Mainter 30877 Open - Posted
16848 - HR Testing Speci 30876 Open - Not Posted
05602 - HRIS Specialist 30875 Open - Not Posted
16848 - HR Testing Speci 30874 Posting - In Progress

O Activity Center Requisitions @ Offers ,oq Candidate Search

Filters

Phase

Open

Open

Open

Posting

~
v

@ Pools

State C

Posted

Not Posted

Not Posted

In Progress

New
Applications

0

0

[E] Events

~
v

~

Applications <

87

Select the Applications link



Add an Interview for a Candidate on a Requisition

< 00001 - Grounds Maintenance Worker (30877) @200

Job Applications

Keywords

Phase State Employer Position Filters

] 1item t f t More Actions Vv Sort By Application Submitted, New to Old v

Favorite Candidate Details Status Education Rank

Interview, Interview

Rex, GA, US

() Activity Center Requisitions g Offers  Sa Candidate Search  [i] Pools  [%] Events

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

N o o o o o e e e o o e e e e e e - b

P e

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



Add an Interview for a Candidate on a Requisition

Detalls Screening Messages Activity Progress Interviews Feedback
Ex-Employee Interviews ———
Select the Interviews tab
and Select the + button to
After interviews are added, you can see them here. add Interview.

Requisition
00001 - Grounds Maintenance
Worker, 30877

Status

Interview - Interview

Apphied On

6/5/25




Add an Interview for a Candidate on a Requisition

Create Interview

Anna Walker (10018), 30877

ooooo

QY)

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




Add an Interview for a Candidate on a Requisition

Create Interview

Anna Walker (10018), 30877

Sy o Enter the appropriate
e P Start Date and Time and
S R R End Date and Time

o ©

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




Add an Interview for a Candidate on a Requisition e

Create Interview

Anna Walker (10018), 30877

Select the Save and Close
s button when finished

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

_________________________________________________

-—— = —



Add an Interview for a Candidate on a Requisition

Move application

Phase D Stat
Interview |

Phone Screen
Comment

Interviews in Process

Not Selected

Selected for Offer or Move to Testing

Rejected by Employer

Withdrawn by Candidate

= -

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
Move button.



Add an Interview for a Candidate on a Requisition Knowledge Check

Candidates can be added to more than one Interview Schedule?
True or 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?

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



Course Exercise:

|[dentify a Participant in the audience to share their screen and complete the following exercise:

« Add an Interview for a Candidate on a Requisition




Recruiting Lifecycle Management

Lesson 7: Select Candidates
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Lesson Objective:
Upon the completion of the Select Candidates, you will be able to:

« Select Candidates to be added to the Hiring Requisition




Select Candidates

The Recruiter/Generalist
will select the My Client
Groups tab

YaM I My Client Groups I - — v
QUICK ACTIONS APPS

i i H e an

" Hire an Employ

“ JRERES Taa Hiring New Person

. .

23

a. ‘F . . .

A Person Spotlight Absences

i

o .

v/ )

>av- s . . .
Workforc Gaoals 1@nce

— Led y

©

Select the Hiring tile

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

« Manager

e e e e e e e e -

—— == - ——
D S ——



Select Candidates

Recruiting Activity Center

Activities
1

Hgh Priority

Search for activities

Type  HiringManager  Generalist __ Priority  Filters e

(] oitems

Select the Requisitions
option present at the
bottom of the page

Activity C Type ¢ Candidate C Requisition ¢ Generalist C Hiring Manager ¢ Date ¢ Priority C

O Activity Center Requisitions :’é Offers  Sa Candidate Search @ Pools E] Events




Select Candidates

Job Requisitions

Search by requisition title, number, or description

Phase State Hiring Manager Generalist Hiring Team Role Location Filters

6094 results -+ Create
Requisition Title < Zi?:ti’sei:ion e gf;‘:i:mon < Phase C State T ::;ications o Applications T
00001 - Grounds Mainter 30877 Open - Posted Open Posted 0 E
16848 - HR Testing Speci 30876 Open - Not Posted Open Not Posted 0 0
05602 - HRIS Specialist 30875 Open - Not Posted Open NotPosted O 0 Se|ect the App“catlons
16848 - HR Testing Speci 30874 Posting - In Progress Posting In Progress 0 0 hyp e rl | n k

O Activity Center Requisitions t’é Offers ,oq Candidate Search @ Pools E] Events




7N
Select Candidates @V)

< 00001 - Grounds Maintenance Worker (30877) @50

Job Applications

Phase State Employer Position Filters

] 1item Move Application I Add to Requtsition I_mmnmmml More Actiong Sort 8y Apphcation Subenatted ey to Ol e

Favorite Candidate Details Status Education Rank

Sy el Select the check box
" o next to the Candidate’s
o Name and then select
Add to Requisition
option.




Select Candidates

Ex-Employee

Hoguisition
00007 - Grounds Maintenance
Worker, 30877

|f'|(.(l"l view - Selected for Offer or
Move to Testing

6/5/25

.N"UV( l":l‘!’\’ld’( 'h:Ll yet

Rex, GA, US

andidate Numbe

rity Center Requisitions

Details Screening Messages Activity

Key info

Move Application

Add to Favorites

ible, vou can see it here.

Move Back a Phase

Add to Requisition I

@.

e

= o 1ents
Add to Linked Requisition

Add to Candidate Pool
Add to Event

Save Application as PDF
Add Tags

Send Message to Team

Check Duplicates ols [5] Events

:are added, you can see them here.

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



Select Candidates

Add to requisition

1 candidates

Create a job application on behalf of the candidate

Job Requisition

=N -

Select the check box labeled
Create job application on
behalf of Candidate. In the Job
Requisitions section, either
type the Requisition or select
it from the drop-down list



Select Candidates

—— o o o e ey

Add to requisition

Yot "If the Recruiter/Generalist\‘
requires the Candidate to
fill out additional

B3 Create a job application on behalf of the candidate

-+ Add Requisition
Prescreening or
05602 - HRIS Specialist (30875) Rosalind M Harri & Disqualification Questions,

then they do not select the
check box and instead
.select Save and Close K

o e e e e o e e e =

o T e — —
—— o o o o e o o

Cancel Add

Select the Add button



Select Candidates

< 00001 - Grounds Maintenance Worker (30877) @500

Job Applications

Keywords

Phase State Employer Position Filters

& ;xjgﬁmary
Navigate back by selecting
] 1item ' ti ~ ate Pog More Actions v Sort By Applicati the arrow on the |eft

Favorite Candidate Details Status Education

Interview, Selected for Offer or
Move to Testing

pr

0 g 10018
Rex, GA, US




Select Candidates

Job Requisitions

Search by requisition titie, number, or description

Pharse State Hiring Manapger

~

Requisition Title ©

00001 - Grounds Mainter

00001 - Grounds Mainter

16848 - HR Testing Spec

05602 - HRIS Specialist

16848 - HR Testing Specl

16848 -

HR Testing Speci

Generalst

6095 results - Create

Requisition .
Number =

30879
30877
30876
30875
30874

30874

() Activity Center Requisitions

Hiring Team Role Location

Requisition ~
Status M

Open - Posted

Open - Posted

Open - Posted

Open - Not Posted
Posting - In Progress

Posting - In Progress

Filers

Phase < State <

Open Posted
Open Posted
Open Posted
Open Not Posted
Posting In Progress

Posting In Progress

New < Applications <
Applications .

1 |

¢} 1
0 1
[
0 0

ra Candidate Search @ Pools [*] Events

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



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

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

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



Recruiting Lifecycle Management Course Exercises:

Please complete the following exercises:

« Add a Candidate from the Register Requisition to the Hiring Requisition




Recruiting Lifecycle Management

Lesson 8: Prepare Job Offer
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Lesson Objective:
Upon the completion of the Prepare Job Offer lessons, you will be able to:

« Prepare a Job Offer for a Candidate




The Recruiter/Generalist
will select the My Client
Groups tab

Prepare Job Offer
My Team I My Client Groups I
QUICK ACTIONS APBS
N ) I . . .
&’ Hire an Employes
- sl jourmney New Person
. +
=3
o4
) o . . .
® .
N,/ F r I
-EI- L S . .
Workforce
J = Q IE* [ora)

Select the Hiring tile

A \

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

— o ——
—— - - —

\



Prepare Job Offer

Recruiting Activity Center

Activities
1"

High Priority

Search for activities

Type  HiringManager  Generaliqt  Priority  Filters

[J oitems

Activity C Type ¢ Candidate C Requisition ¢ Generalist Hiring Manager ¢ Date ¢ Priority C

Q Activity Center Requisitions I‘é Offers foq Candidate Search E.;'_] Pools E] Events

Select the
Requisitions option
present at the
bottom of the page



Prepare Job Offer

Job Requisitions

Search by requisit

Pharse State Hiring Manapger Generalst Hiring Team Role Location Flers

6095 results - Create

A~ Requisition

Requisition Title © New -~ N

Phase © State + Apolications Applications < Prospects +

>

Requisition A
Number = Status v

00001 - Grounds Mainter 30879 Open - Posted Open Posted 1 | 0 Se | e Ct th e q p p ro p rl ate
00001 - Grounds Mainter 30877 Open - Posted Open Posted 0 1 0 Req u iSition hype rI i n k

16848 - HR Testing Speci 30876 Open - Posted Open Posted 0 | 0
I 05602 - HRIS Specialist 30875 Open - Not Posted Open Not Posted 0 1 I 0
16848 - HR Testing Specl 30874 Posting - In Progress Posting In Progress 0 0 0

16848 - HR Testing Speci 30874 Posting - In Progress Posting In Progress 0 0 0

() Activity Center Requisitions > @ ate S Pools [*] Events



Prepare Job Offer

< 05602 - HRIS Specialist (30875) @50

“ob Applications

Go back

Keywords

Phase State Employer Position Fiters

J 1item

Favorite Candidate Detalls

View
@ Summary

More Actions v Sort By Application Submitted, New to Old v

Status Education Rank

¥

0 ﬁ @ 10018
Rex, GA, US

Offer, To be Created

Q Activity Center Requisitions Eg; Offers roq Candidate Search

[z Pools [£] Events

Select the candidate to
create Job offer



87

Prepare Job Offer

Details Screening Messages Activity Progress Interviews Feedback

el E

10 Requisition

Add to Candidate Pool

Add to Event ‘equisition View details

Save Aopilation as PDF

Add Tags nents 4

Raquisttion

05602 - HRIS Specialist, 30875 Send Message to Team TO C reate a n O.ﬁ.‘e r,
Check Duicates select Create Job Offer

Offer - To be Created i are added, yvou can see them here,

Apolied On Request Irfterview to Be Scheduled from the Th ree dOtS
o drop-down list

Last Contacted
Not contacted yet
Collect Fegdback

() Activity Center Requist Create Job Offer ] Pools  [%] Events




Prepare Job Offer

Create Job Offer

v

(10018), 30875

What would you like to do while working on this job offer?

Select the check boxes

Offer. Select the check
boxes for Salary and
Offer Letter. Select the
Continue button to

you need for creating the

proceed to the next step

- o mm mm m mm mm o o ay,

I Check the box for
. Attachments if

. you would like to
i attach any other

| documents to the

______________

~ o e e e e e = 7



v

Prepare Job Offer

Create Job Offer
(10018), 3087

| e | e o
oot Enter the appropriate
——— Employee start date from
the When is the employee

start date field

ol A x

' DeKalb County hasa
" rolling two-week i
' window for start dates

N e e o o e e e o e e e e e e

/



Prepare Job Offer

Create Job Offer
(0Ms). 3087

), 30875

\Mhan and \Wh
‘ vvnen and vvny

"When & the emgioyee start date?

“Legal Employer

"Worker Type

pr—

Select Employee from
the Worker Type drop-
down list



Prepare Job Offer

Create Job Offer
HOMB). 30875

"When & the emgioyee start date? *Action I

“Legal Employer

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



Prepare Job Offer

0 Assignment Info

*Business Unit

[D':Kalb County

Job

15075 - HRIS Specialist

Business Title

15075 - HRIS Specialist

*Grade

Department

01510 - HUMAN RESOURCES & MERIT SYSTEM

Reporting Establishment

DeKalb County GA

Location

MALOOF - Administration Bidg

All fields as auto populated. Review the Assignment Info
fields. Confirm the appropriate Grade, Reporting
Establishment from the drop-down list

v



Prepare Job Offer

Geado N

45,000.00000
I

o

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




Prepare Job Offer

Sy Araount

New Salay
45,000.00000 w0 an
|

P e N

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




Prepare Job Offer

!!!! wson Oats

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




Prepare Job Offer

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



N
Prepare Job Offer @V)

Details Screening Massagos Activity Progress Interviews Feedback Offar

A Penc ding Approval

Add 1o Candidate Pool

- 0
Save Adplication as PDF

Add to t

05602 - HRIS Specialist, 30875

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

s are added, you can see them here.

vity Canter Requisitions

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

S o o e o o e e e e

o - —



‘&
Prepare Job Offer h V)

< Preview offer
1lII1BJ, 05602 - HRIS SpECiﬂﬁSt— 30875

Preview offer
LQ: 'Y
Dealb Counry

We invite you to review your job offer carefully.

This is what the Offer Letter
looks like for the Candidate.
DeKalb C { {-’ﬂ;, Candidates have the option
chalb Loun y = to download, decline or
_—————— e ———— accept the Offer

June 11, 2025

WalkerAnna
3993 Peachtree Farms Rd
Rex, GA 30273

Dear Anna,

DeKalb County Government is pleased to make you a conditional offer of employment for the position of 05602 - HRIS




Prepare Job Offer

Ex-Employes

Heey .
05402 - HRIS Specialist, 30875

Offer - Approved
6/11/25

La U
Not contactad yet

nty Centes Requisitions

Details Screening

Send Message to Team

Check Duplicates

Request interview to Be Scheduled

Collect Feedback

Preview Ofter

Extend Offer

Redraft Offer

Maessages Activity Progress
equasition View detai
jents

i are added, you can see them here.

Interviews

Feedback

Offer

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

Change Siart Date




Prepare Job Offer

Details Screening

Ex-Employes

Send Message to Team
Check Duplicates

Request interview to Be Scheduled

Collect Feedback

Ny '
054602 - HRIS Specialist, 30875
Preview Ofter

Maessages Activity Progress
equasition View detai
jents

Interviews

Feedback

Offer

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

I Extend Offer I

Redraft Offer

Catu
Offer - Approved

6/11/25
La ol

Not contactad yet

Loe atone Change Siart Date

nty Centes Requisitions

i are added, you can see them here.




Prepare Job Offer

Extend offer

When does the offer expire?

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




Prepare Job Offer Knowledge Check

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

A. Employee

B. Full Time

C. Part Time

D. Contract




Prepare Job Offer Knowledge Check

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

A. Employee

B. Full Time

C. Part Time

D. Contract

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



Recruiting Lifecycle Management Course Exercises:

Please complete the following exercises:

« Prepare a Job Offer |
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Lesson 9: Prepare for Hiring
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Lesson Objective(s):
Upon the completion of the Prepare for Hiring lesson, you will be able to:

« Execute the Hiring Process in the system




v
Prepare for Hiring Al

lean I My Client Groups I BeTh Acrmrmstraton Recrotmyg ontract > 0
o After the Candidate has accepted
FiH the Offer, the Recruiter/Generalist
| needs to progress the Candidate

& in the selection process. The

o Recruiter/Generalist will select the

My Client Groups tab

S -

o

¥/ Pending Workers Select the Hiring tile

: 0 0 @

_ ’h ....... Goals  Pedormence 022§ 20202 AN T - - - -TTTTTTTTTTTTTS S

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

o - - ——
—— - ——



Prepare for Hiring

Recruiting Activity Center

Activities
1

High Priority

Search for activities

Type  HiringManager  Generalist  Priority  Filters

[J oitems

Select the Requisitions
option present at the
bottom of the page

Activity C Type C Candidate C Requisition ¢ Generalist © Hiring Manager C Date © Priority C

O Activity Center Requisitions @ Offers ,Oq Candidate Search [1':] Pools [z] Events




Prepare for Hiring

Job Requisitions

Search by requisition titie, number, or description

Pharse State Hiring Manapger

Generalst

Hiring Team Role Location

Filers

Q Activity Center

Requisitions

ra Candidate Search

6095 results - Create
Requisition Title < zic::g:bon < zte;t‘:mon g Phase < State < mications < Applications < Prospects <
00001 - Grounds Mainter 30879 Open - Posted Open Posted 1 1 0
00001 - Grounds Mainter 30877 Open - Posted Open Posted (o] 1 0
16848 - HR Testing Speci 30876 Open - Posted Open Posted 0 | 0
I 05602 - HRIS Specialist 30875 Open - Not Posted Open Not Posted 0 I 0
16848 - HR Testing Specl 30874 Posting - In Progress Posting In Progress 0 0 0
16848 - HR Testing Speci 30874 Posting - In Progress Posting In Progress 0 0 0

Qﬂ Pools [*] Events

Select the appropriate
Requisition hyperlink in
which the Candidate has
accepted the Offer



v
Prepare for Hiring b

< 05602 - HRIS Specialist (30875) @I

Job Applications

Select the Candidate
that has accepted the
5t . s e e Offer to begin the pre-
hiring process

CANE -
Summary

Favorite Candidate Details Status Education Rank

J—
% Ofter, Accepted I
D ﬁ 10018 e
Rex, GA, US I

Requisitions ,'@ Offors




Prepare for Hiring

Ex-Employes

[Tmp—
05602 - HRIS Specialist, 30875

Ofer - Accepted

Anpoed V

6/11/25

Lot Contarted

Today, Message Not Sent

Losatin
Rex, GA, US

Candiclate Numbe
10018

ty Canter @ Requisitions

Details Screening

Key info

Messages Activity Progress Interviews Feedback Offer

Move Application I

Add to Favarites

Add to Requisition

Add to Candidate Pool

Add to Event

Save Application as POI

Add Tags

Send Message to Team

Check Duplicates

Request Interview to Be Scheduled

Collect Feedback

equisition View detalls

sents V4

i are added, you can see them here.

_

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



Prepare for Hiring

Move application

Pre-Hire

Hate
Send Request tor Information

Comment

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



Prepare for Hiring

‘? / page 1 > 21 mats

ertd-dev11.fa.sender@work..."

Adationad infarmation reguired for vour ob

ertd-dev11.fa.sender@work...’

Congratulations, you accepiad the job offer *

[] ertd-devii.fa.sender@work...

Addiional iInformation required for your job a

-] ertd-dev11.fa.sender@work...’

Congratulations, the job offer ***** . HR Tes

ertd-dev11.fa.sender@work...’

Your recer 1 Job application for

mydayDev

myday Weskly Wrap Up

- o

Cepveratlly Qegly  Formant Prm

Additional information required for your job application for job 16848- HR Testing Specialist
g, <ertd-devi1.fa.sender@workflow.email.us-phoenix-1.ocs.oraclecloud.com>

Friday, June 13, 2025 7:16:57 PM
Additional information required!
Hello,

Additional information Is required for your job application for the job16848 - HR Testing Specialist,
Complete this request to be considared for the position.

Sincerely,
DC Career Site

Recruiting Team

Provide Additional Info

8]

Dt

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

v



Prepare for Hiring

Confirm Your Identity Enter the Verification code

Tty e bt Ve o0 o i i 508 o £ 0 o el g N sent to the mail and click
verify

Keep me signed n

= I o




Prepare for Hiring

+91 X ¥ 0876543212

Sensitive Personal Information

Please enter your Date of Birth and Social Security Number, no dates requirec

Date of Birth *

June X v 12

ADD NATIONAL IDENTIFIER

X

v

2000

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




Prepare for Hiring

SENAET

Female Male ) Nonbinary

E-Signature
Piease read the following statement carefully, then acknowlec

- Uk
wiledge that you h

nformation requested at the bottom of the page. Please note that E

at E-Signat

slure is the electronic equivalent of hand-

+ Show More

ave read and approved Il by providing the

g

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

SUBMIT ‘; I




Prepare for Hiring

f)
<
> N

American English Email

Screening Messages Activity Progress Interviews Feedback Offer
Key info
nal identifiers
,9\' Active on a Natic fantify T
United States
Candidate a oo
After attac
Biographical info V4
Aate of Dtk
Work History 6/12/00
Preferences Z
Add items t
Desplay Dhita to Candidate Candidate Time Zovw al 4!
Yes Asla/Calcutta (UTC +05:30) - I Yes
wchclate Produrred Langings Peelerred Commuantation Channel

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



Prepare for Hiring

Move application

Phase
Pre-Hire

Comment

State

Waiting for Information

Waiting for BKGD
Pre-Employment Exam Scheduled
Pre-Hire Passed

Rejected by Employer

Withdrawn by Candidate

f)
<
> N

Cancel

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

Update State appropriately and
select the Move button



Prepare for Hiring

e )
16848 - HR Testing Specialist,
30876

Pre-Hire - Send Reguest lor

Details

Key info

1ents V4

are added, vou can see them here.

QY)

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.

Upon completion, if you go
back to the Requisition,
Candidate will not be there
because the Candidate
moved to Pending worker



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




v
Prepare for Hiring Knowledge Check i o

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



Recruiting Lifecycle Management Course Exercises:

Please complete the following exercises:

« Move Candidate through Hiring Selection Process
« Have the Candidate enter their Personal Information
« Hire the Candidate
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Lesson Objective(s):
Upon the completion of the Convert Pending Workers lesson, you will be able to:

« Convert a Pending Worker into an Employee




Convert a Pending Worker

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

Select the New Person tile



Convert a Pending Worker

New Person
What do vou want ta d “na?

Select Pending Workers




Convert a Pending Worker

< Pending Workers

Search by person name or person numbe

Proposed Stact Date

<+ Add More Actions v
5]  PersonName <
John walker
[ sholanda Yevett Mosley
O  Jadarius Lee Hopkins

Proposed Person Type

Person
Number

123276

064437

123058

Legal Employer

Department

Legal
Employer

DeKalb County
GA

DeXalb County
GA

DeKalb County
GA

Location Filters

o

Proposed Start
Date

6/13/25

6/2/25

6/2/25

Sart By Proposed

Proposed Person ~
Type =

Employee

Employee

Employee

Incl
Aut

No

No

No

Edit Pending Worker

Cancel Work Relationship

Select the Ellipse (...) to
convert the Pending
Worker. Once selected,
a drop-down list will
appear. Select Convert



Convert a Pending Worker

v

COMVrt rending Worke

lllllll

Add woek reation i
empioyee, CONINg
(»
Selary
Adig CaTafin ADOUT alaTy DAK, Bal
PNOUNT, NEXT SR rRVIRW
(. ]
irwct

jw Info to include
Johm walker, 15150 < 1A Testing Specialint

___________________________ -
A ~
N

l:'Info to Include section can be used in
' three ways :
1. If you are confident that you will not

~

o need any of the sections shown on
= this page, you can continue without
s selecting any options here.

— 2. If you want to have the choice of all
i the 'Info to Include' section going

1

1

1

1

1

1

1

1

1

1

1

1

1

! forward in the transaction, you can
: select all the options on this page and
1
1
1
1
1
1
1
1
1
1
1
1
\

o e e e e R e R R S R R R M R e M R M e e e e e e e -

S further can choose to either fill in

s details or 'Continue' when not

> needed.

e 3. Ifyou are sure of certain sections that
—— you will be using and others are not
required then you can choose

v sections accordingly and Continue.

[

o e o o e e e e e m e e R M e e M M e e e e e



Convert a Pending Worker

Convert Pending Worker

jw  When and why

John walker, 15750 - HR Testing Spedialist

Legal Eployes
DoeKalh County GA

OSID0r

DeKalb County 16848 - HR Testing Specialist

you making changes to direct reports? -

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

s T T EEEEEET RN
q Employee hire date may

: be changed to a future

start date. Dates from

I the past cannot be used

" for a Pending Worker



Convert a Pending Worker

Convert Pending Worker

jw  When and why

John walker, 15750 - HR Testing Spedialist

Legal Eployes
DoeKalh County GA

Posinor
16848 - HR Testing Specialist

Cancel

Continue

Complete the remaining fields
within the When and Why
section with the appropriate
information



Convert a Pending Worker

Convert Pending Worker

jw  When and why

John walker, 15750 - HR Testing Spedialist

Y & Dekalb County GA
Vituat's the way t0 cammeert 3 prendsng workes ¢
Hire X
Buciness Unn - Posinor =
DeKalb County 16848 - HR Testing Specialist H
Select the Continue button
Wiy ae you making changes to direct reparts? -

after completing the When
and Why section

(d“(”|




Convert a Pending Worker

Convert Pending Worker

3|25

|w Names
John walker, 15150 - HR Testing Specialist
When and why

Ja—
Lt Nawe 5t Namie Nim“
lohin walker

Biographical info

e Validate the information in
the Names section and
select the Continue button

Phone details
Email details
Addresses

Legislative info

Edits to the Pending

Citizenship info : Worker Name may be

| made as needed




Convert a Pending Worker

Convert Pending Worker
jw Biographical info

John walker, 15150 - HR Testing Specialist

Datw of Birth -
6/12/00 25 Years O Months 1 Days

c‘m

4|25

When and why

Names

Blographical info

National identifiers

Phone details

Email details

Addresses

Legislative info

Citizenship info

Validate the information in
the Biographical info
section and select the
Continue button



Convert a Pending Worker

Convert Pending Worker

jw National identifiers
John walker, 15150 - HR Testing Specialist

+ Neational identifiers

National 10 Type
Social Security Number

Primary

Cancel

5|2;

When and why

Names

Biographical info

National identifiars

Phone details

Email details

Addresses

Legislative info

Citizenship info

f)
<
> N

Validate the information in the
National identifiers section
and select the Continue
button



Convert a Pending Worker

Convert Pending Worker

jw Phone details

John walker, 15150 - HR Testing Specialist

+ Phone details

Type Number
Home Mobile Phone 91-9876545212

Primary

Cancel

6|25

When and why

Names

Rinoranhical infa
HINOr AN

National identifiers

Phone details

Email details

Addresses

Legislative info

Citizenship info

Validate the information in
the Phone details section
and select the Continue
button



Convert a Pending Worker

Convert Pending Worker

jw Email details

John walker, 15150 - HR Testing Specialist

+ Email details

Ve
Home Email

Emal

abcdi@yopmail.com

Primary

7| 25

When and why

Names

Biographical info

National identifiers

o

Validate the information in
el et the Email details section
and select the Continue
button

Phone details

Addresses

Legislative info

Citizenship info



Convert a Pending Worker

Convert Pending Worker

jw Addresses

John walker, 15150 - HR Testing Specialist

Add

Type Addvoss
Home Address INDIA

Primary

Cancel

‘

8[25

When and why

Names

Biographical info

National identifiers

Phone details

Email details

Addresses

Legisiative info

Citizenship info

Validate the information in

the Addresses section and
select the Continue button



Convert a Pending Worker

Convert Pending Worker

jw Legislative info

John walker, 15150 - HR Testing Specialist

Coumry for Demographic Reporting Marital Status

United States

9|25

When and why

Names

Blographical info

National identifiers

Phone details

Email details

Addresses

Legislative info

Citizanship info

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

; Edits to the Legislative
I Info section may be
: made as needed

-~ e - = -



Convert a Pending Worker

Convert Pending Worker

jw Citizenship info

John walker, 15150 - HR Testing Specialist

Add citizenship information.

Cancel

Continue

10| 55

Citizenship info

Driver's licenses

Passport info

Visas and permits

Family and emergency contacts

Position override

Assignment

v

Validate the information in
the Citizenship Info section

and select the Continue
button

Info section may be made

:’ Edits to the Citizenship
|
I as needed

\
!
!
!



Convert a Pending Worker

Convert Pending Worker

jw Driver's licenses
John walker, 15150 - HR Testing Specialist

Add driver’s license information for identification and qualification to drive.

11|25

Citizenship info

Driver's licenses

Passport info

Visas and permits

Family and emergency contacts

Position override

Assignment

o

We can add Driver’s Licenses
to this section if we have
requirement to update the
Passport details for the
employee.



=8
Convert a Pending Worker @V)

Convert Pending Worker

jw Passport info
John walker, 15150 - HR Testing Specialist

Citizenship info

o

Driver's ficenses
Add passport information certifying identification and citizenship details.

Passportinto We can add Passport info
to this section if we have
requirement to update the
Passport details for the
Positon overide employee.

Visas and permits

Family and emergency contacts

Assignment

Cancei Continue




Convert a Pending Worker eerhA

Convert Pending Worker

13 | 25

jw Visas and permits
John walker, 15150 - HR Testing Specialist
Citizenship info

Driver’s licenses
Add visa and permit information to identifv countries approved for business travel or
work.

o

Passport info

Visas and permits

We can add Visas and permits
to this section if we have

Positon overide requirement to update the
Passport details for the
employee.

Family and emergency contacts

Assignment

Cancel Continue




Convert a Pending Worker

Convert Pending Worker

JW Family and emergency contacts
John walker, 15150 - HR Testing Specialist

Existing Contacts

emergencies.

Add Contact

emergencies.

Add any family or emergency contacts for benefits purposes or in case of work

Add any family or emergency contacts for benefits purposes or in case of work

- |

14|25

Citizenship info

Driver’s licenses

Passport info

Visas and permits

Family and emergency contacts

Position override

Assignment

Review the Existing Contacts
or Click the +Add button to
Add Contact information as
needed. Select the Continue
button



Convert a Pending Worker

Convert Pending Worker

jw Position override
Joha walker, 15150 - HR Testing Specialist

© Information

SWChrONDe Bom the PO

Regul T
F e or Pact Time
v ¢ Hou

The ardute Swoch B duabied ahen DOUNION SNCHIDNTAMON IS end

DKZz_14

01510 - HUMAN
RESOURCES & MERIT
SYSTEM

MALOOF
Administeation Bidg

Fult-time reguiar

Regul
Full tene
40 k)

slue, O
Assagriment
515 HR Testing
e
DK2_i4

01510 - HUMAN
RESOURCES & MERIT
SYSTEM

Legnlative méo

MALOOF
Administration Sldg
Citironstvg indo

Full-tsme regular

Regul
Full tirme
Visan and permits
A0 Weekly Famdy and emergency contacts

Ponition owerride

——————————————————————— ~
N

Position synchronization is being \‘l
used by default, wherein when a !
position is selected the :
dependent fields such as Job, :
Grade, Department are auto :
synced from the position. This
page helps confirm the data that |
has been selected for l
synchronization. If you need the |
Job, Department, grade or any of :
the fields to be editable, you have |
to turn off position l
‘\Synchronization from this page. ¢

/

e e e R R R e S R e e e R e e



Convert a Pending Worker

Convert Pending Worker
|w Assignment
John walker, 15150 - HR Testing Specialist

Asuigrwnent S2atun Z Peraun Type
Active - Payroll Eligible Employee

D('Kalﬁ County 15150 - HR Testing Specialist
Businass Title (s

15150 - HR Testing Specialist DK2_14

epar tment Heportng Establishiment

01510 « HUMAN RESOURCES & MERIT SYSTEM DeKalb County GA

MALOOF - Administration Bldg i Wocking ot Homs

Negubar or Temporary Foll e ot ¥

Regular Full time

Howly Paud e Salaie .

Salaned

Wouking Mours Working Houn Freguency

40 Weekly

Overtime Persod -

L-amd

Subt

Need heip? Contact us.

Validate the information in the
Assignment and make edits as
required and click Continue



Convert a Pending Worker

Convert Pending Worker

16| 5,

)w Additional assignment info
John walker, 15150 - HR Testing Specialist Family and emergency contacts

o

. Validate the information in the
Additional assignment info and
make edits as required and

Work relationship info theﬂ ClICk Cont|nue

Payroll details

Probation Period Info Additional assignment info

Start Date B Uuration

It of Mieasiee - £l Date =

Salary
Compensation
Direct reports

Commants and sttachments

Need help? Contact us.
Cancel Continue Sabmit




Convert a Pending Worker

Convert Pending Worker

jw Managers

John walker, 15150 - HR Testing Spedialist

Jacha P Haynes Maruger Type
- 15005 - Deputy Director, ... ACTIVE Line manages /
. EQ27985

Cancel Continue

17 24

Family and emergency contacts

Assignment

Additional assignment info

Managers

Work relationship info

Payroll details

Salary

Compensation

Direct reports

Comments and attachments

o

Validate the Manager details
and if required another
Manager by clicking on +Add
and then click Continue.



Convert a Pending Worker

Convert Pending Worker

18,4

jw  Work relationship info

John walker, 15150 - HR Testing Specialist Family and emergency contacts

o

Assignmaent

1.9 Expiratior 1] New Hire Status - Additional assignment info \/a||date the WOFk RE|atIOnShlp
Info section and select the
Continue button

Exception Resson .~ Medical Insurance Avatiable v Mm'ge”
Q Revnats
Medical Insutance Availatility Date 1] - Work relationship info

Settlement Date E} Date Tntered E] Pwtolldelails

mext Value - Salary A ———————————— \

-9 Information will
- typically come from Oracle

|
|
| L
_ _ i Recruiting. In the case of a
s : manual conversion,
|
\

Compensation

complete the I-9 Status
information accordingly



Convert a Pending Worker

Convert Pending Worker

jw Payroll details

John walker, 15150 - HR Testing Specialist

Payroll Frequency

Other Info

After you add payroll frequency. you can see it here.

Payroll Frequency

Salary

Compansation

Direct reports

Comments and attachments

Validate the information in the
Payroll Details section and
under Payroll- Regular
Biweekly and under other info
select Dekalb County GA and
select the Continue button




Convert a Pending Worker @V)

Comvert Pending Worker

. Complete the Salary Information
O e I section, as necessary

\w Salary
5 John walker, 15150 - HR Testing Specialist

Prssport info

Visas and perimits
-+ Add Component

Family and emergency contects

Component Name Percerage Amount Annual Amount

Baze salary 47,000.00000 47 000.00000

Overall salary 47 ,000,00000 47,000.00000

47,000.00000 USD Annually 47,000.00000 USD (FTE 1} C | . k . | . Ad d S |
4700000000 USD oK2 14 Wark relstionship mfo

onpe Reeo - " M.’dﬂmh ______ \
7755 )

Sy , Select the :
Conpraston | appropriate |
| Salary Basis :

Sriprzwed Sulary ad Navge irfo
47,000.00000 USD Annually
:‘.u 09000 74755 D000

Direct reports

Comments and attachments

Need help? Contact us.

Concel Continue




Convert a Pending Worker

Convert Pending Worker

jw Compensation
John walker, 15150 - HR Testing Specialist

After individual compensations are added, you can see them here,

Cancel

Continue

Suboit

21 |

24

Assignment

Additional assignment info

Managers

Work relationship Info

Payroll details

Salary

Compensation

Direct reports

Comments and attachments

Need help? Contact us

o

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



Convert a Pending Worker

Convert Pending Worker

jw Direct reports
John walker, 15150 - KR Testing Specialist

After you add direct reports, vou can see them here.

Family and emergency contacts

Assignment

Additional assignment info

Managers

Work relationship info

Poyrt deai Using drop-down you can Add
Reports and the click Continue.

Selary

Compensation

Direct reports

Comments and attachments

Need help? Contact us.



Convert a Pending Worker

Convert Pending Worker

jw Comments and attachments
John walker, 15150 - HR Testing Speciaiist

Drag and Drop

23|24

Family and emergency contacts

Assignment

Additional assignment info

Managers

Work relationship info

Payroll details

Direct reports

Comments and attachments

Need help? Contact us.

o

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

After reviewing all Pending
Worker information, select
the Submit button



Convert a Pending Worker Knowledge Check

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

A. Personal Details

B. Comments and Attachments

C. Legislative Info

D. Driver’s Licenses




Convert a Pending Worker Knowledge Check

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

A. Personal Details

B. Comments and Attachments

C. Legislative Info

D. Driver’s Licenses

(]
\ gy 2

" The correct answer is B. The Comments and Attachments section allows you to add

4

<  supplemental information for a Pending Worker
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Lesson Objective:
Upon the completion of the Accessing Recruiter Dashboard, you will be able to:

« Navigate and access the Recruiter Dashboard




Accessing Recruiter Dashbhoard

APPS

0 '
ecruite
Dashb

6 Select the Recruiter Dashboard tile

Select the Recruiter tab



Accessing Recruiter Dashbhoard

B DC Reculler Dashibosey lome  Camyg faowsv Tasttoeas s Cresoe  Open » 9
Requunons g P = L TWER O s et o0
= -

Selections
Fonusnion Type  Joo Resuminen Open Oaw Ooparment Kame  Curment St30e Cutment Prass
A Cotarn Ve Between % o MiCsum e AN Coture Vidw (AL Consrh Vatw
Appty Reset v

Current Current

Raguiticn Titke Open Date  Department Stte Prase
o T T P e U2 4310 AL EXAMNER gl =T
e ALTountart Svmope VNAD002 2120 - SINANCE - ACTOUNTING SERICES Yooshed =

t PALSE S atee Spaciied 1 POLICE SRR PP ORM CHASCN Lyt et
2 Berntty Spacoke " RN TER Lrposomt e
Froseppexy BT T8 Tupwowmcr 1 T-an VRTD Urpostadt D

12 Emerpency &1 Wekcn Comemanoe 1 SH% WREL ] L
12 Clit Browsiget Mehcat £ aariel Sisgedn " MEDICAL EXAMNER (LT Dy
' Dty ( Jweree 1 Baumpenas e
12279 Probanon Supersor 0 Sondes A CED Exgrod es

WA AV AQTEREYRy Unpose)

Review the different Requisition fields



Accessing Recruiter Dashboard

Selections

Requisition Type ob Requisition Open Dats Department Name Current State Current Phase

All Cotumn Vialw  [f8etween o o (Al Column Valw (AR Cotumn Valw (ANl Calurmin VA

Apply Resetw

Reguisition Total Requisition Current Current
Numbar Requisition Title Candidates Type Open Date Department

State Phase

11984 ecds Tochocian (Medical Examinar 2! Ppatng M142022 04310 - MEDICAL EXAMINER Unpasted Cpan
11904 Accourdant Princoa Hpalne NNA2022 02120 - FINANCE - ACCOUNTING ES Unposted Cpan
12054 Public Educaton Specisiist 110 Pipelne 01 04687 - POLICE SERVICES - UNIFORM DIVISION Unposted Opar
1217 Banelts ¢ st 10 Pipeint 1 01025 - INSURANCE - OTHER Inposted Opeat
12200 Emorgancy 911 Shift Suporvisor 7 Ppeine 0VI2022 (2645 -E-911 WIRED Unposted Opan
122 Emergency 511 Walch Commandsr Pipeine 142022 02646 - E.911 WIREL Unposted Oper
Deputy Chist Ipvastigaior. Madical Examne Regsiar 2 Pipeine (1142022 04310 - MEDICAL EXAMINER Unpostad Dpey

12274 Chisf Deputy Clark Juvsnite Court [ Ssandard MA42022 03410 - JUVENILE COURT - ADMINISTRATION od Opan
1221 Probabon Supervisor 1 Ssandard NAA2022 03420 - JUVENILE COURT - PROBATION SERVICES Opan
122 Daparimental Systomns Adminsiralos ) Stundard 114/2022 04110 . PROBATE COURT Inposted Opar
1247 Billng Speciatst Rogestor Expres 117252021 4 Pipolne FINANCE-UTILITY CUSTOMER OPERATIONS Unposted Opan
R4 Accountng Technician Semor {0 Ppaling HCM Conversior Expited Opar

Select the Requisition Type field and select the
appropriate Requisition Type




Accessing Recruiter Dashboard

Reguisition
Number

11984
11904
12054
1215
13

12
124

Selections

Requisition Type

(Al Catmn Vialw

Requisition Title

Racoeds Tachocian (Medical Examinar

As

countant Frncoe

Public Educaton Specisiist

Benelts st
Emorgancy 911 Shilt Suporvisor

Emergency 511 Walch Commandar

Deputy Chist Investigenor, Medical Examins Regusiar
Chisf Daputy Cark Juveniie Court

Frobabon Supesvisor

Deparimental Systems Adminsirato

Billng Specatst Rogestor Expres 11252020

Accountng Technician Seqor

Job Requisition Open Dats

Between

&

Department Name

"o (Al

Total
Candidates

Requisition
Type

Ppalng

Pipeine
Prpeine
Pipeine
Standard
Standard
Stundard
Pipolng

Ppaling

Colmn Valw

Open Date
MN42022
N42022
01/ 142022
11142022

011V 42022

11402022

Current State Current Phase

(AR Cotumn Vale (ANl Calurmn Vile

Apply Resetw

Department

04310 - MEDICAL EXAMINER

02120 - FINANGE - ACCOUNTING SER

04667 - POLICE SERVICES - UNIFORM DIVISION
01025 - INSURANCE - OTHER

02645 - E-911 WIRED

E911 WIREL

04310 - MEDICAL EXAMINER

03410 - JWUVENILE COURT - ADMINISTRATION

03420 - JUVENILE COURT - PROBATION SERVICES
04110 . PRODATE COURT

02137 - FINANCE-UTILITY CUSTOMER OPERATIONS

00005 - HOM Conversior

Current
State

Unpasted
Unposted
Unposled

Inposted
Unpostod

Unpostad

Unpostad

Inposted
Unposted

Expued

Opan
Opan
Opaor

Opan

Opar

Enter a date range for the Job Requisition

Open Date to search

V)



Accessing Recruiter Dashboard

Selections
Requisition Type Job Requisition Open Date Department Name Current State Cusrent Phase
Al Between ' t ] (A Colurmn Vaiues) N (AT Column Vale (Al Cotumn Vale

(Al Coturmn Vatss)

' Apply Resst w
SH059 - CIP . 2022 SERIES W A S REVENUE BOND
00001 - BALANCE SHEET COST CENTER

Number Requisition Title 00002 - REVENUE | EXPENDITURE CLEARING

Phase
00004 - DISCOUNTS '3
11984 Recoeds Tachmien (Medicoal Exmmmner) 00004 - DISCOUNTS TAKEN v el
11994 Accountard Prncigal BERVICES Unpested pan
Search

12064 Publc Educabion Specialist - R ——— 1 . 0 IVISION Unposted psn

cshst 1240 Ppeine 01025 - INSURANCE - OTHER Unposied pet
12700 - jency 011 Shift Siparasor / Foelna 02546 - E911 WIRED LUnpostad pan
14 Emergency 511 Waich Commandes Populno () st Unposied pon
1225 Deguty Chied invastgaton Madica!l Examesr-Repister 2 Fypelna 01142022 04310 Unpostaed Jpan
12274 Crecé Doputy Clark Juversla Court 4.0 Slandara J11472 03410 UVENILE COURT - ADMNISTRATION Sispended Jpan
19973 Probation Supervisor 100 Stardan 011142022 0G420 . JUVENALE COURT - PROBATION SERVICES Expired Open
| egamantad Sysiams AJminisiraior 0 Stardard M110 - FROBATE COURT Unposted pan
12473 Biling Specisist Re 540 Ppelne V) FRANCE UTRLITY CUSTOMER RATIONS Unposted Open
12454 Accountng Tachmcan Samor | Mpelng 12022 00005 - HOM Conmvarnsiorn Expired pan

Select the appropriate Department
Name from the drop-down list or Select
More/Search to conduct an advanced
search



Accessing Recruiter Dashboard

Selections

Requisition Type Job Requisition Open Date Department Name Current State Current Phase

n Vale  Between 054012025 12

(Al Cour

"Q Al Column Values v {AR Column Valuas) - (Al Column Vale

Apply Resetw

o Requisition Titie pan AT %‘;“i""“ Department o
11084 Records Technician (Medical Examnar) 230 Pipaline M310 - MEDICAL EXAMINER Unposted
1954 Accountant Princpal 50 Ppeline 02120 . FINANCE -ACCOUNTING SERV Unpostad
Pubiic Educ Spacishst 1100 Pipeline POLICE SERVICES - UNIFORM DiVISS Unposied
) Banafits Speciafist 124 ) Pipaime 0114 1 NSURANCE - OTHER iUmnposted
1 Emergency 911 Shift Supervisor 70 Pipeline O114/2022 02646 -E911 WIRED Unposiad
12 Et cy 911 Watch Comenander 3 Pipeline 01/14/2022 WIRED Unposted
22548 Deputy Chief Investigator. Madical Examinat-Register 0 Pipeine AL EXAMINER Uniposted
74 Chet Daputy Clork Juvenils 10 JUVENILE T - ADMINISTRATION Sispen
12278 Probation Supernvisor 100 Standesd JUVENILE COURT - PROBATION SERW Expued
28( Departmentsl Sysiems Adminstrator 20 Standsrd Unposiad
12478 Bdling Specaist Regrster Expires 11125 B840 Ppaling Uniposied

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




Accessing Recruiter Dashboard

‘
Selections
Requisttion Type Job Requisition Open Date Department Name Current State Current Phaso
(All Column Vate  Between 05412025 12 Y O60W2025 12 ® (AR Column Vilues v {AR Column Values) v (AR Column Valw
Apply JReset v
:::‘:m"’" Requisition Title mm‘ '.:y‘:"""“ Open Date Department g&'.'.'"' gr‘:':: :
11084 Records Technician (Medical Examnarn) 230 Pipelne M310 - MEDICAL EXAMINER Unposted Open
1954 Accountant Principal 50 Pipe FINAN A LUNTING SERV Unpostad Opear
Pubdic Educaton Spacishist 100 Pipsling POLICE SERVICES - UNIFORM DIVISION Unposied Open
) Banafils Spaciafist 1240 V14 1025 - INSURANCE - OTHER LUmnpasted Open
Emergency 911 Shift Supervisor 70 Unposied Opean
Emergency 911 Watch Comamandes 3 Unposted Oper
12258 Deputy Chief Inves! Madical Examinet-Register ) 0 Pipeime Unposted Open
74 Chst Deputy Clark Juvenik 10 Standwa Siuspend Opan
Proobation Suparvsor 100 Standed Expued Opst
28 Depatmentsl Sysiems Administrator 20 Standard Unposiad Qpear
12471 Bdling Specaikst Regrster Expires 1172572020 L 0 Ppaling LUnposied Open

Select the Apply button



Accessing Recruiter Dashboard

&2 DC Recruiter Dashboard

Requisitions

Job Requisition Title

uisition Technician Test 363023

08209 - Summer Youth Intern®

epon

Juceiss  Onboardng  PW Report

Home Catalg Favoriles > Dashboards v Createw  Open v e

Lo 7]

Number of Job Offers # Accepted # App #0rant ¥ # Rejected by Employ #inA | # In Approval Rejected
10420 o0 00 20 oo 60 20 00 0.0
Frint -Export
Job Requisition Number  Hiring Manager Full Name Recruiter Full Name Proposed Action Candidate Full Name

Kimbro, Jacque

Brown,Lakita R

Harris, Rosaing M Add Pending Workes

Brown LaxKita R/ Add Pending Work Relat

mango Test BARRY
Adams, Tyn'Q Lebbacus
Angrews, Leenikia Sharon

Boa-Kouassl Kan-Emmanuel

Bolgen Jr. Anthony Jam
Bowens Sydney
Buller Charles

Collier, Jac

a Aaliyah

Cook Adriana Skye

Curry Korni B
DIXON.DIAMOND Victora
Diion Kayla D

Durand Taylor D

Ekgo

YoM Akama

s, Faih Excellous
Glover Brianna Nyasia
Harper,Omar Isaiah
Harrison Justin Ronald
Hayes Janya Chante
Henley Daeia

Herd, Donnell Chase
Herming.Jase K

Hines Kya

Raphael

05/10/2023
050052023

05/19/2023

0472002022

04202023

04/20/2023

1202023

0412412023

0500672023

Projected Start Date

052272023

502202023

2202023

22022

0502212023

0502212023

05/2212022

0512212023

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

Home Catatog Favontesw Dashboardse Crealew  Openw e

Requisiions  Offerl Ellgibility — — WD P o e
4 a
Requisitions Created From Requisitions Created To Job Requisition Number Department
061022025 0610612025 fe Select Value- w ~Sekct Value- v
Apply Resetw
DC_R_RCO11_Eligibitity o B &+ 0 | . . e
[ Canciclate Number | Phase State Last Name Farst Name Requisition Number | Reg Title Departiert Se eCt t| Ie E Igl I Ity I a to
37036 HM Review HM Review In Process Cavanaugh Kevin 17 Assistant Fira Chief 04925 - FIRE & RESCUE SERVICES -
| | OPERATIONS . . . e
HM Review HM Review in Process Heath Kimant [ Assistace Fire Chief 04925 - FIRE & RESCUE SERVICES -
| OPERATIONS
8020 HM Review HM Review in Process Hardavay Ronakd un | Assistact Fire Chiet 04925 - FIRE & RESCUE SERVICES
OPERATIONS
HM Review HM Rentew in Process Smeth 11 Whnfred we | Assistan Fire Chief 04925 - FIRE & RESCUE SERVICES -
| OPERATIONS
HM Reew HM Rewviaw In Process Gorton John | Assitant Fire Chief 04925 - FIRE & RESCUE SERVICES -
1] 1 1 ! ! OPERATIONS
HM Review HM Review in Process Smith Regndd 111l Asistact Fire Chief 04925 - FIRE & RESCUE SERVICES -
OPERATIONS
s HM Review HM Review in Process Augustin Troy Assatart Fire Chief 04925 - FIRE & RESCUE SERVICES -
| | | | | OPERATIONS
HM Review HM Review in Process Landau Samue! ‘Assistank Fire Chiel 04925 - FIRE & RESCUE SERVICES
! 1% | | ) OPERATIONS %
8 HM Review HM Review In Process Holcamb Fatrick 3 | Assistank Fire Cief 04325 - FIRE & RESCUE SERVICES -
| OPERATIONS
HM Reew HM Review In Process Baloy Robert Daputy Dwector, Innovatian & 01603 - DEPARTMENT OF
| KON K ! | Technology Expires 12/7/25 INFORMATION TEGHNOLOGY
HM Renew HM Rewew in Process Fulton Vernon Deputy Directoq, Lanovation & 01605 - DEPARTMENT OF
Technology Bxpiras 12/7/25 INFORMATION TEC-NOLOGY
HM Reatews HM Resiew In Process Lyons Andre 2 Deputy Director, Tanovation &
Technolagy Expres 12/7/25
HM Renfaw HM Revtew In Process Kumar Frahlad Daputy Owactor, Innovation &
Technology Expires 12/7/25
1¥] i HM Review HM Review in Process Jobnson Darmus Deputy Director, Innovation & 01605 - DEPARTMENT OF
| | Technology Expires 12/7/25 TNFORMATION TECHNOLOGY
M Review HM Review in Process Madison Aeiorio Deputy Divector, Inovation & 01605 - DEPARTMENT OF
| | | Technology Experes 12/7/29 INFORMATION TEC-SNOLOGY
T HM Review HM Rewiaw In Process Kerr Kimbartey 11120 Deputy Diractor, Tnavation & 01605 - DEPARTMENT OF
| Technology Expires 12/7/25 TEGNOLOGY
38 HM Review HM Review in Process Fanox: Sean | Deputy Dwector, [nnavation & 01605 - DEPARTMENT OF
1 ! 1= - [ | Technology Expires 12/7/25 INFORMATION TEGHNOLOGY
=5 HM Resdews HM Review in Process Burke | Depity Diedio, Tnnovation 01505 - DEPARTMENT
| Technology Expires 12/7/25 INFORMATION TEC-NOLOGY v




Accessing Recruiter Dashbhoard

30 DC Recruiter Dashboard

Requisitions  Offers  Eligitwity [l 51 Day

Report

Home

Catalog

Favortes »  Dashboards »

Recrurting Manager Hiring Manager Department Requisiions Created From  Regquisitions Created To
Select Vale-  w cioct Value— w  —Select Vi v to 06222025 %
Approved Date From Approved Date To Extended Date From Extended Date To
fe ° % fe
Apply Resetw
DC_R_RC010_51 Day Repor... I
g™
Ragqustion | # of Dato. Data Date Offer Candidate Nama Requistion Title Departmant | Current | Curront State | Hirng Manager Recruter
# Days | Requistion Requisiion | Dxtended Fhase
Created Openad for
Sowrcng
3242 0| 06/202025 | 06/20/2025 | O6/20/2025 | Abdul-Maaja Sakeem 999711 - Bus Oparator | 07510 - FuMaN sERVICES - Fre-me | Fre- Damon Scatt Ansal Baacham
ADMINISTRATION Emgioyment
Exam
! - ! : | ! 2 P o e : | | Scheduled |
31184 2[06/1272025 | 06/182025 | 06/20/2025 | Janiysh Moore 999924 - Police Recrut (4665 - POLICE SERVICES - TRAINING | Offer Extended Sheha Grayson Carlton Back
| 31185 2 | 06/12/2025 | 06/ 18/2025 | 06/20/2025 | Destiny Luster 08428 - Police Recnat ‘ 04665 - POLICE SERVICES - TRAINING Pro-Hire | Fre- Shalia Grayson | Cartton Back
Empioyment
Bxam
- e — | S—— 4 o p— o S— — - | EE——— TR————— 4 - ‘dedulud " ey | . -
31186 2 | 08/12/2025 06/18/2025 06/20/2025 Mgue! La Banta Pimantal 01043 - Police Recnut | D4665 - POLICE SERVICES - TRAINING -Hire Pre- Shalla Grayson Cariton Beck
Employment
Exam
o Scheduled
e 2| 06/12/2025 | 06/18/2025 | 06/20/2025 | Courtney Brockett | 999927 - Potice Recrut | 54685 - POLICE SERVICES - TRAINING | Offer Extended Shella Grayson Carlton Back
31168 2| 08/12/2025 06/18/2025 | 06/20/2025 | Thomas Reid ‘999944 - Police Recrut | 04665 - POLICE SERVICES - TRAINING | Offr | Accegted Shelia Grayson | Cariton Back
31189 2[06/12/2025 | 06/152025 | 00/20/2025 | Kaydean Miber | 999541 - Police Recrut | D665 - POLICE SERVICES - TRAINING | Offer | Accepted Shalla Grayson Carlton Beck
31221 3| 06/17/2025 06/17/2025 I /202025  Napoleon Black " 03224 - Plant Shft Supervisor ‘ 05026 - WATERSHED MGMT - SEWER - Offer I Accepted Joseph Wilkams [ Joseph Willams
| v s
31238 0| 06/19/2025 06/19/2025 | 06/19/2025 DeMario Upshaw 05968 - Crew Worker | RS MGMT - SAFETY Joseph Wilksms Joseph Vallams
| SECURITY & FACILITIES OPERATIONS
31237 0 /1972025 " crystal Callier Crow Véorker | @037 - vines ST - SEWER - Josaph Willams
| DISTRICTS - COLLECTION SYSTEMS
31162 7| 06/11/2025 06/12/2025 06/19/2025  Amwah Lumumba | 01439 - Firefighter, Recrutt 04925 - FIRE & RESCUE SERVICES - Offer Actepted Cretrich wils
| OPERATIONS
31222 1) 06/17/2025 | 06/17/2025 | 06/18/2025 | Aaron Morrison | 03261 - Flant Operation Superintendent | 08030 - WATERSHED MGMT - SEWER Offer Extended Joseph Wilkams Joszph Wiliams

—— o —

\

Select the 51 Day
Report tab

N

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

N o e e e e e e e e e e e = = =

\
|



Accessing Recruiter Dashbhoard Adol

30 DC Recruiter Dashboard Home Catakg Favortesw Dashboards
Requisitions  Offers  Eligitsity 51 Day Report  Candioale CSP Catuceus  Onboarding  PW R o
‘
Recrurting Manager Hiring Manager Department Requisiions Created From  Requisitions Created To
Select Vae..  w siect Value— w  —Select va v to 06:23/2025 e
Approved Date From Approved Date To Extended Date From Extended Date To
fe ° % fe
Apply Resetw
DC_R_RC010_51 Day Repor... [\
g™
Ragqustion | # of Dato. Data Date Offer Candidate Nama Requistion Title Departmant | Current | Curront State | Hirng Manager Recruter
# Days | Requistion Requisition tended Fhase
Created Openad for
Sourcing . .
3142 0| 06/20/2025 | 06/20/2025 | 06/20/2025 | Abdul-Maajd Sakeem 099711 - Bus Oparator | 07510 - FUMAN SERVICES - Pro-Hme | Fre- Damon Scote Ansal Baacham
ADMINISTRATION Emgioyment
Exam
! = ! : | ! = Pooeor oo v : |5 | Scheduled | SRS .
31184 2] 08/12/2025 | 06/182025 | 06/20/2025 | laniysh Moore 995624 - Police Recrut (04665 - POLICE SERVICES - TRAINING | Offer Extended Shehia Grayson Carlton Beck f | |t e r t h e 5 1 D a R e O rt
| 31185 2 | 06/12/2025 | 06/ 18/2025 | 06/20/2025 | Destiny Luster 08428 - Police Recnat ‘ 04665 - POLICE SERVICES - TRAINING Pro-Hire | Fre- Shalia Grayson | Cartton Back
Employment
Bxam . .
R R —— - e M using any of the fields
31186 2 | 08/12/2025 06/18/2025 06/20/2025 Mgue! La Banta Pimantal 01043 - Police Recnut | D4665 - POLICE SERVICES - TRAINING Fro-Hire Pre- Shalla Grayson Cariton Beck
Employment
Exam
o Scheduled
31167 2] 08/12/2005 | 06/18/2025 | 06/20/2025 | Courtney Brockett [ 999927 - Police Recrat | 04685 - POLICE SERVICES - TRAINING | Offer Extended Shella Grayson Carlton Back
31168 2| 08/12/2025 06/18/2025 | 06/20/2025 | Thomas Reid ‘ 999344 - Police Recrut | 04665 - POLICE SERVICES - TRAINING | Offr | Accegted Shelia Grayson | Cariton Back
31189 2[0612/2025 | 06/182025 | 06/20/2025 | Kaydean Milier | 999941 - Police Recrut | 04665 - POLICE SERVICES - TRAINING | Offer Acceptod Shella Grayson Carlton Back
31221 3| 06/17/2025 06/17/2025 I /202025  Napoleon Black " 03224 - Plant Shft Supervisor ‘ 05026 - WATERSHED MGMT - SEWER - Offer I Accepted Joseph Wilkams [ Joseph Willams
| w s
31238 0| 06/19/2025 06/19/2025 | 06/19/2025 DeMario Upshaw 055968 - Crew Worker | RS MGMT - SAFETY Joseph Wilksms Joseph Vallams
| SECQURITY & FACILITIES OPERATIONS
31237 0 /1972025 " crystal Callier Crow Véorker | @037 - vines ST - SEWER - Josaph Willams
| DISTRICT1 - COLLECTION SYSTEMS
31162 7| 06/11/2025 06/12/2025 06/19/2025  Amwah Lumumba | 01439 - Firefighter, Recrutt 04925 - FIRE & RESCUE SERVICES - Offer Actepted Cretrich wils
| OPERATIONS
31222 1| 061772025 06/17/2025 | 06/18/2025 | Aaron Morrison | 03261 - Flant Operation Superintencent | 08030 - WATERSHED MGMT - SEWER Offer Extended Joseph Wilkams Josegh Wiliams




Accessing Recruiter Dashbhoard

30 DC Recruiter Dashboard

Home

Catalog  Favontes »

Dashboards «»

Requisitions  Offers  Eligitity 5% Day Report  Candiosle CSP Caxtuceus  Onboarding  PW Report
4
Recrurting Manager Hiring Manager Department Requisiions Created From  Requisitions Created To
Select Vale.- w siec! Value—-  w —Select va v 06232025 ®
Approved Date From  Approved Date To Extended Date From  Extended Date To
fo ) o
Apply Resetw
DC_R_RC010_51 Day Repor... [\
s
Ragqustion | # of Dato. Data Date Offer Candidate Nama Requistion Title Departmant | Current | Curront State | Hirng Manager | Recruter
# Days | Requistion Requisition Bended Phase
Created Opznad for
31242 o | 06/20/2025 06/20/2025 | 06/20/2025 | Abdul-Maagd Sakeem 099711 - Bus Oparator | 07510 - HUMAN SERVICES - Pre-vige | Fre- Damon Scott Ansel Baacham
| ADMINISTRATION Emgloyment
Exam
! o ! : ] ! pas o Plocn e e : | Stheduled |
31184 2| 051272025 06/18/2025 | 06/20/2025  Janysh Moore 995924 - Police Recrut 04665 - POLICE SERVICES - TRAINING Offer Extended Shehia Grayson Carlton Back
ETTS 2| 06/12/2025 | 06/1&7025 | 06/20/2025 | Destiny Luster 08428 - Pobco Rocnat | 4665 - POLICE SERVICES - TRAINING Fro-Hme | Fre- Shalta Grayson | Cartton Back
Employment
Bxam
~ . O | ST | LIS S R B L o N | LV, 1 | Scheduled R B
31186 2 | 08/12/2025 06/18/2025 | 06/20/2025 | Migue! La Berita Pimantal 01043 - Polica Recrut | D665 - POLICE SERVICES - TRAINING Fro-Hire | Fre- shalla Grayson Cartton Back
Employment
Exam
o Scheduled
ner 2| 08/12/2005 06/16/2025 | 06/20/2025 | Courtney Brockett | 999527 - Police Recrut | 04665 - POLICE SERVICES - TRAINING Offer Extended Shelia Grayson Caslton Back
31168 2| 06/12/2025 | 06/182025 | 06/20/2025 | Thomas Reid ‘9999“ - Police Recrut | 04665 - POLICE SERVICES - TRAINING | Offr | Accegted Shelia Grayson | Cariton Back
31189 2| 08/12/2025 06/1§2025 | 06/20/2025 | Kaydean Milier | 999541 - Pelice Recrut | 04665 - POLICE SERVICES - TRAINING Offer Accepted Shella Grayson Carlton Beck
31221 3| 0§/17/2025 06/17/2025 /20/2025  Napoleon Black " 03224 - Plant Shift Supervisor : 05028 - WATERSHED MGMT - SEWER - | offer | Accepted Joseph Wilkams. [ Joseph Willams
| w S
31238 o | o6/19/2025 06/19/2025 | 06/19/2025 | DeMano Upshaw 05968 - Crow Warker | RSHED MGMT - SAFETY Joseph Wilksms Josaph Yalams
| SEQURITY & FACILITIES OPERATIONS
31237 0 Crystal Collior Crow Viorier | @037 - vines ST - SEWER - Joseph Wilkams
| DISTRICT1 - COLLECTION SYSTEMS
31162 7| 06/11/2025 06/12/2025 | 06/19/2025 = Amwah Lumumba 01439 - Firefighter, Recrutt | 04925 - FIRE & RESCUE SERVICES - Offer Actepted Cretrich wils
| | oreraTIONS
06/17/2025 06/17/2025 2025 Aaron Morrison 03261 - Mant Operation Superntendent | 09030 - WATERSHED MGMT - SEWER Joseph Wilkam:

Select the Onboarding Tab
to review the Onboarding
Report



Accessing Recruiter Dashbhoard

Requisthons  Offers  Etigibnty 51 Day Repon

Canoxiate Cf

Caduceus  Onbearding Py Repornt

Person Number Date From Date To Task Performer Department Name Recrulter Name
(A8 Commn Valuew [l 06022025 A% 06232025 fg —SekclValue— w (AN Coumn Valuew —-Select Value—  w
Apply Resetw
DC_R_RC008_Onboarding T... LZ R o I ]
[ Person Task Pecformee Name | DueData | Overdus #of Tasks | Emat Phane Requstions  Requisition Title Departmant i
number by#ot | compieted Numbes
Days | s Total
Terrence Ramsey 06/02/2025 21 a1 V93.00% 7 153 |
| Patrick Mobley Tosl022005 | 21 | oA penobley @dekalbountyga.gov | 404-545-6885 I |
Traras Charty 05/02/2025 21 a1l trcherry@dekalbcountyga.gav 404-371-21% |
Joseph Wilkams 06/02/2025 21 /1 Proiliams @dekaBeountyga.gov |
Mark Eirod 06/02/2025 21 W1 | meirod@dekabrountyga.gov 23904 Inspections Supandsar 05150 - PUAN & SUST - FERMITS & |
20NING |
Raobert Davis 06/02/2025 | 21 w1 | rddawis1gdekalbcountyga.gov 912-604-157% l
| Marza Swan 080022025 | 21 | O/t | mshughesoskalbcountyga.gav | | 00435 - Human Resowrces Specalist, S5 01510 - HUMAN RESOURCES & |
| | | | MERIT SYSTEM |
1an Stewart 006/02/202% 21 | o lanstvonstevartipgmail.com 670-0230 999719 - Sommer Youth Intern 5401 - WORKFORCE ! t
DEVELOPMENT SUMMER YOUTH
| | | EMPLOYMENT I
Kaneica McNel 06/02/2025 21 o1 kemensl@dekatoountyga.ooy 14430 Public Education Specialist 04667 - POLICE SERVICES |¢
| | | ! | ) i UNIFORM DIVISION |
Dexter Holingsworth  06/02/2025 21 a1 hdxerd] | @yzhoo,com 2363563 26715 Equipmant Operator, Assistant CLOSED 08105 - SANTTATION - | ]
9/12/2004 1ON |
Chace Hargrove 00/02/2025 21 s chacedestry@outiook.com 940-5038 10784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE | ¢
s e — = RO | | e S, = DEVELOPMENT - ADM CLEARING __{
Devione Johnson 06/02/2025 21 0110 denaneOsBgmai.com 323-5115 AR5? Recrastion Assistant - Sumsner Job 06101 - PARKS - ADMINISTRATION [!
Juda Smith 06/02/2025 21 /s JaidaEmith2005@ gmail.com 10784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE [ 1
DEVELOPMENT - ADM CLEARING
Terrence Ramsey 06/03/2025 | 20 0/2 ooV 77 6153 |
| Shata Grayson 060032025 | 20 2 srgrayson@dakalbcountyga.gov 28300 Administratve Serdces Manager Registar 02910 - REGISTRAR |
| | | | | Expires 10/24/24 |
Wiliam Cooper 06/03/2025 20 | o2 WiLCooper@dekalbcountyga.gov 404-371- |
| Juseph Wilkams T05/03/2025 | 20 | 011 | peeiliams@dekabeountyga.gov I | i |
Robert Davs osf03/2025 | 20 | w2 - a0V V12-604 |
Jakiya Makolm 06/03/2025 20 0/3 kiyaamaicolmi@gmai.com 404-707-5757 1000133 - Summer Youth inteen 79601 - GRANTS - WORKFORCE |
| | | | DEVELOPHENT - ADM CLEARING |
Dizhn Sannetts 06/03/2025 20 a2 dmsannstteddekabcountyga.gov Administrattve Sanvices Manager Ragistar 02910 - REGISTRAR | |

Select the Person Number
field to filter by Person

Number




Accessing Recruiter Dashbhoard

Requisitions  Offers  Efigibiity 51 Day Repon  Canokate O Caduceus  Onbearding Py Repornt
Person Number Date From Date To ITask Performer Department Name Recrulter Name
(A8 Commn Valuew ll - 06022025 4% 06232025 o I—srb“l Value— w  (Ah Cowmn valuew —-Seledt Value—  w
Apply Resetw
DC_R_RC008_Onboarding T... o By o
[ Person Task Pecformee Name | DueData | Overdus #of Tasks | Emat Phane Requstions  Requisition Title Departmant G
number by#ot | compieted Numbes
Days | s Total

Terrence Ramsey 06/02/2025 21 a1 V93.00% 7 153 |

| Patrick Mobley Tosl022005 | 21 | oA penobley @dekalbountyga.gov | 404-545-6885 |

Traras Charty 05/02/2025 21 a1l trcherry@dekalbcountyga.gav 404-371-2136 |

Joseph Wilkams 06/02/2025 21 /1 Proiliams @dekaBeountyga.gov |
Mark Eirod 06/02/2025 21 W1 | meirod@dekabrountyga.gov 23904 Inspections Supandsar 05150 - PUAN & SUST - FERMITS & |

20NING |

Raobert Davis 06/02/2025 | 21 w1 | rddawis1gdekalbcountyga.gov 912-604-157% l
| Marza Swan 080022025 | 21 | O/t | mshughesoskalbcountyga.gav | | 00435 - Human Resowrces Specalist, S5 01510 - HUMAN RESOURCES & |

| | | | MERIT SYSTEM |
1an Stewart 006/02/202% 21 | o lanstvonstevartipgmail.com 670-0230 999719 - Sommer Youth Intern 5401 - WORKFORCE ! t

DEVELOPMENT SUMMER YOUTH

| | | EMPLOYMENT I
Kaneica McNel 06/02/2025 21 o1 kemensl@dekatoountyga.ooy 14430 Public Education Specialist 04667 - POLICE SERVICES |¢

| | | ! | ) i UNIFORM DIVISION |
Dexter Holingsworth  06/02/2025 21 a1 hdxerd] | @yzhoo,com 2363563 26715 Equipmant Operator, Assistant CLOSED 08105 - SANTTATION - | ]

9/12/2004 1ON |
Chace Hargrove 00/02/2025 21 s chacedestry@outiook.com 940-5038 1784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE | ¢

s e — = RO | | e S, = DEVELOPMENT - ADM CLEARING __{
Devione Johnson 06/02/2025 21 0110 denaneOsBgmai.com 323-5115 AR5? Recrastion Assistant - Sumsner Job 06101 - PARKS - ADMINISTRATION [!
Juda Smith 06/02/2025 21 /s JaidaEmith2005@ gmail.com 10784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE [ 1

DEVELOPMENT - ADM CLEARING

Terrence Ramsey 06/03/2025 | 20 0/2 ooV 77 6153 |
| Shata Grayson 060032025 | 20 2 srgrayson@dakalbcountyga.gov 2830 Administratve Serdces Manager Registar 02910 - REGISTRAR |

| | | | | Expires 10/24/24 |

Wiliam Cooper 06/03/2025 20 | o2 WiLCooper@dekalbcountyga.gov 404-371- |

| Juseph Wilkams T05/03/2025 | 20 | 011 | peeiliams@dekabeountyga.gov I | |

Robert Davs osf03/2025 | 20 | w2 - a0V V12-604 |
Jakiya Makolm 06/03/2025 20 0/3 kiyaamaicolmi@gmai.com 404-707-5757 1000133 - Summer Youth inteen 79601 - GRANTS - WORKFORCE |

| | | | DEVELOPHENT - ADM CLEARING |
Dizhn Sannetts 06/03/2025 20 a2 dmsannstteddekabcountyga.gov Administrattve Sanvices Manager Ragistar 02910 - REGISTRAR | |

G

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

(2]

CEEEEE—— b

Requisiions  Offers  Eligibiity 51 Day Repon  Canoka Caduceus  Onboarding Py Re
Person Number Date From Date To Task Performer Department Name Recrulter Name
(AS Cowumn Valuew 06/02/2025 fg 06232025 —Selecl Value- w (AR Column Valuew ~Select Value- w
Apply Resetw
DC_R_RC008_Onboarding T... S @ &
[ Person Task Performer Name  Due Date | Owerdus #of Tasks | Emat Fhone Requistions  Requisition Title Departmant %
number by & of completed Numbes
Days | v
— - - + s - - - —t -
Terrence Ramsey 06/02/2025 21 an | thramsey@dekabountyga.gov 770-439-0153
| Patrick Mobley Tos/022025 | 21 01 | penobley@dekalbcountyga.gor | 404-545-8885 I
Traras Charty 05/02/2025 21 a/1 trcherry@dekalbcountyga.gav 404-371-2136
Joseph Wilkams 06/02/2025 21 o1 Proaliarms @dekaboountyga.gov
154540 Mark Elrod 06/02/2025 | 21 W1 | meirod@dekabrountyga.gov 23904 Inspections Supandsar 05150 - PUAN & SUST - FERMITS &
ZONING |
Raobert Davis 06/02/2025 | 21 ul | rddawis1gdekalbcountyga.gov 912-604-157% ]
Marnza Swan 06/02/2025 21 o1 mshughes@oekalbcountyga.gov 00435 - Human Resowrces Specalist, S¢ 01510 - HUMAN RESOURCES & I%
| | | MERIT SYSTEM |
i 1an Stewart 06/02/202% 21 o lanstvonstevartipgmail.com 670-0230 999719 - Sommer Youth Intern 5401 - WORKFORCE ! t
DEVELOPMENT SUMMER YOUTH I
| | EMPLOYMENT |
Kaneka McNel 06/02/2025 21 1 ksmensl@dekaboountyga.ooy Public Eduation Specalist 04667 - POLICE SERVICES | ¢
| | | | ) i UNIFORM DIVISION |
Dexter Holingsworth  06/02/2025 21 a1 hdezerd] | @yzhoo.com 2363563 Equpmant Operator, Assistant CLOSED 08105 - SANTTATION - | i
9/12/2004 1ON |
124163 Chace Hargrove 00/02/2025 21 s chacedestry@outiook.com 940-5038 10784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE | ¢
L i ) — = | | e B . = DEVELOPMENT - ADM CLEARING __{
Devione Johnson 06/02/2025 21 0110 | denaneOsBgmai.com 323-5115 M52 Recrastion Assistant - Sumsner Job 06101 - PARKS - ADMINISTRATION |
Juda Smith 06/02/2025 21 o5 Jaicasmith2005@gmal,com 10784 1000183 - Summer Youth Intern 79501 - GRANTS - WORKFORCE | 1
DEVELOPMENT - ADM CLEARING |
Terrence Ramsey 06/03/2025 | 20 0/2 ooV 77 6153 i
126147 | Shata Grayson 060032025 | 20 2 srgrayson@dakalbcountyga.gov 28300 Administratie Sendces Manager Registar 02910 - REGISTRAR Il
| | | | Expires 10/24/24 |
Wiliam Cooper 06/03/2025 2 of2 ViLCooper@dekalbcountyga.gov 404-371- |
| Juseph Wilkams 06032025 | 20 [ Frwiliams @dekabountyga.gov I | | |
Rabert Davs 06f03/2025 | 20 a2 ‘ gov 912-601 [
Jaklya Makolm 06/03/2025 20 03 kiyaamaicolmi@gmai.com 404-707-5757 1000183 - Summer Youth Inteen 79601 - GRANTS - WORKFORCE I
| | | DEVELOPHENT - ADM CLEARING |
)64352 Diahn Sennetts 06/03/2025 20 a2 dmsannstteddekabcountyga.gov Administrattve Sanvices Manager Ragistar 02910 - REGISTRAR | |

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



Accessing Recruiter Dashbhoard

er Dashboard

(2]

Requisiions  Offers  Eligibiity 51 Day Repon  Canoka Caduceus  Onboarding Py Re
Person Number Date From Date To Task Performer Department Name ecrulter Name
(AS Cowumn Valuew 06/02/2025 fg 06232025 "° —Selecl Value- w (AR Column Valuew -Select Value- v
Apply Resetw
DC_R_RC008_Onboarding T... S @ &
[ Person Task Performer Name  Due Date | Owerdus #of Tasks | Emat Fhone Requistions  Requisition Title Departmant %
number by & of completed Numbes
Days | v
— - - + s - - = —t
Terrence Ramsey 06/02/2025 21 an | thramsey@dekabountyga.gov 770-439-0153
| Patrick Mobley Tos/022025 | 21 01 | penobley@dekalbcountyga.gor | 404-545-8885 |
Traras Charty 05/02/2025 21 a/1 techerry@dekalhcountyga.gov 404-371-2136
Joseph Wilkams 06/02/2025 21 o1 Proaliarms @dekaboountyga.gov [
154540 Mark Elrod 06/02/2025 | 21 W1 | meirod@dekabrountyga.gov 23904 Inspections Supandsar 05150 - PUAN & SUST - FERMITS & |
ZONING |
Raobert Davis 06/02/2025 | 21 ul | rddawis1gdekalbcountyga.gov 912-604-157% ]
Marnza Swan 06/02/2025 21 o1 mshughes@oekalbcountyga.gov 00435 - Human Resowrces Specalist, S¢ 01510 - HUMAN RESOURCES & I%
| | | MERIT SYSTEM |
i 1an Stewart 06/02/202% 21 o lanstvonstevartipgmail.com 670-0230 999719 - Sommer Youth Intern 5401 - WORKFORCE ! t
DEVELOPMENT SUMMER YOUTH I
| | EMPLOYMENT |
Kaneka McNel 06/02/2025 21 1 ksmensl@dekaboountyga.ooy Public Eduation Specalist 04667 - POLICE SERVICES | ¢
| | | | ) i UNIFORM DIVISION |
Dexter Holingsworth  06/02/2025 21 a1 hdezerd] | @yzhoo.com 2363563 Equpmant Operator, Assistant CLOSED 08105 - SANTTATION - | i
9/12/2004 1ON |
124163 Chace Hargrove 00/02/2025 21 s chacedestry@outiook.com 940-5038 1784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE | ¢
L i ) — = | | e B . = DEVELOPMENT - ADM CLEARING __{
Devione Johnson 06/02/2025 21 0110 | denaneOsBgmai.com 323-5115 M52 Recrastion Assistant - Sumsner Job 06101 - PARKS - ADMINISTRATION |
Juda Smith 06/02/2025 21 o5 JaidaEmith2005@ gmail.com 10784 1000183 - Summer Youth Intern 79501 - GRANTS - WORKFORCE | 1
DEVELOPMENT - ADM CLEARING |
Terrence Ramsey 06/03/2025 | 20 0/2 ooV 77 6153 i
126147 | Shata Grayson 060032025 | 20 2 srgrayson@dakalbcountyga.gov 2830 Administratie Sendces Manager Registar 02910 - REGISTRAR Il
| | | | Expires 10/24/24 |
Wiliam Cooper 06/03/2025 2 of2 ViLCooper@dekalbcountyga.gov 404-371- |
| Juseph Wilkams 06032025 | 20 W1 | piliams@dekatcountyya.oov I | |
Rabert Davs 06/03/2005 | 20 a2 ‘ gov 912-601 [
Jaklya Makolm 06/03/2025 20 03 kiyaamaicolmi@gmai.com 404-707-5757 1000183 - Summer Youth Inteen 79601 - GRANTS - WORKFORCE I
| | | DEVELOPHENT - ADM CLEARING |
)64352 Diahn Sennetts 06/03/2025 20 a2 dmsannstteddekabcountyga.gov Administrattve Sanvices Manager Ragistar 02910 - REGISTRAR | |

G

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



Accessing Recruiter Dashbhoard

Requisitions  Offers  Efigibiity 51 Day Repon  Canokate O Caduceus  Onbearding Py Repornt
Person Number Date From Date To Task Performer Department Name Recrulter Name
(A8 Commn Valuew 06022025 4% 06232025 fg —Sekclvalue- w (AN Cowmn Valuew ~Select Valve—-  w
Apply Resetw
DC_R_RC008_Onboarding T... o By o
[ Person Task Pecformee Name | DueData | Overdus #of Tasks | Emat Phane Requstions  Requisition Title Departmant G
number by#ot | compieted Numbes
Days | s Total

Terrence Ramsey 06/02/2025 21 a1 V93.00% 7 153 |

| Patrick Mobley Tosl022005 | 21 | oA penobley @dekalbountyga.gov | 404-545-6885 |

Traras Charty 05/02/2025 21 a1l trcherry@dekalbcountyga.gav 404-371-2136 |

Joseph Wilkams 06/02/2025 21 /1 Proiliams @dekaBeountyga.gov |
Mark Eirod 06/02/2025 21 W1 | meirod@dekabrountyga.gov 23904 Inspections Supandsar 05150 - PUAN & SUST - FERMITS & |

20NING |

Raobert Davis 06/02/2025 | 21 w1 | rddawis1gdekalbcountyga.gov 912-604-157% l
| Marza Swan 080022025 | 21 | O/t | mshughesoskalbcountyga.gav | | 00435 - Human Resowrces Specalist, S5 01510 - HUMAN RESOURCES & |

| | | | MERIT SYSTEM |
1an Stewart 006/02/202% 21 | o lanstvonstevartipgmail.com 670-0230 999719 - Sommer Youth Intern 5401 - WORKFORCE ! t

DEVELOPMENT SUMMER YOUTH

| | | EMPLOYMENT I
Kaneica McNel 06/02/2025 21 o1 kemensl@dekatoountyga.ooy 14430 Public Education Specialist 04667 - POLICE SERVICES |¢

| | | ! | ) i UNIFORM DIVISION |
Dexter Holingsworth  06/02/2025 21 a1 hdxerd] | @yzhoo,com 2363563 26715 Equipmant Operator, Assistant CLOSED 08105 - SANTTATION - | ]

9/12/2004 1ON |
Chace Hargrove 00/02/2025 21 s chacedestry@outiook.com 940-5038 1784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE | ¢

s e — = RO | | e S, = DEVELOPMENT - ADM CLEARING __{
Devione Johnson 06/02/2025 21 0110 denaneOsBgmai.com 323-5115 AR5? Recrastion Assistant - Sumsner Job 06101 - PARKS - ADMINISTRATION [!
Juda Smith 06/02/2025 21 /s JaidaEmith2005@ gmail.com 10784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE [ 1

DEVELOPMENT - ADM CLEARING

Terrence Ramsey 06/03/2025 | 20 0/2 ooV 77 6153 |
| Shata Grayson 060032025 | 20 2 srgrayson@dakalbcountyga.gov 2830 Administratve Serdces Manager Registar 02910 - REGISTRAR |

| | | | | Expires 10/24/24 |

Wiliam Cooper 06/03/2025 20 | o2 WiLCooper@dekalbcountyga.gov 404-371- |

| Juseph Wilkams T05/03/2025 | 20 | 011 | peeiliams@dekabeountyga.gov I | |

Robert Davs osf03/2025 | 20 | w2 - a0V V12-604 |
Jakiya Makolm 06/03/2025 20 0/3 kiyaamaicolmi@gmai.com 404-707-5757 1000133 - Summer Youth inteen 79601 - GRANTS - WORKFORCE |

| | | | DEVELOPHENT - ADM CLEARING |
Dizhn Sannetts 06/03/2025 20 a2 dmsannstteddekabcountyga.gov Administrattve Sanvices Manager Ragistar 02910 - REGISTRAR | |

G

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



Accessing Recruiter Dashbhoard

Requisitions  Offers  Efigibiity 51 Day Repon  Canokate O Caduceus  Onbearding Py Repornt ol
Person Number Date From Date To Task Performer Department Name Recruiter Name
(A8 Cowmn Valuew  06/02/2025 tp 06232025 fa —StkclValue— w  (ARCowmnValiew | -SeiectVale— v
Apply [Revet
DC_R_RC008_Onboarding T... LZ R o I ]
[ Person Task Pecformee Name | Due Dt | Owerdue | # of Taske | Emal Phane Requstions  Requisition Title Departmant i
number by#ot | compieted Numbes
Days | wsTotd
Terrence Ramsey 06/02/2025 21 a1 V93.00% 7 153 |
| Patrick Mobley Tosl022005 | 21 | oA penobley @dekalbountyga.gov | 404-545-6885 I |
Trras Charry 05/02/2025 21 an techerry@ dekalhcountyga gav A04-371-21% | | h
Joseph Wikams 06/02/2025 21 o1 Proaliarms @dekaboountyga.gov [ e e C e p p y U O n
Mark Eirod 06/02/2025 21 T 01 | mwiroddekabrountyga.gov 23904 Inspections Supandsar 05150 - PUAN & SUST - FERMITS & | .
20NING |
s || | once all filters have been
| Marza Swan 080022025 | 21 | O/t | mshughesoskalbcountyga.gav | | 00435 - Human Resowrces Specalist, S5 01510 - HUMAN RESOURCES & |
| | | | MERIT SYSTEM |
1an Stevart 06/02/202% 2 | o lanstvonstewiartgpgmail.com 070-0230 999719 - Sammer Youth Intern £2401 - WORKFORCE [t S e | e C t e d
CEVELOPMENT SUMMER YOUTH
| | | | | EMPLOYMENT I
Kaneica McNel 06/02/2025 21 [ ksl Sdekaoountyya.oo 14430 Public Education Specalist 04667 - POLICE SERVICES I'¢
| | | | | | | ) UIIFGRM DIVISION |
Dexter Holingsworth  06/02/2025 21 a1 hdxerd] | @yzhoo,com 2363563 26715 Equipmant Operator, Assistant CLOSED 08105 - SANTTATION - | ]
9/12/2004 10N |
Chace Hargrove 00/02/2025 21 s chacedestiry@outiook.com 940-5038 0784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE |t
L ool | = s | S | T B : . . = DEVELOPMENT - ADM CLEARING _ |
Devione Johnson 06/02/2025 21 0110 denaneOsBgmai.com 323-5115 AR5? Recrastion Assistant - Sumsner Job 06101 - PARKS - ADMINISTRATION [!
Jada Smith 06/02/2025 21 o5 JucaEmith2005@gmail.com 10784 1000183 - Summer Youth Intern 79601 - GRANTS - WORKFORCE | 1
DEVELOPMENT - ADM CLEARING
Tertence Ramsey 06/03/2025 | 20 | 0/2 ooV 77 6153 |
| Shala Grayson 06/03/2025 | 20 | a2 quv(m&ulhcmmma.qm | 2839¢ Administratie Sendces Manager Registar 02910 - REGISTRAR |
| | | | | Expires 10/74/24 |
wifiam Cooper 08/03/2025 20 | o2 ViLCooper@dekalbcountyga.gov A04-371-T044 |
| Juseph Wilkams T05/03/2025 | 20 | 011 | peeiliams@dekabeountyga.gov I | i |
Robert Davs osf03/2025 | 20 | w2 - a0V V12-604 |
Jakiya Makolm 06/03/2025 20 0/3 kiyaamaicolmi@gmai.com 404-707-5757 1000133 - Summer Youth inteen 79601 - GRANTS - WORKFORCE |
| | | | DEVELOPHENT - ADM CLEARING |
Dizhn Sannetts 06/03/2025 | 20 | a2 dmsannstteddekabcountyga.gov Administrattve Sanvices Manager Ragistar 02910 - REGISTRAR | |




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



Recruiting Lifecycle Management Course Exercises:

Please complete the following exercises:

« Access the Recruiter Dashboard




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

v'Create and Analyze a Hiring Requisition

v’ Create and Analyze a Pipeline Requisition

v"Move Candidates to proceed through the Candidate Selection Process
v' Create a Job posting on an Internal and External career sites

v'Add Candidates to a Hiring requisition

v'Prepare a job Offer for Candidates

v"Move Candidates through the recruiting process

v Complete the hiring process

v’ Convert 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

Cv)


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