Quick Reference Guide

Human Resource System used for the Hiring Process
Effective 03/26/2012

**Please note: Your User ID and Password to log into the system has not changed.
Create and Post New Job Requisitions:

Please follow the steps below to create and post a new job requisition.

1. Under Main Menu, select Recruiting and then select Create New Job Opening

ORACLE’

Worklist Add to Favorites
Favorites | Main Menu
E -

Personalize SSarch Menu: ‘ ® —
3 Seff Service N
3 Manager Activities [5D] b

‘ 03 Recruiting
3 worklist B Pending Approvals

3 Renorting Took [5] Browse Job Openings

[5] change My Password [F] Create New Job Opening _

[5] Interview Calendar

2. Onthe Create New Job Opening — Primary Job Opening Information page, enter the Job Code of the

employee you are replacing (to look up the appropriate job code, click on the magnifying glass symbol)
*Please note: the Get Data button functionality no longer exists*

3. Once aJob Code is selected, tab to the next line and the Posting Title should automatically populate

4. Click Continue

ORACLE
Home | Workist | AddtoFavorites |  Sign out

Favorites | Main Menu > Recrufting > Create New Job Opening

(@ Helo D ntp
Create New Job Opening

Enter Primary Job Opening Information

Select a Job Opening Type, Job Famity and any other information you require to create a Job Opening. Select
Continue once you have entered all required information

‘Opening Information
Job Opening Type: [ standard Requisition ~]
Business Unit: | Standard Bus Uni( vl
Job Code: ’WQ eaching Asst 2
Posting Title: |TeacmngAsst 2

| Continue >
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5. Onthe Create New Job Opening — Job Opening page, under the Job Details tab enter:
Your Department and Location codes (to look up the appropriate codes, click on the

a.

6. Click on the Hiring Team link below the account code

ORACLE’

magnifying glass symbol)
Employee being replaced
Hours (actual hours worked per week)

Account code (to look up the appropriate code, click on the magnifying glass symbol)

Fa\ro'rtes MainvMenu » Re(rgrtmg » Create Mew Job Opening

Create New Job Opening

Job Opening

Posting Title:

Job Opening Status:
Job Title:

Business Unit:

Teaching Asst 2

005 Draft

Teaching Asst 2 Job Code: TA2030
STDBU  Standard Bus Unit

| Save & Submit | Save as Draft | Cancel |

Previous Step  Mext Step

‘ Job Details D fications | HR USE ONLY-Job Postings | Hiring Team | HR USE OMLY- Screening

Job Opening Type:

Created By:
Created:

*Openings to Fill:
Target Openings:
Available Openings:
Establishment ID:

Business Unit:

Company:
‘ Department:

‘Opening Information

Standard Requisition

448006 @, Jayne Ropella
03/06/2012 5]

—
—
—

STDBU @, standard Bus Unit
625 @, saint Paul Public Schools #5625

=&
I

“Location:
*Recruiting Location: @,
Add Additional Locations
Status Code: 005 Draft
Status Reason: [ |
Status Date: 03/06/2012
Desired Start Date: 2]
Fneumbrance Nata: | v
Status Date: 03/06/2012
Desired Start Date: El
Encumbrance Date; | v ‘
Projected Fill Date: El
Date Authorized: El
Referral Program ID: | V‘
Recruitment Contact: | v
Employees Being Replaced Customize | Find | B¥ | B st K g 071 O Last
“Name Empl ID
—) a i

Add Employvees Being Replaced

Additional Job Specifications

Job Code:

Region:

Schedule Type:
Regular/Temporary:
Begin Date:

End Date:

Shift;

‘ Hours:

Work Period:

[TA2939 @, [ Primary Job Code
UsA 2
\ v
[Reguiar ~|
B
£
\ v
[ 4000
Weekly v
‘ Maone v

Travel Percentage:

Salary Admin Plan:
From Grade:

From Step:
To Grade:
To Step:

Salary Range To:
Pay Frequency:

Currency:

Salary Information

Salary Range From: 14,088.000000 (Default From Job Code)

538 @,
001 @,

16,212.000000 (Default From Job Code)
US Dollar v

Add Job Codes

[=] Delete Job Code

Default Acct Code Customize | Find | B | 8 First £ 1011 O Last
“Account Code Description Distrb %
@, 100 =
Job Details Qualifications HRUSE ONLCJob  Hiring Team USE ONLY-
Postings Screening

| Save & Submit SaveasDraft | Cancel |

Previous Step  Mext Step
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ﬂ Add Recruiters Add Recruiter Team

q £dd Hiring Managers Add Hiring Manager Team

7. Onthe Create New Job Opening — Job Opening page, under the Hiring Team tab:
a. Click on Add Recruiter and enter your HR Coordinator
b. Click on Add Hiring Managers and enter the Primary Contact for this position

c. Click on Add Interested Parties to add other individuals that will need to access online

applications

8. Click Save & Submit (this is the final step — your requisition has been submitting to accounting for

approval)

(L=

Favovrrtes : Mavaenu » Recrgkmg » Create Mew Job Opening

Create New Job Opening

Job Opening

Posting Title: Teaching Asst 2

Job Opening Status: 005 Draft

Job Title: Teaching Asst 2 Job Code: TA2938
Business Unit: STDBU  Standard Bus Unit

. Save & Submit | SaveasDraft | Cancel | Previous Step  Mexd Step

7 Job Details | Qualifications | HR USE ONLY- Job Pns@SE ONLY- Screening |

To assign a Recruiter to the Job Openjgg select the Add Recruiters hyperiink. To add a Recruiter Team,
containing ene or mere recruiters, to, Jlob Opening select the Add Recruiter Team hyperiink.

*Hame Recruiter ID Primary

[ @, o @

To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperlink. To add a Hiring
Manager Team centaining ene or mere hiring managers to the Job Opening aelect the Add Hiring Manager
Team hyperiink.

Mo Hiring Managers have been added to this Job Opening

To assign an Interviewer o the Job Opening select the Add Interviewers hyperink. To add a team of
Interviewers 2elert the Add Interviewer Team hyperlink

MNao Interviewers have been added to this Job Cpening

Add Interviewers Add Interviewer Team

To add an interested party to the Job Opening select the Add Interested Parties hyperlink. To add a group of
interested parties select the Add Interested Parties Team hyperlink.

Interested Party
Mo Interested Parties have been added to this Job Opening

Add Interested Parties Add Interested Parties Team

To add a Screening Notification member to the Job Opening select the Add Screening Notification Member
hyperlink. To add a Screening Netification Team to the Job Opening select the Add Screening Notification
Team hyperiink.

Screening Notification
Mo Screening Nofification Team have been added to this Job Opening

Add Screening Notification Member Add Screening Notification Team

<

Defauit Acct Code Customize | Find | ¥ |
“Account Code Description Distrb %
@, 100 =
Job Details Qualifications HRUSE ONLY- Job  Hiring Team HR USE ONLY-
| Save & Submit | iea& Draft | Cancel Previous Step  Next Step

Add to Favorites Sign ou

(@D Help Enttp
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View Requisition Activity:
Please follow the steps below to view your requisitions and a list of routed applicants.

1. Under Main Menu, select Recruiting and then select Browse Job Openings

ORACLE
Worklist Add to Favorites ‘ Sign out|
Favorites | Main Menu
L -
Persanalize ‘5"““" LT | ® (@ Help
.
o
3 self Service 4

3 Manager Activities [SD] 4
‘ (1 Recrutting

3 Waorklist Pending Approvals

3 Reparting Taok Browse Job Openings _

Change Iy Password Create New Jab Opening
Interview Calendar

2. Onthe Browse Job Openings page, you will see a listing of your open job requisitions — To view a list of
eligible applicants, click on the specific Job Opening link

| Workist | AddtoFavortes | Signout

Favo'ntes Maln_Menu 2 Recrgiting » Browse Job Openings

(Prep Entp
Browse Job Openings

View Drafts Eind Job Openings

Job Openings
Display: Job Assignedtome v ‘ | Open vl |Ad\ve within View All . ‘ f:,
-Job Openings Status: Open Customize | Find | View Al | Fret K 18018 D Last
Target Available .
Select  Job Opening IDHbr  Type Location Openings Openings HOtJob Created
O =T 930130 |Standard  Johnsen Senior High 1 1 0212272012
Behavioral Disorder ETURET, TISCIL TR R
Ichr-Enaglish & . .
O L EnalshSlag0040 Standard  Marding Senior High |1 1 021012012
EAZ-ELLACD Adams Spanish
o lingual 10 Mo 990039 8tandard |\ mersion Magnet v b2MoR012
EA2 - ELLACD Bi- Adams Spanish
O lingual 10 Mo 890043 | Standard Immersion Magnet i i 2RO 2
O 4"*;;5,,'?;?1?;?"“‘ 3 990042 Standard  Murray Junior High |1 1 021012012
The Heights
O Tchr - Librarian 120083 Standard Community Schaol 1 1 01/24/12012
The Heights
| LT Sub - Grade & 120045  Standard Community School 1 1 01/M13/2012
The Heights
O Tchr- Grade 2 120021 | Standard Community School 1 1 01/06/2012
SelectAll  DeselectAll Select Action.. v - Go |

| Create New Job | Eind Job Openings Eind Job Postings View Drafts
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3. Onthe Job Opening page, you will see a list of eligible candidates for your position — Click on the
candidate’s Application icon or Resume icon to view the application/resume

4. A second screen will open with the candidate’s Application Details — Once you are done reviewing that
candidate’s application, close the second screen that opened to return to the list of routed candidates

ORACLE’

Favovrtes Main'Menu > Recrg'rtiﬂg » Browse Job Openings

ORACLE’

& save

@:Create Mew Previous Job Opening |Next Job Opening |Job Opening List

Manage Applicants

e s e =W Find Applicants || Activity & Attachments | Job Opening Details |

View Applicants  Screen Applicants  Interview Schedule

[

Display:

Select

Applicant Hame

O Seuss McSeuss 52641 Ext | 050-Route B

Customize | Find | *
st
Updated

1D Type Disposition *Take Acti

021412012
ao07am | SEEdA

| workist | AddtoFavorites | Signout
Favorites  Main Menu
@relp Entp &l
Find Job Opening
" | p— —
Job QOpening . -
Application Details >
&) PrintJob Opening
Posting Title: - i Job Opening ID: 3
" EA2- ELULGD Biingual 10 Mo pening Applicant Name:  Seuss Mc Seuss & Print Application Details
Job Opening Status: 010-Open JobType: i T T EeIeeeeE
Job Title: EAZ - Atendance Lizison Job Code: Applicant ID: 52641
Business Unit: STDBU Standard Bus Unit | - I
|mBavetGontinues| |mbaveubmits| [mEancelm| -

Resume Title:

Language Code: English

Resume Text

SeleciAll  DeseleclAll  *Group Action: | Select Group Action... v o]

Add Resume Attachment

[SEETS

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details
View Applicants Screen Applicants  Interview Schedule

[Ef Create Mew  Previous Job Opening |Next.ob Opening |Job Opening List

javascript:hAction_winO{document.wind, HRS_1O3_LKK_WRK_HRS_EDIT_PROFILE$O', 0, O, ‘application’, False, true);

Mo attachment has been upleaded to this applicants profile

Preferences

Desired Start Date:

RegularTemporary: Either Full’Part-Time: Either
Willing to Relocate Willing to Travel Travel Percentage:
Geographic Preference
First Choice: Second Choice:
Comments: ’Lﬂ =}
3 il ] =
Dane SR S Y| [ | o Internet | 0% -
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