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UVIC CAREERS —START TO FINISH

UVic Careers is the online job management system for all staff job postings in the following employee groups: CUPE 917,
CUPE 951, Exempt Support Staff, PEA and Management Excluded.

A Hiring Manager in UVic Careers is required to complete a number of processes in the system.
1. Create a new position requisition (if your position already has a Position Number, start at step 2)

Create a job posting
Assess applicants
Extend an offer

Initiate Onboarding

Ny~ wN

Hire preferred candidate —disposition all other applicants

Notifications to internal applicants as per Collective Agreement

a. CUPE917—Article 16.03
b. CUPE951—Article 16.05
c. PEA-Article 5.06

HOW TO ACCESS UVIC CAREERS
How to get Hiring Manager access

To create job requisitions in UVic Careers you need access to the system as a hiring manager. If you need this level of
access, please have your supervisor email uviccareers@uyvic.ca with your:

o fullname
e employee ID (V#)
e email address (primary rather than departmental).

Login using NetLinkID

Login
NETLINK ID?|Click here | Non
UVic Employee Email
Password
Click here to =
sign in using
Neatl ink TN

Or
Login

First Time User ?
= Byt 8 RégumblCV Profile belors speling

» LainLEn anupAo-Eae RiSumEGY

= Create job search agents hat will 4 the searching
for you

and much more

r nol & current LG
.

Creats naw socoul

Click here to sign in
using NetLink ID

Do not use these
fields. If you enter
your NetLink ID here,
your account will be
locked and you will
need to contact HR.

sername and password are case sensitive. Forgot your password?

Returning User

Current UVic Employee Login
¥ you are 3 cument LVIC emplores, dick on the Siue button
bedow and sign in wEing your Nellink I0:

Non UVic Employee Login

¥ you e not cusrendy aUvic employes. but you have already
ereated 3 Uvic Carears account leg in using your amail
acdress.

User email

Passworg

Do not use these fields. If
you enter your NetLink ID
here, your account will be

locked and you will need to

contact HR.
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UVIC CAREERS — TERMS

Approval Chain — Depending on the requisition workflow, an available approval chain may need to be selected. If so, the
individuals designated as approvers are automatically part of the approval process and listed as Default Approvers.

Classification — In UVic Careers this is the Pay Band/Salary Grade (i.e. PB8/SG10) of the position you are posting. This
information is available on the position job description and memo issued by HR.

Employee Group —In UVic Careers: CUPE 917, CUPE 951, Exempt Support Staff, Management Excluded, PEA. They are
categorized by term and regular.

Hiring Manager — Department designate tasked with administrative responsibilities in UVic Careers. This person is
responsible for creating the posting, creating the team, managing the competition and hiring and onboarding the new
hire.

Job Code —In UVic Careers this field is used for the positon number. For CUPE 917 positions, this field includes the
position classification code from Banner.

Job Profile —Is used to create a job posting and is based off of the position summary and qualifications of the positon job
description.

Job Title — In UVic Careers this field is used for the position job classification and position number.

Alternate Job Title —In UVic Careers this field is used for the position working title and will be displayed to job seekers as
the position Job Title.

Onboarding—In UVic Careers, this process is used to send university required training and forms to the new hire. This is a
mandatory step and the competition hiring manager is responsible for ensuring it is completed.

Position Number — Banner number assigned to a position by the Budget Office.
Requisition #—This numberis generated from the job code, i.e. 99XXXX.1, 99XXXX.2.

Recruiter —In UVic Careers this is an employee from Human Resources who will complete the Final Review and post the
position. This field has been auto-populated for you.

Teams —In UVic Careers, teams are our Hiring Committees and can be added to arequisition at any time.

Requisition Status:
e Pendingapproval—the requisition is pending approvals. The Budget Office is the final approver.
e Pending final review—the requisition has been approved by the Budget Office and is being reviewed by HR.
e JobProfile Added —for new workflows only. Position number has been issued and job profile created.
e Failed Search — no suitable candidates found for positon vacancy. Please contact HR if you believe you have a
failed search.
e Reposted—position has been reposted.
e Cancelled — position has been cancelled.
e Posted— position is on our career site and viewable to applicants.

Back to top



e Posting Closed/Pending Competition — posting has closed for applications. Hiring committee is assessing
applicants.

e On Hold —posting is not being posted. This is usually used when 2 positions are combined into one posting. The
posting “On Hold” will move to status Posting Closed/Pending Competition Post for Onboarding

e Closed — this status is visible to applicants when a position is Cancelled or a Failed Search.

e Filled —this status is visible to applicants when a position has been successfully filled.

e Rejected—this status is visible to hiring managers when an approver rejects their requisition.

e |nProgress —this status is visible to applicants when there application is moved into the Candidate Short List
status. For more information on candidate statuses see — Applicant Review and Status Change document.

If you have any questions please contact uviccareers@uvic.ca.

Back to top
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UVIC CAREERS — HIRING MANAGER MENU CHOICES

From the main menu you can choose the following options:

Dashboard
RECRUITING
Requisitions
Applicants
Candidates
Offers
Hires
Onboarding
CAREER CENTRE
HELP & RESOURCES
MENU CHOICE DESCRIPTION
Create a Requisition This screen gives you is a step-by-step wizard to walk you through the new position
requisition and job posting requisition creation process.
Manage Requisitions This screen displays a table that lists all requisitions assigned to you and your team. You
can manage all aspects of the requisitions from this screen
Approvals This screen show all pending approvals that await your review for requisitions and
offers.

New Résumé Submissions This screen lets you manage résumés.

Active Candidates This screen displays all active candidates that you and your team are working with.

Offers This screen displays all the offers you have extended to candidates.

Approvals This screen displays all pending approvals that await review for both requisitions and
offers.

Recent Hires This screen provides easy access to your new hires. By default, the screen displays

employees who were hired within the last 30 days.

Onboarding Queue This screen displays newly-hired employees who are currently in the onboarding
process.

Main Dashboard

This is then Home screen, or the screen that displays after you log on to UVic Careers. The dashboard contains the
following sections:
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Alerts — This section appears as a red-highlighted box on your screen. Its purpose is to alert you of any
outstanding items that require your action and to call your attention to important notifications. Alerts appear on
the Main Dashboard only if you have action items or if notifications are available. Otherwise, you will not see this
section on your screen.

Widgets — These are tables and graphs containing summary data. Each user can add widgets to the Dashboard
and reorder them as desired. The available selection of widgets depend on the role of the user.



UVIC CAREERS — RESUME DASHBOARD

The Résumé Dashboard is organized into tabs that contain a variety of information and actions. The tabs on your screen
may vary depending on your role. To access an applicant’s résumé dashboard, click on their name.

Résumé Profile Tab

This tab provides a summary view of the résumé.

Section DESCRIPTION

Route this Résumé

This section allows you to route the candidate for processing by other users or email
recipients.

Route this Résumé
E-mail

Search Users & search Users

Comments

0]

Details to include [ Cover Letter
[ Screening Questionnaire

O Interview Form
Attachments O carlos Augusto Fonseca_CV_IN.pdf

[ presentation_letter.pdf

Additional Attachments Browse.

Score

This section allows you to score the résumé/CV. The scores you enter will not be
compiled for the competition and your comments can be viewed by other hiring
mangers if the applicant applies for multiple positions.

Résumé

This section displays the version of the résumé that the applicant used to apply for the
job.

If you see the View Newest Résumé button on your screen, this indicates that the
applicant updated their résumé. Click the button to view the most recent version.

Click e to perform the following actions.

o View Newest Résumé — Select this to view the latest version of the applicant’s
résumé. This action is enabled only if UVic Careers detects that there is a new version
dated after the candidate’s application date.

. Download Formatted Résumé — Select this to download the applicant’s
résumé in PDF format.

Actions Tab

This tab allows you to select actions that will move the candidate to the next phase of the recruitment process.

Section

DESCRIPTION

Send a letter

This section allows you to send a letter to the applicant.
Click the View icon to view the letter template or click the Edit icon to edit the
template.

Back to top



Click the Request Return Receipt check box to request a read receipt notification when
the applicant views your email.

» Send a Letter

Select a Letter Template * — Create Custom Template — |~ &

[] Request Return Receipt

Information Tab
This tab displays additional information pertaining to the applicant.

Section DESCRIPTION

Cover Letter This section displays the applicant’s cover letter, if provided separately. Applicants may
choose to include their cover letter with their résumé as one document.

Résumé Attachments This section allows you to view any attachments that were uploaded by the applicant.

In this section, you may find additional versions of the résumé/coverletter if the
applicant has applied to multiple positions. Please only use the version of the résumé
submitted for your competition when making your assessment and treat the other
documents as confidential.

Workbench Tab
This tab allows you to manage and track all the steps the individual goes through during the recruitment process.

Section DESCRIPTION

Statuses This section records the candidate's progress in the recruitment process.

You can change the status by selecting a new value from the Change Status drop-down
list. If you select a Hire or Decline status, you must complete additional fields in order
to save. See Change Candidate Status.

Schedule an Interview This section allows you to send an email inviting the applicant to a face-to- face
interview or a phone screen. This option is available only if the applicant has already
reached Candidate status or further.

This section does not a letter templates ready for your use. You will need to create
your own or upload a document that includes information that pertains to the
interview (i.e. location).

Recruiting Workflows This section displays all the steps in the recruitment process as dictated by the
Recruiting Workflow. See Recruiting Workflow.
Tasks This section displays any step in the process that requires action as dictated by the

Recruiting Workflow.

Afteryou hire your preferred applicant, you will initiate onboarding from Tasks.

Back to top



UVIC CAREERS — RESUME DASHBOARD APPLICANT STATUS CHANGES

Résumé Submissions

Status Hiring Manager | Team Applicant
Résumé/CV Access torésumés/CVs | Able to view Will see that they have a Résumé/CV Submitted for
Submitted as application come in | résumés via New the competition. Applicant will receive a Thank you

for applying email from UVic Careers

applicants in this
status

Route to hiring | Access to résumés/CVs | Able to view Will see that they have a Résumé/CV Submitted for
manager résumés via New the competition
Résumé Submissions
Candidate Access to résumés/CVs | Able to view Applicants in this status will see status of competition
résumeés of as “In process.” All other applicants will have status

“Résumé/CV Submitted” for the competition.

Pre-interview

Access to résumés/CVs

Able to view

Applicants in this status will see status of competition

applicants in this
status

assessment résumés of as “In process.”
applicants in this
status

Short list Access to résumés/CVs | Able to view Applicants in this status will see status of competition
résumeés of as “In process.”
applicants in this
status

Interview Access to résumés/CVs | Able to view Applicants in this status will see “Interview” on their
résumes of Résumé/CV Submission History.
applicants in this
status

Offer Extended | Accessto résumés/CVs | Able to view Applicants in this status will see “Offer Extended” on
résumes of their Résumé/CV Submission History.
applicants in this
status

Offer Accepted | Accessto résumés/CVs | Able to view Applicants in this status will see “Offer Accepted” on
résumés of their Résumé/CV Submission History.

Offer Declined

Access to résumés/CVs

Able to view
résumeés of
applicants in this
status

Applicants in this status will see “Offer Declined” on
their Résumé/CV Submission History.

Hired Access to résumés/CVs | Able to view Applicants in this status will see “Hired” on their
résumés of Résumé/CV Submission History. All other applicants
applicantsin this will see “Position filled”
status

Dispositioned/ | Access candidate NA Applicants in this status will see “Position filled”

Declined information in

Historical View

Offer Rejected | Accesstorésumés/CVs | NA NA

by Approver

Removed self
from
consideration

Unable to review this
candidate

Unable to review this
candidate

Applicants in this status will see “Removed Self from
Consideration” on their Résumé/CV Submission
History.

Only the hiring manager is able to change the applicant dashboard. This includes status change, comments and assigning a score.

Back to top
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UVIC CAREERS — OFFERS SCREEN

CREATE OFFERS

On the Workbench tab of the Recruiting » Candidates » Active Candidates » Résumé Dashboard screen, you will see an
Extend an Offer button in the Tasks section when you changes the candidate status to Offer Extended. Clicking this will
take you through the offer workflow. The Extend offers of employment guide will walk you through the steps involved.

MY OFFERS SCREEN

To access this screen, complete the following steps: From the Main Menu Ribbon, click Recruiting » Offers » Offers.

The My Offers screen displays all the offers you have extended to candidates.

A candidate cannot have more than one offer for a particular requisition. To issue another offer for the same requisition,
the first offer letter must be rejected and archived.

The Offers screen displays a table with the following columns.

Column DESCRIPTION

Offer Status This column indicates the status of the offer.

Relationship This column indicates the relationship between you and the recipient of the offer.
Approvers This column displays the names of the approvers are and the date when action, if any,

were taken. Click the Approvers icon to expand the list.

Onboarding Initiated

This column displays the date when the onboarding process was initiated.

Actions

This contains the available options for offer.

The Actions column contains the following actions.

Offer Details

[6] e = @

Select this action to view the details of the offer.

Print to PDF Document

alc]lw @

Select this action to print the offer letter in PDF format.

Resubmit

B Ofter Details

Select this action to resubmit an offer, if the initial offer was rejected.

Select this to archive the offer after the candidate has already accepted the offer.

Onboarding Details

8 & um[e]

Select this to initiate the onboarding process or view the Onboarding Details screen.
This action appears only after the hiring process is complete.
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UVIC CAREERS —RECENT HIRES SCREEN

To access this screen, complete the following steps: From the Main Menu Ribbon, click Recruiting » Hires » Recent Hires.

The Recent Hires screen displays a table with the following columns.

Column

DESCRIPTION

Onboarding Initiated

ONBOARDING INTIATED

6/11/2017

Not Initiated

This column displays the either the date that onboarding was initiated or the value Not
Started if the onboarding process is not yet initiated.

Actions

This contains the available options for & initiating onboarding or @ viewing
onboarding details.

Back to top
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UVIC CAREERS — ONBOARDING QUEUE SCREEN

Initiate onboarding - On the Workbench tab of your new hire you will see an Initiate Onboarding button in the Tasks
section after you change their status to Hire. See the Hire and onboard guide for screen shots and detailed steps.

To access this screen, complete the following steps: From the Main Menu Ribbon, click Recruiting » Onboarding »

Onboarding Queue.

The Onboarding Queue screen displays a table with the following columns.

Column

DESCRIPTION

Onboarding Status

ONBOARDING STATUS

p o

This column displays a graphicillustrating the newly-hired employee’s progress, along
with a document completion checklist.

# of Documents

This column displays the number of documents and forms included in the newly-hired
employee’s onboarding packet.

Completed Documents

This column displays the number of documents and forms that the newly- hired
employee has completed to date.

UVic Careers notifies you by email whenever the newly-hired employee completes all
the documents the onboarding checklist.

Actions

This column displays the available actions pertaining to the newly-hired employee’s
onboarding process.

The Actions column contains the following actions.

View Onboarding Details

Select this to access the newly-hired employee’s onboarding details.

This screen allows you to complete, view, and/or route completed documents as well as

| add more documents to the onboarding packet if needed.
Print All Onboarding Select this to print the newly-hired employee’s onboarding document packet for
Documents completion.

®|B&

This section of the Onboarding Details screen displays a table with the following columns.

Routing History

This column displays the dates when a document is sent and to whom.

Complete

The Complete on Behalf of Candidate link in this column allows you to access the
document and complete any requested information for the individual. This step can be
very useful for candidates that have limited access to the internet.

Back to top
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UVIC CAREERS — APPROVAL PROCESS

Budget Office is the final approver. Position control is managed by the Budget Office and all job postings require approval

from the Budget Office. The approvals required will depend on the type of position you are posting.

Human Resources is the final reviewer. After you submit your job through UVic Careers, and it has been approved by the
Budget Office, your job vacancy will be reviewed by HR and if your position is deemed a fit for a recall or duty to
accommodate employee, you will be contacted by the appropriate HR contact with information on next steps.

VP approval. Required for all continuing positions.

Typical approval chains. Note these may be differ dependent on your department structure and processes.

New position — request for position number

Hiring Manager

Y

Budget Office

A\ 4

Human Resources

Job posting for regular/continuing position:

Hiring Manager » Department Head > Dean/AVP > VP > Budget Office »| Human Resources
Job posting for term position:

Hiring Manager » Department Head > Budget Office »| Human Resources
Job posting for Limited/Preferential hire:

Hiring Manager » Department Head > Dean/AVP > VP > Budget Office »| Human Resources

Offer Letters:

There is no formal approval process. This will be dictated by your department procedures and the Budget Office should

not be included in this approval chain. If you have any questions please contact uviccareers@uvic.ca.

Back to top
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UVIC CAREERS — NEW POSITION PROCESS

WHO DOES WHAT

Budget Office. Position control is managed by the Budget Office and will issue the position number.

Human Resources. After you submit your job description through UVic Careers and a positon number has been issued by
the Budget Office, Human Resources will create a job profile. You will be notified that the job profile has been created by
a status update through UVic Careers and email from the HR Coordinator.

Hiring Manager. Creates workflow in UVic Careers to request a job profile and position number. The Create a requisition
for a new position quick guide will walk you through the steps in UVic Careers.

HOW IT WORKS
1. HRAdvisor evaluates job description and issues a classification memo.
2. Department decides tofill the position.
3. Hiring Manager requests positon number and job profile to create a job posting through new position workflow in
UVic Careers.
4. Budget Office issues a Banner position number.
5. Human Resources create the job profile.
6. Department Hiring Manager notified position number issued and job profile created in UVic Careers.
7. Hiring Manager creates job posting workflow.

THINGSTO KNOW

The new position workflow does not create a job posting — only issues a position number and creates a job profile.

The new position approval chain. Note this may differ dependent on your department structure and processes.

Hiring Manager

A 4
A 4

Human Resources

Budget Office

If you have any questions please contact uviccareers@uvic.ca.

15
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UVIC CAREERS —JOB POSTING REQUISITION PROCESS

WHO DOES WHAT
Budget Office. Position control is managed by the Budget Office. They are the final approval.

Human Resources. After you submit your job posting through UVic Careers and the Budget Office approves, Human
Resources will do a final review before posting the position. Human Resources attach the job description and publish the
job posting. HR will contact the Hiring Manager if there are any questions about the job posting requisition.

Hiring Manager. Creates workflow in UVic Careers to for the job posting. The Create a Requisition for a Job quick guide will
walk you through the steps in UVic Careers. The Hiring Manager receives all communications on the job posting. The
person in this role can be switched at any time for any requisitions

HOW IT WORKS
1. The Hiring Manager creates job posting requisition with appropriate approvals.
2. Job posting requisition is approved by appropriate leaders
3. Budget Office approves job posting requisition
4

Human Resources completes their final review. This includes checking employees on the duty to accommodate
and recall lists — the Hiring Manager will be contacted by the appropriate contact in HR if their position is held for
an employee on the list

5. Human Resources publishes the job posting — Hiring Manager and Hiring Committee can access résumés as they
come in.

6. Job Posting closes at 4:00pm on close date

7. Day after close date Human Resources sends Hiring Manager applicant list with seniority information

8. Hiring Manager and Hiring Committee continue review of applicants

THINGS TO KNOW
If the position has already been posted through UVic Careers, you can copy the previous posting if the details are the
same. This is a quick way to create a new requisition. This feature allows you to copy almost all the details from an existing
job but gives you the flexibility to add details or change values that were copied from the original job posting.

To copy a requisition, complete the following steps:

1. On the Main Menu Ribbon, click Recruiting » Requisitions » Manage Requisition.

2. Locate the requisition that you want to copy, then click - and from the drop-down list, click Copy. This
takes you to the Define Requisition Step.

3. Continue the steps detailed in the Job Profile Library Method, beginning with Step 2.

4, DO NOT USE THE COPY OPTION IF CHANGES HAVE BEEN MADE TO THE JOB DESCRIPTION.

The approval chain for a job posting requisition will vary based on the type of posting (i.e., continuing, term,
limited/preferential hire, etc.)

The university as one employer is legally bound to the duty to accommodate and recall lists. You will have to adjust your
hiring timelines if your position is identified for potential placement.

You will not be able to create a job posting requisition without an approved job description. If your position does not have
a job profile in UVic Careers, you will need to contact an HR Advisor.

You can create a Hiring Team at any time. The Hiring Team can be added when you create the requisition or anytime
afterwards.
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UVIC CAREERS — APPLICANT REVIEW AND ASSESSMENT PROCESS

WHO DOES WHAT
Human Resources. Provides Hiring Manager with applicant list to confirm seniority and internal status.

Hiring Manager. Creates Hiring Committee in UVic Careers and adds to the job posting. The Create and Manage Teams
and Screen and Circulate quick guides will walk you through the steps in UVic Careers. The Hiring Manager completes all
administrative tasks in UVic Careers and receives all communications on the job posting. The person in this role can be
switched at any time for any requisitions.

Hiring Committee. Reviews applications and provides diverse perspectives and expertise is an effective way to supporta
fair, equitable and transparent process. The Search Committee Guidelines provides details on roles and responsibilities.

HOW IT WORKS

1. Job Posting closes at 4:00pm on close date.

2. Day after close date Human Resources sends Hiring Manager applicant list with seniority information.

3. Hiring Committee continues review of applicants (see Review Candidate Applications quick guide for team
members and Screen and Circulate quick guide for Hiring Managers). As users of UVic Careers you may have
access to an applicant’s full application history —only use the cover letter and information submitted for your
application in your assessment. If you have concerns, please contact HR.

4. Hiring Manager changes applicant status (i.e., mark as candidate, remove from list) — applicants will only see
thatthe competition is “In progress” when they log in. No automatic communication is sent out. See Screen and
Circulate quick guide for screen shots on how to do this.

5. Hiring Committee assess applicants (tests, interviews, reference checks: Recruitment resources and tools) — The
interview set-up tool in UVic Careers does not include pre-defined letter templates, you will need to create your
own communication and track interview times. We do not recommend the use of this tool.

THINGS TO KNOW
Hiring Manager and Hiring Committee can review applications as they are submitted however final assessment should
begin once the competition closes.

Confirm that the applicant is legally able to work in Canada. The applicant is required to answer this as part of their
application:

Please indicate if you are  [] | am a Canadian citizen or have permanent residency
legally entitled to work in
Canada: *

[ I have a temporary work permit.
"1 No

You will find their response on their Resumé/CV Dashboard in the Résumé accordion. Only applicants who are Canadian
citizens or have permanent residence status are eligible for continuing regular positions.

A formatted version of a résumé is available by downloading the attachments in the applicant list view or in the
applicant’s workbench. The Screen and Circulate quick guide includes screen shots on how to view and forward formatted
versions of the résumé.

UVic Careers is designed for a central HR set-up and allows Hiring Managers and members of a Hiring Committee access
to an applicant’s full application. You may see cover letters and versions of résumés the applicant has submitted for other
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competitions. Please treat this information as confidential and only review for assessment the version submitted for your
competition.

There is no cumulative scoring function in the UVic Careers system. The Score Resumé/CV option, available on
the candidate’s Résumé/CV Dashboard, will accept only one set of scores/notes.

The Schedule an Interview option in UVic Careers sends out an automatic notification to applicants that may not include
all of the information you wish to communicate (i.e., interview location). If you choose to use this, you will have to create a
letter yourself and keep track of interview dates/times outside of UVic Careers.

Any information entered into the Score Résumé feature in the applicants Résumé/CV Dashboard will be accessible to
Hiring Managers and Hiring Committees of other competitions the applicant applies to. We do not recommend the use of
this tool.
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UVIC CAREERS — EXTEND AN OFFER PROCESS

WHO DOES WHAT
Human Resources. Provides Hiring Manager with information on salary placements. For ME and PEA positions, please
contact the HR Advisor before making an offer.

Hiring Manager. The Hiring Manager completes all administrative tasks in UVic Careers and receives all communications
on the job posting. The person in this role can be switched at any time for any requisitions.

Hiring Committee. Comes to a decision on the preferred candidate.

HOW IT WORKS

1. After assessment process, Hiring Committee identifies preferred candidate.

2. Hiring Manager contacts HR Advisor for excluded positions and PEA salary placements. CUPE 917/951 will be
placed as per the Collective Agreement.

3. Hiring Manager extends the preferred candidate an offer through UVic Careers. The Extend offers of employment
guide will walk you through the steps involved. To extend an offer you will need to know: Salary Amount, Salary
Ceiling, Salary type, Start Date, Department, Full/Part time, Offer Letter Signer Name and Title

4. Preferred Candidate will receive a notification from UVic Careers with the offer letter

5. The Hiring Manager receives an email notification when the candidate accepts, or rejects, the offer. Candidates
are required to enter a reason if they reject an offer.

THINGS TO KNOW
Remember to check in with HR if you have any questions or concerns about an applicant before you make an offer.

There is no requirement to use the approval feature.
a) Ifyourdepartment does not require any internal approvals, when you get to Step 3 of the Create Offer process — do
not select any fields and click submit.

b) If your department does require internal approvals, use the Internal Approvers button in Step 3 to select who needs
to approve. Do not select a pre-set approval chain; this will include the Budget Office. The Budget Office does not

approve offer letters and they will reject your offer if you send it to them.

You can edit the offer letters to personalize the beginning and close. If you are planning on changing the main body of the
offer letter templates, please ensure you speak to an HR Advisor first.

If you have any questions, please contact uviccareers@uvic.ca.
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UVIC CAREERS — HIRE AND ONBOARD PROCESS

WHO DOES WHAT

Department Hiring Manager. Hires and onboards new hire and sends out communications to applicant pool. The Hiring
Manager completes all administrative tasks in UVic Careers and receives all communications on the job posting. The
person in this role can be switched at any time for any requisitions.

HOW IT WORKS

1. Preferred candidate accepts offer.

2. Internal department communications and personal communications to applicants advising them that the
competition has been filled.

3. For CUPE917, CUPE 951 and PEA competitions, notify internal applicants of the successful candidate. See
Communicating with applicants guide for screen shots on how to do this in UVic Careers.

4. Change your new hires status in UVic Careers to Hired in their Résumé/CV Dashboard Workbench. If you have not
already changed the status of the other applicants, the system will ask if you wish to disposition all of the other
candidates - select OK. Once the applicants have been dispositioned, you will be send back to your new hires
workbench to move them into the Hired status. See Hire and onboard guide.

5. Initiate onboarding.

a. For CUPE 917/951/Exempt Support Staff, all required onboarding documents have been preselected. Do
not include any documents from the Other Documents section.

b. For Continuing ME/PEA hires select the appropriate pension enrolment forms from the Other Documents
section. Do not select any documents if you are hiring for a term ME/PEA position.

6. New Hire receives onboarding welcome email with instructions to complete forms and training. The new hire
form triggers a workflow that issues an employee number. Benefit enrolment forms need to be completed within
7 days after your new hire’s start date.

7. Complete Payroll forms.

8. Continue department onboarding.

THINGS TO KNOW

In order to notify applicants in bulk that the position has been filled, you can send a letter through UVic Careers. It is
recommended that you complete this step before changing the status of your successful applicant to ‘Hired’. Once you
move your new employee to ‘Hired’ status and disposition other candidates, the competition will show as ‘Position Filled’
on applicants’ Résumé Submission History.

In order to fulfill collective agreement requirements, you must notify unsuccessful internal CUPE 917, CUPE 951 and PEA
applicants of the successful candidate.

Participation in the University’s group benefit plans is a condition of employment for many employee groups. A delay in
enrolment will result in financial hardship for the employee (benefit premiums are payable from the date of eligibility) and
prevents the employee from accessing the benefits to which they are entitled. Initiating the onboarding process and
ensuring the completion of enrolment forms with the required training is mandatory and the responsibility of the hiring
manager.

If you are hiring an internal employee you will still need to onboard them through UVic Careers. They will receive
instructions to only complete forms that have not previously been completed.
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UVIC CAREERS — TRAINING AND SUPPORT

You can join the weekly drop-in sessions (through Microsoft Teams) as needed.

Drop in to ask technical questions or get one-on-one help with job postings. Sessions are every Tuesday 11 a.m. -12 p.m. and
Thursday 2 p.m.-3 p.m.

Sessions are free. No pre-registration is required.

If these times and dates do not work for you or if you are looking for more custom training, please contact us at
uviccareers@uvic.ca. Our target response time for inquiries is 24 hours.

Recruitmentresources and tools
The recruitment resources and tools section of our website will take you through the full recruitment cycle from writing

the job description to onboarding your new hire.

UVIC CAREERS — QUICK GUIDES

The following quick guides include screen shots and will walk you through the steps you need to complete in UVic Careers.
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QUICK GUIDE — CREATE A REQUISITION FOR A NEW POSITION

The regular process for creating a requisition for a job posting relies on a library of approved job summaries that have
been uploaded to the UVic Careers system by Human Resources. These job summaries have position numbers assigned
by the Budget Office.

If you have a new position with an approved job description and classification but have not yet received a position
number, follow the process below. This process will provide you with a position number and job profile, not a job posting.
You will need to follow the create a requisition steps to have your position posted to the UVic Careers website.

If you cannot find an existing job in the UVic Careers system, or the job profile for an existing job requires adjustment,
contact Employment Services. The process below is for new jobs only.

#  INSTRUCTIONS SCREENSHOT

Loginto UVic . '
1 Ca%eers — https://uvic.mua.hrdepartment.com/index.php
= MONSTER
4 Main Menu REqUiSitiDns Employees = | Search..
Recruiting /| Reguisitions / Create Requisition
Requisitions e el
Create Requisition select Associations
Create Requisition
Manage Requisitions Step 5
O n t h e Approvals Select Associations
Dashboard,
click on the Appicens
Recruiting tab, . Create a New Requisition from Job Profile Library
2 then underthe Offers ORGANIZATIONAL UNIT *
Requisition Hires University of Victoria E‘
heading: -- Select - E‘
Create Onboarding
Requisition. Select Workflow

EMPLOYEE GROUP *(CHOOSE A NEW POSITION IF YOU
DO NOT HAVE AN EXISTING POSITION NUMBER}

- Select—- E‘
LOCATION

- Select—- E‘
JOBTITLE €@
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#  INSTRUCTIONS SCREENSHOT

On the Select
Associations
screen,
complete all
required (red)
fields. In the
Employee
Group field
choose A New ORGANIZATIONAL UNIT *

Position from University of Victoria [
the drop-down celect.. |
3 list.

Create Requisition select Associations

Create a New Requisition from Job Profile Library

Select Workflow

In the Job Title
ﬂeld Choose EMPLOYEE GROUP *(CHOOSE A NEW POSITION IF YOU
4 DO NOT HAVE AN EXISTING POSITION NUMBER)

E

“new” into the
field to quickly LOC:::SC’: 5
locate it from

the drop-down JOBTITLE @~
list. | NEW

On the Define

Requisition

screen,

complete all

required fields.

Leave the Job Category @ Hzgwbgr:‘;epslgﬂrceszecruiting }
Title as New’. ol TS0 s epar 0
The Job Legal .
Summary

Job Summary * Please upload the position job description and classification in the 'Aftachment' step of the requisition creation

4 .
contains process. You will receive email notifications regarding the status of job profile creation request.

information on

what should be | ©rganizational Unit * University of Victoria v
attached to this
requisition VP Finance and Operations v

The option to
upload
attachments
occursinstep 6
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#  INSTRUCTIONS

On the Select
Approver(s) and
Approval Order
screens, the
only mandatory
approver is the
Budget Office

SCREENSHOT

Recruiting | Requisitions | Create Requisition

Create Requisition new-New

Step 1

Select Associations

Step 2
Define Requisition

Step 4
Approval Order

Select approvers from drop-down lists and add internal approver if required. Do not remove Budget Office as ai

Default Approvers

APPROVERS

. 1 E Budget Office

Select Approval Chain(s)

AVAILABLE REQUISITION APPROVAL CHAINS
IFYOU DO NOT REQUIRE APPROVERS FOR THE OFFER
LETTER, CHOOSE SUBMIT/SEND OFFER BUTTON.

IFYOU REQUIRE APPROVAL, SELECT THE INTERNAL
APPROVERS LINK BELOW.

Ancillary ~
Limited/Preferential hiring

Ocean Networks/PCIC

Regular continuing

Term v|

On the
Attachments
screen, upload
the job
description
and
classification
documents
provided by
Employment
Services. In
the Share
document(s)
with area,
check the
Approvers box.

Step 1 Step 2 Step 3 Step 4
Select Associationg Define Requisition Select Anpeovers) Appiowel Dvter
UPLOAD  SELECT FROM DOCLIMENT LIBRARY
DOCUMENT NAME *
DOCUMENT DESCRIPTION
o]
UPLOAD DOCUMENT *
Browar...
SHARE DOCUMENT{S) WITH [ internal Job Seckers
[ Estirnal Job Sevkers
O Approvers
Current Attachments
DOCUMENT NAME DOCUMENT DESERIPTION FILE MAME ADDED DY
REW-DEPT-YEAR-TOR-JD TITLE-5GK NEW-DEPT-YEAR-FOR-J0 TITLE-SGK.DOC Farn Cheema
MEW-DEFT-JE-MEMO NEW-DEPT-JE-MEMO.DOC Kam Cheema

[ehee ] Bt | 5

SHARED WITH

Agprovers

Approvers

step &

ACTIONS
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Create Requisition new-new

% Requisition Details Preview

Preview your
requisition and,

7 o
once satISﬂ ed' LVic - New Workflow [/ Requisition Form
select Finish e
3 The Budget Office will automatically receive a system notification and review the attached documentation. They

will assign a new position number to the requisition and mark it as approved.

Employment Services will receive a system notification and will upload the job summary into the UVic Careers
9 | system. Once the job profile is available in the UVic Careers system you will receive a notification from
Employment Services.

Proceed with the regular requisition process. On the Define Requisition screen, ensure that you choose the
actual Employee Group, do not choose A NEW POSITION. Enter the position number in the Job Title field.

10

For additional details, see the Create a Requisition quick guide available at

11 http://www.uvic.ca/hr/services/home.php.
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QUICK GUIDE — CREATE A REQUISITION FOR A JOB POSTING

This quick guide describes the key steps in creating a requisition for a new job posting and creating teams. Other
resources for hiring administrators are available at http://www.uvic.ca/hr/services/nome/hiring/index.php

#  INSTRUCTIONS SCREENSHOT

Pre
p

Supervisors: Send requests for access to uviccareers@uvic.ca

To create a requisition, you will need the following:

(1) position number of the job you are posting

(2) position number of the supervisor

(3) funding source information, and

(4) an approved job description that has been reviewed by your HR advisor.

For new positions, review the Create a requisition for a new position quick guide available at
http://www.uvic.ca/hr/services/home/hiring/index.php

Login

Do not use these
fields. If you enter
your NetLink ID here,
your account will be
locked and you will
need to contact HR.

Click here to Emgilisername and password are case sensitive. Forgot your password?

sign in using

NetLink ID

NETLINK ID?|Click here | Non

UVvic Employee Email

Password

Or

Log in to UVic Login
Careers with your

NetLink D and First Time User ? Returning User

2 A B s et Current Uvic Employee Login
password: » Lainkn an upo-gate Risumicy Hy0U &re 8 curment UV empiaves, click on Mg Blue button

bebow and sign in uging your NelLink 1D,
https://uvic.mua.hrd

=3
epartment.com/

= Creaie job search agents searching
for you

= _and much .
ADN DA A Non UVic Employee Login

H you are not cumenty a Uvic employes, but you have already
‘oeated 3 Uvic Caresrs account le in using your amail
‘address.

User emall

Click here to sign in
using NetLink ID

Paszwarg

Do not use these fields. If
you enter your NetLink ID
here, your account will be
locked and you will need to
contact HR.

Forgol your pagsword?
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On the Dashboard,
click on the
Recruiting tab, then
under the Requisition
heading: Create
Requisition.

Search...

Employees

Dashboard

Recruiting | Requisitions

Requisitions F—
Manage Requisitions

Create Requisition

Manage Requisitions
e : B Filter

Approvals
No requisitions to display

Applicants

Candidates

Manage Requisitions

#  INSTRUCTIONS SCREENSHOT

= MONSTER

The progress bar at
the top of the screen
indicates where you
are in the process of
creating a
requisition.

The first step is the
Select Associations
screen. Complete all
required (red) fields.
Choose Employee
Group carefully as
this choice
determines the
workflow to follow.

If you have an
existing job that does
not appear in the Job
Title drop-down list,
contact Employment
Services.

If the job is new,
view the Create a
requisition for a new
position guide.

TIP: Type the position
number for the job
into the Job Title field,
and click on the job
title to select it.

Step 1

Select Associations

Using Workflow: PEA Regular Workflow

PEA Regular Requisition

REQUISITION #
989119

JOBTITLE@*

Academic Adviser

CLASSIFICATION @ *
5G8

EMPLOYEE GROUP: @ *
PEA - Regular

PAY TYPE:

- Select -

REASON FOR VACANCY *

- Select -

SALARY CHARGED TO FAST CODE *

SUPERVISOR POSITION NUMBER *

Step 3
Select Approver(s)

]
]
]

Ap
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On the Step 2 Define
Requisition screen,
complete all required
fields. The Job
Summary and Job
Requirements fields
will already contain
approved information
and cannot be edited.

You can add specific
information about the
position in the About
this Opportunity field.
Alternatively, copy and
paste the text
provided above this
field.

TIP: The Education
Level must correspond
to the requirement in
the job description.

TIP: For Creation
Options, if you wish to
keep a copy of your
requisition to use
again in the future,
choose Create
Requisition and
Personal Template.
Otherwise, choose
Create Requisition
Only.

Choose Next.

TIP: You can save a
draft at any time. To
find your draft, scroll to
the bottom of the STEP
1 Select Associations
screen. Your draft will
appear under the My
Drafts heading.

#  INSTRUCTIONS SCREENSHOT

Create Requisition Academic Adviser- 999119

Step 1
Select Associations

Step 3
Select Approver(s)

Using Workflow: PEA Regular Workflow

PEA Regular Requisition

REQUISITION #
989119

JOBTITLE@*

Academic Adviser

CLASSIFICATION @ *
5G8

EMPLOYEE GROUP: @ *
PEA - Regular E|

PAY TYPE:

- Select - E|

REASON FOR VACANCY *

- Select - E|

SALARY CHARGED TO FAST CODE *

SUPERVISOR POSITION NUMBER *

My Dralls

Tafinisha drak, click an the aption ta edit. To remave a drak from the table, click an the aption fo defets.

o B pesplaying - ot 10 [ 50 108 | per el

Academic Adviser 4 Add 17/12018 ]
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On the Select
Approver(s) screen,
highlight the
appropriate approval
chain in the Select
Approval Chain(s) field,

then ' Select )
Additional fields will
appear.

The Budget Office
always appears as a
mandatory approver.

For Approval Chain
Type, choose Serial.

Select your Department
Head and VP (for
regular continuing
positions).

If required, add
additional approvers by
using the Select
Approvers by Name
option.

Choose Next.
TIP: Select Approvers by

Name option,
remember to click

B Clear Approval Chain

#  INSTRUCTIONS SCREENSHOT

Create Requisition Academic Adviser-999119.1

Step 4
Approval Order

Step1
Select Associations

Step2
Define Reguisition

Select approvers from drop-down lists and add internal approver if required. Do not remove Budget Office as an a

Default Approvers

APPROVERS

1. B Budget Office

Select Approval Chain(s)

AVAILABLE REQUISITION APPROVAL CHAINS
IFYOU DO NOT REQUIRE APPROVERS FOR THE OFFER
LETTER, CHOOSE SUBMIT/SEND OFFER BUTTON.

IFYOU REQUIRE APPROVAL, SELECT THE INTERNAL
APPROVERS LINK BELOW.

Ancillary
Limited/Preferential hiring
Ocean Netwarks/PCIC
Regular continuing

Term w

=

Select Approver(s)

APPROVAL CHAIN TYPE *
Serial E‘

DEPARTMENT HEAD (DHEAD)

- Select - E‘

VICE-PRESIDENT (VP)

—Select — E‘

SELECT APPROVERS BY NAME

2 Internal Approvers

& Clear Approval Chain

Select Approver(s)
APPROVAL CHAIN TYPE *
Serial E|

DEPARTMENT HEAD (DHEAD)

| —Select— E|

VICE-PRESIDENT (VP)

—Select— E|

SELECT APPROVERS BY NAME

& Internal Approvers

& Clear Approval Chain

Cancel

> Next

B Save as Draft
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On the Approval Order
screen, click and drag
the Budget Office to
the bottom (end) of
the list of approvers.

Choose Next.

Recruiting /| Requisitions /| Create Requisition

Create Requisition Academic Adviser-999119.1

Step 1

Select Associations

Step 2

Define Reguisition

Step 3
Select Approver(s)

You MUST click and drag Budget Office to the bottom of the list so they are the final approver.

2= Lynne Marks
5 Valerie Kuehne

222 Budget Office

£ Previous

#  INSTRUCTIONS SCREENSHOT

On the optional
Attachments screen,
you can attach
additional documents.
First enter the
Document Name, then
Browse to upload files.

Check the boxes to
indicate whether the
attachment should be
visible to job seekers
(internal or external)
and/or approvers.
Choose Next.

TIP: You do not need to
attach the job
description to the
posting, Employment
Services will do this as
part of their final
review.

TIP: If the classification
for the position has
changed, please attach
the memo from your HR
Advisor.

Create Requisition Academic Adviser - 999119.1

Step1
Select Associations

UPLOAD

SELECT FROM DOCUMENT LIBRARY

DOCUMENT NAME *

DOCUMENT DESCRIPTION

o]

UPLOAD DOCUMENT *

Browse...

SHARE DOCUMENT(S) WITH

Step 2
Define Requisition

[ Internal Job Seekers
[ external Job Seekers

[ Approvers

Step 3
Select Approver(s)

Step 4
Approval Order
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#  INSTRUCTIONS SCREENSHOT

Carefully review your
requisition on the
Preview screen.

Different views are Create Requisition academic Adviser - 999119.1

available: Approver Sl Stip Siep3

Erltet Avsoeistiors, Define Beguisition Select Approeeris)

View, Internal View and
External View. The
Internal and External
view tabs contain the
same information, and

¥ Requisition Details Preview

APPROVER VIEW INTERNAL VIEW EXTERNALVIEW

PEA Regular Requisition

Step 4 Steps
Agmpttren] Oieder Mtachments

9 REQUISITION 8

show how the job -

posting will appear on JouTinE

the website. M“m

Use the editicon to

make changes. R

Choose Finish when il

you are satisfied that

the requisition is ready

for posting.

Your requisition will now move through the approval process. You and your approvers will receive email

notifications from the UVic Careers system regarding its status.
10

Finally, a member of the Employment Services team will review the requisition to ensure it meets the

appropriate UVic Collective Agreement and other requirements.

Back to top

31


http://www.uvic.ca/hr/services/home/labour-relations/index.php

#  INSTRUCTIONS SCREENSHOT

11

To review the
requisition and its
status, click on the
Recruiting tab, then
under the Requisition
heading: Manage
Requisition

Use the Filter option
[ Filter o select the
posting you wish to
view or use the Quick
Filter.

Your unapproved
requisition will appear
in the Pending Review/
Rejected category. You
can select this
category to view
information about all
pending requisitions.
The requisition status
will change depending
on the actions taken
by your approvers.

Once approved, the
job posting will be
published on the UVic
Careers website.

Manage Requisitions

Quick Filter:

ORGANIZATIONAL UNIT
—Select -

LOCATION
Type Keyword Here

STATUS

Confidential

Failed Search
Reposted

Cancelled

Pending Final Review

COUNTRY
r o

STATE/PROVINCE
Any

0 Pending My Approval Pending

i 0Open Olntemal 1233 Assigned to/Created by Me

JOB CODE
REQ. #
JOBTITLE

RECRUITER
| Type Keyword Here

[Hm |

'T_ype Keyword Here

TEAM
Any

0 Routed to

[ Show Only Requisitions Assign

" Filter

12

If your requisition is
rejected by an
approver (e.g. budget
office), you will need
to resubmit it. From
the Manage
Requisitions screen,

clickonthe ' icon
for More Options.
Choose Edit and
Resubmit Requisition.

& Print or E-mail Job Details

- ACopy

E Notes & Transaction Log

C Edit and Resubmit Requisition

Back to top
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#  INSTRUCTIONS SCREENSHOT

13

Create ateam in UVic
Careers so that your
selection committee
can view the
requisition and
participate in the
application review
process.

On the Dashboard,
click on the ﬂ icon
found in the top right
corner, then the
Teams under the
Recruiting heading.

Administration

Recrufting

14

Select Teams and
choose then Create a
New Team

Create a New Team

Teams - will be removed one year after position is filled

Stutent Diharge Adviser
Pyc Dept
FMGT Leadorship

HED R 955304

15

In the Team Name
field, use the following
naming convention:
Four-letter
department code
followed by the job
requisition number (or
job code), separated
by a space —e.g. VPFO
997624

Add a description of
the team if desired.

Choose your team
members: highlight
the name of each
person and use the
arrow to move their
name into the right
column.

Submit.

Teams - will be removed one year after position is filled

DESCRIFTION OF THE TEAM

TEAM MEMHERS * Ughes Ligt

Asgesen, Sonjs 2
Aalaim, Nitoolar

AARMA, KATLIN

Aaron, Ermest

AARSEN, CORINNE

Aarts, Jos -

View|

Selectad Uters for thie Team

Back to top
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INSTRUCTIONS SCREENSHOT

TEAM NAME * + OF MEMBERS

Your team name will S xctong e A0 x|

now appear in the — £ 7

1 reamslist. ST S
HED0 R 993358 3 ri i

TIP: This is where you
will edit your team.

ACCT 997814 1 Fa

Fazeemal Relstions 2 -

Manage Requisitions

Link your team with BFitter
your requisition: From
the Mana ge This :lst'!l;;j-iip;lzg);i;flﬁghered results. Viewis filtered by:
Requisitions screen, S
check the box next to
17 H « <> »
the applicable |
reqUISItlon and Choose [0 @ CREATED ~ MODIFIED ~ POSTED * DIVISION ¥ JOBCODE ~ REQ.# ¥ JOBTITLE » LOCATION VACANCIES VIEWS NEWRESUMES CAl
ChanQEASSIgned Team 28/8/2017  17/1/2018 Net Human 997340 999118  Academic  University of Victoria Victoria, 5 ] 1
from the drop—dOWn e Pitled Resources Adviser Zi::;l:olumblavﬁwm,
menu at the bottom. «
i --Select an Action — ]
L
B Filter
This list is displaying filtered results. View is filtered by:
* Req. #=999119
@ Clear Filter
Select the desired
team from the list, B
« <> »
check the box to notify
team members, and [J B CREATED ¥ MODIFIED ¥ POSTED ¥ DMISION ¥ JOBCODE ¥ REQ.# ¥ JOBTITLE v LC
click Chan ge. 28/8/2017 17/1/2018  Not  Human 997340 909119  Academic Ui
1 8 — Posted  Resources Adviser Br
Vet c:
The Manage .
RE’CIUISITIOHS s.creen will :Cimngemignedm—m
refresh showing the
. TO:
updated team name in e L s
998615 - Program Coordinator
the Teams column. bt NES Lo e
0908712 - BIOC AO
998783 - Financial Officer bl

[ check box to notify user(s) this action has been taken.

Change Cancel

Remember to reference our other resources and Recruitment Road Map to assist you through the
19 | hiring process. As the hiring manager you are required to hire and onboard your new hire through
UVic Careers. Benefits forms and important training are a part of onboarding.

34
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http://www.uvic.ca/hr/assets/docs/recruitment/hiring-roadmap.pdf
http://www.uvic.ca/hr/services/home/compensation/benefits/index.php/netdrive.uvic.ca/home/kcheema/My%20Documents/82311%20Budget

QUICK GUIDE — CREATE AND MANAGE TEAMS

This quick guide describes key steps in creating and managing teams. Other resources are available at
http://www.uvic.ca/hr/services/home/hiring/index.php.

Hiring managers can set up teams in the UVic Careers system to allow members of the selection committee to
view requisitions and applications.

#  INSTRUCTIONS SCREENSHOT

i & o & A

i Jobs - Search... o
On the Dashboard,
click on the n ADMINISTRATION
icon found in the
1 top right corner, Administration

then the Teams
under't'he _ Recruiting
Recruiting heading.

Configuration

Teams

Teams - will be removed one year after position is filled

Create a New Team

© | < 2/3/ 4|5/ .2 >» Displaying 1-250f 744 10 Qe 50 100 per page
Select Teams and
Choose then Create TEAM MAME ~ #0F MEMBERS ACTIONS
2 g New Team )
Student Exchange Adviser 5 & i &
Create a New Team
Psyc Dept 2 s i a
FMGT Leadership ] & i W
HSD RC 993354 3 & il a8
35
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In the Team Name
field, use the
following naming
convention: Four-
letter department
code followed by
the position
number (or job
code), separated by
aspace—e.g. VPFO
997624

Add a description of
the team if desired.

Choose your team
members: highlight
the name of each
person and use the
arrow to move his
or her name into
the right column. A
team must have at
least two members.

Submit.

Your team name
will now appear in
the Teams list.

TIP: This is where

you will edit your
team.

Back to top
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Administration /' Recruiting

Teams

Team Name *
Description of the Team

Team Members *

FMGT Leadership

HSD RC 993394

ACCT 997814

External Relations

EXTR - Corporate Relations
RCPD

NURS 993101

INED 997608
EXTR-AVPAD-993986
GRAD 997947

Residence Services

Configuration

Teams

WView All Teams

VPFO 997624

Users List Selected Users for this Team

-+ «

Aagesen, Sonja Fontes, Belinda
Aarma, Katlin

Aaron, Ernest

Aarsen, Corinne

Aarts, Jos

Aasebo, Lori -

" Submit Cancel

[
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Associating a
team with a Employment Services * Cheema, Kam v

requisition
Hiring Manager * Fontes, Belinda r

If you are creating a

C . Contact Name * Belinda

new requisition and

have already UVic Local * 7464

created a team,

choose your team Team MATH-997643 -
5 | from the Team list MUSI 998549

NETS 992987
on the Define NETS 995175 |
e NETS NOC posting
Requisition screen. NURS 993101 -

Number of days for job

When you finish the to be posted @

requisition, the

hiring manager and Creation Options * Create Requisition Only v

team members will

receive an email # of Hires Needed €@ * 1

notification.

Add/modify the

team for an Manage Requisitions

existing

requisition: B Fitter

L|nk you r team Wlth This list is displaying filtered results. view is filtered by:
Lo * Req.#=099119

your requisition: P

From the Manage

g | Requisitions screen,
check the box next <<
to the applicable

- [0 B CREATED ~ MODIFIED ~ POSTED ~ DIVISION ¥ JOBCODE ¥ REQ.# ¥ JOBTITLE ¥ LOCATION VACANCIES VIEWS NEW RESUMES CA
requisition and
Choose Change 28/8/2017 17/1/2018 Not Human 007340 999119  Academic University of Victoria Victoria, 5 1] 1
. Posted  Resources Adviser British Columbia VW 22,
Assigned Team from vet Canada
the drop-down <
menu at the bottom. eloct am Ao - Fl
37
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® Filter

This list is displaying filtered results. View is filtered by:
* Req. #=999119

Select the desired 2 Certe
team from the list,
check the box to 3k : BE
notify team
. O m CREATED ¥ MODIFIED ¥ POSTED v DIVISION ¥ JOBCODE ¥ REQ.# ¥ JOBTITLE ¥ LC
members, and click
28/8/2017 17/1/2018 Not Human 897340 998118 Academic U
Change' Posted Resources Adviser Br
7 Yet C:
The Manage :
Requisitions screen ErangsAsdeied Tea) i
will refresh showing o
the updated team 998615 - Program Coordinator &
998632 INED LPM term
H 808712 - BIOC AO
name in the Teams 908783 - Financial Officer bi
column.

[ check box to notify user(s) this action has been taken.

Changing team TEAM NAME #OF MEMBERS ACTIONS
members Student Exchange Adviser s AL
Hiring managers Deot i

Psyc Dep < a
can add or remove ' s n
a team member
from a team FMGT Leadership 5 s A <

8

From the & icon oD e S ) s
found in the top
right corner, then AecTERTRL ' sonE

the Teams screen
select the pencilicon ~— BdernalRelations 2 s B a

4 tothe right of the

team to be revised. EXTR - Corporate Relations 2 P i a

Team member view/permissions

When a team member logs in to UVic Careers, he or she will only have access to the team’s requisitions, from the Manage
Requisitions screen.

Team members can view the status of each requisition. They can also click on the hyperlink in the Candidates columns to
view applicant information.

Alternatively, access applicant information from the Recruiting tab. Choose the applicable requisition on the Active
Candidates or New Submissions

See the Review candidate applications guide for team members for details.

38
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QUICK GUIDE — SCREEN AND CIRCULATE APPLICATIONS

This quick guide describes the key steps in screening applications and circulating résumés to your selection committee.
Other resources for hiring administrators are available at http://www.uvic.ca/hr/services/home/hiring/index.php.

Please do not use UVic Careers to keep notes on applicants as you review résumés. The functionality in the system will not
allow committee members to share information on applicants and notes that are entered.

# INSTRUCTIONS SCREENSHOT

Prep | Supervisors: Send requests for access to uviccareers@uvic.ca
Log in to UVic
Careers with your . .
1 ) y https://uvic.mua.hrdepartment.com/index.php
NetLink ID and
password.
= MONSTER
Requisiﬁ{)ns Emglayess T | Search..
Recrulting | Requisitiens © Manape Reguisitinng
Manage Requisitions
On the Dashboard,
click on the
Recruiting tab, then
2 . Aoplicants This list s displaying fltered rosalts, View is filtered by:
Underthe ReqU|S|t|On * Req. #-99911%
1 Candidates @ Clear Filter
heading: Manage =l e
Requisition.
Onbearding O B crealts ~ MODIFED  POSIED * DIVISION ~ JUBUCOUE ¥ REQ.# = JUBTIILE ~ LUCATION
m ] Z_fa207 17/1208 Nat Human 37340 953119 Academic University of Vietoria Victoria,
Posted Resources Adviser British Columbia VBW 22,
Yol Canada
Manage Requisitions
The Manage Create Requisition | 0
Requisitions screen @ittr
displays a list of all
requisitions assigned i tr ek e
* Req. #=991384
to you' @ Clear Filter
3 To view the list of new
applicants for a "
. L. o CREATED 8 PO DRASION * E
particular position,
select the hyperlinked| & e mmn st e e mee L Al !
. Canada
number in the New . 5
Résumés column. St smion o

Back to top

39



http://www.uvic.ca/hr/services/home/hiring/index.php
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BFilter

Sl

SortedBy: | - Applied = X|| | Type a %| RemoveSort

details.

mlsUmL PROALL

TRARSACTIONADG  WORRBENGH

¥ Applied To

¥ Houle this Résumdé

¥ Score Résumé

v Résumé

Vi Application Farm

O starus ~ TYPE FE ¥ NAME ~ VIEWED ~ SCREENING ¥ SCORECARD ¥ CITY ¥ ST/PR ¥ POSTALCODE ¥ CNTRY
] Bxternal No 000  Victoria BC VoCaT1 ca
Select the name of an [
app“ca nt. m] External No 000 Vietoa BC  -VaMiH3 53
4
m] External No 0.00 Vancouver BC V5V 2RT c
] External No 0.00 Victoria BC VaP2P1 [
] External No 0.00 Victoria BC V8T 3T9 cA
] External No 0.00 Victoria BC VaCzPa A
0 Edernal No 0.00 Victoria BC VBZ-3E8 A
O External No 000 Victoria BC VoA 4K9 cA
= MONSTER
Dashboard EnEs: ¥
Recruiting / Candidates /| Active Candidates | Resumé/CV Dashboard
Resumé/CV Dashboard
Belinda Fontes (Internal)
c:
) , % bfontes@uvic.ca = I
From the applicant’s F
ResumE/CV F UVIC Careers Page
Dashboard, you can
5 | viewhis or her contact SELECTERRFGHTION —
) . , , 999119 - Academic Adviser ~
information, résumé
and other application
RESUMEPROFILE  ACTIONS  INFORMATION  TRANSACTIONLOG  WORKBENCH

E¥xpand All Pacls

Back to top
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Back to top

To view the
candidate’s
formatted résumé, go
to the Information
tab and click on the
Résumé Attachments
accordion.

Select the download

icon = onthe rightto
view the candidate’s
original résumé file, as
well as any other
attachments.

To view the
candidate’s
formatted cover
letter, choose the
Information tab, then
Cover Letter.

TIP: Some applicants
may include their
cover letter with their
formatted résumé.

NOTE: Please do not
use UVic Careers to
keep notes on
applicants as you
review résumés. The
functionality in the
system will not allow
committee members
to share information
on applicants and
notes that are
entered.

sl PROFRL

¥ Apofied To

? Route this Résumd

> Score Résumé

¥ Résumé

UVic Application Form

* Indicotes required feld

> Cower Letter

w Résumé Attachments

Resume November 2014.docs

Belinda Fontes (Internal)

B bfontes@uvic.ca = I

*

% UVIC Careers Page

SELECTED REQUISITION
999119 - Academic Adviser ~

RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG

¥ Social Profiles

¥ Diversity Data

? Pool Questionnaire
¥ Interview Results

2 References

> Cover Letter

> Résumé Attachments

> Correspondences

WORKBENCH

BN Expaend All Pl

W View Hewesl Mésume: E

QL iew Adtachments

A View spphication sa PO
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To mark the applicant
as a candidate for
further consideration,
select the Workbench
tab, choose Change
Status and select
Candidate from the
drop-down list. You
can add comments in
the Comments field if
you wish.

Select Submit.

Belinda Fontes (Internal)

B bfontes@uvic.ca = I
A

= UVIC Careers Page

SELECTED REQUISITION

999119 - Academic Adviser E|
RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG WORKBEMCH
v Status
CURRENT STATUS

Offer Accepted << Hired

View Candidates in the Same Requisition

ICHﬂNGE STATUS I

'] Move to previous Status

Move to previous Status

Candidate
Hired

Interview
Offer Accepted
Offer Dedined
Offer Extended

Back to top
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To review another
application, select the
Recruiting tab, then
New Résumé
Submissions.

TIP: You can Mark as
Candidate in bulk from
the New Résumé
Submissions screen.
Select the check boxes
to the left of each
candidate name, and
choose Mark as
Candidate from the
Select an Action drop-
down list at the
bottom of the screen.

On the Manage
Requisitions screen,
the applicants you
marked as candidates
will move to the
Candidates column.
Their names will no
longer appear in the
New Résumés.

TIP: If you would like
to pre-screen your
applicant list for your
hiring team have them
view applications from
the Manage
requisition -
Candidates column.

0 e ——

O

|| Résumé Submittad =TSt |

|| Résumé Submitted SR e 1l

IR External

| RésumaSubmitted 2%l

O I e

[ ] —Select an Action —

Mark as Candidate

Remove From List

Move to Another Reguisition
Copy to Another Requisition
Send & Letter

Send a Printable Batch
Compare Selected Candidates
Add to Pool

Route Résumés

- Select an Action - e

Mo

MNo

Mo

Mo

Mo

Mo

Mo

Yes

Mo

Back to top
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There are two paths
to your list of
candidates:

1. Manage
Requisitions screen
select the
hyperlinked number
in the New Résumés
column of your
requisition.

OR

2. Recruiting tab,
then New Résumé
Submissions. Select
your competition

= MONSTER

4 Main Menu

Requisitions

Create Requisition

Manage Requi
Approvals
Applicants

Candidates
Manage Requisitions

(B Fill

This list i laplaying filbered nesults, View s Altered byt

* HM = Fontes, Delinds
D Clear Filter

- |
om

o

= MONSTER

4 Main Menu

Requisitions
Applicants
New Résumé Submissions
Candidates
Offers

Hires

Onboarding

Applicants

Requisitions Employees. ~

Recruiting | Requisitions | Manage Requisitions

Manage Requisitions

[ Filter

This list is displaying filtered results. View is filkered by:

* HM=Fontes, Belinda
@clearFilter

OR

Jobs T Search...

Recruiting | Applicants | New Résumé Submissions

New Résumé Submissions screened-in

SELECT JOB*

Advising Assistant (953384)

Cresce Requisition  Of

+ Go

Back to top
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Your team members
can log in to UVic
Careers to review
Candidates in your

Back to top

competition.
Alternatively, you can m o No 0.00
select up to 25
applications to _
. ] External Mo 0.00
circulate to your
selection committee
via email using the O External No 0.00
following process.
o ] External Mo 0.00
NOTE: The recipient
will receive a plain
text file with all O External No 0.00
résumés in a single
file. If the applicant ] T No it
attached the cover
11 letter separately, T
they will not be [ | atieed  Bxteral No i
emailed if you do not
select these (seestep | | o No €00
12).
Na 0.00
Setyour page to — Select an Action -
display 25 per page. Mark as Candidate
This is the maximum Ul masinove From List Mo 0.00
number the system Send & Lather
candistribute at one B e SR
time. Compare Celoctod Candidate
Select the checkbox
at the top of the [e—— s
checkbox column to
select all.
At the bottom of the
page choose Route
Resumés/CVs and click
the Go button.
45
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On the Route
Resumés/CVs screen
enter the email
addresses of your
selection committee
members in the
Email field,
separated by
commas.

Check the boxes next
to Cover Letter and
Attachments in order
to include applicants’
cover letters and
embedded links to
their formatted
résumes.

Enter comments in
the Comments field if
desired.

Send.

If you have more than
25 résumés to
circulate, move to
page 2 and repeat
these steps.

= MONSTER

Dashboard dobs | Search--

Route Résumés

E-MAIL™ T

SEARCH USERS* T

DETAILS TO INCLUDE

[] Cover Letter

[ Interview Form

[] Attachments

COMMENTS

Recruiting | Applicants | New Résumé Submissions

Back to top
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Back to top

RESUME PROFILE ACTIONS

If you wish to email
each candidate’s
résumé package
individually, use the

Route this Resumé » Applied To
area of the
Resumé/CV b Route this Résumé

Dashboard. Enter the
recipients’ email
addresses separated

E-MAIL

INFORMATION

b commas and SEARCH USERS

mock th b
check the boxes to
include the cover COMMENTS
letter and résumé
attachment.
TIP: There is no ©
cumulative scoring DETAILS TO INCLUDE
function in the UVic
Careers system. The [ Interview Form
Score Resumé/CV ATTACHMENTS
option, available on Clupdated resume (2).doc | @
the ca ndidatels [Ocover letter.docx
Resume/cv . ADDITIONAL ATTACHMENTS
Dashboard, will accept Browse...
only one set of —
scores/notes.

WORKBENCH
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QUICK GUIDE — REVIEW CANDIDATE APPLICATIONS: A GUIDE FOR TEAM

MEMBERS

As ateam (selection committee) member, you will have access to the team’s requisitions from the Manage Requisitions
screen. Other resources for hiring administrators are available at http://www.uvic.ca/hr/services/home/hiring/index.php.

Please do not use UVic Careers to keep notes on applicants as you review résumés. The functionality in the system will not
allow committee members to share information on applicants and notes that are entered.

#  INSTRUCTIONS

Navigate to the
Recruiting tab,
then the Manage
Requisitions link.
Click on the
hyperlink in the
Candidates
column to view
applicant
information.

1 | Alternatively,
access applicant
information from
the Recruiting
tab. Choose the
applicable
requisition on the
Active Candidates
or New
Submissions
screens and click
Go.

Back to top

SCREENSHOT

= MONSTER
Requisitions Jobe =

Rrutting  Hegstaitien  Marage Megusitn

Requisitions

Manage Requisitions

This list 15 fisplnytng Hitered rrsults. View b fitered by:
* HM= Fanirs, Relinda
» Owned = Assigned tnCreated by Me

1@ Clear Filter
Onboarding
[0 [ cheATED » MOGFIED * POSTED ~ DAASION *  JOBCODE * REQ.E * JOBTITLE VACANGES VIEWS WEW RESUMESY CANDIDATES]
a VINIT  YIREKE 13713017 Ursvmeryily oof Wiebuehia Vieterin, Britih 1 104
Calurnbia VAW 2V2, Canada
~Select an Action — |

= MONSTER

4 Main Menu App”cants et ua | ol

Recruiting | Applicants | New Résumé Submissions

Requisitions . . . .
New Résumé Submissions screened-in
Applicants

New Résumé Submissions SELECT JOB*®

Candidates
Offers oA

Hires

Onboarding
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Click on a
candidate’s
hyperlinked name
to view his or her
Resumé/CV
dashboard.

Active Candidates

) Filter

Sorted By: Name = | Remove Sort

[ starus ~ TYPE ¥ FE * NAME VIEWED ~ SCREENING ¥ SCORECARD ~
O External Z No 0.00
| External No 0.00
O External No 0.00
I Edemal No 0.00
[ Foute to Hiring Manager JESNEHT] No 0.00
] Bdernal No 0.00
O External No 0.00

ary ~

Victoria

Victoria

Victoria

Victoria

Victoria

Victoria

Victoria

STIPR * P

BC

BC

BC

BC

BC

BC

BC

You can view the
candidate’s plain
text résumé from
the Résumé
Profile tab

NOTE: Please do
not use UVic
Careers to keep
notes on
applicants as you
review résumeés.
The functionality
in the system will
not allow
committee
members to
share information
on applicants and
notes that are
entered.

Belinda Fontes (Internal)

= I & 2501230 555
L

% UVIC Careers Page

SELECTED REQUISITION
TS5.2 - Casual Admin Assistant - Temporary Staffing S i d |

RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG WORKBENCH

¥ Applied To
¥ Route this Résumé

¥ Score Résumé

“ Résumé

WVic Application Form

* Indicates required field

PLEASE NOTE: THE FORMATTED VERSION OF YOUR
RESUME/CV WILL BE ACCESSIBLE AND VIEWABLE BY THE
RECRUITMENT TEAM.™

Plain text version of resume

Back to top
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To view the
candidate’s
formatted
résumé, go to the
Information tab
and then the
Résumé
Attachments
accordion.

Select the
download icon

* on the right
to view the
candidate’s
original résumé
file, as well as any
other
attachments.

To view the
candidate’s cover
letter, if one exists,
choose the Cover
Letter section of
the Information
tab. This will
display the plain
text version of the
cover letter.

TIP: Applicants
may choose to
upload their
application in a
single file (cover
letter and résumé
together)

Back to top

» Social Profiles

» Diversity Dats

> Pool Questionnaire
¥ Interview Resulls
¥ References

¥ Cover Letter

Hesume doc

RESUME PROFILE ACTIONS

» Social Profiles

? Diversity Data

?» Pool Questionnaire
? Interview Results

# References

> Cover Letter

INFORMATICM

TRANSACTION LOG

WORKBENCH

D) Expand Ml Panels
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RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG WORKBENCH
> Applied To
YOU can rOUte the ¥ Route this Résumé
résumé to others
from the Résumé EMAL
Profile tab.
SEARCH USERS
L. 2 Search Users
Enter recipient -
6 | emails separated COMMENTS
by a comma. They
will receive a
system notification
email prompting DETAILS TO INCLUDE
them to review the L Cover Letter
app||cat|on 1 Scree?ingQuestionna'lre
[ Interview Form
ATTACHMENTS
[JRresume.doc
ADDITIONAL ATTACHMENTS
Browse...
' Send Reset
RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG WORKBENCH
s Status
|) Schedule an Interview
From the
WorkbenCh ta bl Select Dates/Times
8 | you can view —
scheduled 8 /12018
interview times. FROM *
12 E| 00 E| AM E| PST)
.
12 [v| oo [v]| am [+ esn)
9 There is no cumulative scoring function in the UVic Careers system. The Score Resumé/CV option,
available on the candidate’s Résumé/CV Dashboard, will accept only one set of scores/notes.

Back to top
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QUICK GUIDE — EXTEND OFFERS OF EMPLOYMENT

This quick guide describes key steps in extending an offer to a prospective employee. View other resources for hiring
administrators at http://www.uvic.ca/hr/services/home/hiring/index.php.

#  INSTRUCTIONS

1 Loginto UVic

Careers.

SCREENSHOT

https://uvic.mua.hrdepartment.com/

Before extending
an offer through
the UVic Careers
system, ensure
you have
discussed the
offer with your
preferred
candidate and, if
required, with
your Human
Resources
Advisor.

From the
Recruiting tab,
select Active
Candidates. Select
your candidate’s
name to view his
or her Résumé/CV
Dashboard.

= MONSTER

Employees ¥ Search...
Dashboard i :

Recruiting /| Candidates | Active Candidates

Requisitions

Active Candidates

Academic Adviser - 999119

Applicants
Candidates

Active Candidates
Offers

@ Filter

Hires

e(()»

Sorted By:

Onboarding
Name a X| Remove Sort
[ sTATUS ¥ TYPE ¥ FE ¥ NAME

O Internal

Belinda Fontes

— Select an Action — E!

VIEWED *~

Yes

SCREENING ¥ SCORECARLC

0.00
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http://www.uvic.ca/hr/services/home/hiring/index.php
https://uvic.mua.hrdepartment.com/
http://www.uvic.ca/hr/contact/index.php
http://www.uvic.ca/hr/contact/index.php
http://www.uvic.ca/hr/contact/index.php

Select the
Workbench tab of
the Resumé/CV
Dashboard.

From the Change
Status dropdown
list, select Offer
Extended.

Add any
comments if
applicable and
Submit.

The comments are
not viewable by
the candidate.

SELECTED REQUISITION
989119 - Academic Adviser E\

RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG WORKBENCH
—

W Status

CURRENT STATUS

Route to Hiring Manager<< Candidate >> Phone Screen

View Candidates in the Same Requisition

CHANGE STATUS

Move to next Status

Move to next Status

Move to previous Status
Candidate

Hired

Interview

Offer Accepted

Offer Declined

Offer Extended

Offer Rejected by Approver

Offer Extended 17/1/2018 Kam Chee

Scroll down to the
. Offer Accepted

Tasks section at
the bottom of the Hysd
Workbench tab.

% Tasks
Choose the Extend
an Offer Iin k- TASK. TRIGGERED BY DATE TAKEN OUTCOME

Offer Extended
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The Offer Letter
screen will
appear. Enter the
offer details in the

form.
Check the box to CANDIDATE
include the Belinda Fontes
detailed job
desF:r|pt|on if Page 1
desired.

CURRENCY TYPE *

— Select - v

Choose the elec
appropriate CALARY AMOUNT *
boxes.
Choose Next.

SALARY TYPE ®
TIP: If you have not - Select - v

5 | already done sq, R

please check with o
your Human
Resources Advisor DEPARTMENT @ *

for assistance in
determining the
appropriate salary
level for your new
emp|oyee. |t iS the OFFERLETTER SIGMER - NAME ™
hiring manager’s
responsibility to
ensure that details
contained in the
offer letter comply
with legal,
collective
agreement and
other university
requirements.

INCLUDE DETAILED JOB DESCRIPTION OPTION

[] The detailed job description is attached for your reference.

OFFER LETTER SIGNER - TITLE

Create Offer

The Offer |ette r_ Define Offer Select Offer Letter

template for the
appropriate

SELECT A LETTER TEMPLATE *

‘ -- Create Custom Template - &
employee group — Create Custom Template —
. . CUPE 917 reg offer letter p—
6 WIII appear In the CUPE 917 term offer letter < >
drOp'dOWn menu. CUPE 951 regular offer letter
CUPE 951 term offer letter
Other |etter Exempt Support Regular Offer Letter
Exempt Support Temp offer letter
templates are ME Term offer letter
ava | Ia ble us'ng th e ME regular ful time offer template
ME regular part time offer template
drO p‘dOWn arrOW. PEA regular offer letter template
PEA term offer letter
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http://www.uvic.ca/hr/services/home/labour-relations/index.php
http://www.uvic.ca/hr/services/home/labour-relations/index.php

Edit X

Edit Letter Template

Available Merge Codes

ENGLISH

SUBJECT *

An offer is being extended to you

Review the offer
letter by selecting
the view [ % icon.

B @ & = = = m

B I US x, x T | = = iE 9

Q | 22| [ source

Styles - || Format -~ A- -

You can make 2]
edits as required
. [recipient_first_name] [recipient_last_nams]
by Se|eCtIng the [recipient_address]
. [recipient_city]. [recipient_state]
# Icon. [recipient zipcode] v

Close Window

7 | Preview the letter
carefully. Choose
Next when it is

Dear [recipient_first_name]:

A
complete. -
. (3]

TIP: This is your =
only opportunity to

. i)
preview the letter = " "EEEE
before it is sent to
the Candldate LETTER HEADER IMAGE

LETTER FOOTER IMAGE
Current Attachments

Close Window
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The Select
Approvers screen
will appear.
Follow your
regular approval
processes.

If you do not
require approvers
for the offer
letter, do not
change any of the
fields. Choose
Submit/Send Offer
at the bottom of
the screen.

If you require
approval, select
the Internal
Approvers link and
select the
approver(s) by
name. You may
also add external
approvers in the
External
Approvers field.

Choose the
Submit/Send Offer
button to initiate
the approval
process.

You will receive
email notifications
as the reviewers
approve/reject the
offer letter.

IF APPROVAL IS NOT REQUIRED:

Step 1 Step 2

At least one of the fields marked with a (*1) s required. Frelds marked with only a (1] ase optional, but may be required based on the seections in ather liskds

Select Approval Chain(s)

i
Ancillary
Limited/Prafarantial hiring
Ocean NetworksPCIC
Reguiar continuing
Term

DO NOT CLICK OR
HIGHLIGHT ANYTHING
HERE

Select Approver(s)

= Salect - v

IF APPROVAL IS REQUIRED:

Step 1

Step 2

At least one of the fields marked with a (*1) s required. Frelds marked with only a (1] ase optional, but may be required based on the seections in ather liskds

Select Approval Chain(s)

i
Ancillary
Limitad/Praferantial hidng
Ocean Networks/PCIC
Regular continising
Term

DO NOT CLICK OR
HIGHLIGHT ANYTHING
HERE

Select Approver(s)

= Salect - v

% ADD APPROVER USING

s INTERNAL APPROVERS.

rs @4 SUBMIT.
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TIP: If the Budget
Office is showing
up as an approver,
remove by clicking
Internal Approvers
—Clear —Confirm
Selection.

Select Approval Chain(s]

AVAILABLE REQUISITION APPROVAL CHAINS

IF YOU DO NOT REQUIRE APPROVERS FOR THE OFFER
LETTER, CHOOSE SUBMIT/SEND OFFER BUTTON.

FYOU REQUIRE APPROVAL, SELECT THE INTERNAL

APPROVERS LINK BELOW.

&t

Ancillary

@ Monster Solutions Select Employees - Morzilla Firefox - =] X

Limited/Preferential hiring
Ocean Networks/PCIC
Regular continuing

Term

Select Approver(s)
TYPE™

Serial

DEPARTMENT HEAD

—Select—

SELECT APPROVERS BY '\V
& internal Approvers

Budget Office

@ @ hitpsy//uvictestaraining.mua hrdepartment.com/select_employee = L

There are no users to display.
Current Selection
NAME

Budget Office

 Confirm Selection
Close Window

ACTIONS

ENTER EXTERNAL APPROVERS @ " t

You will receive an email notification when the candidate responds to accept (or reject) the offer.
Candidates are required to enter a reason if they reject an offer.

10

After you candidate accepts the offer you will need to hire and onboard the new hire through UVic
Careers. This step is mandatory for all hires (including internal hires).

NOTE: You are still required to submit a Recommendation for Appointment form to Payroll.

Back to top
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http://www.uvic.ca/hr/assets/docs/ats-uviccareers/uviccareers-onboarding.pdf
http://www.uvic.ca/vpfo/accounting/services/payroll/index.php

QUICK GUIDE = COMMUNICATING WITH APPLICANTS

This quick guide describes the process for considering and notifying internal applicants for a UVic job posting, following
collective agreement requirements. It also describes how to notify candidates in bulk that a position has been filled. Other
resources for hiring administrators are available at http://www.uvic.ca/hr/services/home/hiring/index.php.

#  INSTRUCTIONS SCREENSHOT

When a job posting
closes, the status of

the posting within oisplying 1- 1071 10 [ 5
the UVic Careers
1 system will change ¥ DIVISION ¥ JOBCODE ¥ REQ.# ¥ JOBTITLE ¥ LOCATION VACANCIES VIEWS NEWRESUMES CANDIDATES STATUS i
to: Postin g clos ed/ Human 997340 999119 Academic  University of Victoria Victoria, 5 0 0 1 []
Pending Resources Adviser British Columbia VBW 2Y2, .
L. Canada
competition
Employment
Services will |Al|\un Which employee
) Requisition UViclD  |Resume Seniority
prowde a report Requisition Title First Name |Last Name | E-mail . current group are you a part
L. . . L lemployee? |of?
indicating which
app |ica nts are Administrative Assistant 993394 |John Doe iohndoe @¢V00245618{Internal Yes CUPE 951 - Term 02-Jul-14
verified internal Administrative Assistant 993394 |lane Doe janedoe @) Vm14?8451lnternal Yes CUPE 917 - Regular 16-0ct-0]
. Administrative Assistant 993394  |Marie Smith mariesmith| V00654879 Internal Yes CUPE 951 - Regular | 23-May-0(
2 ap p| icants for the Administrative Assistant 993394  |David Jones davidiones External  NO N/A
com petitio n Administrative Assistant 993394 |Shuang Niu shuangni Extermal [No N/A
. ) Administrative Assistant 993394 |mario rodriguez |mario@em External [No N/A
Senio rlty d ates wi Il Administrative Assistant 993394 |Branavan [Sandvita |Branavan@ V00546846|Internal Yes CUPE 917 - Regular | 16-Nov-1]
be included for Administrative Assistant 993394 |Julia Wheaton |juliawheatd VO0458765|Internal  |Yes CUPE 951 - Regular | 04-Feb-1(
Administrative Assistant 993394 |Marcus Lessig marcuslessi External No N/A
CUPES17a nd CUPE Administrative Assistant 993394 |Xiaomei Liu xiaomeiliu External [No N/A
951 competitions if Administrative Assistant 993394 |Rhonnie  |Smithers |RhonnieSm External [|No N/A
app licable. Administrative Assistant 993394 |Bronwyn |Easterley anﬁneal External  No N/A

Hiring administrators are urged to review the Human Resources Recruitment Workbook to ensure you meet
shortlisting and/or seniority requirements for internal employees.

Requirements include contacting and/or interviewing internal candidates who possess the minimum qualifications
for a posted position, and contacting internal applicants to advise them if they do not meet the posted minimum
3 qualifications.

See Article 16.03 of the CUPE 917 Collective Agreement, Article 16.05 of the CUPE 951 Collective Agreement and
Article 5.06 of the PEA Collective Agreement at www.uvic.ca/hr/services/home/labour-relations/index.php for
details.

In order to notify applicants in bulk that the position has been filled, you can send a letter through the UVic Careers
system. It is recommended that you complete this step before changing the status of your successful applicant to
‘Hired’. Once you move your new employee to ‘Hired’ status and disposition other candidates, the competition will
4 | show as ‘Position Filled’ on applicants’ Résumé Submission History.

You may wish to telephone applicants and follow up by sending a letter. See the Recruitment Workbook for suggested
best practices.
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http://www.uvic.ca/hr/assets/docs/recruitment/Recruitment%20Workbook.pdf

#  INSTRUCTIONS SCREENSHOT

= MONSTER

From the Active
Candidates screen,
choose Send a letter
from the Select an
action dropdown
menu at the bottom
of the table. Two
template letters are
available for
notifying
unsuccessful
candidates: Internal
applicant notification
of hire and UVic
competition filled.

| Employees Search...

Dashboard

Recruiting / Reguisitions | Manage Requisitions

Requisitions e
Manage Requisitions

B Filter

No requisitions to display

Create Requisition
Manage Requisitions
Approvals
Applicants
Candidates
Résumés
Contacts

Monster

New Résumé Submissions screened-In
Academic Adviser - 999119

[ Filter

ut(>‘.9

Sorted By: Applied = % Type a X | Remove Sort

O status ~ TYPE FE ™ 'NAME ™ VIEWED ¥ SCREENING > SCORECARD ™
Internal Belinda Fontes Yes 0.00
[ - E 3 . =
Send a Letter s Letter: | |nternal applicant notification of hire

CITY ~ ST/PR ¥ POSTALCODE ¥ CNTRY ™

N/A

N/A N/A CA

Back to top
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cc®

BCCTHISLETTERTO @

In order to fulfill
collective agreement
requirements, you
must notify
unsuccessful internal
CUPE917, CUPE951
and PEA applicants of
the successful
candidate.

LETTER HEADER IMAGE

LETTER FOOTER IMAGE

« Submit Cancel

Current Attachments
ATTACHMENT NAME

Choose the Internal
applicant notification
of hire letter
template from the
6 | drop-down menu.

ChOOSG the penCI| Edlt Letter Temp!ate Awailable Merge Codes
. .
icon # to open and
edit the letter. You e
must manually add
the req u iSition Subject* UVic competition 98XXXX filled - notification of hire
number and other i ] ‘ T = ‘
lj;: be a dO e Body ‘ L EEE -~ e M@ Ql\EjIBSOWCB}
Information. B I USXx L =i - % » =5 =8 |
| Styles - i i Format = I A- B
In the Edit Letter 3
Tem p|ate Thank you for your application for the [requisition_title]. The pasition has been fillsd.
7
remember tO SCFO|| This is to nofify you of the successiul applicant:
i - Employee name:
dOWﬂ and ClICk = Hiring department:
Su bmlt - Employee group: L

= Requisition number:

+ Submit Best regards. it

L; 4

Close Window

When you are
satisfied with the
content of the letter,
tick the boxes next
to the names of the
appropriate
recipients and
choose Go.

oo
A Success message
will appear at the
top of the screen.

= MONSTER

Dashboard L_Employees =

Candidates ' Active Candidates

Recruiting

New Résumé Submissions screened-in

Academic Adviser - 999119

B Fitter
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SELECTED REQUISITION
999119 - Academic Adviser E|

RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG WORKBENCH

2 Social Profiles

The sent letters will
be logged on each
candidate’s
Résumé/CV

8 Dashboard under 2 Interview Results
the Information tab
in the
Correspondences
accordion.

> Diversity Data

2 Pool Questionnaire

3 References

¥ Cover Letter

> Résumé Attachments

2> Correspondences

x<2345...>»

DATE ¥ RECIPIENT ¥ CATEGORY ™ SUBJECT ¥

17/1/2018, 10:35 AM (PST) Fontes, Belinda Recruiting | UVic competition 9900 filled - notification of hire |

Back to top



If you wish to notify
allapplicants in your
competition that the
position has been
filled, use the Send a
letter bulk option
(see Step 5).

Choose the UVic
competition filled
letter template. You
will have to add the
competition title to
the subject line.

Use the pencil icon

¢ to open the letter

and edit it if
required.

Edit

Edit Letter Template

ENGLISH

SUBJECT*
UVic competition 99XXXX filled

BODY ™

i}

XD BREE - e N @@ S QHE||@3°“’°9|

B I US X x T 1232 £ 9 =

‘ Styles v|| Format v|| A- v‘

Thank you for your application for the [requisition_title]. The position has been filled.

We hope that you'll consider applying for other vacancies at the University of Victoria of

Available Merge Codes

Close Window

10

When you are
satisfied with the
content of the letter,
tick the boxes next
to the names of the
appropriate
recipients and

A Success message
will appear at the
top of the screen.

choose Go.

Recruiting - Candidates = Active Candidates

11

If you wish to send
letters to candidates
who have already
been dispositioned,
click on the 0 in the
Candidates column
of the Manage
Requisitions screen.

0@ o

* PUSIED = DOASION = JOBCOOE T REQR

Cl sfaaauat  AIT0s Mot Human SaTae0 999109 Academic Unineersity of Victoria Victoria, British Columbia Ve
Posted  Resouroes Advdser #¥2, Canada
et

aplapiog 1681 10 I

& RLCHLITER =

Fontes,
Belinda

Back to top
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You will receive a
message stating
there are no
candidates for this
view.

Click the Historical
View button in the

Umgiress =

Retrating - Cancleiates  Aetive Canafiiates

Active Candidates

Academic Adviser - 999119

12 i — .
right hand corner. il i
The complete list of | @
candidates will
a p p e a r. WHEN VIFWING SCRFFNED-OUT: IF 15 JF ] o
Send the applicable
letters as per the
steps above.
Résume Profile Actions Workbench
@ Expand All Panels
» Diversity Data
The sent letters will
2 Interview Results
be logged on each
N 7
candidate’s » References
Résumé/CV
13 Dashboard under » Cover Letter

the Information tab
in the
Correspondences
accordion.

This candidate does not have a cover letter for this requisition.

» Résumé Attachments

> Correspondences
&« < - bl £l

DATE = RECIPIENT =

12/9/2015, 3:21 PM (PST) Easterly, Bronwyn

CATEGORY

Recruiting

Displaying 1-30f3 10 50 100 per page

SUBJECT =

UVic competition 98X0CKX filled - notification of hire |
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QUICK GUIDE —HIRE AND ONBOARD

This quick guide describes the key steps in hiring and onboarding a new employee. Onboarding is a mandatory step when
hiring both internal and external employees.

Setting up onboarding through the UVic Careers system triggers the creation of a new employee’s NetlLink ID, employee
number and email account, as well as the set-up of UVic benefit and pension plan enrolments. Other resources for hiring
administrators are available at http://www.uvic.ca/hr/services/home/hiring/index.php.

Participation in the University’s group benefit plans is a condition of employment for many employee groups. A delay in
enrolment will result in financial hardship for the employee (benefit premiums are payable from the date of eligibility) and
prevents the employee from accessing the benefits to which they are entitled. Initiating the onboarding process and
ensuring the completion of enrolment forms with the required privacy training is mandatory and the responsibility of the
hiring manager.

#  INSTRUCTIONS SCREENSHOT

Loginto UVic

https://uvic.mua.hrdepartment.com
Careers. ps:// s /

1

= MONSTER

Emplo; ~ | Search
Dashboard Wi

Recruiting | Candidates | Active Candidates

From the Recruiting
tab, select Active
Candidates.

Active Candidates
Academic Adviser - 999119

Select the
appropriate job
2 | and choose Go.

B Filter

Sorted By: Name & X| Remove Sort

On the Active
Candidates screen,
select the
candidate’s
hyperlinked name.

O status v TYPE ¥ FE ¥ NAME VIEWED ¥ SCREENING ¥ SCORECARD ¥ CITY ¥ ST/PR ¥ POSTALCODE

O EEEEE internal BelindaFontes  Yes 0.00 N/A N/A N/A

— Select an Action — F‘
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From the
candidate’s
Résumeé/CV
Dashboard, choose
the Workbench tab.

Select the Change
Status drop-down
list. Choose Hired
and add comments
if applicable.

Submit.

SELECTED REQUISITION
999119 - Academic Adviser

B 7]

RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG WORKBENCH

W Status

‘CURRENT STATUS

Interview<< Offer Extended >> Offer Accepted

View Candidates in the Same Requisition

‘CHANGE STATUS

Move to next Status

<]

Move to next Status

Maove to previous Status

Candidate

Interview

Offer Accepted

#  INSTRUCTIONS SCREENSHOT

If you have not
already changed
the status of your
other candidates,
the system will ask
if you wish to
disposition all of
your candidates.

Select OK.

TIP: Dispositioned
applicants will see
that the position is
filled if they loginto
the Career Centre.
Please ensure to
complete any
required internal
communications
before this step.

Mot all candidates have been properly dispositioned. Would you like to disposition all candidates now?

Back to top
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You can disposition
candidates in bulk
by checking the
box at the top of
the list of names,
and choosing a CURRENT STATUS SELECT A REJECTION REASON -
Rejection Reason o
from the drop Résumé Submitted | Pasition Filled “
- Select —
g downbox below. Résumé Submited
The default reason Bstinle
is Position Filled. Résumé Submitted
Choose Remove. Résums submitied PosiionFiled [
NOTE: This st Résumé submitted Position Filled E|
: IS step
does not trigger a
notification to
candidates.
SELECTED REQUISITION
999119 - Academic Adviser
Once dispositioning
is Comp|ete, you RESUME PROFILE ACTIONS INFORMATION TRANSACTION LOG
will return to the
workbench tab for
the candidate you
. . + Stat
. wish to hire. o
CURRENT STATUS
Choose lee d |n the Interview << Offer Extended >> Offer Accepted
View Candidates in the Same Requisition
Change Status drop-
CHANGE STATUS
dOWI’] menu' Move to next Status
Move to next Status
. Move to previous Status
Smelt' Candidate
Interview
Offer Accepted
Enter the salary, <7 SELE
hire date and start
Hire Candidate
date.
LOCATION University of Victoria Victoria, British Columbia V8W 2¥2, Canada
Hire Candidate. A
7 o Hire Candidate ORIGINAL DATE OF HIRE 13/9/2017
HIRE DATE *
B | 17/1/2018
Select OK when you
START DATE *
receive the &=
confirmation
message.
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On the first
Onboarding screen
8 | complete the fields.

Next.

Onboa rding Initiate the Onboarding Process for: Belinda Fontes

Step2 Step 3

Select Bocuments Select Letter

REQLY

£0119

JOBTITLE

Academic Adviser

LOCATION
Victirka, B VAW 2¥2
ORIGINAL DATE OF HIRE
138207
HIRE DATE *

il | 177272008
START DATL*

B 1o

Review/Update Mew Hire Contact Information

FIRST HAME *

Belinda

MIDDLE INITIAL

Step 4

Selact New hire Siatfication

Step s

Reiew

Back to top
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Required
onboarding
documents will be : : =
Step 1 Step 3 Slepd Slep 5
automatically listed Il St Hoe oo
at the top of the
For New Hire Other Documents - REGULAR CONTINUING PEA AND ME HIRES ONLY: Check 'Include’ box for either 1(a) and 1(b) full-
Select Documents
. time pension documents. Do not select any other documents below. ALL OTHER EMPLOYEE GROUPS AND TERM EMPLOYEES: Do not
screen acco rd ng to select any documents below. For employees hires into a supervisory role - please select 'Supervisor Awareness and Prevention Training
employee group
and position type. Pl Dok Documents Reauied By Workfon st 7
You do not need to o Raguived By Worklow = m
take any action e ;
with required
m Disability Documents Required By Workdlow Select 2]
documents —the
. De s Reguined By WoekiTow Sainct
new employee will
autom atlca I Iy PLAME Disclaimes Bacuments Rnquired Wy Workdlow ey 3
receive these Bunic Group Lile Documents Riequiried By Woekdlow Saluct v
fo rm S . PEG ME BENEFITS INFORMATION: READ FIRST Dacumants o Reguired wywnrhﬂw Soloct -
Health and Satety Orientation Dynamic Form Required By Workdlow Select =
NOTE: If your new
h | re Wl II be |n 3 Empliyes Withplece Bullyirg and Hasasssnent Training Dynaric Fesm Pequited By Workflow Salnct 5
su pe rv ISO r-y ro | e— Frivacy Training Eynamic Form Ruguired ty Workilcw Select B
se |e Ct SU pe rv iS or Uie Emplogee information Form Dymamic Foom Rieguired By Woskflow Select o
Workplace Bullying R T =
9 and Harassment
. . 1B} PEAME full tume Peasion Beneficary Documents o Select “
Training
2[a] PEA-ME park-time Penaion Enmalement Daciments ) Sulect -
7l PEA-ME part fime Peraian Beanficiany Dacuments o Salnct b
CUPES17/CUPE R— a n
951/ Exempt
UPE D17 Dises Documents a Select -
Support Staff:
Choose Next. Do i Beslmyefl o soec
not include any PEADIG: Socuments o >
documents from e = =
the Other
. Pension Bengficiary Staff Documents a Select -
documents section.
Perision Stall Documents [m] Select |
P EA/M E : Ch eck t h e HEG 91 7-951-E-BENERITS INFORMATION: READ FIRST Dacimments - D Select v
‘Include’ box to S| &
include pension
TERM 517 551 € DENEFITS INFORMATION: READ FIRST Documents v o Select =l
enrolment and
be n ef| C | a ry fo r m S TERM M Daciments v = Salect s
for either part-time TERM PEA BENE TS INFDRMATION: READ FIRST Oocumants v o St
or full-time —— — o Sl %
employment as
appropriate. S
Next.
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Select the
appropriate
onboarding letter:
Onboarding
welcome email to
new employee, or
Onboarding email
to internal

10 employee (for a
current UVic
employee).

g
Choose the 4
pencil icon to make
changes or
personalize the
letter.
The Benefits,
Budget and
appropriate union
offices will receive
automatic
notifications about
your new
employee. Do not
change these
letters.

11

CUPE917, CUPE 951
and PEA positions:
You must also notify
all applicants
internal to the
competition of the
successful
candidate. Todo so,
see the
Communicating with
applicants guide.

Back to top

Recruiting / Candidates | Initiate Onboarding

Onboard ing Select Letter to Send to: Belinda Fontes

Step1

Initiate Process

Step 2

Select Documents

SELECT ALETTER TEMPLATE *
-- Create Custom Template --

- Create Custom Template —

Onboarding New Executive
Onboarding Welcome Email to New Casual Employee
Onboarding Welcome Email to New Employee

Onboarding email ta internal employee

Onboardlng Mew Hire Notification for: Belinda Fontes
Step 1 Step 2
RECIPIEF
PEA

Benefits Office (b)

Payroll

Add Notification

Step 4 Step

Select New Hire Notification Reviev

Step 3
Select Letter

tep 3 Step &
bkt
LETTER TO SEMD
w PEA - New Hire Motification
A Benefits Office(b)
b Payroll - New Hire Notification
69



Review all of your
onboarding
selections.

Edit information as

required using the .
Onboardlng Review Onboarding for: Belinda Fontes

pencil icons ‘4
Step 1 Step 2
When you are JtdaleCrcue Select Docur
satisfied that the
content is correct, s e s
choose Initiate REQ.#
Onboarding at the S
bottom of the i

Academic Adviser

screen.

LOCATION

Victoria, BCVEW 2¥2

Initiate Onboarding START DATE
17/1/2018

The new employee ;R[:Am
12 | will receive a NAwE

request to login and Belinds Fontes

complete his or her

onboarding

documents.

Completion of
onboarding is
mandatory for all

New Hire Notifications

employees hired to RECIPIENT LETTER SELECTED
new pOSItlonSl Benefits Office (b) Benefits Offica(b)
including current
. Budget Office Budget Office - New Hire Notification
UVic employees.
Payroll Office Payroll - New Hire Notification

TIP: To complete

onboarding
dOCUI’TlentS, your Previous Cancel

new hire needs to
log in with the
credentials used to
apply for the
positon.

70
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You can return to
the new employee’s
Résumé/CV

Dashboard at any
time by choosing the
Recruiting tab, then
Onboarding Queue

= MONSTER

Onboarding Emplayees -

4 Main Menu

Recruiting | Ombosnding © Onbesrding Queue

Requis

Active Onboarding New Hires in Process

Applicants

Candidates

& Fillter
Ofters

Hires 4 REQUISITION

Academic Adviter . (999119}
Onboarding
CLEAR FUTER

m] Belinda FIT340 999119 Academic
Fante: Adviser

Kam 17/1/2018 L
Cheema

14

To view or modify
onboarding details,
select the
onboarding details
icon.

®

Alternatively, select
the candidate’s
hyperlinked name
and choose the
Workbench tab of
the Resumé/CV
Dashboard. Under
Tasks, choose
Onboarding Details.

- Select -~ .
1 : B
O g n Rec T
O Belinda 497340 999119 Acadamic Kam 17/1/2018 i
Fonles Addviser Cheema
Select -:
v Tasks
TASK TRIGGERED BY
Extend an Offer Offer Extended
Route to Hiring Manager Candidate
Onboarding Details Hired

DATE TAKEN

28/8/2017

17/1/2018

17/1/2018

Back to top
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From the
Onboarding Details
screen, you can
complete
on boarding 0B CODE
documents on i
behalf of a new REQ.#
. 999119
employee (if
required), or route - i
Acachemie Adviser
or print completed
. LOCATION
onboarding forms. Victoria, BCVBW 22
START DATE
15 Choose the View w1208
icon under the HIEDATE
. . 17/1/2018
Actions heading on
the right to view
erg ttoviewa For New Hire Other Documents - REGULAR CONTINUING PEA AND ME HIRES ONLY: Check 'Include’ box for either 1(a) and 1{b) full-
document. time pension documents. Do not select any other documents below. ALL OTHER EMPLOYEE GROUPS AND TERM EMPLOYEES: Do not
select any documents below. For employees hires into a supervisory role - please select "Supervisor Awareness and Prevention Training'.
Oncertainformsyou o DUEOATE  OMTESENT  coweiTe
will be promptEd to [ DasicGroup Life Documents 17/1/2018 | Complete on Behalf of Candidate
enteryour full name
. O Dental Cane Documents 1i1/2m8 Complete on Behall of Candidate (]
as an electronic
signature if you
complete the forms
on behalf of an
employee.
= MONSTER
To track a new
employee’s 4 Main Menu Onboarding ko ol
onboarding e B TS
progress, use the Active Onboarding New Hires in Process
Onboarding Status | BEee
progress bar, Candidtes
available from the Offers i
Recruiting tab, then | 8 B ccousmon
. Academic Adviter - (999119}
16 | Onboarding Queue. s
CLEAR FUTER
Click Here
A list of all new
employees in the n
onboarding stage a
WI” appear’ (] Belinda 9371340 959115 Acadenic Kam 17/2/2018 L 12 [
|nC|Ud|ng the Fonte Adviser Cheema
Onboarding Status o 5
bar.
Submit a Recommendation for Appointment form to the Payroll Office.
17 . . . . .
To download the appropriate forms visit the Accounting Services website:
www.uvic.ca/vpfo/accounting/forms/recommendation-appointments.php.
72
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http://www.uvic.ca/vpfo/accounting/services/payroll/index.php
http://www.uvic.ca/vpfo/accounting/forms/recommendation-appointments.php
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Notify unsuccessful
candidates that the
position is now
filled.

See the
Communicating with
applicants guide for
details regarding
notifying internal
UVic employees (as
per collective
agreement
requirements) and
other applicants.

O

O

|

O

O

O

O

O

Sorted By: Name & X| Remove So

STATUS ¥ TYPE ¥ FE ¥
internal

Route to Hiring Manager IFTT g ek
Route to Hiring Manager ST T BT

Route to Hiring Manager IR F1|
— Select an Action —

Change Status

Remove as Candidate

Invite to Interview

Move to Another Requisition
Copy to Another Requisition
Send a Printable Batch
Compare Selected Candidates
Add to Pool

Route Résumeés

-- Select an Action -

Back to top
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To view résumés’ of
applicants after you
have hired:

Find the
competition.

Click on the “0”
under New Résumés
or under Candidates.

Click on Historical
View

Historical View

Manage Requisitions

@ Filter

This list is displaying filtered results. View is filtered by:

® Req. #=999119
@ Clear Filter

[0 B CREATED ¥ MODIFIED ¥ POSTED ¥ DIVISION ¥

O 28/8/2017  17/1/2018 Not
Posted
Yet
<

- Select an Action --

Active Candidates
Academic Adviser - 999119

@ Filter

There are no-candidates for this specific view. Please try ano of

WHEN VIEWING SCREENED-OUT: if the Workfiow has been set to pul the individuals wi

JOBTITLE ¥ LOCATION

Academic  University of Victoria Victoria,
Adviser British Columbia VBW 2Y2,

Canada

en out into a declined status, those individuals are d

Create Requisition

Displaying1-10f1 10 [REl 50 | 100 ¢

VACANCIES VIEWS NEWRESUMES CANDIDATES STATUS ¥ TEAM

"”E“

view New Résumds | Historicalview | 0 F

i the “MHisforical Wew " option,

20

The status of the closed requisition will change to Filled. Applicants who log in to their Career Centre will
also see that the position has been filled.

Back to top
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QUICK GUIDE — CHANGE HIRING ADMINISTRATOR

#  INSTRUCTIONS SCREENSHOT

A& Recruiing CareerCenfre  Help & Resources D~
Recruiting ' Requisitions | Manage Requisitions @
Manage Requisitions Create Requistion | 8
@ Filter
To review the
requisition click on o
the Recruiting tab COTEEIAIEE 0 Pending My Approval | 3 Pending Review/Rejected | 0 Declined | 10Open || 0 Internal
’
then under the 14 Assigned fo/Created by Me | 0 Routed to Me
Requisition
heading: Manage
Requisition Organizational University of Victoria \ Job Code
q g ty
1 Unit
Use the F||ter - Select - v Req. #
;ptlon Location | Type Keyword Here Job Title
*IFilter to select ype Keyw v
the posting you e Confidential - Recruiter Any v
wish to view or use Failed Search i
. . Reposted HM An .
the Quick Filter. Cancelled i
Pending Final Review .
Cemmm e Team Any v
Country Any v
[JJ Show Only Requisitions Assigned to Me
State/Province Any v
X Close  Clear Filter

75
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INSTRUCTIONS

Check the box in
the left column
next to the
requisition you
wish to change.
Fromthe Select an
Action drop-down
menu below the
table, choose
Change Assigned
Hiring Manager.

SCREENSHOT

*

Recruiing ~ Career Centre  Help & Resources

Recruiting /' Requisitions /| Manage Requisitions

Manage Requisitions

® Filter

This list is displaying filtered results. View is filtered by:
» Req.#=999119
» Owned = Assigned to/Created by Me
» Company = University of Victoria

@ Clear Filter

N (-) ”

J [ crEATED = MODIFIED ¢ POSTED ¢ DMSION *+ JOBCODE & REQ # % JOBTITLE 2

E 12/4/2015 12/7/2015 Not Human 999119
Posted Resources
Yet

999119 Academic
Adviser

9+ K-

=

Create Requisition o

Displaying 1 -1 of 1 10 50 100 per page

LOCATION VACANCIES VIEWS NEW RESL
University of Victoria Victoria, 0] o 0]
British Columbia VBW 2Y2,

Canada

|

| 2

| - Selectan v

-- Select an Action --
Change Assigned Hiring Manager
Change Assigned Team

Type the last name
of the new hiring
administrator in the
next field. Or use
the drop-down
arrow, scroll
through the list and
select the name of
the new hiring
administrator.

TIP: If the name of
the new hiring
administrator does
not appear in the
drop-down list,
please contact
Employment
Services.

Check the box to
send an automatic
notification to the
new hiring
administrator.

Click Change

“ ‘n> ’

) [ crREATED = MODIFIED = POSTED + DMSION + JOBCODE + REQ. # & JOBTITLE * LOCATION

(] 12/4/2015 12/7/2015 Not Human 999119
Posted Resources
Yet

999119 Academic
Adviser

Displaying 1-10f1 10 50 100  per page

WACANCIES VIEWS NEW RESL

University of Victoria Victoria, 0 1] 1]
British Columbia VEW 2Y2,
Canada

| 3

Change Ass v

03! \rype Keyword Hert | =

|| Check box to notify user(s) this

action has been taken.

Back to top
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INSTRUCTIONS SCREENSHOT

A Success message

will appear at the

4 | topof the screento + Success: Hiring Manager Updated. X
indicate the change '

was successful.

TIP: If you would also like to be able to view the requisition, you can add yourself to a team associated with the
5 | competition before changing the hiring administrator. See the Create and manage teams guide for details.

77
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