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Recruiting
Section 1 - Recruiting Overview

Navigation Fundamentals
Section 1, Lesson 1 Exercise - Scenario 1: Navigation Fundamentals

Procedure

In this lesson, you will learn how to log-in and navigate through CAPPS Recruiting and become
familiar with its functionality.

Step Action

1. You will see this Legal Agreement page each time you log in and when your system
times out after no activity.

2. The language defaults as English. Do not change the language.

Legal Agreement

| must agree to this legal agreement to continue

Language
English v || Refresh
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Step Action
3. Click the I Agree button.
Agree

User Sign In

To access the application, please sign in. Mandatory fields are marked with a red

indicator.
Select a language
English ¥ || Refresh

Step Action

4. During training, you will use the User Name as indicated:

Enter the desired information into the User Name field. Enter
"TRAINING_USER".

* Lser Name

5. During training, you will use the Password as indicated:

Enter the desired information into the Password field. Enter "TRAININGPW".

* Password
6. Click the Sign In button.
Sign In
7. Note: This CAPPS Recruiting Homepage is for training purposes only.

Menu items within CAPPS Recruiting will vary based on the user's security role.
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Step Action

8. The Center Stage - (Recruiting Home Page) is the page users will see when they
first log into CAPPS Recruiting.

9. The Core Navigation Bar contains a link to access the Recruiting Center and the
lists for Tasks, Requisitions, Candidates, and Offers.

The Libraries link provides access to the template library.

The links available are determined by your security role.

10. The Auxiliary Navigation Bar contains Home, Resources (My Setup), and Sign
Out.

Home relaunches the application and brings you back to the Recruiting Home
Page.

11. This is the Quick Search feature and there is an option to change from Search
Candidate to Search Requisition.

Advanced Search is also available where can add additional criteria for your

search.

12. Center Stage contains Channels that display status-oriented data about a user's
activities.

13. Let's begin with the Core Navigation Bar in order to take a more detailed look at
the CAPPS Recruiting functionality.

14. The Recruiting link will always take you to the Recruiting Home Page.

15. The links on the Core Navigation Bar also appear within the Channels

below. Both links will take you to the same place.
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Production Support2 | Home | Resources ~
M~ | Search Candidate Adv:
Tasks Requisitions Candidates Offers. Libraries ¥
?
Welcome {o the Recruiting Center Help
\F S0 [E] Index [ Search
C —
I x o
i = = [ Takeo Recruing] O
[ Candidates . L Offers @ Freface Taleo
i @ Recruiting Cver| Recruiting
IS Total S Total @ Getting Started | Center -
In Selection Process on Open Requisitons 1 3 There is no data fo display. < ;‘i‘izg‘nga" FE;““;
- ACE 1 1 @ Posting and Sou. 1213(C
_ New 1 @ Candidate Mane
u Tasks = @ Candidate Selec
@ Transitions Proc| Taleo
e = - @ Offer Managem .
Requisitions — b> || T @ Fipeline Marag| ReCT UL
= Create Requisition Tasks assigned to me. 3 1 & Evaluation Man; C -
te enter
~ Total Al staffing tasks 3 12 @ Candidate Hiring
= o | 8 | [— Quw |-
Pending (] 4 To be completed 3 ] @ Correspondznce Feature
Open [ 5 Approve Requisiton 0 1 @ Screening Seni| PACk
Canceled (Since Sep 1,2015) o 2 Ready for sourcing 0 2 @ Reports 13C
’ The Help
40 Search for Candidates contains
Search for candidates according to dfferent criteria informatio:
on each
ﬁ My Setup ofthe
Review your identity detais and preferences features
< > < >
20 TALEO!
®100% ~
.
Step Action
16. Click the Tasks link.
Tasks
17. Tasks are activities that you need to perform within the Recruit process.

This section contains the Task List. It displays the Tasks and the corresponding
Candidate and/or Requisition. You are able to access/execute the Task by clicking
on the Task name.

18. There are many different tasks shown within the Task List. Quick Filters allows
you to view certain tasks.

19. Quick Filters helps to narrow down the list of options that appear within the Task
List.

20. Click the Show tasks for requisitions list.
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Step Action

21. Depending on your access, you are able to view tasks as follows:

- Tasks assigned to me
-Town

- I collaborate on

- I own or collaborate on
- Tasks for your agency
- All Tasks

Click the Vertical Scrollbar.

22. Click the All tasks list item.

Al tasks
23. Notice that the Task List changed and includes many more tasks.
24, Change the selection back to Tasks I Own.

Click the Show tasks for requisitions list.

w

25. Click the Vertical Scrollbar.
26. Click the I own list item.
| owm
27. You may want to filter on a specific Task Type in order to shorten the task list.

If you ever find that the list should contain more or less information, check the
Quick Filters settings.

Click the Task Type list.

v

28. Click the To be completed list item.
To be completed

29. The Task List changed to display the "To be Completed" tasks.

30. Change the Task Type to see All Tasks.

Click the Drop Down Arrow button.

To be completed ¥
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Step Action

31. In order to clear the Task Type so that all Tasks appear,

Click the Blank space list item.

32. To close Quick Filters,

Click the Hide the supporting tools button.

33. Click the Requisitions link.
34, This section is the Requisition List. This list is used to search, edit, print, and/or

change the status of requisitions that you may own or in which you share
collaborative ownership.

35. There are Quick Filters for the Requisition List. In this case, the filters help to
locate requisitions with a specific Status.
36. Click the Draft option.
| Draft
37. Now the Requisition List only contains Requisitions that have a Draft status.
38. To remove the filter for Draft Status,
Click the Draft option.
] Draft
39. Click the Advanced Filters button.

Advanced Filters

40. Use the scrollbar to review Available Criteria for the Advanced Filter.

Click the Vertical Scrollbar.
|

41. Click the Recruiter list item.
Recruiter
42. You would need to select an existing Recruiter within the list and then Add.
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Step Action

43. Click the Cancel button.
Cancel
44. In order to hide the Quick Filters panel,

Click the Hide the supporting tools button.

45. To open the Quick Filter panel back up,

Click the Show the supporting tools button.

46. Click the Candidates link.
Candidates
47. This page displays the Candidates List.

It contains the Requisition ID and Title and below it are the Candidate's names
who have applied to the Requisition (Job).

48. To filter the Candidate list, you can make selections within the Quick Filters.

Click the Candidates link.
¥ Candidates

49. The Internal option will display the Internal Candidates for a requisition that you
own or have been assigned.

Click the Internal option.

| Interna

50. This is an Internal Candidate noted from the selection in Filters but also by the
Organization Icon. This candidate works within the organization.

51. To remove the filter,

Click the Internal option.
(o] Interna

52. You can select Candidates again to collapse the section.

Click the Candidates link.
T Candidate=s
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Step Action
53. Click the Submissions link.

} Submissions

54.

If you want to display the candidates who are identified as ACE,

Click the ACE option.

[] ACE

55.

The ACE candidate is listed and identified by the ACE icon.

56.

To remove the ACE filter,

Click the ACE option.
d Ace

57.

To collapse the Submissions section,

Click the Submissions link.

¥ Submissions

58.

Click the Requisitions link.
} Requisitions

59.

The Requisitions filter options are available as well.

Click the Requisitions link.
¥ Requisitions

60.

Click the Offers link.

61.

Currently, there are no Offers listed.

This would pertain to Offers to candidates for requisitions that you have access or

candidates whom you have added.

62.

If you need to remove any of the defaulted filters for the Offer list,

Click the Delete option.
B

63.

Click the Delete option.
<]

64.

Click the Candidates link.
} Candidates
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Step Action

65. If there were Offers listed, you could filter using one of the Candidate options. For
example, you may only want to view Offers for Internal Candidates.

Select the Internal checkbox.

66. Now let's move back up to Quick Search.

67. This is an option to Search for Candidates or Requisitions.

Click the Click the drop down list item.
ﬁ -

68. You are able to select Candidates, Requisitions, or Specific candidates for your
Search.

Click the Candidates list item.

* (andidates

69. Enter the desired information into the Search Candidate field. Enter "pope".
70. Click the Search button.
71. When there are no matches for your search, you will receive the message above.

Note that wildcards can be used to help with the search.

Click the OK button.

Ok

72. Click the Resources link.

Rezources -

73. My Setup allows you to view and edit your personal preferences.

The same option appears at the bottom of the Home Page.

Click the My Setup menu.
My Setup
74. Click the Edit button.
Edit
75. Click the Vertical Scrollbar.
76. In the Account section, you may change your Password.
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Step Action
77. Click the Cancel button.
Cancel
78. Click the Preferences tab.
Preferences
79. Click the Edit button.
Edit

80. Click the Vertical Scrollbar.

81. The Requisition Display options are very helpful because if the Hiring Manager
and/or the Recruiter will be the same on all of your requisitions, you can select
them here and they will default on the requisition every time.

82. Click the Open the selector button.

83. Enter the desired information into the Email Address field. Enter
"hiring.manager".

84. Click the Refresh button.

¥
85. Click the Select button.

Select
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® Production Support2 | Home | Resources » | Sign Out
Tasks Requisitions Candidates Offers Libraries ¥
My Setup o
My Setup ¢
trainertraining Preferences >
Title D Save Save and Close Cancel
When managing by candidate When managing by offer
Woerk Phone Number
Candidate Submission ¥ Candidate Submission ¥

Email Address
trainertraining@ email. gov

4. Requisitions

Requisition Display

Default Hiring Manager Default Recruiter

= =
Correspondence Language Mensger, Hinn
Enalish
EmErieTres Requisiton File Automatic Filing Preferred Non-Electronic Media
Engiish v Add,
Time Zone e
{UTC -06:00) Central Time -
Chicago, Winnipeg, Dalas
There is no data to dispiay.

Distance
Mies

Dispiay Question Detals in Libraries

L

#100% -
Step Action

86.

Click the Save and Close button.

Save and Close

87.

Click the Frequent Approvers tab.

Frequent Approvers:

88.

If the Approvers on the requisitions that you create will always be the same, you
may add them here and they will default when you Request Approval for a
requisition.

89.

Click the Add button.
Add. ..

90.

Click in the Email Address field.

91.

Enter the desired information into the Email Address field. Enter
"hiring.manager".

92.

Click the Refresh button.

Lx )

93.

Click the Select button.
Select
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Step Action

94, Click the Done button.

95. Click the Recruiting link.
Recruiting

96. The pane to the right is the Communications Pane. It includes Helpful
information; however, if this pane isn't needed it can be collapsed.

97. Click the Hide the supporting tools button.

98. Let's review the information listed within the Channels.

99. The Candidates channel is a summarized version of some of the information listed

in the Candidate's list.

This information derives from candidate's who have applied to a requisition.

100. These two links take you to the same place, the Candidates List.

101. Within the Candidates Channel, there are statuses and counts for candidates with a
certain status.

102. The Flag column represents the number of items that are new or have been updated
by another user since you last viewed them.

103. The Total column number represents the number of items including new, previously
viewed, and updated.

104. All three items listed are actual links that open up the candidates who meet the
summarized criteria.

105. The Requisitions and Offers channels work the same way. Each has their own set
of statuses.

106. The Task Channel is split up by Recruiting and Requisitions.

107. The Recruiting section allows you to click on the link "Tasks assigned to me" in
order to complete what is needed to continue processing.

108. All staffing tasks are those tasks that are assigned to others (users can view based
on their access).

109. The Requisitions Tasks were reviewed previously; this summarizes what tasks are
outstanding.

To Be Completed - Need to Request Approval

Approve Requisition - Awaiting your Approval

Ready for Sourcing - an Approved Requisition that needs to be Posted and
Sourced.
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Step Action

110. Channels are updated immediately after login, or
anytime a user returns to the Recruit Home Page (Center Stage), or when clicking
the Refresh icon.

111. Search for Candidates is the same as those previously mentioned using 'Quick
Search' at the top of the page.

My Setup is the same as the option available when selecting Resources at the top of
the screen.

112. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 2 - Recruitment Process Checklist
Requisitions

Requisition List and File

Section 2, Lesson 1 Exercise - Scenario 1: Requisition List and File

Requisitions List

The requisitions list displays requisition information into different columns and provides tools to
filter requisitions and to customize the requisitions list.

- Show requisitions filter which allows users to filter requisitions using ownership values.

- Quick filters and Advanced filters are also provided to filter the requisitions list down to relevant
information.

Requisition File
A requisition file details the specific requirements for a job position.

- The left pane contains the requisition card in the top section and supporting information in the
bottom section.
Procedure

In this lesson, you will learn how to view the Requisition List and the details of a Requisition
File.
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Step

Action

Note: This CAPPS Recruiting homepage is for training purposes only. Not all menu
items shown will be seen in an Agency environment.

Menu items seen on the CAPPS Recruiting homepage will vary based on the users
security role.

Production Support2 | Home | Resources v | Sign Out

&= [ Search Canddate Advanced Search

Tasks Requisitions Candidates Offers Libraries *

Welcome to the Recruiting Center.

Show information for requistions:
lown v C

(== | Candidates L Offers

Creste Candidate.

~ Total M~ Total
In Selection Process on Open Requisitons 2 4 There is no data fo display.
- ACE & 2
2

~ New

4] Tasks
™= | Requisitions e Recruiting A Total

Tasks assigned fo me B 1

~ Total Al staffing tasks 6 12

Draft Requisitions
Pending To be completed 4 8

Open Ready for sourcing 2 4

° oo o

3
5

7

Canceled (Since Oct 1, 2015) 2
'o Search for Candidates

Search for candidates according to different criteria

ﬁ My Setup

Review your identity detas and preferences

3 TALEO!

100% ~

Step

Action

In order to look up Requisitions, you can use this Requisitions Link in the Core
Navigation Bar or the link within the Requisitions Channel.

Click the Requisitions link.

This section is the Requisition List. This list is used to search, edit, print, and/or
change the status of requisitions that you may own or collaborate ownership.

It is possible to Create a Requisition from within this page by selecting the Create
Requisition button.

If this Flag icon is next to a Requisition, it represents items that you own that
require viewing.

This Person Icon indicates the number of candidates that have applied to a
requisition.
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Step

Action

7.

The Title of the Requisition is listed along with the Requisition ID# that was

assigned.

This arrow changes the Requisition ID list to Ascending or Descending order.

There is a Status and Status Detail for all requisitions except for those in Draft

status.

10.

The Envelope icon indicates the number of candidates who received a job posting

notification.

11.

The star indicates that the ACE option has been applied to this requisition.

12.

The Recruiter and Hiring Manager that were assigned to the Requisition are listed

@ Production Support2 | Home | Resources » | Sign Out
e e arch
Tasks Requisitions Candidates Offers Libraries ¥
Requisitions
A q 2
Quick Filters [} Create Requisiton... | = =
Show reauisitons LA | e D Status | Status Detai || |12 | Recruier Hirin >
— = I 0 Quaity Assurance D () 00000087 Open Approved (Ready) Support2 Mana
Speist IV Production
[] Inciude inactive requisiions
m) 0 lnfo Tech Security D (3) 00000088 Pending Rejected Support2 Mana
N Analyst Il Production
Status
| 0 Contract Administraion [Ty 00000185 Draft Support2 Mana
Mgr| Production
| 0  Contract Administration M) Do000136 Draft Suppert2 Manag
Mar| Production
O A SSISTANT Il [Ty) 00000187 Pending Rejected Support2 Manag
SCAN Production
| 0 Purchaser Vi =} ) 00000197 Open Support2 Mana
Production
O 2 Contract D (3) 00000216 Open Posted (1211715, Support2 Manz
Administration Mgr 1 11:50 PM) Production
] Open Approved (Ready) Support2 Mana
Production
| Pending ejected Support2 Mana{ |
Production
| Pending To Be Approved Support2 Mana
WManager2 Production
O O (5 00000248 Drat Support2 Manag
Production
] 0 [Ty 00000267 Draft Support2 Manad ¥
<f |
e 1 to 16 out of 15 requisitiens - 1 requisiion selected
H100%

Step

Action

13.

To open up a requisition file, you would click on the title of the requisition.

Click the Title - Quality Assurance Spclst IV link.

Cuality Assurance

Spclst IV
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Step

Action

14.

A requisition file details the specific requirements for a job position. It contains
several sections that are available for viewing and/or editing:

1) Requisition Structure
2) Process

3) Job Information

4) Job Description

5) Questionnaire

15.

To view the remaining sections,

Click the Vertical Scrollbar.

16.

The arrows expand each section. These sections will be covered under Create
Requisitions.

17.

The left pane contains the Requisition Card in the top section and Supporting
information in the bottom section.

18.

Within the Requisition Card, the number is an indicator of the number of candidate's
that have applied for a requisition.

Click the Number link.

0

19.

The number link opens up the candidates list for the specific requisition. No
matches are found because the number indicated zero.

Note: The requisition is not posted yet, so applicants are not able to apply.

20.

To get back to the Requisition List,

Click the Up to the requisition list button.

s

21.

The Quick Filters panel enables the user to filter by ownership values as well as
requisition status.

22.

The Show requisitions filter enables the user to list requisitions by one of the
following ownership designation:

...Jown

...I collaborate on

...I own or collaborate on
...Department of Job

23.

The Status option can be used to list requisitions with specific statuses.
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Step Action

24. To close the Quick Filter panel,

Click the Hide the supporting tools button.

25. To expand the Quick Filters panel,

Click the Show the supporting tools button.

26. To expand the Communication and Help panel

Click the Show the supporting tools button.

27. To hide the panel,

Click the Hide the supporting tools button.

28. Congratulations! You have successfully completed this lesson.
End of Procedure.

Creating a Requisition

Section 2, Lesson 1 Exercise - Scenario 2: Creating a Requisition

CAPPS Recruiting users have the ability to create requisitions to detail the specific requirements
for a job position. The creation of requisitions is done via the Create Requisition button which is
available in the Requisitions channel as well as in the Requisitions page. This button is available
to users if they have been granted the appropriate permissions.

You are required to select a specific Requisition Template when creating a Requisition. This
template populates many of the critical fields within the requisition. Some may require
changes. Other fields within the requisition must be entered manually.

Users can decide if they need to Save the Requisition for now, and then come back to it in order
to make Edits and/or Request Approval. When the requisition is saved, the status will remain
"Draft". When you request for Approval, the status changes to "Pending".

Procedure

In this lesson, you will learn how to Create a Requisition.
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The following scenario will be used:

1) You will create a requisition using Requisition Template - Contract Admin Job Code
0000XXXX-X060.
2) The Hiring Manager that you will assign to the Requisition is Hiring. Manager
3) Fill in the Job Information:
Travel - None
Shift - Compressed Weekend
Target Start Date - November 30th

Step Action

1. Note: The CAPPS Recruiting (home page) that you see here is for training purposes
only and may display more or less functionality (options) than you will see in your
environment.

The view of your home page will vary according to your role.

Production Support2 | Home | Resources = | Sign Out

Tasks Requisitions Candidates Offers

Welcome to the Recruiting Center.

Show information for requisitions:

Iown - c
Candidat = Off =
pi=sccaes Create Candidate. L ers
A Total A Tol
There s no data to display There is no datato display.

™ Requisitions u Tasks
= Creale Requisition...
~ Total Recruiting »~ Total
Draft o 2 Tasks assigned to me 3 5
Pending 0 z All staffing tasks 3 5
Open ] 2 Requisitions
Canceled (Since Sep 1, 2015) o 1 To be completed 2 4
Ready for sourcing 1 1

Search for Candidates
Search for candidates according to different criteria.

£ My Setup

%) TALEO!

105% ~

Step Action

2. Click the Create Requisition button.

Create Requisition...
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Step Action

3. The selection of a Requisition Template is required.

Click the Selection button.

4, This page contains a list of Requisition Templates. This list can be reviewed by
using the vertical scrollbar or a quick method is to use the Quick Filters to shorten
the list.

In order to locate the template, enter information in one of the Quick Filter fields.

6. You can enter a few characters of the Job Code.

The job code on the requisition template consists of the position number, plus
an hyphen, followed by the agency-specific job code.

Enter the desired information into the Job Code field. Enter "XXXX-XX60".

7. For the Quick Filter to work you must,

Click the Refresh button.

L x]

The search results are listed. You will be using Job Code 0000XXXX-X060.

9. The Requisition Title is a link that opens up the Requisition Template for viewing.
Outside of training, If you don't wish to view the template, you can skip this step.

Click the Contract Administration... link.
Contract Administratio. ..
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< - BT A xs 3

Contract Administration Mgr |

I

Status Recruiter

Active Recruiter

Primary Location Requisition Type L4
Texas > J000C LOCATION Professional

Requisition Structure

Identification

Requisition Title Job Code
Contract Administration Mgr | XHHX-X060
Status State Job Code
Active X060

Position Number

0000X300C

Group

User Group

DEPARTMENT OF 100C(

Structure

B oo | e e | A

Organization

Siate of Texas  CAPPS State of Texas

Step Action

10. Use the dropdown arrow to move to Page 2.

Click the Down Arrow object.

11. To close this page and return to the Requisition Search Selection,

Click the Close Tab (Ctrl+W) button.

X
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» (JobField =[] Langi Job Code Requisition Title Category

Job Classification en 000000060 Contract Administr.. () Management
Al en 00000004 XXED Contract Administr.. (D Management
Quick Filters en 0000 X00CXKED Contract Administr.. [ Management

Job Code en 0000 X000CICED Contract Administr.. [ Management
>
% on 0000 XXXXXXED Contract Administr..  CManagement
Requisition Title
on 0000 X0XXXED Contract Administr.. ) Management
contract o

on 000D XXXXKNED Contract Administr.. ~ Management
Recruiter

o on 000D XXOXKNED Contract Administr.. () Management
Effective From/Effective Till en  0000X0OCXED Contract Administr.. [ Management
Start Date: en 000000060 Contract Administr. [OManagement
Nov3, 2015

27 templates available:

#105%

Step

Action

12.

Note: In order to select a template, you must use the Select button.

Click the Select button.
Select

13.

The Requisition Template field is auto-populated from the selection on the
previous page.

14.

The Hiring Manager is a required field.

Click the Selection button.

15.

In this example, you will enter a few characters of the email address to find the
Hiring Manager.

Enter the desired information into the Email Address field. Enter
"hiring.manager".

16.

Click the Refresh button.

o
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Step Action

17. All email addresses containing hiring manager will appear.

Click the Select button.

Select
18. Click the Next button.
Mext
19. This page automatically populates the Organization and Primary Location

according to your security access.

The Job Field populates according to the specific Requisition Template that was

selected.

20. If an additional Location needs to be added, you would select the Add Locations
button.

21. Click the Create button.

22. This is the start of the Requisition File. Many fields are auto-populated from the
Requisition Template, however there are fields that must be manually entered and/or
changed.

23. This top panel is the Requisition Card. The requisition number will appear once
the requisition is saved.

24, The Status will change depending on the action taken on the Requisition.

25. Once the requisition is posted and candidates begin applying, this number

represents the number of candidates that have applied to the requisition.

It is also a link that will show the Candidate's list for the requisition.

26. To move down the page,

Click the Vertical Scrollbar.
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Step Action

27. Section 1 - Requisition Structure

The following fields in Section I of the Requisition are auto-populated from the
Requisition Template:

1) Requisition Title
2) Number of Openings (may need to be increased)
3) Justification (may need to be changed)

4) State Job Code
5) Position Number (additional numbers can be added below the existing position

number)
28. Click the Down Arrow dropdown button to activate the menu.
MNew Position .
29. There are various Justifications that can be selected. Use the scrollbar to find the
appropriate justification.
30. Click the Vertical Scrollbar.
31. In this example, the Justification will be New Position.

Click the New Position list item.

Mew Position bl

32. You can add additional Position Numbers under the existing number, if applicable.

For this example, we will only use the existing Position Number.

33. Click the Vertical scrollbar.

34, User Group populates according to the Requisition Template that was created.

35. The Structure auto-populates the Organization, Primary Location and Job Field that
were entered prior to selecting the Create Requisition button.

36. Click the Vertical Scrollbar.

37. The Owners of the Requisition are auto-populated according to the user and the

Hiring Manager that was selected.

If they require changing, you may use the Selection button.

38. Click the Vertical Scrollbar.
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Step

Action

39.

2. The Process section populates the Candidate Selection Workflow (CSW). The
same CSW is used for all Requisitions.

40.

The checkboxes for Automatically Rejecting can be deselected, if applicable.

It is recommended that you leave these selected.

41.

Click the Vertical Scrollbar.

42.

Section 3. Job Information, the requisition template auto-populates the following
fields for the Profile:

1) Employee Status

2) Job Type

3) Job Level

4) Schedule and

5) Standard Hrs per week

43.

The following fields may need to be manually updated, only if applicable:

- Travel
- Shift and
- Target Start Date

44,

Click the Travel list.
Mot Specified b

45.

Click the No list item.
Mo

46.

Click the Shift list.
Mot Applicable -

47.

Select the Shift that is appropriate for the job. For training purposes,

Click the Compressed Weekend list item.

Compressed Weekend

48.

Click the Calendar Icon button.

=

49.

Click the November 30 link.
30

50.

Click the Vertical Scrollbar.
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Step Action

51.
information defaults from the job code.

1) Currency

2) Pay Basis

3) Minimum Salary (change only if applicable)
4) Maximum Salary (change only if applicable)
5) Salary Admin Plan

6) Grade

7) Step

The Compensation fields are auto-populated by the Requisition Template. This

*If the Min and Max Salary are changed you must stay within the Salary
Range. It is recommended that the other fields are not changed.

52. Click the Vertical Scrollbar.

53.
Descriptions and Qualifications for the position.

Section 4. Job Description contains areas for you to enter the Internal/External

54. To enter text for the External Description,

Click the Edit button.

Edit...

Done

* Font Anal ~ Size small

Cancel

H105% ~
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Step Action

55. Within this area, you can type the text or copy and paste the text.

For training purposes,
Enter the desired information into the field. Enter "Enter External Description".

56. Click the Done button.

Done

57. To enter the External Qualifications,
Click the Edit button.

Edit...
58. Enter the desired information into the field. Enter "Enter External Qualifications".
59. Click the Done button.

Done
60. If the Internal Description and Qualifications will be the same as External, you are

able to use the Copy From option.

This prevents you from having to type this information again.

61. Click the Copy From button.
Copy From
62. This page is confirming what information should be copied and pasted.

The field is currently empty, so you would select the Paste Information only if the
field is empty option.

63. Click the Done button.

64. Click the Vertical Scrollbar.

65. 5. Questionnaire Section - This is the prescreening section of the Requisition. The
top section contains Disqualification Questions.

66. Note: Only recruiters will see the Questionnaire section when creating a
requisition. A full service manager will not see the Questionnaire section.

67. Click the Vertical Scrollbar.

68. The second section contains (14) Prescreening questions that auto-populate onto

the requisition.

This will read 0 of 14 questions until after you Save.
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Step Action

69. The Questions section provides an Answer column for Yes/No, multiple choice or
fill-in responses.

70. This section enables the user to set the Required and Asset criteria based on the
answer options of each question.

71. Not Applicable - Not applicable means that the question does not require an answer
from the candidate to be considered for the job. It is also the default setting for all
Required/Assets criteria question.

Required - A required criterion means that the answer to a question absolutely has
to be selected for the candidate to be considered for the job. This places a candidate
into an ACE category.

Asset - An asset criterion means that the answer to a question does not have to be
selected for the candidate to be considered for the job, but would distinguish the
candidate compared to others.

@ Production Support2 | Home | Resources + | Sign Out
&= | Search Canddate Adv: arch
Tasks Requisitions Candidates Offers Libraries v
New Requisition ”
Requisition ‘
115 out of 154 requisitions
|t
Contract Administration
Requisition ¥
Draft Save | | Save and Close | | Cancet * Show fields required to:
eais N/A Save v
9. .- Have you ever been convicted of a felony or subjected to | Yes ' ToBe Verifed
deferred adjudication on a felony charge? No T
Candidates for this 0 - Global
requisition « Code: 5
Activated Languages
Engish (Base) ¥
Requisition Type
Professional
Questions
Hired Candidates o
Ooutef 1 This requisition uses 14 of the 14 questions from the corresponding prescreening model,
Primary Location 3 Remove
LR ] Queston Answer Required/Asset
Recruiter L[ 4 e you wiling to work other Yes Not Applicable
Support2, Production than 8-57 ot
- Giobal epicabe
Hiring Manager oo 5D , No Required
Manager, Hiin Asset
®100% v

Step Action

72. Click the Required list item.

Required
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Production Support2 | Home | Resources v | Sign Out

Requisitions Candidates Offers Libraries v

New Requisition ”
Requisition — ‘
*x
Contract Administration [oili.fi
Save Save and Close Cancel * Show fieids required to:
Draft Save v

s NA

Al Candidates

9. 1. Have you ever been convicted of a felony or subjected to | Yes [ ToBe Verified
deferred adjudication on a felony charge? No TE D

Candidates for this
roion 0

Activated Languages
Engish (Base) ¥

Requisition Type

Pt Questions
Hired Candidates m
o — s requisiton uses 14 of the 14 questions from the corresponding prescreening model.
Primary Location ) Remove

X000 LOCATIONL) ] Queston Answer RequiredAsset
— r— ::‘m y;l; :numg 1o work other Yes Required v
Support2. Production =

Hiring Manager Ne Not Appicable v

Manager, Hiing

®100%

Step Action

73. Click the Vertical Scrollbar.

74. Click the Vertical Scrollbar.

75. Click the Vertical Scrollbar.

76. The current license State should be Texas,

Click the Required list item.
Required

77. Click the Vertical Scrollbar.

78. Click the Required list item.
Required

79. Click the Vertical Scrollbar.

80. Click the Required list item.
Required

81. Click the Required list item.
Required

82. Click the Vertical Scrollbar.
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Step Action
83. Click the Required list item.
Required
84. Click the Vertical Scrollbar.
85. Click the Required list item.
Required
Production Support2 | Home | Resources v | Sign Out
e a R
A * Recruiting Tasks  Requisiions  Candidales  Oflers  Libraries v
New Requisition Y
Requisition — ?
=%
Contract Administration Requisition ¥
Save Save and Close Cancel * Show fiekds required to:
Draft = =
N/A
TT 41w [fyes, which
Candidates for this H2 Fair hictsymianhic) v
requisition: 0 Good Not Appicable v
Activated Languages Excetent hictsymianhic) v
Engish (Bass) ¥ U 43 Yes Required v
— omérms.m English?
Professionsl + Globa!
« Code: 5t Ne Not Appicable ¥
Hired Candidates
Ooutof1 - T e
U] 42w |ifyes, which language(s)?
Primary Location .+ Gobal
000 LOCATION D
« Code: S
Recruiter )
Hiring Manager
Manager, Hiring. r D']
0% ~
Step Action
86. You have completed filling out the requisition. You can use the Diagnostic Tool to
check for any missing information.
Before you are able to Save, the information must be entered.
Click the Diagnostic button.
P
87. The Diagnostic indicates that the File is ready for Saving, after Saving it is Ready
for Approval, and After Approval it is Ready to Post.
88. Save --- saves the Requisition in Draft status and leaves it open for additional

editing.
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Production Support2 | Home | Resources « n Out

Requisitions Candidates Offers Libraries ~

New Requisition 2 3
Requisition
Diagnostic
Contract Administration Requisition ¥ - e
Save SaveandClose  Cancel * Showfields required to: File ready for saving
Stalus Draft Save + |~ Request Approval
Stalus Details NIA File ready for approval
” i ~ Post

File ready for posting

Candidates for this
requisiton 0

Activated Languages
English (Base) ~ Questions

Requisition Type

Erofessional This requisition uses 0 ofthe 14 questions from the corresponding prescreening model.  Apply Mode

Add ¥ Remove 4% Reorder [g 3
z&azt:;zt;" (] Question Answer  RequirediAsset
Recruiter No questions have been added. Click "Add" to add questions.
Support2, Production
Hiring Manager
Manager, Hiring
#105% v
Step Action
89. Save and Close - Saves the requisition in Draft Status, closes the requisition, and

opens up the Requisition File with tab options.

Click the Save and Close button.

Save and Close

90. On the Requisition Card to the left, you will notice that the Requisition was Saved
and is in Draft Status.

A Requisition ID# has been assigned.

91. The Requisition File is closed but can still be edited by clicking the Edit button.

92. Tabs appear at the top of the Requisition File. Depending upon your access you may
not see all of them.

93. Alerts allows you to set the ACE candidate alert which will inform users when a
candidate meets specific required criteria.

94, Attachments allow you to attach a file to the requisition.

95. Posting and Sourcing is available after the requisition has been approved. It
provides access to Posting and Sourcing features.

96. History - Contains a log of all actions performed on the requisition file.

97. Interviews - Allows users to add evaluation questionnaires, view completed

questionnaires as well as feedback provided by evaluators.
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@ Production Support2 Home Resources = Si ?fl(
T r——— L ate
Requisitions Candidates Offers Libraries v
Contract Administration Mgr | (00000216) ? %
Requisition
=g o 2 R More Actions v = | Diagnostic

Contract Administration Requisition > Alerts Attachments = Posting and Sourcing  History  Interviews - Save
00000216 Edit File ready for saving
Status Draft ¥ Request Approval
Status Details N/A g File ready for approval

» 1. Requisition Structure [

Identification
izqﬁf“dﬂaclsmnm 0 Requisition Title Number of Openings

Caontract Administration Mgr | 1
Activated Languages - Justification State Job Code
English (Base) ~ New Paosition X060

Position Number
Requisition Type 10003000
Professional
Hired Candidates Group
Ooutof 1

User Group
Primary Location
300GC LOCATION [ Department of X000(
Recruiter Structure
Support2, Production
Hirina Mananer f Organization i

5% ~
Step Action
98. This requisition is ready to be submitted for Approval.
Click the More Actions dropdown button to activate the menu.
More Actions
99. Click the Request Approval menu.
Request Approval
100. If the Approver was set up under My Settings, then their name would automatically

appear as Approver in this area.

101. In this example, you will use Quick Filters to find the Approver in order to add
them.

Enter the desired information into the Email Address field. Enter
"Production.Support".

102. Click the Refresh button.

(%]

103. Click the Select button.
Select
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Step Action

104. Once selected, the Approver appears in the Request Approval window in Pending
status. If more than 1 approver is needed, you would complete these steps again.

105. When there is more than 1 approver listed, the Order column allows you to change
the order of the listed approvers. The requisition must be approved according to the
order number.

106. If there is a need to remove this approver and select another, click the (x) next to the
Approver's name.
You may have to hover over the Approver name for the (x) to appear.

107. When Requesting Approval - Comments are Required.
Enter the desired information into the Comments field. Enter "Please approve
ASAP so that this position can be posted.".

108. To Save the Request for Approval,
Click the Done button.

109. The Requisition Card indicates that the Requisition is in Pending Status - To Be
Approved.

110. Congratulations! You have successfully completed this lesson.

End of Procedure.

Duplicating a Requisition

Section 2, Lesson 1 Exercise - Scenario 3: Duplicating a Requisition

In CAPPS Recruiting, users have the ability to duplicate requisitions in order to create
requisitions similar to an existing one.

Any requisition can be duplicated regardless of its status.

When duplicating a requisition, it is critical to review all of the information duplicated to ensure
that it applies to the new requisition. Some fields may need to be edited and others will require
manual entries. It will carry over the list of approvers from the original requisition as the starting
point for approvers on the requisition. If the approvers are not correct for the new requisition,
they can be deleted and new approvers can be assigned.
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In this lesson, you will learn how to Duplicate a requisition.

The following scenario will be used:

1) Duplicate Requisition Number 00000074 (SOT Sr Account Manager?2).
2) The Target Start Date will be December 14th.
3) The existing Approver will be deleted and Hiring Manager will be added as the Approver.

EUT Course

A

A v Recruiting | Tasks

‘Welcome to the Recruiting Center.

Show information for requisitions:

Al requisitions -

| Candidates

In Selection Process on Open Requisitions
- ACE
- New
- Manually Matched

Requisitions

Draft

Pending

Open

Canceled (Since Sep 1, 2018)
On Hold

Filled (Since Sep 1, 2015)

Requisitions

Candidates

Offers

Create Candidate.

A

2 o e o

Total
162
87
81
26

Create Requisition...

IS

2 o e o oo

Total

16

Production Support2

Libraries ~

L Offers

Draft (Since Sep 1, 2015)
Approval in Progress (Since Sep 1,2015)
Extended (Since Sep 1, 2015)

u Tasks

Recruiting

Tasks assigned to me

Al stafling tasks
Requisitions

To be completed

Approve Requisition

Ready for sourcing

Extend Posting?

Sourcing strategy to be defined

Ho

me

oo oy

o oy

c o N o w

Resourc

Total

a8

32

22

TALEO

#105% ~

Step Action
1. Click the Requisitions link.
Requisitions
2. One of the options for searching for requisitions, is scrolling through the list.
Click the Vertical Scrollbar.
3. Once the Requisition ID is located, you will use the drop down arrow that appears

next to the Requisition ID.

Click the Dropdown arrow option.

L
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Step Action
4, Click the Duplicate this requisition menu.
Duplicate this requisition
5. Review the entire requisition to see if there are any fields that need editing.
Note: Some requisitions have more than 1 job opening and/or more than 1 position
number. Please be sure to review and edit these fields, if applicable.
Click the Vertical Scrollbar.
7. The Target Start Date needs to be changed in this example.
Click the Calendar link.
=2
8. Click the Right arrow for December.
LM
9. Click the 14th link.
14
10. Click the Save and Close button.
Save and Close
11. The requisition is saved in Draft status and has been assigned a Requisition ID.
12. Click the More Actions link.
More Actions
13. The Request for Approval must be checked and submitted. Since this requisition
was duplicated the previous Approvers are stilled tied to it.
Click the Request Approval menu.
Request Approval
14. If the approver is different then you must remove the existing and add a New
Approver.
Click the (X) Delete button.
-]
15. Click the Add Approvers button.

Add Approvers
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Step Action
16. Enter the desired information into the Email Address field. Enter
"Production.Support".
17. Click the Refresh button.
Lx
18. Click the Select button.
19. Enter the desired information into the field. Enter "Please Approve".
20. To Save the Request Approver changes,
Click the Done button.
21. The Requisition Status has changed to Pending.
22. Congratulations! You have successfully completed this lesson.
End of Procedure.

Canceling and Reopening a Requisition

Section 2, Lesson 1 Exercise - Scenario 4: Canceling and Reopening a Requisition

The Cancel Requisition action is available when the requisition has one of the following statuses:
Approved, Scheduled, Posted, Unposted, Expired, or Draft. This action is not available when at
least one candidate has been hired for the requisition or an offer was extended.

An event is added to the Requisition History tab with the comment entered and the name of the
user who performed the action. The status of the requisition changes to Cancel. The requisition is
automatically unposted from the corporate posting and the agency posting.

In order to reopen a requisition, the status must be Cancelled. A reopen does not apply to
requisitions that were in a draft status when cancelled.

Procedure

In this lesson, you will learn how to Cancel and Reopen a requisition.
The following scenario will be used:

1) You will Cancel Requisition #0000074

2) You decide that you need to use the requisition after all, so you will Reopen Requisition
#00000074 - SOT Sr Account Manager 2.
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& Production Support2 | Home | Resources = n Out
T —— L = - e
# ¥ Recruiting Tasks  Requisitions  Candidates  Offers  Libraries v
?
‘Welcome to the Recruiting Center.
. = = -
[k Candidates Create Candiate. L Offers
~ Total ~ Total
There is no data to display. There is no data to display.
. = =
™= ' Requisitions | v I Tasks
= Create Requisition.
~ Total Recruiting ~ Total
Draft 1] 2 Tasks assigned to me: 5 7
Pending 0 3 Al staffing tasks 5 7
Open o 4 Requisitions
Canceled (Since Sep 1, 2015) 0 2 To be completed 3 5
Ready for sourcing 2 2
p Search for Candidates
Search for candidates according to different criteria.
B4 My Setup v
%) TALEOI
®105% -

Step Action
1. Click the Requisitions link.
Requisitions
2. Find Requisition Number 00000074 in the requisition list.
Click the Drop Down Arrow button.
L)
3. Click the Cancel Requisition menu.
Cancel Requisition
4. Enter the desired information into the Comments field. Enter "Please cancel and
reopen later.".
5. To save the cancel request,
Click the Done button.
6. Click the Up to the requisition list button.
7. Now you will search for the Canceled Requisition so that you can reopen it.
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Step Action

8. Use Quick Filters to find the Requisition.
Cancelled requisitions are Inactive.

Click the Include inactive requisitions option.

[ Include inactive requisitio...

9. Click the Status link.
¢ Status
10. Click the Canceled option.
|| Canceled
11. The requisition list now consists of all Requisitions with a Status of Canceled.

For Requisition ID - 0000074,

Click the Drop Down Arrow button.

v

12. Click the Reopen Requisition menu.

Reopen Requisition

13. Enter the desired information into the Comments field. Enter "Reopen for
processing.".

14. To save the Reopen request,
Click the Done button.

15. Congratulations! You have successfully completed this lesson.

End of Procedure.

Printing a Requisition

Section 2, Lesson 1 Exercise - Scenario 5: Printing a Requisition

Print Mode

The print functionality allows CAPPS Recruiting users to create a PDF version of a
requisition file or candidate file for printing.
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The print function is available in the requisitions list and the requisition files. When using
the print function, users can decide to print a summary listing of requisitions, or they can
choose to print the details of the file where content is presented into sections.

Users can print up to a maximum of 15 requisition files at a time. Within the .pdf file that is
created, there is an option to Save and/or Print the file.

Procedure
In this lesson, you will learn how to print a requisition.
The following scenario will be used:

1) Print requisition #00000216

Production Support2 | Home | Resources = | Sign Out

#A v Recruiting | Tasks  Requisions  Candidates  Offers

‘Welcome to the Recruiting Center.

Show information for requisitions:

1own - c
Candidat = Off =
pi=sccaes Create Candidate. L ers
A Total A Tol
There s no data to display There is no datato display.

™ Requisitions u Tasks
= Creale Requisition
A Total Recruiting IS Total
Draft 0 3 Tasks assigned fo me 3 7
Pending 0 3 Al staffing tasks 3 7
Open 0 2 Requisitions
Canceled (Since Sep 1, 2015) 0 1 To be completed 2 5
Approve Requisition [} 1
Ready for sourcing 1 1

p Search for Candidates n

Search for candidates according to different criteria.

%) TALEOH

®105% ~

Step Action

1. Click the Requisitions link.
Requisitions
2. To select the requisition,

Click the Checkbox option.
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Step Action

3. Click the Print link.
e

4, In the Selection section, you may print All requisitions that exist in the Requisition
List or just the Selected requisition.

5. In the Content section, you may print the Requisition List only or the Requisition
file details.

Click the Requisition file details option.
| Requisition file details

6. You may print all of the details of the Requisition or a select few. Deselect any
details that should not be printed.

7. In this example, you won't print Alerts.

Click the Checkbox option.
v

—

You can also determine what Order the information appears when it is printed.

9. Click the Print (PDF) button.

Print {(POF}

10. Use the Save Icon, to save the file on your computer.

11. Use the Printer Icon, to print the requisition information that was selected.
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[

Contract Administration Mgr | (00000216)

Status Recruiter

Open Recruiter

Status Details Hiring Manager Primary Location
Sourcing Manager, Hiring Texas > X00X

Requisition Type
Professional

Hired Candidates
0out of 1

History

Date Event Detail By

Nov 16, 2015, 8:05:46 AM Posting Extended The posting timeframe RECRUITER
has been extended on the
following Career sections:
CAPPS External, CAPPS
External - Secondary
Submission, CAPPS
Internal, Department of
20000

(Internal).

Nov 12, 2015, 1:40:54 PM  Hiring Manager Assistant Hiring Manager RECRUITER
Modified Assistant changed to

Nov 3, 2015, 9:21:21 AM Recuiter

posted on the following

Step Action

12. Use the Down Arrow, to view the remaining pages.

Click the Down Arrow object.
i B

13. Click the Down Arrow object.

a

14. ick the Down Arrow object.

a

15. ick the Down Arrow object.

16. Click the Down Arrow object.

17. Click the Down Arrow object.
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Step Action

18. Click the Close Tab (Ctrl+W) button.

19. Congratulations! You have successfully completed this lesson.
End of Procedure.

Add Questions

Adding New Questions to a Requisition

Section 2, Lesson 2 Exercise - Scenario 1: Adding New Questions to a Requisition

When adding questions to a requisition, users need to specify if the question is Required for the
position or if it is an Asset.

Required and Asset Criteria

A Required Criterion means that the answer to a question has to be selected for the candidate to
be considered for the job. Think "Minimum Requirements". All hires have to meet all required
qualifications.

An Asset Criterion means that the answer to a question does not have to be selected for the
candidate to be considered for the job, but would distinguish this candidate compared to others.
Think "Strongly Preferred" and "Nice-to-Have" qualifications. The goal is to identify enough
Assets to separate "minimally qualified" candidates from "ideal" candidates (ACE Candidates).

A Dbest practice is to identify Required criteria first and then identify and select any Asset criteria.

NOTE:

When a question is a single answer question, the candidate will only check one answer. If a
Bachelor's Degree is required, you must mark that answer and all answers greater than that
answer as required. If you do not do this, a candidate that answers Master's degree will not be
recorded by the system as having met the requirement, even though candidates with a Master's
degree do meet the minimum requirement of a Bachelor's Degree.

Procedure

In this lesson, you will learn how to add a new question to a requisition.
The following scenario will be used:

1) Add a question to Requisition #00000248. It is in Draft status.

Question: What is your highest level of education?
Possible answers: Bachelor's, Master's, and Doctorate Degrees
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@ Production Support? | Home | Resources v | Sign Out
Requisitions Candidates Offers Libraries v
Welcome to the Recruiting Genter He;p
Show information for requisitions: =
I own Ad ﬁi
A Tom A Tom 4 Geting Staried | Cemter -
In Sekection Process on Open Requisitions 2 a There is no data to dispiay. Q;‘i‘iﬂ:‘nga" FE;““;
e s | s - §E::‘;?§;:"Mi:z
+| Task: Candidate Selec
— n $ i Taleo
Requisitions =g b> || T @ Fipeline Marag| ReCT UL
- gy Tasks assigned lo me 4 13 @ Evalustion Mani| Cepter
~ Total Al staffing tasks 4 14 gfznmdate Hiring )
:::mg g 3 ?:::Z:::; a N g;ﬁim .| Feature
Open [ 5 Approve Requisiton ) 1 @ Screening Seni| PAck
Caneeled (Since Oct 1, 2015) [ 2 Ready for sourcing 0 2 @ Reports 13C
Extend Posting? 2 2 The Help
contains
40 Search for Candidates informatio:
Search for candidates according to different criteria. on each
w of the v
== Mv Setup B R &2“‘“;
®100%
Step Action
1. Click the Draft button.
Drraft
2. Find Requisition ID - 00000248,
Click the Drop Down Menu button.
i
3. Click the Edit menu.
Edit
4, Click the Vertical Scrollbar.
Pre-existing questions can be added from the Questions Library using this Add
option.
To remove a question, you would select the question and select Remove.
This Reorder icon allows you to change the order of how questions will appear.
To Duplicate a question, you would select the question and then select the Duplicate
icon.
9. The Add a Requisition Specific icon allows you to select a question from the
Question Library and change it to a requisition specific question.
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Step Action

10.

Click the Create a question link.

L3

This icon allows you to Create a New Question. This question will only exist on
this particular requisition. It does not save it in the Question Library.

11.
Answers should be Displayed.

This page allows you to assign the Question, an Answer Type and how the

Requisitions

Candidates Offers Libraries ~

Question ¥

Saveand Close  Cancel

1449063452744

Production Support2 | Home | Resource:

fnswer Type 1. Question Properties
Sinale Answer
Answer Type Answer Display

Single Answer = (=) Radio butiens

A4 Candidates

Status

Draft

Crested By D 3
Recruiter

Creation Date

December 2, 2015

Activated Languages
Engish (Base) ¥

H100% v

Step Action

12. Click the Answer Type list.

Single Answer hd

13.

multiple lines of text).

Single Answer - A question that only requires one answer.
Multiple Answers - A question that can have more than one answer.
Text Answer - A question that requires the answer to be typed into a field (possibly

14.

Click the Single Answer list item.
Single Answer

You must determine an Answer Type for each question that you add.
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Step Action

15. For the Answer Display, you may select Radio buttons or a Pop-up list.

Click the Radio Buttons option.

|-
L

@ Production Support2 | Home | Resource:

Requisitions Candidates Offers Libraries v

Question ¥

Saveand Close  Cancel

fnswer Type 1. Question Properties
i
Answer Type Answer Display
Single Answer - (=) Radio buttons () Pop-up st

Status

=

%22%
]

G o

Draft

Created By

> rx

Recruiter
Creation Date
December 1, 2015

Step Action
16. Click in the Question field.
17. Enter the desired information into the Question field. Enter "What is your highest
level of education?".
18. Click in the Possible Answers field.
19. Enter the desired information into the field. Enter "Bachelor's Degree".
20. Enter the desired information into the field. Enter "Master's Degree".
21. Enter the desired information into the field. Enter "Doctorate Degree".
22. If the order of the list of possible answers need to be changed, use the Order Number
drop-down arrow and change accordingly.
You must select the Reorder button after changing the order to see the changes.
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Step Action

23. Click the Save and Close button.

Save and Close

24, You will need to assign the Answers to the question as Required.

The question will appear last in the list.

25. Click the Vertical Scrollbar.
26. Click the list.
Mot Applicable
27. The position requires a Bachelor Degree.

Click the Required list item.
Required

28. Click the list.

Mot Applicable b

29. The candidate may have a Master Degree but they won't show up as meeting the
requirement for a Bachelor's unless it is assigned Required as well.

Click the Required list item.
Required

30. Click the list.

Mot Applicable ¥

31. The candidate may have a Doctorate Degree but they won't show up as meeting the
requirement for a Bachelor's, or Master's unless it is also assigned Required.

Click the Required list item.
Required

32. Click the Save and Close button.

Save and Close

33. Congratulations! You have successfully completed this lesson.
End of Procedure.

Adding an Alert for ACE
Section 2, Lesson 2 Exercise - Scenario 2: Adding an Alert for ACE
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The ACE candidate alert allows Recruiting Center users to set a threshold to identify the ideal
candidates and to send an email to specific recipients to inform them that ACE candidates were
found. The alert allows the system to identify the candidates who achieve or exceed the ACE alert
threshold for a job offer. It identifies top candidates based on their responses to the questions in
the Prescreening section of the requisition file. The ACE candidate alert is based on Required and
Asset criteria.

A best practice is to always have the ACE candidate alert activated. When setting the ACE
candidate alert, answer the prescreening questions as your ideal candidate would, then calculate
the total assets to determine the ACE threshold.

All ACE Candidate Alert recipients receive the same candidate file, regardless of permissions to
view candidate information in the system. When an ACE Candidate Alert is set, the recipient
receives an email with an attached PDF file that contains data from the candidate file. Sections of
the candidate file that contain no data do not appear.

Procedure
In this lesson, you will learn how to apply the ACE Candidate Alert to a requisition.

The following scenario will be used:

1) Open Requisition ID - 00000248

2) Review the Question section and identify any answers that should be identified as Assets.
3) Require that the Alert finds candidates meeting 2 of the 4 existing assets.

4) Set the email alert to go to the Hiring Manager.

Production Support2 | Home | Resource

©

Tasks Requisitions Candidates Offers Libraries v

Welcome to the Recruiting Center.

Shaow information for requisitions:

1 own v c

(== | Candidates L Offers m

Create Candidate.

~ Total M Total
In Seiection Process on Open Requisitons 2 4 There is no data to display.
- ACE 2 2
- New 2

u Tasks

™ Requisitions Recruiting Tl

-

13

»

14
Draft

Pending

Open

Canceled (Since Sep 1, 2015)

Moo e om
Mo W

40 Search for Candidates

Search for candidates according to different critena

ﬁ My Setup

&) TALEO!

H100% ~

Page 46



©

CAPPS HR/PAYROLL
EUT Course

Centralized Accountng and Payroll Personnel System

Step

Action

1.

Click the Draft button.
Diraft

To open Requisition ID - 00000248,

Click the Access & Identity Mgmt Analyst link.

Access & |dentity

Mgmt Anahyst

® Production Support2 | Home | Resources + | Sion Out
M~ | Search Candidate favance
Tasks Requisitions Candidates Offers Libraries ¥
SOT Access & Identity Mgmt Analyst (00000248) .
Requisition . :
2 0ut of 7 requistions.
= g fo 2 More Actions ¥ = el rn ~
Access & Identity Mg
20000245 Requision ¥ | Merts | Attachments | Approvals | Posting and Sourcing | History | Interviews:
Status Draft Edit
Status Detals  N/A
* 1. Requisition Structure
Identification
Candidates for this
requisition O
Requisition Title Number of Openings
e SOT Access & ldentty Mamt Analyst 1
Engich (Bass) ¥ Justification State Job Code
New Postion 1
Requisition Type Pesition Number
Professional 0000XXX1
Hired Candidates
Doutef1 Group
Primary Locaton User Group
XOX LOCATION 2 DEPARTMENT OF XXX
Recruiter
Support2, Production e
Hinng Manager .
- Organization
Manager, Hiing
State of Texas CAPPS State of Texas
®100% v

Step

Action

Review the questions and determine which should be assigned as assets.
The alert only works when assets are designated.

Click the Edit button.

Edit

Click the Vertical Scrollbar.

Question #1 is already listed as an Asset.

Click the Vertical Scrollbar.
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Step Action

7. Click the list item.

Required

8. Click the Asset list item.
Azmet

Click the Vertical Scrollbar.

Click the list.

Required v

11. Click the Asset list item.

Aszet

12. Click the list.

Not Applicable v

13. Click the Asset list item.

Aszet

14. Click the Save and Close button.

Save and Close

@ Production Support2 | Home | Resources v
Requisitons  Candidates  Offers  Libraries ~
SOT Access & Identity Mgmt Analyst (00000248) .
Requisition s
= 4 out of 6 requisitions
= o fp 2 X More Actions ¥ S P . — ~
Access & Identity Mc
00000248 || Reauiston™ | AMerts | Attachments | Postingand Sourcng | History | Interviews
Draft Edit
s NA
* 1. Requisition Structure
Identification
Candidates for this
recuisiion 0
Requisition Title Number of Openings
CEromliT Access & ldentity Momt Analvst 1
Justification State Job Code
Engiish (Base) ¥
New Position 0%
Requisiion Type Position Number
Professional 00003000
Hired Candidates
Ooutof 1 Group
Primary Location User Group
LocATION e DEPARTMENT OF X00¢
Recruiter
Support2, Production CRaEs)
Hiring Manager Organization
Manager, Hiring
State of Texas CAPPS State of Texas
H100% ~
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Step Action

15. Click the Alerts tab.
Aerts
16. Click the Modify Alert button.
Modify Mert
17. This page is asking for you to identify the candidates that meet all the required
criteria and a specific number of Asset questions that would make an ideal ACE
candidate.
18. Click the list.
] L
19. For this example, you would like the candidate to have at least 2 out of the 4 asset

questions answered correctly.

Click the 2 list item.

2
20. Click the Next button.
Mext
21. If you would like the ACE Candidate Alert sent via email then you would find and
select the recipient's name.
22. Click in the Email Address field.
23. Enter the desired information into the Email Address field. Enter
"Hiring.Manager".
24. Click the Refresh button.
T
25. Click the Select button.
Select
26. The Recipient name is populated.
Click the Done button.
27. The ACE Candidate Alert is set along with the recipient that will receive the Alert.
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Step Action

28. Congratulations! You have successfully completed this lesson.
End of Procedure.

Approve Requisition

Approving a Requisition

Section 2, Lesson 3 Exercise - Scenario 1: Approving a Requisition

Selected approvers will approve/reject requisitions using one of these methods:

* [f the approver is a CAPPS Recruiting user, the approver will receive an Approve Requisition
task in the Tasks channel and Tasks list.

* [f the approver is not a CAPPS Recruiting user, the approver will receive an eShare message via
e-mail.

» If the approver is both a CAPPS Recruiting user and an eShare user, the approver will receive
an Approve Requisition task in the Tasks channel and Tasks list as well as a message via e-mail.

Procedure

In this lesson, you will learn how to Approve a Requisition via eShare Center.
The following scenario will be used:

1) You will approve Requisition ID - 00000216 - Contract Administration Mgr I.

- Include comment: Please post asap
- Request for an email to be sent of your approval decision.

Step Action

1. There are three different ways to respond to a Request for Approval. This response
is via email.
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McAfee E-mail Scan

. = - i
% lgnore x = _g B Meeting (33 Move to: 7 3 To Manager N3 @ Ruless (Y Mark Unread 3 Find ]
Em - (4 Team E-mail + Done L ] onenote Categorize ~ 2 Relatea -
~ Delete Rept Reply Forward Move Translate Zoom
& Junk R B, More - | (G Reply & Delete 7 Create New - [ Adions | ¥ Follow Up ~ < Iy select-
Delete Respond Quick Steps = Move Tags 5 Editing Zoom II

© This item will expire in 29 days. To keep this item longer apply a different Retention Policy.
From: train training@cpa. texas. gov Sent: Tue11/3/2015 7:49 AM
To: & Hiring Manager
Ca
Subject: Standard fora Approval Request

=] Message ‘ 2this_message_in_htmlhtml (2 KB)

) &
Sir or Madam: K
Requisition Approval Request
Requisition Title:  Contract Administration Mgr I
Requisition ID: 00000216
Requested by Requester
Comments: Please approve ASAP so that this position can be posted.

Click “Respond...” to view more requisition details and respond to the approval request as soon as possible.
Respond
Best regards,
CAPPS Recruiting
A

Step Action

2. Click the Respond link.
Respond

tgcapps.taleonet/ent O ~ @ C || [S] Contract Administration Mgr1 ..

(2 Taleo e-share Center

Taleo eShare Center

Sign Out Y

(Done ) | Cancel )

Requisition Approval Request

Requisition 00000216 — Contract Administration Mgr I
Requested by Requester

Comments  Please approve ASAP so that this position can be posted.

Please review the Requisition Information Summary and respond to the approval request
as soon as possible.

In response to Production Support2's approval request:

| approve this requisition Vv

Requisition approval path details

Comments (required if you do not approve the

[]Send me an email with my decision

n Information Summary
Requ n Details

00000216 — Contract Administration Mgr I hd
Recruiter Production Support2 Recruiter Assistant

Hiring Manager Hiring Manager Hiring Manager
Assistant
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Step Action

3. To move down the page,

Click the Vertical Scrollbar.

4, It is important to review the Requisition Details prior to Approving or Rejecting a
requisition.

Click the Requisition Details link.

1equisition Details

(¢ - BT foxn -0

Contract Administration Mgr | (00000216)

Status Recruiter

Open Recruiter

Status Details Hiring Manager Primary Location
Sourcing Manager, Hiring Texas > X000

Requisition Type
Professional

Hired Candidates
0out of 1

Requisition Structure

Identification

Title Number of Openings
Contract Administration Mgr |
Justification State Job Code

New Position X060

Position Number
0000XXXX

Group

User Group

Step Action

5. There is 1 of 6 pages that can be reviewed for details of this Requisition.

To go to the next page,

Click the Drop Down Arrow object.

6. Click the Down Arrow object.
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Step

Action

7.

In this example, we will skip reviewing the Questionnaire pages.

Note: Hiring Managers will not see the Questionnaire section.

Click the Close Tab (Ctrl+W) button.

Requisition Approval Request

Requisition 00000216 — Contract Administration Mgr I
Requested by Production Support2
Comments

Taleo ¥ Taleo eShare Center Sign Out iy

| Done ) | Cancel

Please approve ASAP so that this position can be posted.

Please review the Requisition Information Summary and respond to the approval request

In response to Production Support2's approval request:

I approve this requisition v

Requisition approval path datails

Comments (required if you do not approve the requisition)

[J=end me an email with my decision

Requisition Information Summary

Regquisition Details
00000216 — Contract Administration Mgr T

Recruiter Production Support2 Recruiter Assistant

Hiring Manager Hiring Manager Hiring Manager
Assistant
Justifieation New Position

Primary Location

Number of Openings
JOOOK LOCATION Target Start Date:

Attachments —

| Done ) | Cancel

1
11/30/15

v

H100% -

Step Action

8. Click the approval request option list.

| | approve this requisition Vl

In response to Production Suppert2's approval request:

9. You can either Approve this Requisition or Reject it.

Click the I approve this requisition list item.

Note: The "I approve this requisition" option is the default and will automatically
populate in this field unless you change it.

10. Comments can be entered but are not required unless you are Rejecting the
requisition.

Page 53



CAPPS HR/PAYROLL
EUT Course ©

Centralized Accountmng and Payroll Personnel System

Step Action

11. Enter the desired information into the Comments field. Enter "Please post asap.".

Comments (required if you do not approve the requisition}

12. If you would like an email of your decision sent to you,

Click the Send me an email with my decision option.
@Send me an email with my decision

13. To Save your Approved response,
Click the Done link.
Dond
14. Click the Exit link.
Exil
15. Congratulations! You have successfully completed this lesson.

End of Procedure.

Rejecting a Requisition

Section 2, Lesson 3 Exercise - Scenario 2: Rejecting a Requisition

Whenever a requisition is being Rejected, comments must be provided.

Procedure

In this lesson, you will learn how to Reject a Requisition using the Task Channel/Task List
method.

1) You will reject Requisition #00000186.

- Enter Comment: Please correct the job qualification.
- Request for an email to be sent of your approval decision.
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Production Support? | Home | Resources v | Sign Out
‘ ¥ Recruiting Tasks Requisitions Candidates Offers Libraries ¥
?
Welcome to the Recruiting Center.
Show information for requisitions:
1 own v C
2= Candidates —— = L Offers =
1.3 Total M Total
In Selection Process on Open Requisitions 2 4 There is no data to display.
- ACE 2 2
- New 2 3
L«_] Tasks =
Requisitions = Recruiing b= Total
BTy il Tasks assigned to me 5 "
~ Total Al staffing tasks 5 12
Draft [ 3 Requisitions
Pending [} 5 To be compieted 3 7
‘Open (] 7 Approve Requisition 0 1
Canceled (Since Oct 1, 2015) [} 2 Ready for sourcing 2 4
1O Search for Candidates
Search for candidates according to different criteria.
My Set
-
®100%
Step Action
1. You will know through the Task Channel if a requisition is awaiting your Approval.
Click the Approve Requisition link.
Approve Requisition
2. From the Task List,
Click the Approve Requisition link.
Approve Reguisition
3. It is important to review the Requisition Details prior to Approving or Rejecting a
requisition.
Click the 00000186 Requisition link.
(HMHM136 - Contract Administrabon Mgr | pdf
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Contract Administration Mgr | (00000186)

Status Recruiter
Pending Recruiter

Status Details Hiring Manager
To Be Approved Manager, Hiring

Requisition Type
Professional

Hired Candidates
0out of 1

Requisition Structure

Identification

Primary Location
Texas > 3000

I

Title
Contract Administration Mgr |

Justification
New Position

Position Number
000003

Group

Number of Openings
]

State Job Code
00063

User Group
T
Department of X00CX Bale

Show nert page (Right Arrow)
W |0 o) | - == | A

Step

Action

Click the Down Arrow object.

T

Click the Vertical Scrollbar.

In this example, we will skip over reviewing the Questionnaire section.
Note: Hiring Managers will not see the Questionnaire section.

Click the Close Tab (Ctrl+W) button.
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Close Tab (Ctrl+ W)

Approver

Requester
Date
Dec 14,2015, 10:02:43 AM

|_|send me an emai with my decision

Requisition Detais

Requisiton Recruiter Hiing Manager
00000186 -Contract Administration Mgr | pdT Recruiter Hining Manager
Target Start Dats Primary Location
2016-11-16 00:00:00.000 (GMT+00:00) SETELTRTE

CAPPS HR/PAYROLL

EUT Course

Step Action
7. Click the Decision list item.
Approve ¥
8. Click the Reject list item.
Reject
9. Comments are required when Rejecting a requisition.
Enter the desired information into the field. Enter "Please correct the job
qualifications.".
10. If you would like an email of your decision,

Click the Checkbox option.
LJ
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PR

| Approver

Approver

Requester
Date
Dec 14, 2016, 10:02:43 AM

Comments:

approve *
Comments

For Requisition Piease correct the job quaifications.
(00000186) Contract
Administration Mar |

[ 5end me an email with my decision

Requisition Detals
Requisition Recruiter u Hiring Manager

00000186 -Centract Administration Mar |.odf Recruiter e
Primary Location

Target Start Date:
J00KK LOCATION (2

2015-11-16 00:00:00.000 (GMT-00:00)

#10% ~

Step Action

11. To Save your Reject decision,
Click the Done button.

12. Click the Recruiting Home Page link.
Recruiting

13. Currently, the Approve Requisition link is still listed in the Task Channel with a
Total of 1.
A Refresh will update the information on this page with the latest changes.

14. Click the Refresh button.

C

15. The Approval Requisition link is no longer listed. This means that you don't have
any additional requisitions awaiting your approval.

16. Congratulations! You have successfully completed this lesson.

End of Procedure.
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Post

Posting Job

Section 2, Lesson 4 Exercise - Scenario 1: Posting Job

Requisition posting consists of publishing a requisition in order to have candidates apply for
a job.

The requisition must have one of the following statuses: Open - Approved, Open - Unposted,
Open - Expired

There are several ways to access the Posting and Sourcing feature:
* From the More Actions menu within the requisition file.

* From the Posting and Sourcing tab within the requisition file.

* From the Contextual action menu in the requisitions list.

* From the Tasks Channel, the Ready for Sourcing link will take you directly to a list of
requisitions that need to be posted.

* When a requisition is ready for posting or already posted, you can click the Status Detail link in
the requisitions list and you will be taken to the Posting and Sourcing tab of the requisition.
Procedure

In this lesson, you will learn how to Post a Requisition (Job).

The following scenario will be used:

1) You will post and source Requisition ID - 000000216 - Contract Manager 1.

Step Action

1. Under the Task Channel, you will find tasks that are waiting for you to handle.

In this exercise, you will Post and Source a requisition that is Ready for Sourcing.
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Production Support2 | Home | Resources = | Sign Out

A

¥ Recruiting Tasks Requisitions. Candidates Offers Libraries ~

‘Welcome to the Recruiting Center.

Show information for requisitions:

Iown - c
Candidat = Off =
il -ancicates Create Candidate, L ES
A Tom A Tom
There is no datato display, There Is no datato display.

- .
= Requisitions —— u Tasks

~ Total Recruiting ~ Total
Draft 0 2 Tasks assigned to me 4 7
Pending ] 2 Al staffing tasks 4 7
Open 0 4 Requisitions
Canceled (Since Sep 1, 2015) ] 2 To be completed 2 4
Ready for sourcing 2 3

p Search for Candidates

Search for candidates according to different criteria.

B4 My Setup

%) TALEOH

®105%

Step Action

2. Click the Ready for sourcing link.
Ready for sourcing

3. You can select either the Ready for Sourcing link or the Requisition ID.
Click the Ready for Sourcing link.
Ready for sourcing

4, The Posting and Sourcing tab is already selected and waiting to be modified in
order to Post and Source the requisition.

5. Click the Modify button.

Modify...

6. Review the Posting Requisitions page to ensure that the Career Sections are
correct and the Start and End Dates are accurate.

7. The Career Section lists the different areas where the posting will appear.
One of the sections will always be for your specific Agency. Agencies will only see
the CAPPS and their agency Career Sections.

8. Visibility tells you whether the posting is visible Internally (employees) and/or

Externally (public).
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Step Action

9. To move to the right,

Click the Horizontal Scrollbar.

10. The To be Posted checkboxes should be checked in order to Post.
11. To save the settings on the page,
Click the Done button.
12. The Posting information now appears under Services - Career Sections.
13. The Requisition Status Details indicate that this requisition is now Posted. The

job is now available for applicants to apply.

14. You will be able to determine if any candidates applied to the requisition by the
number indicator.

Clicking on the number will open up the Candidate's list for this requisition.

15. Congratulations! You have successfully completed this lesson.
End of Procedure.

UnPosting Job

Section 2, Lesson 4 Exercise - Scenario 2: UnPosting Job

A posted job can be unposted when necessary. Unposting removes the job from the CAPPS and
agency sites so that applicants can no longer apply for the job.

Procedure
In this scenario, you will learn how to Unpost a job.
The following scenario will be used:

1) Unpost Requisition ID - 00000197 - Purchaser VI.
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Step Action

1. There are various ways to find the requisition in order to UnPost it. You will look
under Requisitions in an Open status.

Production Support2 | Home | Resources = | Sign Out

#A v Recruiting | Tasks  Requisions  Candidates  Offers  Libraries v

‘Welcome to the Recruiting Center.

Show information for requisitions:

Iown - c
_ = =]
f] Candidates Create Candidate L Offers
~ Total ~ Total
There is no data to display. There is no data to display.
™ Requisitions = u Tasks -
= Creale Requisition.
~ Total Recruiting IS Total
Draft 1] 2 Tasks assigned to me: 4 6
Pending 0 2 All staffing tasks 4 6
Open 0 4 Requisitions
Canceled (Since Sep 1, 2015) 0 2 To be completed 2 4
Ready for sourcing 2 2
Search for Candidates
Search for candidates according to different criteria.

B2 My Setup F

%) TALEOH

®105% ~

Step Action

2. Click the Open link.
Open

3. For Requisition ID - 00000197,

Click the Drop Down Arrow button.

v

4. Click the Posting and Sourcing... list item.

Fosting and Sourcing...

5. Click the Modify button.
Modify...

6. Click the Horizontal Scrollbar.
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Step Action
7. Deselect the checkmark for all of the Posted rows.
Click the Posted Checkbox option.
vl
Once the checkbox is unchecked, the Posting Status changes to "To be unposted".
9. Click the Posted Checkbox option.
v
10. Click the Posted Checkbox option.
v
11. Click the Posted Checkbox option.
4
12. To save the To Be Unposted changes,
Click the Done button.
13. The Status Details of this requisition is now Unposted.
Applicants will no longer see the posting.
14. Congratulations! You have successfully completed this lesson.

End of Procedure.

Extending a Posting

Section 2, Lesson 4 Exercise - Scenario 3: Extending Posting

If the Posting date should expire on a requisition, there is a task that will appear requesting the
user to Extend Posting.

Users will be notified three days prior to the expiration (end date) of a posting.

In order to extend a posting, the posting dates must be changed.

Procedure

In this lesson, you will learn how to extend the posting for a requisition.

The following scenario will be used:
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1) Extend the Posting for Requisition ID - 00000085 - SOT - Auditor VI

Production Support2 | Home

&

e ] L

#A& v Recruiting | Tasks Candidates  Offers

Requisitions

Libraries v

‘Welcome to the Recruiting Center.

Show information for requisitions:

All requisitions. - c
[ Candidates Greate Candidate L ies "
~ Total I3 Total
In Selection Process on Open Requisitions ] 160 Draft (Since Sep 1, 2015) ] 2
- ACE 0 86 Approval in Progress (Since Sep 1, 2015) 0 1
- New o 80 Extended (Since Sep 1, 2015) o 2
- Manually Maiched o 26
u Tasks =
Regquisitions =
= Create Requisition. Recruiting A Total
~ Total Tasks assigned to me 5 7 I
Draft ] 22 All staffing tasks 5 97
Pending 0 1% Requisitions
Open 0 85 To be completed 3 a1
Canceled (Since Sep 1, 2015) 0 14 Approve Requisition ] 6
On Hold 0 1 Ready for sourcing 2 21
Filled (Since Sep 1, 2015) ] 3 Extend Posting? ] 2
Sourcing strategy to be defined ] 4 -
3) TALEO!
#105% v

Step Action

1. Click the Extend Posting? button.
Extend FPosting?

2. Click the 0000008- SOT Auditor VI link.
00000085 - 50T

Auditor

3. Click the Modify button.
Modify...

4. Click the End Date Field dropdown button to activate the menu.

w

You can use the calendar to select a date or use the drop down options.

6. Click the 14 days later list item.
14 days later

7. Click the button to the right of the End Date field.
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Step Action

8. Click the 14 days later list item.
14 days later

9. Click the button to the right of the End Date field.
10. Click the 14 days later list item.
14 days later
11. Click the button to the right of the End Date field.
w
12. Click the 14 days later list item.
14 days later
13. Click the Horizontal Scrollbar.
] 4
14. To save the extended dates entered,
Click the Done button.
15. To check the history of activity for this requisition,
Click the History tab.
History
16. The dates and events for the Requisition are displayed. The latest event is the
Posting Extended.
17. Click the Recruiting link.
Recruiting
18. Use the refresh so the Task Channel can update the Extend Posting. The total

should change from 2 to 1.

Click the Refresh button.

C

19. The Extend Posting now has a count of (1).

The Task list is updated from extending the dates of the requisition.
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Step Action

20. Congratulations! You have successfully completed this lesson.
End of Procedure.

Manage Candidates

Candidate File and List
Section 2, Lesson 5 Exercise - Scenario 1: Candidate File and List
Candidate File

A candidate file is a form containing candidate information such as personal information,
work experience, certifications, references, EEO information and screening information.

A candidate file is organized into three sections:

e The left pane contains the candidate card in the top section and supporting
information in the bottom section. The card can be flipped and the pane can be
expanded or collapsed using the icon.

¢ The right pane contains supporting tools such as the online help. The pane can
also be expanded or collapsed.

e The center pane displays the candidate form.
Candidates List

The Candidates list displays the list of candidates by requisitions, summary candidate
file information and provides tools to filter candidates and to customize the candidates
list. Candidates will only appear in the list if they are attached to a requisition.

The Candidates list may be displayed by the Show filter which allows users to filter
candidates using ownership values. Quick filters and advanced filters are also provided
to filter the candidates list down to relevant information.

Procedure

In this lesson, you will learn how to view a list of candidates and the details of a candidate file.
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Step Action
1. Note: This CAPPS Recruiting homepage is for training purposes only. Not all menu
items shown will be seen in an Agency environment.
Menu items seen on the CAPPS Recruiting homepage will vary based on the user's
security role.
2. This is the CAPPS Recruiting Home Page. It enables a user to view Candidate,
Requisition, Offers and Tasks information.
This lesson will focus on viewing the Candidates file and list.
N ;
Tasks Requisitions Candidates Offers Libraries *
Welcome Recruiter Administrator .
Welcome to the Recruiting Center. -
Show information for requisitions:
lown v C
- Stz Create Candidate. 3 L SiEs -
~ Total » Total
In Selection Process on Open Requisitions 2 5 There is no data to dispiay.
- ACE o 1
- New 2 4
u Tasks =
Requisitions — = == A Toul
EESER P Tasks assigned to me 5 5
~ Total Al staffing tasks 5 5
Draft 1 2 Requisitions
Open 3 a To be completed 2 2
Ready for sourcing 2 2
Extend Posting? 1 1
p Search for Candidates
Search for candidates accerding to different criteria
My Set
H100% v
Step Action
3. Click the Candidates link to access the candidates list.
Candidates
4, The Candidates page is used to list, search and view candidate details.
The Quick Filters panel enables the user to filter by ownership values as well as
candidate, submissions and requisition details as desired.
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Step

Action

The Show candidates for requisitions: filter enables the user to list requisitions by
one of the following ownership designations:

...Jown

...I collaborate on

...I own or collaborate on
...All candidates

Recruiter Administrator Home Resources v Sign Out
#& v Recruiting Tasks  Requisions  Candidates  Offers  Libraries v
[} Candidates ”
Quick Filters e B 2 g = More Actions ¥ 7|[:=
Show cendidates for eauistions, | | A | @ Canaaate [# 8] @ | =] & [ Ser 27] Soius Nome, oo 37| suomssionCresson | submiss
— w ¥ 00000085 - SOT Auditor VI [
] Include inactive requisitions ) f, SOT_TRN_INT_EE SOT_TRKy) A b Hire Hire - To be Hired Oct22, 2015 Oct 22, 2(
Since =) ] 1 test2 Test Iy & - ﬁ" HR Oct 28, 2016 Oct 29, 20
Screen
+ Cond
Candidates LM~ Externall7, Candidate07 v J - 5] HR HR Screen - To be Nov 11, 2015 Nov 15, 2|
+ Submissi Screen  Reviewed
fi, SOT_test2, Test (10218) v o4 HR Nov 17, 2018 Nov 17,2
» Requisitions Haa e & Screen
¥ 00000223 - SOT_TRN_ADMINISTRATIVE ASSISTANTV [
] f, SOT_ test2, Test (10218) [{y & o4 5] HR Nov 5, 2015 Nov 17, 2
Screen
; ] 3
Advanced Fiters 1 to & out of & candidates
®100% v

Step

Action

Click the Show candidates for requisitions: dropdown arrow.

| owmn hd
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Recruiter Administrator Home Resources ¥ | Sign Out
Tasks Requisitions Candidates Offers Libraries v
-] Candidates .
Quick Filters 2 fo & X £ =2 More Actions = A =
snow canddetes or equisons: | L) A+ | @ | Candidete [#] 8] € =] K| st 27 Status Name, loor 3] submisson Creaton | Submiss
| own v ¥ 00000085 - SOT Auditor VI [
1own - |} §, SOT_TRN_INT_EE SOT_TRNy} a w Hire. Hire - To be Hired Oct 22, 2015 Oct 22, 2
| colaborate on L f, Test test2 Test(10749) I \f - ﬁﬁv HR HR Screen - Tobe Oct 28, 2015 Oct 29, 20
Screen Reviewed
T'own or cofaborate on [ A A Extemao?, Canadaten g 4 (g HR HR Screen - To be Nov 11, 2015 Nov 15, 2
A candidates Screen  Reviewed
LIm~s 4 SOT_test2, Test (10218) Xy \f) - 8 HR HR Screen - Tobe Nov 17, 2015 Nov 17, 2
Screen Reviewed
¥ 00000223 - SOT_TRN_ADMINISTRATIVE ASSISTANTV [0
L §, SOT_ test2, Test (10218) [Ty & o4 & HR HR Screen - Tobe Nov 5, 2015 Nov 17, 2
Screen Reviewed
v
Advanced Fiters 1 to & out of 8 candidates
#10% ~

Step

Action

Click the All candidates list item.
Al candidates

Notice all candidates attached to a requisition are listed by requisition number.

NOTE: Only candidates attached to a requisition will be displayed.

10.

The Candidates home page provides the ability to sort and filter the candidates
based on Candidate, Submissions and Requisitions detail.
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Recruiter Administrator | Home | Resources | Sign Out
& [ Search Candidate Advanced Ssarch
Requisitions Candidates Offers Libraries v
[} Candidates ”
Quick Filters e B B g = More Actions ¥ 7|[:=
Show condidates for reaistons \_1‘ A~ |®‘ Candidate ‘/ | [] ‘ € ‘ ] |E‘ * ‘ St 2" Status Name, Icor 37| Submission Creation ‘ Subn *
i <) |7 cononate-som crow rermsson et il
|| Inciuge mactve requistions || SOT_Cand,Name(10121) D@ & a4 g Offer  Offer-Draft May 22, 2015 Oct 22
Since = ¥ 00000039 - SOT Systems Analyst 1 [
SOT_Cand, TEST(10042) Far e 1st st Interview - Oct 12,2015 Oct 27
» Candidates - & 4 by ¢ % v ]
Interview  Passed Interviews
» Submissions ] SOT_Grant TEST(10080) ) & I 1st st Interview - 1st Oct 12,2015 Oct 27
Interview  Interview Schedued
*» Requisitions
] SOT_Name, SOT_Applcant (1(y} & 4 g HR HR Soreen—Not o, Oct 12,2015 Oct13
Screen  Selected
O SOT_Recrutert TEST: (10045y) & FI HR HR Screen - Appicant  Oct 12, 2015 Oct 27
Screen  Withdrew
¥ 00000072 - SOT Senior System Analyst [
O SOT_1, Taleo TEST (10243) (¥ 4 Hire Hire - To be Hired Sep 24, 2016 Oct4,
| j, SOT_Candidate1, Tako a5 Offer  Offer- Offer fo be Made Oct 14, 2015 Oct 22
SOT_ 50T_ Recrutert st st Interview - ct 20, 2015 o
) T_S0T_Recruter % nterview » Oct20,201 Oct 22
Interview  Passed Interviews
| f, SOT_3, Taleo TEST (10244) (¥ &~ HR HRScreen-Tobe  Sep24, 2016 Oct 19
Screen Reviewed
] §, SOT_Recrutert  (10247) (@3 @ 4 @ HR HRScreen-Tobe Ot 14,2015 Oct 14
Screen Reviewed
1 j, SOT_Canddatel (10750) [(3) & a5 HR HRScreen-Tobe  Oct23,2015 Oct 23
Screen _Reviewed I’
n | v
Advanced Fiters 1 to 167 out of 167 candidates
®100%

Step

Action

11.

Click the scrollbar.

12.

Click candidate SOT _test2, Test (10218)

13.

The candidate's details are available to view.

14.

The main content of the candidate file is within the Job Submission and General
Profile tab.

15.

The Job Submission profile includes candidate name, the threshold count of ACE
questions and the candidate's Candidate Selection Workflow (CSW) position.
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Recruiter Administrator | Home

Tasks  Requisiions  Candidates  Offers  Libraries ©

soT AT DG eaa

Resources v | Sign Out

arch

v

Job Submission ~ | SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) ~
ik d 5 outof 5 candidates
SOT_last name, first Z BB & B ? @ v | mreasnsv et
D 10218
Required 0/0 Job Submission'¥ | Attachments Tasks History
0/0
HR Screen B
Status To be Reviewed
Other Submissions
o » 1. Personal Information

i=l

» 2. Resume

Language /| ® 3. Submission Information
English.
Creation Date H
o6 20 » 4. Profile Information
Latest Submission Medium . R
Onine » 5. Experience and Credentials
Source
Not Specified . .
» 6. Job Questionnaire
Submission Type
External
Recruter » 7. References

Recruiter Administrator

Hiring Manager
Recruiter Administrator

H100%

Step Action
16. Click the View the General Profile tab.
17. The General Profile displays the candidate's personal contact information.
18. Click the View the Job Submission tab to return to the Job Submission.
19. The requisition for which the candidate applied is identified.
20. Each Candidate file section expands to
view their application details related to:
- Personal Information
- Resume
- Submission Information
- Profile Information
- Experience and Credentials
- Job Questionnaire
- References
21. Congratulations! You have successfully completed this lesson.

End of Procedure.
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Candidate Action (Edit and Print)
Section 2, Lesson 5 Exercise - Scenario 2: Candidate Action - Edit and Print

There are several actions associated with maintaining a candidate's file. This lesson will
focus on the Edit mode and Print mode actions.

Edit Mode

In edit mode, all fields included in the candidate form are displayed to update as
needed. Required fields are highlighted with a red (*) asterisk.

Print Mode

The print functionality allows CAPPS Recruiting users to create a PDF version of a
requisition file or candidate file for printing.

The print function is available in the Candidates list and within Candidate files. When
using the print function, users can decide to print a summary listing of candidates or
requisitions, or they can choose to print the details of the file where content is presented
into sections.

NOTE: A maximum of 1000 lines can be printed in the list. Within the .pdf file that is
created, there is an option to Save and/or Print the file.

Procedure

In this lesson, you will learn how to perform the edit and print Candidate Actions.

Step Action

1. Note: This CAPPS Recruiting homepage is for training purposes only. Not all menu
items shown will be seen in an Agency environment.

Menu items seen on the CAPPS Recruiting homepage will vary based on the users
security role.

2. The Recruit Home page provides access to Candidates, Offers, Requisitions and
Tasks details.

To edit a candidate's file, let's access the Candidates section of the Recruit home
page.
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A ¥ Recruiting Tasks  Requisiions  Candidates  Offers  Libraries ©

Welcome Recruiter Administrator

Welcome to the Recruiting Center.

Show information for requisifions:

1 own v C
(== Candidates Create Candidate. = L Offers -
~ Total o Total
In Selection Process on Open Requisitions 2 5 There is no data to display.
- ACE 0 1
- New 2 4
u Tasks =
™ | Requisitions = | Recruing b= Total
= Kiiei oy Tasks assigned tome 4 5
~ Total Al staffing tasks 4 5
Draft 1 2
Open 2 4 1 2
p Search for Candidates
Search for candidates according to different critena.
My Set
#100% ~
Step Action
3. Click the Candidates link.
Candidates
4, The Candidates page displays a list of candidates sorted by requisition that is
owned by the user.
5. Click the SOT _test2, Test (10218) link.
SOT_test2 Test (10218)

The detail of the candidate's file is displayed in view only mode.

Click the Edit button.

Edit

8. The Candidate's file now opens in edit mode. In edit mode, all fields included in
the candidate form are open to update, as needed.

Required fields are highlighted with a red (*) asterisk.

9. Click in the Address (line 2) field.

10. Enter the desired information into the Address (line 2) field. Enter "Floor 20".
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Requisitions

Candidates Offers

soT appiied for requisition:

Libraries ¥

Job Submission SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) - ?
x4 5 outof 5 candidates
SOT_ last name, first S-S
D 10213
Required 0/0 Job Submission ¥’
Assets 0/0
Step HR Sereen Save | SaveandClose | Cancel
Status Tobe Reviewed

Recruiter Administrator | Home | Resources v | Sign Out

d~ [ Search Candidate Advanced Search

Other Submissions

Candidate Personal Information

Flace of Residence
Hiring Manager United States > Texas » Austin
Recruiter Administrator

1. Personal Information

Middie Name

Address (ine 2)
Ficer 20|

Zip/Postal Code

78701

* First Name
Language first
Engish
Creation Date List any other names used if different from na...
Nov 5, 2015
Latest Submission Medium
@ Address (ine 1)
Source 11117t
Not Spectied
Submission Type City
B austn
Recniter
Recriter Administrator

* Last Name

SOT_last name

H100%

Step Action

11. Click the scrollbar.

12. The Resume section is open in the edit mode.

Click the scrollbar.

13. The Submission Information and Profile Information are available for update as

needed.

Click the scrollbar.

14. Click the scrollbar.
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Recruiter Administrator | Home | Resources v | Sign Out

ESb bl P o

arch

Tasks  Requisiions  Candidates  Offers  Libraries *

soT AT DG eaa

Job Submission SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) - ?
x4 5 outof 5 candidates
SOT_last name, first =l falrln
D 10218
Required 0/0 Job Submission ¥

0/0
HR Screen
Status To be Reviewed

Save | SaveandClose  Cancel

Other Submissions

o 5. Experience and Credentials

= Education

4 aaa

Work Experience

Language
English
S Add
Creation Date m
Nov 5, 2015
s Certifications
Latest Submission Medium
Oniine 4= Add
Source
Not Specified
Submission Type 6. Job Questionnaire
External
< Disqualification Questians
Recruiter

Recruiter Administrator

Step Action
15. The Experience and Credentials and Job Questionnaire section are available for
update as needed.
Click the scrollbar.
16. The References section is available for update as needed.
17. Click the Save button.
Save
18. Notice the Address (line 2) has been updated to 'Floor 20'.
19. Now that the candidate's file has been successfully updated, let's print the file.
20. The Candidate's file page provides action icons related to updating the candidate
list or file.
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Candidates Offers Libraries v

Requisitions

soT AT oG aaaT

Job Submission — SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) - ?
x4 5 outof 5 candidates
SOT_last name, first Z G e £ B ? Q@ v More Actions =l
D 10218
Required 0/0 Job Submission ¥ | Attachments | Tasks | History
Assets 0/0
Step HR Screen Edt
Statu Tobe Reviewed

Recruiter Administrator | Home | Resources v | Sign Out

* 1. Personal Information

Candidate Personal Information

First Name

Language first

Engish Address (ine 1)
111e17th

Creation Date

Nov 5, 2015

Latest Submission Medium

Onine -
Source Primary Number
b= Cellular Phone
Submission Type Celuiar Number
Extemal 6126556665
Emal Address

Recruiter

- noemail @cpa.texas.qov

curity Number
Hiring Manager
Recruiter Administrator

Floor 20
Zip/Postal Code
78701

Date of Birth
Jul3,1978

®100%

Step Action

21. Click the Printer icon.
=

22. The Print Configuration page provides options to print selected items from the
candidate’'s file.

23. Based on the desired printout, a user may click the appropriate section
checkbox(es).
NOTE: At least one section must be checked to print candidate information.

24. Let's scroll down to view additional information that may be printed from the
candidate's file.
Click the scrollbar.

25. Click the scrollbar.

26. Click the scrollbar.

27. Click the Print (PDF) button.
This button converts the selected data to a PDF file for printing.

28. The Candidate Information form is created in a PDF format.
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Candidate Information

Note: Due to the PDF conversion process, this PDF document
may not accurately represent the formatting of the attachments
that were converted. Please click on the attachment links for
each candidate to view the original attachment.

Step Action

29. Click the scrollbar.

30. Click the scrollbar.

31. Click the scrollbar.

32. Click the scrollbar.

33. History of the changes made to the candidate's file is available as a print option.
34. Congratulations! You have successfully completed this lesson.

End of Procedure.

Candidate Creation

Section 2, Lesson 5 Exercise - Scenario 3: Candidate Creation

CAPPS Recruiting users have the ability to create candidate general profiles and job-
specific submissions. The job-specific profile is the most commonly used.

The creation of candidates is done via the Create Candidate process available on the
CAPPS Recruiting home page.

When selecting the Create Candidate action, a template of required fields is provided to
successfully create a candidate profile.

Page 77



CAPPS HR/PAYROLL
EUT Course @

Centralized Accounting and Payroll/Personnel System
Note: The Candidate Creation process typically occurs when an applicant does not
apply online. The candidate will receive an email with logon instructions to complete
their profile as needed.

Procedure

In this lesson, you will learn how to create a Candidate profile.

Step Action

1. Note: This CAPPS Recruiting homepage is for training purposes only. Not all menu
items shown will be seen in an Agency environment.

Menu items seen on the CAPPS Recruiting homepage will vary based on the users
security role.

2. This is the CAPPS Recruiting Home Page. It enables users to view Candidates,
Requisitions, Offers and Tasks information.

This lesson will focus on creating a Candidate's profile.

Recruiter Administrator | Home

Tasks  Requisiions  Candidates  Offers  Libraries ©

Welcome Recruiter Administrator 2

Welcome to the Recruiting Center.

Show information for requisitions:

1 own v C
Candidates = L Offers =
(=] Create Candidate.
~ Total o Total
In Selection Process on Open Requisitons [ 2 There is no data to dispiay.
- New 0 1
| v I Tasks
Requisitions
Create Requisition Recruiting M~ Total
A Total | | Tasks assigned ome 3 3
Drat 1 1 Al staffing tasks 3 3
Open 1 2 Requisitions:

To be completed 1 1
Extend Posting? 1 1

Sourcing strategy to be defined 1 1

p Search for Candidates

Search for candidates according lo different criteria.

My Set
ﬁﬂv etup

leview your identity detais and preferences.

&) TALEO!

H100% ~
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Step Action

3. Click the Create Candidate button.
Create Candidate...
4, The Create a Candidate page displays the file creation options.

- Create a General profile: For candidates who have not completed a job-specific
submission.

- Create a job-specific submission: For candidates who have submitted a profile
for a specific requisition.

5. Click the Create a job-specific submission option.
(_J) Create a job-specific submission

6. Click the Next button.
7. The Create a Candidate page enables the user to select a job-specific requisition

for candidate.

Create a Candidate

Please add at least one requisition to the st

| D | Lﬂql Title Recruter ‘ Status

* | Job Field - |& |

00000074 en  SOT Senior Account Manager2 [0 Administrator, Recruiter Approved
00000279 en  SOT_TRN_Program Speciaist || (0 Administrator, Recruiter  Sourcing
00000223 en  SOT_TRN_ADMINISTRATIVEA.. [0 Administrator, Recruiter Sourcing

00000035 en  SOTAwdiorVi [ Administrator, Recruiter  Sourcing

H100% v
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Step Action
8. Click the Select button.
Select

9. The selected requisition(s) are listed in the Specify the requisitions for which this
candidate is applying section.

10. Click the Next button.

11. Click in the First Name field.

12. Enter the desired information into the First Name field. Enter
"SOT_TRN_CreateProfile".

13. Click in the Last Name field.

14. Enter the desired information into the Last Name field. Enter
"SOT_TRN_LastName".

15. Click in the Email Address (or User Name) ficld.

16. Enter the desired information into the Email Address (or User Name) field. Enter
"noemail@texas.gov".

17. Click the Next button.

18. After entering the candidate's information, CAPPS Recruiting will check for
duplicate records currently existing in the database. The duplicate search includes
comparing existing telephone numbers, email addresses and names. If the
candidate's information exists the user may select it and open the file. If not, the
user may select Create Candidate or Modify your Criteria.

In this lesson, let's create a candidate.
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Create a Candidate

heck Results idate [ =

0 possible duplicates match your criteria_
below. T you you were about to create, select it to open his fle. Otherwise, create a new candidate or madify your criteria.

gll.‘!‘.lm‘aﬂm ‘CﬂjﬂrNulm ‘HﬂnePhnne Work Phone Address (ine 1)

No matches found.

No candidates match your search criteria.

- —— |

0t 0 cut of D candidates (0 fotal)

Creste Candidate ‘ Cancel |

®100%

Step Action

19. Click the Create Candidate button.

Create Candidate

20. Click in the Address (line 1) field.
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Tasks  Requisiions  Candidates  Offers  Libraries ©

New Candidate ~

General Profie ¥ | Aftachments

Save || SaveandCloss  Cancel

1. Personal Information

Candidate Personal Information

* First Name Middie Name * Last Name

SOT_TRN_CresteProfie SOT_TRN_LastName

List any ofher names used f different from name on this appication

Address (ine 1)

Address (ine 2)

City Zip/Postal Code

®100%

Step Action
21. Enter the desired information into the Address (line 1) field. Enter "P.O. Box 111".
22. Click in the City field.
23. Enter the desired information into the City field. Enter "Simpletown".
24, Click in the Zip/Postal Code field.
25. Enter the desired information into the Zip/Postal Code field. Enter "xxxxx".
26. Click the scrollbar.
27. Click the Primary Number list.
Mot Specified "'
28. Click the Home Phone list item.
Home Phone
29. Click in the Home Phone Number field.
30. Enter the desired information into the Home Phone Number ficld. Enter "XXX-
XXX-XXXX".
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Step Action

31. Click the Attachments tab.
Aftachments
32. Click the Add a file button.
Add
33. The Add a File page enables the user to attach documentation to the candidate

profile, such as a resume or proof of certification letters.

In this lesson, there are no attachments to be added to the candidate's file.

34, Click the Cancel the action button.
Cancel
35. Click the General Profile tab.

General Profile

36. Click the Save and Close button.

Save and Close

37. This message, "Do you want to create another candidate using the same
criteria?" is displayed to help save time when creating multiple profiles.

38. Click the No button.

Mo

39. The new candidate profile under the requisition of SOT_TRN_Program Specialist
I1 is complete.

The candidate profile is available in view-only mode.

40. Click the Collapse this section link.

v
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Recruiter Administrator | Home | Resources v | Sign Out

Requisitions Candidates Offers Libraries v

SOT TRN LastName, SOT TRN CreateP: equisition:

Job Submission — SOT_TRN_Program Specialist Il (00000279) - ?
SOT_TRN_LastName, ‘9 out of 10 candidates
SOT_TRN_ CreateProfile T R SR T e — = e

11836
0/2 Job Submission ¥ | Aftachments Tasks History
/7
HR Screen £
Status To be Reviewed
Other Submissions
Active (0) » 1. Personal Information

» 2. Resume

Language /| ® 3. Submission Information
English
Creation Date H
P e » 4. Profile Information
Latest Submission Medium . R
Resume » 5. Experience and Credentials
Source
Not Specified . .
» 6. Job Questionnaire
Submission Type
External
Recruter » 7. References

Recruiter Administrator

Hiring Manager
Recruiter Administrator

®100%

Step Action

41. Click the Edit button.
Edit
42, In Edit mode, all fields included in the candidate profile are open to update, as
needed.

Required fields are highlighted with a red (*) asterisk.

43. Click the scrollbar.

44, Section 2. Resume enables the user to type information from a candidate's
submitted resume.

45. Click in the Resume field.

46. Enter the desired information into the field. Enter "This section may be used to
type or paste the candidate's resume information.".

47. Click the scrollbar.

48. Section 3 - Submission Information is used to indicate how the candidate's profile

was submitted.

Section 4 - Profile Information is used to indicate the candidate's job preferences.

49. Click the scrollbar.
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Step Action
50. Click the Date of Availability drop down Calendar list.
H &
51. Click the December 28, 2015.
28
52. Click in the Minimum Annual Salary field.
53. Enter the desired information into the Minimum Annual Salary field. Enter
"3,000".
54. Click the scrollbar.
55. Click the Job Field...Modify button.
Modify...
56. The Job Field Selector page is used to identify which Job Classification the
candidate has selected.
57. Click the Select button.
Select
58. The Job Classification selected is displayed.
Click the Done button.
59. Click the Organization...Modify button.
Modify...
60. The Organizations Selector page is used to identify the agency at which the
candidate prefers to work.
61. Click the Select button.
Select
62. Click the Done button.
The Selected Organization is displayed.
63. Click the scrollbar.
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Step Action

64. Click the Location...Modify button.
Maodify...
65. Click in the City field.
66. Enter the desired information into the City field. Enter "Austin".
67. Click the Refresh button.
L x]
68. The Available Location list displays information based on the Quick Filter.

Click the Select button.

Select
69. The Selected Location is displayed.
Click the Done button.
70. Click the scrollbar.
71. Section 5 - Experience and Credentials is used to list the candidate's Education,

Work Experience and Certifications.

The Add button is used to note the appropriate details for each area.

72. Click the scrollbar.

73. Section 6 - Job Questionnaire is used to display the questions the candidate must
answer during the application process.

74. Click the scrollbar.

75. The Prescreening Questionnaire section contains job-specific questions as
designated by the agency.

76. Click the scrollbar.

77. Section 7 - References are used to note the candidate's business or personal
references

78. Click the Save and Close button.

Save and Close

79. The Candidates job-specific profile has been created.
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Step Action

80. The candidate will receive an email with logon instructions to access their candidate
file.
This is an example of an email after a job-specific profile has been created for the
candidate.

81. Congratulations! You have successfully completed this lesson.

End of Procedure.

Screen for Candidates

Prescreening Candidates

Section 2, Lesson 6 Exercise - Scenario 1: Prescreening Candidates

Candidates apply on posted requisitions and answer the prescreening
questions. CAPPS Recruiting users have the ability to use questions as prescreening
tools to find the ideal candidates.

When Recruiters add questions to the requisition, they will specify if the question is
required for the position or if it is an asset. This is used to help identify the ACE
candidates.

Procedure

In this lesson, you will learn how to setup prescreening questions criteria and view candidates'
responses.
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A ¥ Recruiting Tasks  Requisiions  Candidates  Offers  Libraries ©

Welcome Recruiter Administrator

Welcome to the Recruiting Center.

Show information for requisifions:

1 own v C
Candidates = L Offers =
(=] Create Candidate.
~ e » Total
In Selection Process on Open Requisitions 2 ) There is no data to display.
- New 2 4
| v I Tasks
™ ' Requisitions
= Create Requisifion. Recruiting » Total
.3 Total Tasks assigned to me 3 4
Draft 1 2 Al staffing tasks 3 4
Open 2 4 Requisitions
To be completed 1 2
Ready for sourcing 2 2

p Search for Candidates

Search for candidates according lo different criteria.

S e
Step Action
1. Starting at the CAPPS Recruiting Home Page, access the requisition to view the
prescreening questions.
Click the Requisitions link.
2. Click the SOT_TRN_ADMINISTRATIVE ASSISTANT V link.
1 SOT_TRN_ADMINIST
RATIVE ASSISTANT V
3. The requisition details for the SOT_TRN_ADMINISTRATIVE ASSISTANT V
(00000223)
4, Click the Collapse the 1. Requisition Structure section link.
¥
5. Click the Expand the 5. Questionnaire section link.
»
6. Click the Edit button.
Edit
7. The 5. Questionnaire section displays the Disqualification and Requisition-
specific questions.
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Step Action

8. The Disqualification Questions do not disqualify a candidate. These questions
may require verification of the candidate's response.

Recruiter Administrator | Home | Resources v | Sign Out

o Ady

Tasks Requisitions Candidates Offers Libraries *

SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223)
Reauston 3 out of 6 requisitions.

&

SOT_TRN_ADMINISTRA
00000223 Requisition

Open Save | SaveandClose  Cancel * Show fiekds required to:
s Posted Save it

5. Questionnaire

Disqualification Questions
Candidates for this 1
requisition:

Questions Answer Resuit
1. A - Are you a veteran? Yes D ToBe Verified

Activated Languages No ‘The Candidale Passes

Engiish (Base) ¥ .« Giobal

Requisition Type. « Code: SOT_DQO0S D

Professional

Hired Candidates
Doutof 1 2. B. - Are you a surviving spouse of a veteran who has not Yes 3 ToBe Verified

remarried?
Primary Location No The Candidate Passes

Camp Hubbard Bidg 1 (3

Recruiter
Administrator, Recruiter

Hiring Manager « Visibie by Al Candidates

TR R 3. C. - Are you a sunviving orphan of a veteran? ::s =l luhg B:J::::a e
N o
Step Action
9. Click the scrollbar.
10. The requisition-specific Questions may be applied to the requisition at any

time. The user may add, sort or remove questions, as applicable.

11. Click the Required/Asset dropdown button to view the options.

Mot Applicable *

12. Click the Required list item.
Required
13. Proceed to apply the appropriate criterion for each question.
14. Click the scrollbar.
15. Click the Required/Asset dropdown button to view the options.

Not Applicable v

16. Click the Required list item.
Required
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Step Action
17. Click the Required/Asset dropdown button to view the options.
Mot Applicable ¥
18. Click the Asset list item.
Azzet
19. Click the scrollbar.
20. Click the Required/Asset dropdown button to view the options.
Mot Applicable v
21. Click the Asset list item.
Asset
22. Click the Required/Asset dropdown button to view the options.
Mot Applicable i
23. Click the Asset list item.
Asset
24, Click the scrollbar.
25. Click the Required/Asset dropdown button to view the options.
Mot Applicable ¥
26. Click the Asset list item.
Azzet
27. Click the scrollbar.
28. Click the Required/Asset dropdown button to view the options.
Mot Applicable v
29. Click the Required list item.
Required
30. Now that the Required and Asset criterion have been set for the appropriate

requisition-specific questions, it's time to save and locate a candidate.

Click the Save and Close button.

Save and Cloze
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Capps Recruiter Administrator | Home | Resources | Sign Out
e Advanced Ssarch
«
SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223)
Requisition ?
3 out of 6 requisitons
* ‘{.ﬁca"fpvf‘uommvl =
SOT_TRN_AL — —
00000223 || Rouiston= | Mets | Atsctments | Approvals | Posing and Sourcing | History |
Status Open Egit
Status Detads  Posted
* 1. Requisition Structure
Identification
Candidates for this 1
requisiton
Requisiton Titie Number of Openings
i SOT TRN ADMINISTRATIVE ASSISTANT V 1
— Justification State Job Code
New Postion 0158
Requisition Type Positon Number
Professional 0001334
Hired Candidates
Ooutof 1 Group
Primary Locaton User Group
EDitE T = Department of Motor Vehicies
Recruiter
Administrator, Recruiter ——
Hiring Manager
” ; Organization
Administrator, Recruiter
State of Texas CAPPS State of Texas -
®100%
Step Action
31 Click the Candidates link
. =
andidates
C@pps Recruiter Administrator | Home | Resources | Sign Out
™ | Search Candidate Advaneed Searcn
«
[} Candidates ”
Quick Filters 7 B B = & B | woresctons v |
Show cones for restons u‘pl@‘ Candidate ‘ila‘i‘dlm‘i‘ Stﬁz" ) oy Creion
— - ¥ 00000085 - SOT Auditor VI [
[ Include nactive requistions ] j, SOT_TRNINT_EE SOT_TRKY» @ 4 B Hie Hie-Tobetired  Oct22,2015 Nov 18,2
Since = ] i), Test, lest2 Test (10748) €2 & 4 g HR HR Screen - Tobe Oct 28, 2015 Oct 29, 24
Screen Reviewed
*» Candi ~
aates [] A A Edemslt?, Canddaisdi (¥} & Frs HR HRScreen-Tobe  Nov 11,2015 Nov 15, 2]
¥ Subm Screen  Reviewed
R » [ A A SOT_lest2 Testl (10218) Frs HR HRScreen-Tobe  Nov 17,2015 Nov 17,2]
Requisitions Screen  Reviewed
¥ 00000223 - SOT_TRN_ADMINISTRATIVE ASSISTANT V[
O B, SOT_tes2 Testi10218) [(¥) & 4 g HR HRScreen-Tobe  Novs, 2015 Nov 20, 2
Screen  Reviewed
O SOT_TRN_InterviewOffer, SOy 4 g8 & HR HRScreen-Tobe  Nov 26, 2016 MNov 25, 2|
Screen  Reviewed
¥ 00000279 - SOT_TRN_Program Specialist Il [
[ A  SOT_TRN_InterviewOffer, SOT¥) 4 g0 R HRScreen-Tobe  Nov 25,2015 Nov 25,2
Screen Reviewed
<F | 1
Advanced Fiters 1107 out of 7 candidates
®100%
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Step Action
32. Click the SOT_TRN_InterviewOffer, SOT link.
SOT_TRM_InterviewOdfer, SOTw ]
33. Click the Collapse this section link.
-
34, Click the Expand this section link.
-
35. Click the scrollbar.
36. The Job Questionnaire on the candidate profile displays the candidate's answers to
the prescreening questions. The answers are identified by a check mark.
37. Click the scrollbar.
38. Click the scrollbar.
39. Click the scrollbar.
40. Click the scrollbar.
41. Click the scrollbar.
42. Note that the Required and Assets criteria are tallied at the end of section 6 - Job
Questionnaire as well as the Job Submission card.
This information is used to identify the number of matched criteria.
43. After you have screened this candidate for the Required and Asset criteria, it is time

to move them to the next step in the Candidate Selection Workflow (CSW)
process. This is completed by accessing the Change Step/Status action.
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Recruiter Administrator Home Resources ¥ S
7® ™ | Search Candidate b
Tasks Requisitions Candidates Offers. Libraries ¥
Job Submission — VSVOTfTRI:‘LI:Abl:\‘/IIVI;IISTRA:FII\;E A‘S;SISTAI:I:FV (00000223) ) ?
- 6 out of 7 candidates
o more, ||t € B v O | v Elnfafrfn
D 11465 Job Submission'¥ | Attachments Tasks History
:;:I:j z:j Edit
Step HR Screen
Status To be Reviewed West Virginia _
Other Submissions Wisconsn _
‘Wyoming —
Amenican Samoa —
District of Columbia —
Federated States of Micronesia —
Language - Guam —
Englsh Marshall Islands —
Creation Date Northern Mariana |siands —
MNov 25, 2015 F— =
Latest Submission Medium Puerto Rico .
Onine Virgin Islands —
Source
Not Specified
Submission Type
External
oot Adiistrr v 7. References
HmnnganEQEVF - There is no data to display. D
H100% ~
Step Action
44, Click the More Actions dropdown.
More Actions w
45. Click the Change Step/status... option.
Change Stepistatus...
46. The Change Step and Status page displays the Current Step and Current Status
of the candidate's application.
47. The Information section displays the Candidate Selection Workflow (CSW)

options for the New Step and the New Status.

NOTE: Reaching a status marked with an asterisk (*) completes the step.

48. Click the New Status dropdown.

Under Consideration ¥

49. Click the Passed HR Screen* list item.
Passed HR Screen®

50. Click the Save and Continue button.
51. Notice the Current Step and Current Status has changed to HR Screen and

Passed HR Screen, respectively.
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Step Action
52. The New Step and New Status have automatically changed to the next phase of the
CSW which is HM Screen and To be Reviewed, respectively.
53. Click the New Status dropdown.
To be Reviewed v
H100% ~ '.:E
Step Action
54. Click the Passed HM Screen* list item.
Passed HM Screen®
55. Notice the Current Step and Current Status have changed to HM Screen and

Passed HM Screen*, respectively.
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Change Step and Status

CurrentStep  Current Status.
HM Screen Tobe Reviewsd

Information

New Step D
HM Screen -

New Status

Passed HM Screens ¥
Reaching a status marked
with an asterisk (%)
completes the step

[ Create a seff-assigned task
| Send correspondence:

Comments

®100%

Step Action
56. Click the Save and Close button.
57. Congratulations! You have completed this lesson.

End of Procedure.

Interview Candidates

Interviewing Candidates

Section 2, Lesson 7 Exercise, Scenario 1: Interviewing Candidates

CAPPS Recruiting users can schedule, update and cancel interviews directly in the
Recruiting Center.

Each time an interview is scheduled, updated or cancelled in CAPPS Recruiting, an
email message is sent to selected attendees.

There are a few basic steps that must be completed when a recruiter wants to interview a
candidate for a job:

The Recruiter selects the candidate file from the Candidates list or the requisition-specific
candidate list,
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e The candidate must be at the right Candidate Selection Workflow (CSW) interview
step/status.

e The interview must be scheduled. The recruiter invites the candidate and can also invite
other attendees to the interview meeting.

When all the interview details are entered, the recruiter sends the interview meeting invitation.

The candidate, the interview organizer and the selected attendees receive the interview meeting
invitation by email. The interview organizer may print the invitation and send it to the candidate
by fax or regular mail.

NOTE: Scheduling an interview may be setup outside of CAPPS Recruiting (i.e. Microsoft
Outlook). Update the appropriate CSW Step/Status actions and add comments related to the
interview activity within CAPPS Recruiting. This will assist in maintaining accurate candidate
history.

Procedure

In this lesson, you will learn the steps to schedule and update a candidate's interview.

Recruiter Administrator | Home | Resources v

A " Recruiting | Tasks  Requisitons  Candidates  Offers  Libraries ~

Welcome Recruiter Administrator

Welcome to the Recruiting Center.

Show information for requisitions:

1 own v C
Candidates = L Offers =
— Greate Candidale.
~ Total o Total
In Selection Process on Open Requisiions 2 7 There is no data to dispiay.
- ACE ] 1
- New 2 5
=
Iv I Tasks
. = ;
Requisitions .- Recruiting ~ Total
RSOl Ay Tasks assigned to me 4 5
~ Total Al staffing tasks 4 5

Draft 1 2 Requisitions
Open 2 4 To be completed 1 2
Ready for sourcing 1 1

Extend Posting? 2 2

p Search for Candidates

Search for candidates according to different criteria

My Set
ﬁnv etup

eview your identity detais and preferences

&) TALEO!

®100%
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Step Action

1. Click the Candidates link.
Candidates

2. The selected candidate must have passed all screening before an interview may be
scheduled.

The Status Name must be HR Screen - Passed HR Screen OR HM Screen -
Passed HM Screen.

@ Recruiter Administrator Home Resources v Sign Out
Requisions ~ Candidates Libraries +
5 Candidates
?
Quick Filters W B e & X T | worescions v 7=
o eandates for reaustons \_1‘ ~ |®‘ Candidate ‘ & | a ‘ ¢ ‘ - |\—\‘ * ‘ Steg 2" Status Name, lcor 3% | Submission Greation Submiss
— . ¥ 00000085 - SOT Auditor VI [
[ Inciude inacive requisiions ] §, SOT_TRN_INT_EE, SOT_TRK¥) a 4 | He Hire - To be Hired Oct22, 2015 Nov 18, 2
Since = ] j, Testles2Test(10748) [y g a4 g HR Oct 28, 2015 Oct 29, 2(
Screen
+ Candi
Candidates [ A A Extemaor, Canddated? (g} & e HR Nov 11, 2015 Nov 15, 2
» Submissions Screen
isiti (N 018 g & 4 W Nov 17, 2016 Nov 17,2
»
Requisitions Soreen
¥ 00000223 - SOT_TRN_ADMINISTRATIVE ASSISTANT V[
] SOT_TRN_InterviewOffer, SOT¥) 4 8 4 HM DecT,2
Screen
] jy SOT_ 10218) [¥) @ 4 g R Nov 20, 2
Screen
¥ 00000279 - SOT_TRN_Program Specialist Il [
] SOT_TRN_IntenviewOffer, SOTw) 4 &8 W Nov 25, 2015 Nov 25, 2
Soreen
E |
Advanced Fiters 1to 7 out of 7 candidates
H100% ~

Step Action

3. Click the candidate, SOT_TRN_InterviewOffer, SOT link.

SOT_TRN_InterviewOffer, S0OTw T

4, The Job Submission card also displays the Step as HM Screen and the Status as
Passed HM Screen.

5. Click the More Actions link.
More Actions w

6. The More Action drop-down menu displays the available actions when a candidate
has passed the screening process.
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Step Action

7. Click the Change Step/status... menu.
Change Stepistatus...

8. The Change Step and Status page displays the Current Step of HM Screen and
the Current Status as Passed HM Screen.

9. The Information section will automatically list the next Candidate Selection
Workflow (CSW) step and status. The New Step and New Status will be 1st
Interview.

10. Click Save and Close button.

@ Recruiter Administrator Home Resources v
Tasks Requisitions Candidates Offers Libraries ¥
Job Submission - SOT?TRI“LADMINISTRA:FIIVEA‘S/SIST \jf’.(00000223)g ?
44 5 outof 7 candidates
:giﬂx::xzxﬁ: 2 o e & = QO ? v More Actions ¥ = |l rln
11465 Job Submission¥ | Aftachments | Tasks | History
e
Stey 1st Interview
D‘"ff““'z*’“ » 1. Personal Information
st » 2. Resume
Language » 3. Submission Information
Engiish
Nocon e » 4. Profile Information
o » 5. Experience and Credentials
Source
::i::“:: X » 6. Job Questionnaire
External ”
Recruter » 7. References
Recruiter Administrator
Hiring Manager
#100% ~
Step Action
11. Click the More Actions link.
More Actions *
12. Click the Schedule an Interview... menu.
Schedule an Interview...

13. The Schedule an Interview page appears. The page is used to provide the details of
the interview including scheduling the attendees.

14. The Interview Properties include the email subject line, organizer, date, time and
location.
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Step Action
15. The Subject will default to include the position title and agency name.
16. The Start and End date will default to the current date and time. This information
may be updated as needed.
17. Click the drop down Calendar list.
i
18. Click the December 10 2015.
10
19. Click the Drop Down Calendar list.
i
20. Click the December 10 2015.
10
21. Click the End Time list.
1100 AM ¥
22. Click the 12:00 PM list item.
12:00 FM
23. Click in the Location field.
24, Enter the desired information into the Location field. Enter "Corporate Office -
Room 9".
25. Click the Next button.
Mext
26. The Schedule an Interview - Interview Attendees page enables the user to select
and invite attendees to the candidate interview.
27. The Name or email address field enables the user to input the attendee name or
email address.
The Selected Attendees provides a list of the selected attendees from the list below.
28. The Interview Attendees may be selected through the Quick Filters feature.
29. Click the Name field.
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Step Action
30. Enter the desired information into the Name field. Enter "Recruiter
Administrator".
31. Click the Refresh button.
Lx]
32. The Quick Filter list returns the matches to the Name entered.
33. Click the Select button.
Select
34. Notice Recruiter, Administrator appears in the Selected Attendees section.
35. Click the Next button.
Mext
36. The Schedule an Interview - Message page enables the user to choose a Message
Template for the Interview Notification.
37. Click the Send the candidate file to the attendees (but not to the candidate)
option.
L
38. Click the Send the requisition file to the attendees (but not to the candidate)
option.
L
39. To preview the Interview message prepared for the candidate and attendees.
Click the Preview button.
Preaview
40. This is a sample message.
It contains logistical information regarding the interview. This message will be sent
to both the candidate and other attendees to the interview.
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Subject: Interview for the position of SOT_TRN_ADMINISTRATIVE ASSISTANT V at
CAPPS (00000223)

Date: Thursday, December 10, 2015 10:30:00 AM to 12:00:00 PM Central Time (-06:00)

Location: Corporate Office - Room 9

Attendees RécruwlerAdmlms{ralor, SOT_TRN_InterviewOffer SOT_TRN_|nterviewOffer,

Dear Attendees:
Here are the details concerning the interview of SOT_TRN_InterviewOffer

SOT_TRN_InterviewOffer for the position of SOT_TRN_ADMINISTRATIVE ASSISTANT
V - requisition ID 00000223

If you use Microsoft® Outiook®, double-click the _ics file atiachment to update your
calendar

Best regards,
CAPPS Recruiting

Comments

Mierosot and Cutlook are sither registered trademarks or trsdemaris of Microsaft Carporstion in the United States andlor other countries.

®100%
.
Step Action
41. Click the Close button.
[P [ cioss |
Subject: Interview for the position of SOT_TRN_ADMINISTRATIVE ASSISTANT V at
CAPPS (00000223)
Date: Thursday, December 10, 2015 10:30:00 AM to 12:00:00 PM Central Time (-06:00)
Location: Corp'oraie Office - Room 8
Attendees’ Recruiter Administrator, SOT_TRN_InterviewOffer SOT_TRN_InterviewOffer
Dear Attendees:
Here are the details concerning the interview of SOT_TRN_InterviewOffer
SOT_TRN_InterviewOffer for the position of SOT_TRN_ADMINISTRATIVE ASSISTANT
V - requisition ID 00000223
If you use Microsoft® Outlook®, double-click
calondar Winsons vt i S
gisélir'zggre{jcsfu\t\ng  The webpage you are viewing s trying to close the tab.
= Do you want to close this tab?
Comments
Microsct and Gutiock sre either r2g
0% v
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Step Action

42. Click the Yes button.

e

or Press [Alt+Y].

Schedule an Interview

|¥/] send fleto (but not to

[¥] Send the requisition fle-to the attendees (but not to the candidate)

v [pemeas

®100%

Step Action
43. Click the Done button.
Drone
44. Here is a sample of the email that is sent to the candidate and requested attendees.
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(O Inbox - icrosoft Outloal [E=fEn
Home | Send/Receive  Folder  View  McAfee E-mail Scan a @
£ ] [ﬁ@ % lgnore x Y ) . [ Mesting | |23 pm (23 Mover  [HjUnread/Read Finda Contact
2 Clean Up = - e = @M 3 To Manager -| | B Rules - Categorize * | [} Address Book
New  New Delete | Reply Reply Forward -
E-mail Items ~ &Juﬂk' All 3 More 34 Team E-mail || ] onenote | W Follow Up 7 Fitter E-mail ~
New Delete Respond Quick Steps 5 Mave Tags Find
b Favorites & >
oo e eeeenseeemnaens | 287N INbOX (CErI+E) Pl (  December2015s  p
a @cpatexas.gov - | Arrange By: Date Newest on top - SuMo TuWe Th Fr Sa
503 Inbox B} 12345
= < 6| 7/ 8 9101112
[2 Drafis 4 Today L3

13 14 15 16 17 18 19

[=3 Sent Ttems 1 Recuiting 10:27 AM 20 21 22 23 24 25 %6

3 Deleted ltems Interview for the position of SOT_TRN_ADML.. @ 27 28 2 30 31
I LastWeek
I Two Weeks Ago
I Three Weeks Ago
I LastMonth
Amange By: Flag: Due Date| < =
= Type 3 new task
1] mail
4] calendar
&=| contacts
o] Tasks
4 Frequent Contacts. d
=]
slCa[d - | _ -
Items: 171 Unread: 3 All folders are up to date. (%] Connected to Microsoft Exchange | [0 G 100% &+ |
A ™ e | 0 o N
T S I
»
: B SO
I = il

Step Action

45. Click the CAPPS Recruiting email.

=] Recruiting 10:27 AM
Interview for the position of SOT_TEM_ADML.. m

46. The email displays the interview schedule detail:
Date, Time, Location and Attendees.

This email includes attachment of the Candidate File and the Requisition in a PDF
format (the candidate will not receive these attachments.)

47. Now that the candidate has been scheduled for an interview, notice the Job
Submission card - Status has automatically been updated to 1st Interview
Scheduled.
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Recruiter Administrator | Home | Resources v | Sign Out

Requisitions. Candidates Offers Libraries

SOT TRN InterviewOffer, SOT TRN InterviewOffer applied for requisition.
Job Submission SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) ~ ?
4 2 B B &£ B T v | voesgesv =
SOT_TRN_InterviewOffer,
SOT_TRN_InterviewOffer Job Submission ¥ | Aftachments Tasks History
D 11465
Required 313 Edit

Assets 314

Step 15t Interview
stotus Tstinterview Sehedu )
1. Personal Information

Other Submissions

,,,,,,,, » 2. Resume

* 3. Submission Information

Language
Engish
Creation Date
Nov 25, 2015

. Profile Information

Latest Submission Medium [3
Online:

. Experience and Credentials

Source

Not Speciied . Job Questionnaire

Submission Type
External S

~N o o &

. References
Recruiter
Recruiter Administrator

Hiring Manager
Recruter Administrator

®100%

Step

Action

48.

Click the More Actions link.
More Actions «

49.

Click the OK button.

O

50.

Notice the CSW Current Status has changed to 1st Interview Scheduled.

51.

Notice the next CSW New Status has automatically updated to Under
Consideration. This status will remain until the interviews have been completed.

52.

Click the Save and Close button.

=ave and Close

53.

Notice the candidate Job Submission card displays the Status of Under
Consideration.

54.

Click the More Actions link.
More Actions *

55.

Click the Change Step/status... list item.
Change Stepistatus. .

56.

If More Actions are applied to the candidate's file prior to the scheduled interview
date and time, this message will be displayed.
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Step Action
57. Click the OK button.
CHE

58. Notice the Current Status is Under Consideration.

59. Notice the next CSW New Status has now automatically changed to Passed
Interviews*.

60. There are additional options that may be applied to the candidate indentifying the
results of the 1st interview.
In this lesson, we will use the New Status as "Passed Interviews*".

61. After all interviews have been completed and passed, this new status can be saved
on the candidate's profile using the Save and Close button below.

62. Click the Save and Close button.

63. Now notice the Job Submission Status reflects the change to Passed Interviews.

64. Congratulations! You have successfully completed this lesson.

End of Procedure.

Make an Offer

Creating and Extending an Offer

Section 2, Lesson 8 Exercise - Scenario 1: Creating and Extending an Offer

CAPPS Recruiting users have the ability to create and extend job offers.

Procedure

In this lesson, you will learn the steps to create an offer and then extend that offer to a candidate.
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Step Action

1. Note: This CAPPS Recruiting homepage is for training purposes only. Not all menu
items shown will be seen in an Agency environment.

Menu items seen on the CAPPS Recruiting homepage will vary based on the users
security role.

o Recruiter Administrator | Home | Resources

Tasks Requisitions Candidates Offers Libraries *

Welcome Recruiter Administrator

Welcome to the Recruiting Center.

Shaw information for requisitions:

lown v C
= = |
Candidates L Offers M
ﬁ Create Candidate.
~ Total » Total
In Selection Process on Open Requisiions 2 7 There is no data to dispiay.
- ACE 0 1
- New 2 5
=
| v I Tasks
. = ;
Requisitions .- Recruiting ~ Total
= RSOl Ay Tasks assigned to me 3 4
~ Total A staffing tasks 3 4
Dratt 1 2 Requisitions
Open 2 4 To be completed 1 2
Ready for sourcing 1 1
Candidates
Confirm Empioyes Presence 1 1
40 Search for Candidates
Search for candidates according to different criteria.

ﬁ My Setup
Step Action

2. Click the Candidates link.
Candidates

3. Click the SOT_TRN_InterviewOffer, link.
L SOT_TRM_InterviewOffer, SOTwT

4. To create an offer for a candidate, the candidate must be in the appropriate CSW
Step and Status. Notice the Status for this candidate is 'Passed Interviews' which
means that CAPPS Recruiting will enable an offer to be created.
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Recruiter Administrator | Home | Resources v | Sign Out

M~ | Search Candidate o

arch

Tasks  Requisiions  Candidates  Offers  Libraries ©

SOT TRN InterviewOffer, SOT TRN InterviewOffer apphied for requisiion:

Job Submission —  SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) ) ?
- 5 out of 7 candidates
SOT_TRN_InterviewOffer, 2 o ? - =1 el sl
SOT_TRN_InterviewOffer Lm0
D 11465 Job Submission ™ | Attachments | Tasks | History
3/3
3/4 Edit
tst Inferview
Status Passed Interviews
Other Submissions * 1. Personal Information
Ak
el e Candidate Personal Information
Inactive (0) _
First Name Last Name
Langusge SOT TRN InterviewOffer SOT TRN InterviewOfier
Engish Adaress (ine 1)
POB 1111
E=EnlED City ZiplPostal Code
Nov 25, 2016 )
Simpleton 99999
Latest Submission Medium
Oniine
Source
Lree ==y Home Phone
e Home Phone Number
External 555-656-6655
T Email Address
Recruiter Administrator {oa texss.aov
Social Secunty Number Date of Birth
Hiring Mansger B s, 1878

Recruiter Administrator

®100%

Step Action

5. Click the More Actions link.
More Actions *

6. Click the Create Offer... menu.
Create Offer...

7. The Offers tab becomes available to enter the detail of the terms and conditions of a
job. Specific information defaults from the Requisition to the Offers (New) form.

8. The Offer form is where all the information is gathered to create an offer. It is
available to update as needed.

9. When hovering the mouse at the top of a column or beside rows or sections of the
Offer form, the Move icon will appear. By clicking this icon, users can move
fields of information stored on the requisition to the Offer (New) column all at once
or individually.

10. Click the Move icon.

s
11. As you scroll down the page, you will notice the designated requisition information

will appear on the Offer (New) form.

Let's update the date information for the offer first.
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Step Action

12. Click the Target Start Date dropdown arrow.
1" b
13. Click the 15 list item.
15
14. Click the Start Date dropdown arrow.
" ¥
15. Click the 15 list item.
15
16. Click the horizontal scrollbar.
[ |
17. This displays the start time of the job.

Click the Start Date Time dropdown arrow.

05 A

18. Click the 09 list item.
05

19. Click the scrollbar.

20. Notice how the designated information from the Requisition has been copied to the
Offer (New) column. This is a result of using the Move icon at the top of the
column.

21. Click the scrollbar.

22. Notice the Position Number has also been moved to the Offer (New) form.

23. Click in the Comments field.

24. Enter the desired information into the Comments field. Enter "SOT_TRN Offer".

25. Before saving the offer, ensure that all required fields have been completed. These

are the fields identified with a red (*) asterisk.

- Salary Admin Plan
- Salary Grade

- Position Number

- Comments
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Recruiter Administrator | Home | Resources v | Sign Out

= [ Search Candidate Advanced Search

Tasks  Requisiions  Candidates ~ Offers  Libraries ©

SOT TRN Intery OT TRN InterviewOffer appled for requisiion:
Job Submission SOT_TRN_, NISTRATIVE ASSISTANT V (00000223) - ?

- 5 outof 7 candidates
SOT_TRN_InterviewOffer,
SOT_TRN_InterviewOffer
11465 Offers

34
1st Intenview Save || SaveandClose | Cancel

Status Passed Interviews
Other Submissions Offer (New) Requisiion . B8
pctive (1) O

PayBasis | Monthly u Monthly
Salary (Pay Basis) | 3,081.33 3,081.33/4,747.91
N Salary Admin Plan | A
[E— i ’ I A
Engish . Grade |17 17
Creation Date 255
Nov 25, 2015 Leterused | cronie
Latest Submission Medium . Position Number | |00001334 00001334
Oniine
Source
Not Specified Notes:
Submission Type
Extemal
* Comments
el = SOT_TRN Offer
Recruiter Administrator

Hiring Manager
Recruiter Administrator

®100%

Step Action

26. Click the Save and Close button.

Save and Close

27. Notice the Step and Status have been updated to reflect the state of the Offer. The
Step is Offer and the Status is Draft.
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@ Recruiter Administrator | Home | Resources v | Sign Out
Requisitions Candidates Offers Libraries ¥
SOT TRN InterviewOffer, SOT TRN InterviewOffer apphed for requistion:
Job Submission SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) - ?
- 5 outof 7 candidates

SOT_TRN_InterviewOffer, Z B B & = R — = | el ln
SOT_TRN_InterviewOffer
D 11465 Job Submission | Attachments | Tasks | Offers | History

3/3

3/4

Offer Offer 1 (Current) | | Requisition a v

Draft Edit

Submissions Top Section E
=] Ststus | Draft
777777777 Target Start Date | Dec 15, 2015
StartDate | Dec 15, 2015, 9:00 AM
/| Tentative
Language Expiraion Date | Dec 18, 2015, 11:29 AM
English Createdon | Dec 11,2015 Nov 3, 2015
Creation Date Maximum Salary 474791
Lroas 2l General Terms
Latest Submission Medium Currency | US Dolar (USD) US Doar (USD)
Online PayBasis | Monthly Monthty
Source: Saiary (Pay Basis) | 3,081.33 3,081.33 1 4,747.91
LEiETEE Salsry Admin Plan | A A
Submission Type Grage |[17 17
Exemal Detais
Recruiter Positon Number | |00001334 00001334 L
Recruiter Administrator
Hiring Manager E |
Recruiter Administrator
w100% v

Step Action
28. Click the More Actions link.
More Actions w
29. Click the Request Approval... list item.
Request Approval...

30. The Request Approval page displays the Approvers identified on the requisition.
An email is sent to all listed Approvers to request a response. In addition to
identifying the approvers, this page may be used to approve the requisition.

In this lesson, the Recruiter is the only approver.
31. Click the Decision dropdown button.
Pending
32. Click the Approve list item.
Approve
33. Click in the Comments field.
34. Note: In this lesson, the Recruiter is the only approver. It is recommended to add

concise comments in the event of an audit.
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Step Action

35. Enter the desired information into the Comments field. Enter "Reference
department email dated 12/10/15. Approved".
36. Click the Done button.
37. Notice the CSW Step and Status have changed to Approved.
38. Click the More Actions link.
More Actions *
39. Click the Extend Offer menu.
Extend Offer...
40. The Extend Offer page is used to identify the method in which to extend the offer

to the candidate.

41. Click the Extend in writing option.
| Extend in writing

42. Click in the Comments field.
43. Enter the desired information into the Comments field. Enter "Extend in writing".
44. Click the Done button.
45. The Send Offer Letter page is used to identify the method and message template of
the Offer letter.
46. Click the Send message by list.
Emai ¥
47. The Send Offer Letter provides 3 methods to extend an offer in writing:

- Email - offer letter sent to the recipients email address.

- Printed Letter - offer letter sent via the postal service.

- E-Offer - makes the offer letter visible online in the career section of the CAPPS
Recruiting website.

In this lesson, the offer letter will be printed.

48. Click the Printed Letter list item.
Printed Letter

49. Click the Open the template selector button.
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Step Action
50. The Template Selector displays the list of delivered offer letter templates.
51. Click the Select button.
Select
52. The Send Offer Letter page displays the options that will appear on the printed
letter.
53. The From template provides standard CAPPS Recruiting verbiage for offer letters.
54. The Select the paragraphs to include in the message section enables the users to
select what standard information should appear on the offer letter. (i.e. agency log,
paragraphs specific to external or internal candidates, etc.)
55. Select the appropriate checkboxes to identify your agency's letterhead and Offer
Letter detail to print. Note: The CAPPS Generic Logo and CAPPS Offer Letter
Paragraph - External will default as checked.

Send Offer Letter

Select the paragraphs to include in the message

H100% v

Step Action

56. Click the Next button.
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Step Action

57. This Send Offer Letter page identifies the blank information on the offer letter; it is
also known as "missing values".

Based on the letter template selected, this page will display the information that
requires unique information specific to the offer and/or the candidate.

58. Click the Next button.

59. This section of the Send Offer Letter displays the number of errors or "missing
values" contained on the letter. It also displays the names of the letter.

These errors may be fixed by completing the previous page.

60. Click the Previous button.
Previous
61. NOTE: If these fields are completed here, this information will automatically

populate in the letter. If not, it will need to be manually populated on the letter.

Send Offer Letter

Some values are missing.
You must provide the information belowin: | Engish ¥

Position_Work_Address.

On_Bearding_Session_Office_Name

On_Boarding_Session_Start_Time

On_Boarding_Session_Office_Address

Other_Required_First_Day_Documentation

®100%

Step Action

62. Enter the desired information into the Position_Work_Address field. Enter
"Agency Location".
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Step Action

63. Click in the On_Boarding_Session_Office_Name field.

64. Enter the desired information into the On_Boarding_Session_Office_Name field.
Enter "Agency Office".

65. Click in the On_Boarding_Session_Start_Time field.

66. Enter the desired information into the On_Boarding_Session_Start_Time field.
Enter "9:00am".

67. Click in the On_Boarding_Session_Office_Address field.

68. Enter the desired information into the On_Boarding_Session_Office Address
field. Enter "Agency Address".

69. The Other_Required_First Day Documentation field is used to list additional
items that an Agency requires a candidate to bring to the first on-boarding session.

70. This information may be a list of additional items. This list may be pasted inside the
actual letter when using the edit mode.

In this lesson, only one item will be required on the first day.

71. Click in the Other_Required_First_Day Documentation field.

72. Enter the desired information into the
Other_Required_First Day Documentation field. Enter "Please bring your ID
card".

73. Click the Next button.

Mext

74. Note the Total Errors equal 0 (zero). This means the letter is ready to print with
the entries you entered on the previous page.

75. There are instances, however, where CAPPS Recruiting will identify errors that
must corrected before proceeding to print.

The next steps in this lesson will walk through that process.
76. Notice in this example, the recipient letter contains (8) Total Errors. To correct or

update these error the user must access the recipient's specific letter.
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Send Offer Letter

The message will be sent to the recipient list below. However, the message for some recipients will still contain errors_
Click the reci to make

|| Show oniy the messages containing errors:
P—

SOT_TRN_InterviewOffer, SOT_TAN_InterviewOffer (11465) 8

[¥] Exclude messages that contain missing values.

e R |

®100%

Step Action

77. Click the Recipient: SOT_TRN_InterviewOffer link.
SOT_TRN_InterviewOffer, SOT_TRN_InteniewOffer (11465)

78. This Edit Message page displays the candidate name and provides ability to edit the
offer letter.

79. Click the Edit... button.

80. The Offer Letter is displayed in edit mode. The edit mode uses the basic editing
tools.

81. The yellow highlight areas of the letter indicate the errors noted on the Send Offer

Letter - Edit Message page.

The user must manually update the information in these highlighted areas before
sending the letter to print.
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Step Action
82. Click the scrollbar.
83. Note: It is important to view the entire letter to ensure all highlighted area have
been manually changed to the agency-specific information.
84. Click the scrollbar.
85. After all updates have been completed,
Click the Done button.
Done

Send Offer Letter

Edit Message - SOT_TRN_I iewOffer, SOT_TRN_| iewOffer (11465)

Reviewing the message in: Engish

Total errors: 8

Unresoived variables: 8

IMessagel 8

|| Remove from the recipient st
Message

Edit.

H100% v

Step Action

86. Click the Save the changes button.

Save
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Step

Action

87.

Click the Print button.

Print

88.

The Offer Letter is now available to print.

[P [ Cioe |

©

Centralized, o yroll ystem

January 12, 2016

SOT_TRN_InterviewOffer
POB 1111

Simpleton, Texas

99999

Dear SOT_TRN_InterviewOffer,

| am pleased to extend a final offer of emploeyment to you for the position of SOT_TRN_Program Specialist Il (00000279} in the
Agency XXX
As we have discussed, your employment details are as follows

~ Base salary will be $3,293.41 per month.
= First day of employment will be on January 4, 2016

Your work location will be at

Agency Work Location

On your first day of employment, you will attend an on-boardina session at the Agency Onboarding office at 9:00am
The Agency Onboarding IS located at

H100% ~

Step

Action

89.

Click the Print button.

90.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Creating an eOffer

Section 2, Lesson 8 Exercise - Scenario 2: Creating an eOffer

CAPPS Recruiting enables users to use the Electronic Offer (eOffer) feature to extend offers
electronically to candidates. Candidates will then access the Career Section website to respond to
the offer online.

Procedure
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@ Recruiter Administrator | Home | Resources »
Tasks  Requisions ~ Candidates  Offers  Libraries
50T TRN InterviewOfler, SOT TRN InterviewOffer appled for reauision:
Job Submission SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) = ?
a = =
Z B & & 2 More Actions v =
SOT_TRN_InterviewOffer,
SOT_TRN_InterviewOffer Job Submission ¥ | Attachments | Tasks Offers | Offer Approvals | History
D 11485 |
Required  3/3 Eat
3/4
Step Offer
Status Approved .
* 1. Personal Information
Other Submissions
Active (1) O Candidate Personal Information
Inactive (0) _
First Name Last Name
SOT TRN InterviewOffer SOT TRN IntenviewOffer
— Aaddress (ine 1)
English POB 1111
City Zip/Postal Code
E’“Z”Z%‘:‘: Simoleton sesss
el Piace of Residence
Latest Submission Medium Urited Stz
Onine Primary Number
Source Home Phone
Not Speciied Home Phone Number
Submission Type: 555-555-5555
External Email Address
— @epa.texas.qov
Eomr oo Social Security Number Date of Birth
XOOCKKK000K Juil 9, 1979
Hiring Mansager
Recruiter Administrator
H100% v
Step Action

Click the More Actions link.

More Actions +

Click the Extend Offer list item.
Extend Offer...

The Extend Offer page is used to identify the method in which the offer will be

extended to the candidate.

Click the Extend in writing option.

| BExtend in writing

Click in the Comments field.

Enter the desired information into the Comments field. Enter "Extend e-Offer".

Click the Done button.

The Send Offer Letter page is used to identify the method and message template of

the Offer letter.
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Step Action

9. Click the Send message by list.
Email ¥

10. Click the E-Offer list item.

E-Offer
11. Click the Open the selector button.
12. The Template Selector displays the list of delivered offer letter templates.
13. Click the Select button.

Select

14. The Send Offer Letter page displays the options that will appear on the printed

letter.
15. The From template provides standard CAPPS Recruiting verbiage for offer letters.
16. The Select the paragraphs to include in the message section enables the users to

select what standard information should appear on the offer letter. (i.e. agency logo,
paragraphs specific to external candidates or internal candidates, etc.)

17. Select the appropriate checkboxes to identify your agency's letterhead and Offer
Letter detail to print. Note: The CAPPS Generic Logo and CAPPS Offer Letter
Paragraph - External will default as checked.

18. Click the Next button.
Mext
19. This Send Offer Letter page identifies the blank information on the offer letter also

known as "missing values".

Based on the letter template selected, this page will display the information that
requires specific information related to the offer and/or the candidate.
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Send Offer Letter

Some values are missing.
YYou must provide the informiation belowin:  Engish ¥

Position_Work_Address.

On_Boarding_Session_Office_Name

On_Bearding_Session_Start_Time

On_Bearding_Session_Office_Address

Other_Required_First_Day_Documentation

(e (=

®100%

Step Action

20. Click the Next button.
21. This page of the Send Offer Letter displays the number of errors or "missing

values" contained on the letter. It also displays the names of the letter recipients.

These errors may be fixed by completing the previous page.

22. Click the Previous button.
Previous
23. NOTE: If these fields are completed here, this information will automatically

populate in the letter. If not, it will need to be manually populated on the letter.
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Send Offer Letter

Some values are missing.
You must provide the information belowin: | Engish ¥

Position_Work_Address.

On_Boarding_Session_Office_Name

On_Bearding_Session_Start_Time

On_Bearding_Session_Office_Address

Other_Required_First_Day_Documentation

®100%

Step Action

24. Click in the Position_Work_Address field.

25. Enter the desired information into the Position_Work Address field. Enter
"Agency Location".

26. Click in the On_Boarding_Session_Office_Name field.

27. Enter the desired information into the On_Boarding_Session Office Name field.
Enter "Agency Office".

28. Click in the On_Boarding_Session_Start_Time field.

29. Enter the desired information into the On_Boarding_Session_Start_Time field.
Enter "9:00am".

30. Click in the On_Boarding_Session_Office_Address field.

31. Enter the desired information into the On_Boarding_Session_Office Address
field. Enter "Agency Office Address".

32. This Other_Required_First_Day Documentation field is used to list additional
items that an Agency requires a candidate to bring to the first on-boarding session.
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Step Action

33. This information may be a list of additional items. This list may be pasted inside the
actual letter when using the edit mode.

In this lesson, only one item will be required on the first day.

34. Click in the Other_Required_First Day Documentation field.

35. Enter the desired information into the
Other_Required_First Day Documentation field. Enter "Bring idenfication
card".

36. Click the Next button.

37. Note the Total Errors equal 0 (zero). This means the letter is ready to print with
the entries you entered on the previous page.

38. There are instances when CAPPS Recruiting will identify errors that must corrected
before proceeding to print.

The next steps in this lesson will walk through that process.
39. Notice in this example, the recipient letter contains eight (8) Total Errors. To

correct or update these errors, the user must access the recipient's specific letter.

Send Offer Letter

The message will be sent to the recipient list below. However, the message for some recipients will still contain errors.
Ciick the recipient name to make i

|| show only the messages containing errors:
Recipients

SOT_TRN_InterviewOffer, SOT_TRN_InteniewOfler (11465) 8

[¥] Exclude messages that contain missing values

= =

H100% v
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Step Action

40. Click the Recipient: SOT_TRN_InterviewOffer link.
SOT_TRN_IntendewOffer, SOT_TRN_IntenviewOffer (11465)

41. The Send Offer Letter - Edit Message page enables the user to add Attachments to
the e-Offer, as needed.

Send Offer Letter

Edit Message - SOT_TRN_InterviewOffer, SOT_TRN_InterviewOffer (11465)

Reviewing the message in: Engish

Total errors: 8

Unresaived variables: 8

Messagel

[— ]|

H100% v

Step Action

42. Click the Edit... button.
43. The Offer letter appears in edit mode. The page provides basic editing tools to

update the letter.

44, The yellow highlighted areas of the letter indicate the errors noted on the Send
Offer Letter - Edit Message page.

The user must manually update the information in these highlighted areas before
sending the letter.
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Dene | Cancel

Elsowee 4 DBRBE S VAL

ip 1 U|:

- Font [Arial -] Size [small |~ | Ta -~

& .

Centralized,

tem

January 14, 2016

SOT_TRN_InterviewQffer
{Candidate Address}
{Candidate.City}, {Candidate State}
{Candidate Zipcode}

Dear SOT_TRN_InterviewOffer

| am pleased to extend a final offer of employment to you for the position of SOT_TRN_Program Specialist || (00000279) in the
{Agency_Name}
As we have discussed, your employment details are as follows

+ Base salary will be $3,293.41 per month.
« First day of employment will be on January 14, 2016

Your work location will be at:

{Job_Position_Work_Address}

®100%

Step

Action

45.

Click the scrollbar.

46.

been manually changed to the agency-specific information.

Done | Cancel

Elsowee  RBBE S VML

B I U

| Font | Size | T - g -

{Job_Position_Work_Address}

On your first day of employment, you will attend an on-boarding session at the {Onbearding_Session_Office_Name} office at
{Onboarding_Session_Start_Time}. The {Onboarding_Session_0Office_Name} is located at:

{Onboarding_Session_Office_Address}

Also, on your first day of employment, You must bring the following documents and information to the Human Resources onboarding
session:

+ Social Security Card for purposes of placing you on the agency’s payroll.
= If you do not have your social security card, please contact me immediately.
« Document(s) that establish your identity and employment eligibility as described on the Employment Eligibility Verification, 1-9 form
= The list of acceptable documents is on the 1-9 form and may also be viewed at http://www_uscis.gov/sites/default/files/files/form/i-
9.pdf.
+ {Other_Required_First_Day_Nocumentation}

As a state employee, you have the opportunity to participate in a great benefits packagel Please take time to learn about the various
benefits that are available to you by reviewing the Employees Retirement System website at http-/www ers state tx. us/home aspx

Congratulations on your new jaob! | look forward to working with you, and please do not hesitate to contact me at {Requisition. HmgrPhone} /
@ texas gov should you have any questions
Sincerely,

Recruiter Administrator

®100%
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Step

Action

47.

Click the Done button.

Done

48.

Click the Save the changes button.

49.

Click the Send button.

—end

50.

Notice the Step is Offer and the Status is Extended.

Next, let's take a look at the e-Offer email that was sent to the recipient.

Recruiter Administrator | Home | Resources v | Sign Out

(- man
5] calendar
[85] contacts
o] Tasis

Nt Tue 1/5/2016 3:54 PM

P 30 Day Delete - Inbox 30 ¢
1A Message 2 Jthis_message_in_htmLh..,

Dear
Ms./Mr. SOT_TRN_Interview
SOT_TRN_InterviewOffer,

We would like to extend

an offer of employment to
you for the posifion
SOT_TRN_ADMINISTRATIV
ASSISTANT V

(00000223).

Please review the details

of this job offer and
provide your response

nlina Vo mo e

Send/Receive  Folder  View  McAfee E-mail Scan > @
(jj [‘% Filonore x = _ﬁ ¢ $ (B Meeting 123 pm (3 Mover  [ZjUnread/Read |Find 3 Contact
% Clean Up ~ - M- ) To Manager - | B Rules Categorize ~ | G Address Book
New  New Delete | Reply Reply Forward -
E-mail Items- | & Junk ¥ Al B, More - | |4 Team E-mail 7| Wonenote | ¥ FollowUp~ | 7 Filter E-mail =
New Delete Respond Quick Steps 5| Move Tags Find
I Favorites g = >
.  |[Search Inbox (Ctr+F) #| oOffer of Employment for  * 4 January 2016 »
] @cpatexas.gov = Amange By Date Hewest on top “+ SOT_TRN_ADMINISTRATIV - SuMo TuWe Th Fr Sa
12
L nbex 2) 4 Today CAPPS Recruiting <capps.recr| 3 4[5]6 7 8 39
B omits || AT =| © This item will expire in 29 days. To keep 10 11 12 13 14 15 16
[ Sent ltems -1 CAPPS Recruiting 354 PM this item langer apply a different 17 18 19 20 21 22 23
(3 Deleted Items (16} Offer of for SOT_TRN_ADMINIST.., © Retention Policy. 24 75 26 27 28 29 30

31

Arrange By: Flag: Due Date| * &

Type a new task

Step

Action

51.

| CAPPS Recruiting
Offer of Employment for SOT_TRMN_ADMIMIST... 1]

Double-click the CAPPS Recruiting email link.

354 PM
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ilid 9 & # s Offerof Employment for SOT TRN_ADMINISTRATIVE ASSISTANT V (00000223): Please respond online - Message (HTML) o (|
E_ Message McAfee E-mail Scan o @
% Ignore x a8 a8 Emeeting (3 pm 5 To Manager j [ Rules (3 Mark Unread a‘:#) 34 Fina “

— @m - 33 Team E-mail + Done = N onehote B Categorize - 2y Related -

& Junk - Delete | Reply Riﬂ\y Forward B, More~ | (G Reply & Detete  Create New o) Move AT T [ Translate 5 oo Zoom
| Delete Respond Quick Steps Move Tags £l Editing Zoom
@ This item will expire in 29 days. To keep this item longer apply a different Retention Policy.

From: CAPPS Recruiting < email@email.gov > sent: Tue 1/5/2016 3:54 PM
To:

Ce

Subject: Offer of for SOT_TRN_AD ASSISTANT V [00000223): Please respond online

- Message ‘ £this_message_in_html.ntm! (2 KB}

“““““ F R R R R R R SO R S R SN AR N SRR S R S R Y i |
= 2
Dear SOT_TRN_Interview
We would like to extend an offer of employment to you for the position SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223)

Please review the details of this job offer and provide your response online. You may be required to respond before the offer's

expirafion date, so please click to visit the site soon

Log in with the user name and password that you created when applying B

Best regards,

CAPPS Recruiting

Replies to this message are undeliverable. Please do not reply

-

‘23 Retention Policy: 30 Day Delete - Inbox (30 days) Expires: 2/4/2016

CAPPS Recriting BB s

Step

Action

52.

Click the review the details of this job offer link.
review the details of this job offer :

53.

The CAPPS Recruiting Career Section sign-in page appears for the user to login to
view and respond to the e-Offer.

54.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Stage a Hire Candidate

Staging a Candidate for Hire

Section 2, Lesson 9, Exercise 1 - Scenario 1: Staging a Candidate for Hire

The recruiter progresses a candidate through the Candidate Selection Workflow (CSW)
to the status of "To Be Hired". This status triggers the New Hire Extract to upload the
candidate file into the CAPPS HR/Payroll system.

This lesson walks through the steps to change a candidate in CAPPS Recruiting to the
status of "To Be Hired".

Procedure
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In this lesson, you will learn how to stage a candidate for hire using the Candidate Status
Workflow (CSW).

Step Action

1. Note: This CAPPS Recruiting homepage is for training purposes only. Not all menu
items shown will be seen in an Agency environment.

Menu items seen on the CAPPS Recruiting homepage will vary based on the user's
security role.

® Recruiter Administrator | Home | Resources v

A ¥ Recruiting Tasks  Requisiions  Candidates  Offers  Libraries ©

Welcome Recruiter Administrator

Welcome to the Recruiting Center.

Show information for requisitions:

1 own v C
[ Cendidates Greate Candidale. = L Gt "0
~ Total o Total
In Setection Process on Open Requisitons 2 ) Extended (Since Nov 1, 2016) 0 1
- ACE ] 1
- New 1 5 -
u Tasks
Requisitions = Recruiting = =
RSOl Ay Tasks assigned to me 5 &
~ Total Al staffing tasks 5 &
Draft 1 2 Requisitions
Open 1 4 To be compieted 1 2
Ready for sourcing 1 1
40 Search for Candidates Eoos
Search for candidates according to different crtera [Catnn Cnpiovesbinsece) d i
Dupicate Check 1 1
Offers
Extend Offer 1 1
= My Setup

&) TALEO!

H100% -

Step Action

2. Click the Candidates link.
Candidates
3. Click the SOT_TRN_ InterviewOffer link.

SOT_TRMN_InterviewOffer, SOTw T

4. Notice the Status is Extended.

The next step will be to record the response of the candidate.
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Step Action
5. Click the More Actions link.
More Actions w
6. Click the Capture Response... list item.
Capture Response...
7. The Capture Offer Response page will display the candidate's response to the
offer, the date of the response and the candidate's start date.
8. Click the The candidate accepted the offer option.
Note: This option may default as checked.
| The candidate accepted the offer
9. Click the Next button.
Mext
10. The Capture Offer Response - Accepted on (Event Date) field will default to the
current date. It may be changed as needed.
11. Next, set the actual Start Date of the candidate.
12. Click the Start Date - Month button.
12 v
13. Click the 01 list item.
M
14. Click the Start Date - Day button.
15 v
15. Click the 19 list item.
15
16. Click the Start Date - Year button.
2015 -
17. Click the 2016 list item.
2016
18. Click in the Comments field.
19. Enter the desired information into the Comments field. Enter "Candidate accepted

the offer".
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Step Action

20. Click the Done button.
21. Notice the Job Submission Step is Offer and the Status has changed to Accepted.
22. Click the More Actions link.
More Actions *
23. Click the Change Step/status... menu.
Change Step/status...
24, The Change Step and Status - Current Step and Status in now Offer and
Accepted.
25. The Information section enables you to update the New Step and Status based on

your agency's process.

In this lesson, the Step and Status will be changed to the appropriate Hire option.

26. Click the New Step dropdown button

Post-Offer Checks b

27. Click the Hire list item.
Hire

28. When the New Step has changed to "Hire", the New Status automatically defaults
to "To be Hired".

29. Click the Save and Close button.

30. Notice the Job Submission - Step and Status has changed to Hire and To be Hired.

This is the Step and Status that is required for the New Hire Extract (interface) to
identify the candidate file information to move to the CAPPS HR/Payroll system.

31. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 3 - Self-Service

Recruiting Self-Service

Viewing/Updating/Hiring a Candidate

Section 3 - Lesson 1, Exercise 1: Viewing/Updating and Hiring a Candidate
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This lesson walks through the steps in Recruiting Self-Service to hire a candidate with the status
of "To Be Hired" (last exercise) and populated on the New Hire Extract interface file.

Procedure

This lesson will review the process to hire a candidate identified through the CAPPS Recruiting
process.

ﬁ : Ei@ii 3% Glann Hegar Texs Comptroller of Public Accounts

Cantralzed Bnccunting and Pyl Personml System.

Home Sign out

Favorites = Main Menu

Welcome 02/25/2016 11:12 AM
HR f Payroll News & Articles
No articles currently available

() Feed

Recruiting Center HR Mews

Career Section (CAPPS Internal Candidates)

Recruiting Self-Service

Commen Links.

Change Password Maintain Password Hint
CAPPS on FMX Set Portal A ibility Flag
CAPPS HR / Payroll Set HR / Payroll

Training Accessibility Flag

HIPAA i ERS H

H100% v

Step Action

1. Click the Recruiting Self-Service button.

Recruiting Self-Service

2. The Recruiting Center menu displays the Hire Candidate and View/Update
Candidate links to manage onboarding a candidate.

3. Click the View/Update Candidate link.
Wiew/Update Candidatg

4, The View/Update Candidate page displays the candidate information from the

New Hire Extract.
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Step Action

5. The New Hire Extract pulls any candidate that has been updated to the Step/Hire
and Status/To Be Hired, in the CAPPS Recruiting module. It sends both their
Personal Data and Job Data from the Offer information to stage in CAPPS
HR/Payroll.

The New Hire Extract is run three times during the day and once overnight.

6. This note applies to the Candidate Disposition Status. It provides instructions on
what happens when the *Candidate Disposition Status is updated.
7. After the New Hire Extract stages the data in CAPPS HR/Payroll, (depending on

security access) certain individuals will be able to review the data on this page.

The View/Update Candidate page is used to view/update selected candidates by
agency for onboarding.

Click the scroll bar.
9. Click the scroll bar.
10. The *Candidate Disposition Status is used to indicate the set status of the

candidate's record from the CAPPS Recruiting module. The status is used primarily
to remove or update candidates from the selection list.

11. Note: Only update this field if corrections are required to the Candidate record in
Recruiting or if the Candidate was hired in to CAPPS using the Custom Hire page.

12. The *Candidate Disposition Status field is also used to list errors reported by the
New Hire Extract.

13. Click the Candidate Disposition Status list.

14. The *Candidate Disposition Status has three options:

1. Hired: The Hired status may be set manually for the Valid

candidates in case they are hired into CAPPS but through

a non-self-service method (they are entered through CAPPS

Custom Hire, for example). Changing the status will remove them from the list.
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Step Action

15. continued...

2. Invalid: This system generated status means that this candidate did not
pass the edits setup in the New Hire Extract interface.

The recruiter will receive an email notifying them of this case. For the system-
generated Invalids, the Candidate Disposition Status and Reason are not edible.

Corrections should be made in CAPPS Recruiting by reverting the candidates
status(es) and making the necessary corrections. The candidate file will be
reprocessed

through the New Hire Extract interface.

The Invalid status may also be set manually for the Valid candidate if the
candidate will not be hired and should be removed from the list. A removal
may be necessary in the case of a no-show or if other information has been
set incorrectly.

16. continued...

3. Valid: Valid means that the data passed the edits set up in

the New Hire Extract interface, such as checking for a social security number, the
position number is valid, the position number is vacant, the start date is within the
allowable timeframe, and the offer salary is within the salary range.

@ i Glenn Hegar Texas Comptroller of Public Accounts
G ing s s Sy
Home Sign out
Favorites | MainMenu > Recruiting Center > View/Update Candidate
~
Personalize | Find |2 | First 4 1130713 % Last

Posit - *Candidate
N‘l’fn"'h‘;c Hiring Manager Fmﬂ‘;ﬁcy Start Date Ei:fuu:\[inn Candidate Disposition Reason
D02##  Hirng Mor Firstand Last M 03012016 Invalid Invalid Position Number
DO2##  Hiring Mgr FrstandLast M 021122016 Invalid Base salary is below the minimu for Salary Plan B, Grade 17.
hoo##s  Hiring Mor Firstand Last M 030112016
D02 Hiring Mgr Firstand Last 1 02/16/2016
02 44 Hiring Mgr Firstand Last M 0212202016
02 s Hiring Mgr First and Last I 022212016
0188 Hiring Mgr Firstand Last |1 02152016
D02###  Hirng Mor Firstand Last M 0212912016 [Hired

Invalid
1024%  Hiing Mor Firstand Last M 021222016
02 s Hiring Mgr First and Last || D2/24/2016
102 a2 Hiring Mgr First and Last I 0211612016
02 s Hiring Mor Firstand Last |1 021162016
02 2 Hiring Mgr Firstand Last M 03/01/2016

v
< >
H100% ~

Page 132



CAPPS HR/PAYROLL
EUT Course

Centralized Accountng and Payroll Personnel System

Step Action

17. Click the Valid list item.

‘ @ MAC Glenn Hegar Texas Compuroller of Public Accounts
Certralized ccouing and Py Frsonrel ystems
Home ‘Sian out
Favgrites | Main Menu > Recruiting Center > View/Update Candidate
~
Personalize | Find [0 B First 4 1-130r13 2 Last
Position  biring Manager ComD it Date  Dispostion Candidate Disposition Reason
Number Frequency tatus
Do2###  HirngMorFirstandLast 1] 030112016 Invalid Invalid Position Number
D02 Hirng Mur Firstand Last M 0211212016 Invalid Base salary is below the minimum for Salary Plan B, Grade 17.
2 s Hiring Mgr Firstand Last 1 03/01/2016
D02 # Hiring Mor Firstand Last || 0211612016
028 Hiing Mor Firstand Last M 0212212016
o2t Hiring Mor Firstand Last M 0212212016
001 Hiring Mor Firstand Last I 02/15/2016
028 Hiring Mgr First and Last | 0212912016
D02#  Hiring Mor Firstand Last 1] 02222016 [RER v
D02 Hiring Mor Firstand Last M 0212472016
002 s Hiring Mgr First and Last M 021162016
D02 Hiring Mgr Firstand Last I 021162016
P02##  Hiing Mor Firstand Last M 030112016
v
< >
®100% ~

Step Action

18. Click the scroll bar.

19. Click the Save button.

20. The next step to preparing a candidate for hire is to review the candidate's Personal,
Job and Payroll data.

This will be accessed through the Hire Candidate page.

Let's navigate to the Hire Candidate page.

21. Click the Recruiting Center button.

Recruiting Cente

22. Click the Hire Candidate menu.
| |=] Hire Candidate
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Step Action

23. The Hire Candidate page lists candidates who are pending the onboarding
transaction. The data comes from both CAPPS Recruiting and CAPPS HR/PY.

24. The As Of Date defaults to the system date (current date). This date field is used to
display candidates with a Start Date within 30 days of the As Of Date.

25. Note: If the Start Date of a candidate is future dated, it is necessary to enter the
future As Of Date in order to display that candidate's information.

26. Click the scroll bar.

27. Click the scroll bar.

28. Click the UATLast2, UATFirst2 link.

UATLastZ UATFirstd]

29. After selecting a Candidate, their Personal Data, Job Data and Payroll Data pages
will appear.

30. After the candidate has been reviewed and selected for hire (the user completing the
self-service onbarding transation) must verify and validate the personal information,
job and compensation related data.

31. The Personal Data tab displays the Candidate's personal information and National
ID. This information must be reviewed and verified to ensure that no changes have
been made since the information was entered in CAPPS Recruiting.

32. Notice the Empl ID is set to NEW. An employee ID will be assigned after the
candidate information has been verified and the record has been successfully saved.

33. The Ethnic Group is one of the required fields on the Personal Data page.
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capps

Cemralisd ccoumingand FayrelPersonnel ystem.

Favorites - Main Menu > Recruiting Center >  Hire Candidate

[ Personal Data || Job Data || Payroll Data

employee to update this information when they log onto CAPPS HR for the first time

the military status and veteran status information.
Name: UATLast2,UATFirst2

Last: UATLasi2
Date of Birth; 10/07/1963 [5

Gender:

Ethnic Grou
National ID
Country: National ID Type: Description:
UsA PR Social Security Number

Address: |444 Test Drive

Verify and validate the personal information for the employee. If the phone and the address is incorrect instruct the

Ensure the employee's full name is their full legal name, validate their social security or national ID number and update

Empl ID: NEW
Personal Data
Frsts [ UATF IS0 —
miaate: 2

[Austin

Glenn Hegar Texas Compuroller of Public Accounts

Home Sign out

New Windew | Personalize Page | (& ~

Spouse of Veteran: []
Orphan of Veteran: []
Former Foster Child: []
Selective Service: [

National ID:
000-00-0000

Address 2:
Home Phone: |512/355-5555 Preferred: Postal Code: 78757
Cell Phone | #12/255-5558 Preferred: [ Email ID testrecrut @cpa texas gav
(Personal):
Info Release Indicators. <
H100%

Step Action

34. Click the Ethnic Group list item.

|

35. Click the American Indian/Alaska Native list item.

|'°"“E"E3ﬂ indian/Alaska Native V|
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Glenn Hegar Texas Compuroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sign out

Favorites | Main Menu > Recruiting Center >  Hire Candidate

New Windew | Personalize Page | [E
Personal Data | JobData | Payrell Data 2

Verify and validate the personal information for the employee. If the phone and the address is incorrect instruct the
employee to update this information when they log onto CAPPS HR for the first time

Ensure the employee's full name is their full legal name, validate their social security or national ID number and update
the military status and veteran status information.

Mame:  UATLast2,UATFirst2 Empl ID: NEW
Personal Data
Frst; UATRESE2 Military Status:
middie: 2 Spouse of Veteran: [
Last: UATLas2 Orphan of Veteran: []
Date of Birtn: [10/07/1963 |[5) Former Foster Child: []

Gender: Selective Service: []
UL LY American Indian/Alaska Native g

National ID
Country: National ID Type: Description: National ID:
usa PR Social Security Number 000-00-0000
Address: 144 Test Drive City: At
Address 2: state: [TX
Home Phone: Preferred: Postal Code: 78757
Cell Phone Preferred: [ Email ID[_tesirecru @cpa texas gov
{Personal):
Info Release Indicators <
H100% ~
Step Action
36. Click the scroll bar.
37. The Personal Data tab also shows the Info Release Indicators.

38. The Info Release Indicators must be updated for the selected candidate.

39. When the Commissioned Peace Officer box is checked or the employee's data is
protected under law, the Info Release Indicators cannot be updated.

In this lesson, the Commissioned Peace Officer box will not be checked, so the
remaining information can be updated.

40. Click the Home Address Release list.

Home Address Release:
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( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites | Main Menu » Recruiting Center > Hire Candidate

Date of Birth: |10/07/1963 [ Former Foster Child: []

Gender: Selective Service: []
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: Mational ID:
Usa PR Social Security Number 000-00-0000
Address: |44 Test Drive City:Austin
Address 2 State:|TX
K Preferred:
Home Phone: 212/299-5555 Postal Code: 78757
Cell Phone | 512/5555555 Preferred: [ Email ID testrecrutt @cpa texas gov
(Personal):

Info Release Indicators

Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

N
Home Telephone Release: Family Info Release:
RetumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v

CAPPS HR/PAYROLL
EUT Course

Step

Action

41.

Click the Y list item.
Y

( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites © Main Menu » Recruiting Center > Hire Candidate

Date of Birth: [10/07/1963 | Former Foster Child: []

Gender: Selective Service: [
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: National ID:
UsA PR Social Security Number 000-00-0000
Address: City; Austin
Address 2 State:|TX
Home Phone: 212/299-5555 Postal Code: 78757
Cell Phone  |512/5555555 Email ID testrecrut @cpa texas gov
(Personal):

Info Release Indicators

Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

Home Telephone Releas Family Info Release:

ReumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v
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Step Action

42. Click the SSN release list.

S5SN release;

Centaleed iz ingand Pyl ersoanel ystems

Favorites = Main Menu » Recruiting Center » Hire Candidate

Date of Birtn: |10/07/1963 |[)

Glenn Hegar Texas Comptroller of Public Accounts

Home Sian out

Former Foster Child: [

~
Gender: Selective Service: []
Ethnic Group [American Indian/Alaska Native
National ID
Country: National ID Type: Description: National ID:
UsA PR Social Security Number 000-00-0000
Address; | 444 Test Drive City:/Austin
Address 2 State: |TX
5 Preferred:
Home Phone: |1 2/775-5588 Postal Code: [T8757
Cell Phone  512/5655555 Preferred: [ Email ID testrecruit @cpa lexas gov
(Personal):

Info Release Indicators
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance

Commissioned Peace Officer: []

Home Address Release:

N
Y

Home Telephone Releas Family Info Release:

Retun To Select Candidate

Personal Data | Job Data | Payroll Data

Allow the Tollowing to be released to the public: Release All: [] Release None: []

SSN release: Emergency Contact Info Rel

Step Action

43. Click the N list item.
M
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( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites © Main Menu » Recruiting Center > Hire Candidate

Date of Birth: |10/07/1963 [ Former Foster Child: []

Gender: Selective Service: []
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: National ID:
UsA PR Soclal Security Number 000-00-0000
Address; 444 Test Drive city: Austin
Address 2: state:|TX
¥ Preferred:
Home Pone; | 012/299-5585 Postal Code: |78757
Cell Phone  |512/555:5555 Preferred: [ Email ID testrecruil @cpa.texas.gov
(Personal):

Info Release Indicators

Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

Home Telephone Releas Family Info Release:

RetumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v

CAPPS HR/PAYROLL
EUT Course

Step

Action

44,

Click the Emergency Contact Info Rel list.
Emergency Contact Info Rel:

( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites © Main Menu » Recruiting Center > Hire Candidate

Date of Birth: 100711963 |[5) Former Foster Child: []

Gender: Selective Service: [
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number 000-00-0000
Address: 444 Test Drive City;/Austin
Address 2: State: | TX
¥ Preferred:
Home Phone: (212/395-5555 Postal Code: 78757
Cell Phone  512/5555555 Preferred: [ Email ID testrecrutt @cpa.lexas.gov
(Personal):

Info Release Indicators

Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

Home Telephone Releas Family Info Release:

ReumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v
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Step Action

45. Click the Y list item.

Y

{ Glenn Hegar Texas Comptroller of Public Accounts
Certralized Accotmtingand PayrelPersoel Systems
Home Sian out
Favorites | Main Menu » Recruiting Center > Hire Candidate
Date of Birtn: [10/07/1963 |[5) Former Foster Child: [] ~
Gender: Selective Service: []
Ethnic Group [ American Indian/Alaska Native
National ID
Country: National ID Type: Description: National ID:
usa PR Social Security Number 000-00-0000
Address: %44 Test Drive City:/Austin
Address 2 State: |TX
5 Preferred:
Home Phone: 212/299-5555 Postal Code: 78757
Cell Phone  |512/5555555 Preferred: [ Email ID testrecrutt @cpa texas.gov
(Personal):
Info Release Indicators
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved
NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance
Commissioned Peace Officer: []
Allow the Tollowing to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel
Home Telephone Release: Family Info Release:
RetunTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
H100% ~

Step Action

46.

Home Telephone Release:

Click the Home Telephone Release list.
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( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites | Main Menu » Recruiting Center > Hire Candidate

Date of Birth: |10/07/1963 [ Former Foster Child: []

Gender: Selective Service: []
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: Mational ID:
Usa PR Social Security Number 000-00-0000
Address: |44 Test Drive City:Austin
Address 2 State:|TX
K Preferred:
Home Phone: 212/299-5555 Postal Code: 78757
Cell Phone  |512/5555555 Preferred: [ Email ID testrecrutt @cpa texas gov
(Personal):

Info Release Indicators

Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

Home Telephone Releas Family Info Release:

RetumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v
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Step

Action

47.

Click the N list item.
MN

( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites © Main Menu » Recruiting Center > Hire Candidate

Date of Birth: [10/07/1963 | Former Foster Child: []

Gender: Selective Service: [
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: National ID:
UsA PR Soclal Security Number 000-00-0000
Address; 444 Test Drive city: Austin
Address 2: state:|TX
¥ Preferred:
Home Prone; 0 12/299-5585 Postal Code: |78757
Cell Phone | 512/5555885 Preferred: [ Email ID testrecruit @¢pa.texas gov
(Personal):

Info Release Indicators

Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

Home Telephone Releas Family Info Release:

ReumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v
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Step

Action

48.

Click the Family Info Release list.

Family Info Release:

Glenn Hegar Texas Comprroller of Public Accounts
e P e
Home Sian out
Favorites | Main Menu » Reruiting Center > Hire Candidate
Date of Birtn: [10/07/1963 |[5) Former Foster Child: [] ~
Gender: Selective Service: []
Ethnic Group [American Indian/Alaska Native v
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number 000-00-0000
Address: | +44 Test Drive City:/Austin
Address 2: state: |TX
5 -t Preferred:
Home Phone; |2 21255-5555 Postal Code: 78757

Cell Phone | 312/5555555 Preferred: [ Email ID testrecrut @cpa texas gav

(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire ean be saved
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance
Commissioned Peace Officer: []
Allow the Tollowing to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel:
Home Telephone Release: Family Info Release:

RetunTo  Select Candidate
V]
Personal Data | Job Data | Payroll Data
H100% ~

Step

Action

49.

Click the N list item.
M

50.

After the Info Release Indicators has been updated, proceed to verify the Job

Data.
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@‘ [ Glenn Hegar Texas Comptroller of Public Accounts
Cormlbedaczaringand rayalrasonel Sy,
Home Sian out
Favorites | Main Menu » Recruiting Center > Hire Candidate
Date of Birth: |10/07/1963 [ Former Foster Child: [] n
Gender: selective Service: []
Ethnic Group | American Indian/Alaska Native v
National D
Country: National ID Type:  Description: National ID:
USA PR Social Security Number 000-00-0000
Address: 444 Test Drive City: Austn
Address 2: State: TX
/555 5555 Preferred:
Home Phone: (212/395-5555 Postal Code: 72757
Cell Phone  (512/5555555 Preferred: [ Email ID testrecrut @cpa.texas.gov
(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel:
Home Telephone Release:[N V| Family Info Release:
RetumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
#100% v

Step Action
51. Click the Job Data link.
Job Data | |

52.

The Job Data tab displays the candidate's Organizational Information and Job
Information.

53.

This information can only be verified and not updated on this page. It defaults from
the Position Number entered in the Recruiting module.

Note: The Position information in Recruiting is sourced from CAPPS HR/Payroll.

54.

If the Organizational Information, Payroll and/or Job Information require
updating, it's important to update the *Candidate Disposition Status to 'Invalid' on
the View/Update Candidate page to reprocess the candidates' file.

The Candidate record must be updated in the Recruiting module and reprocessed
through the New Hire Extract interface. This is required to maintain consistency
between the Recruiting and CAPPS HR/Payroll system.

55.

Click the Payroll Data tab.

FPayroll Data

56.

The Payroll Data page displays the Payroll and Compensation related information
for the new employee.
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Step Action

57. Click the SAVE button.
SAVE
58. Notice the Empl ID has been assigned to the new employee.
59. After the record has been saved, the Information Center will display Messages

related to the Personal and Job Data updates. The section will display both
completion and error messages, as appropriate.

60. Click the Select Candidate link.

61. The Hire Candidate page appears to enable the user to select another candidate for
onboarding.

62. Congratulations! You have successfully completed this lesson.

End of Procedure.

Recruiting Manager Self-Service

Hiring a Candidate through MSS

Section 3, Lesson 2 - Exercise 1: Hire a Candidate through Manager Self-Service
(MSS)

This lesson walks through the steps in Manager Self-Service Recruiting to hire a candidate with
the status of "To Be Hired" (last exercise) and populated on the New Hire Extract interface file.

Procedure

This lesson will review the process a Manager will use to select and hire a Candidate.
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Glenn Hegar Texas Comptroller of Public Accounts ~
Centralized Aocounting and Fayrol Fersonnel System
Home Sign out
FEVQ'I’K.ES ME\I’I‘MEHU
Welcome 02/25/2016 11:51 AM
HR / Payroll News & Articles
Feed
HR News
“ Financials News & Articles
No articles currently available
‘Career Section (CAPPS Internal Candidates)
Recruiting Center
Recruiting Seif-Service
HR / Payroll Worklist
Financials Worklist
Commen Links v
H100% ~
Step Action
1. Click the Manager Self-Service button.
Manager Self-Service
2. The Manager Self-Service menu displays the various options available to a

manager that has direct reports.

The focus of this lesson will be Hire Candidate.

3. This action is only available for the agencies with MSS Full.

Click the Hire Candidate link.

4. The As of Date defaults to the (current date). It can be changed as needed.

This date field is used to display candidates with a Start Date within 30 days of the
As Of Date.

5. Note: If the Start Date of a candidate is future dated, it is necessary to enter the
future As Of Date in order to display that candidate's information.

6. The Hire Candidate page displays the recruiting information for the Valid
candidates to begin the onboarding process.
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Step Action

7. This list of applicants is a result of the New Hire Extract process. The New Hire
Extract pulls any candidate that has been updated to the Step/Hire and Status/To
Be Hired, in the Agency Recruiting module.

It sends both the Personal Data and Job Data to the Hire Candidate page in
CAPPS HR/PY.
The New Hire Extract is run three times during the day and once overnight.

8. The As Of Date defaults to the system date (current date). This date field is used to
display candidates with a Start Date within 30 days of the As Of Date. The field
may be updated to locate candidates with a specific Start Date.

9. The Hire Candidate page lists the applicants reporting to the designated
manager.

10. Click the STUVLast, STUVFirst link.

§TUVLast, STUVFirst

11. After selecting a candidate, the Personal Data page will appear. The tabs to access
the Job Data and Payroll Data pages also available.

12. After the candidate has been selected for hire, the manager must verify and validate
the personal information, job and compensation related data.

13. Starting with the Personal Data tab, it displays the candidate's Personal Data,
National ID and Info Release Indicators.

14. Notice the Empl ID is set to NEW. An employee ID will be assigned after the
candidate's information has been verified and the record has been successfully
saved.

15. Click the scroll bar.

16. The Info Release Indicators must be completed.

17. When the Commissioned Peace Officer box is checked or the employee's data is
protected under law, the Info Release Indicators cannot be updated.

In this lesson, the Commissioned Peace Officer box will not be checked, so the
remaining information can be updated.

18. Click the Home Address Release list.

Home Address Release:
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capps

Cemralisd ccoumingand Pyl Personnel ystem.

Favorites - Main Menu > Manager Self-Service >  Hire Candidate

Date of Birth: |02/02/1965 |[5)

Gender:
National ID

Country: National ID Type:

usA PR

Description:

Social Security Number

Address: | 333 No Address Ave.

Address 2:

512/123-4567 Preferred:

Home Phone:

Cell Phone
(Personal):

Info Release Indicators.

Commissioned Peace Officer: [

Allow the following to be released to the public:
Home Address Release: SSN release:

Home Telephone Release: Family Info Release:

Return To Select Candidate

Personal Data | Job Data | Payroll Data

Preferred: []

Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.

Release All: [

Emergency Contact Info Re

Glenn Hegar Texas Comprroller of Public Accounts

Home Sign out

Former Foster Child: [] A
Selective Service: []

National ID:
A1

City: ELPASO
State: | TX
Postal Code: 79938

Email ID| trnemaii@cpa.texas.gov.

Release None: []

®100%

Step

Action

19.

Click the Y list item.
Y

capps

Cemralisd ccoumingand Pyl Personnel ystem.

Favorites - Main Menu > Manager Self-Service >  Hire Candidate

Date of Birth; 02/02/1965
Gender:
National ID
Country: National ID Type:
UsA PR

Description:
Social Security Number

Address: 332 No Address Ave.

Address 2:

512/123-4567 Preferred:

Home Phone:

Cell Phone
(Personal):

Preferred: [

Info Release Indicators.

Commissioned Peace Officer: [

Allow the following to be released to the public:

Home Address Release: SSN release:

Home Telephone Releas Family Info Release:

Return To Select Candidate

Personal Data | Job Data | Payroll Data

Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.

Release All: [

Emergency Contact Info Re

Glenn Hegar Texas Comprroller of Public Accounts

Home Sign out

Former Foster Child: [
Selective Service: [] i

National ID:
11111110

City:[ELPASO
state: X
Postal Code: 79938

Email ID | tmemail@icpa.texas.gov

Release None: []

®100%
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Step

Action

20.

Click the Emergency Contact Info Rel list.
Emergency Contact Info Rel:

Glenn Hegar Texas Comprroller of Public Accounts
Certralized Accotmtingand PayrelPersonel ystems
Home Sian out
Favorites | Main Menu » Manager Seff-Service » Hire Candidate
Date of Birtn; 02/02/1965 |[5) Former Foster Child: [] N
Gender: Selective Service: []
Eumic Group
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number 11110
Address: |33 No Address Ave. ciny: EL PASO
Address 2: state: |TX
512/123-4567 Preferred:
Home Phone: Postal Code: |79938

Cell Phone Preferred: [ Email ID | tremail@cpa texas gov

(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire ean be saved
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance
Commissioned Peace Officer: []
Allow the Tollowing to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel
Home Telephone Release: Family Info Release:

RetunTo  Select Candidate
V]
Personal Data | Job Data | Payroll Data
H100% ~

Step

Action

21.

Click the Y list item.
Y

22.

After the Info Release Indicators has been updated, proceed to verify the Job

Data.
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@ [ Glenn Hegar Texas Comprroller of Public Accounts
CamralisdAccoringand ey Parsonvel Syatm.
Home Sian out
Favorites | Main Menu > Manager Self-Service > Hire Candidate
Date of Birth: 020211965 |5 Former Foster Child: [] n
Gender: Selective Service: []
Ethic Group
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number MA-1-110¢
Address: |33 Nlo Address Ave. CityE-PASO
Address 2: state: TX
5121234567 Preferred: =
Home Phone: Postal Code: 79938
Cell Phone Preferred: [] Email ID| tmemail@cpa.texas.gov
(Personal):
Info Release Indicators
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved
NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel:
Home Telephone Release:| | Family Info Release:
RetumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
H100% -

Step

Action

23.

Click the Job Data link.
Job Data | f

24.

The Job Data tab displays the candidate's Organizational Information and Job
Information.

25.

This information defaults from the Position Number entered in CAPPS Recruiting.

Note: The Position Number details default from the CAPPS HR/PY system.

26.

Verify the Effective Date is correct.

27.

The remaining information is display only. It is essential that the Recruiter and/or
Hiring Manager validate the Position Number and Job Code details in CAPPS
Recruiting when they extend the offer.

28.

Click the Payroll Data tab.

Payroll Data

29.

The Payroll Data page displays the Payroll and Compensation related information
for the new employee. This page is also used to save the verified candidate
information.

30.

The Payroll and Compensation related information is display only. The Recruiter
and/or Hiring Manager must validate this information in CAPPS Recruiting before
extending an offer to the candidate to ensure it appears correct at the time of hire.
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Step

Action

31.

Click the SAVE button.
SAVE

32.

The system will display any error messages that prevented the Hire to be successful
— click the link beside each error message to go to one of the three tabs to review /
fix the data, or have the data corrected in CAPPS Recruiting, as needed.

33.

Click the H_SSN_RELEASE button.
| H_SSN_RELEASE |

34.

Click the scroll bar.

35.

All of the fields noted under: "Allow the following to be released to the public:
" must be completed.

36.

Click the SSN release list.

SSN release:

Y @ [ Glenn Hegar Texas Comprroller of Public Accounts
Comlbedaczaingand rayirasonrel Sy,
Home Sian out
Favorites | Main Menu » Manager Self-Service > Hire Candidate
Date of Birth: (02021965 5] Former Foster Child: [] N
Gender: Selective Service: []
Eomi Growp oo
National ID
Country: National ID Type: Description: National ID:
USA PR Social Security Number 111111100
Address: 333 No Address Ave. city: EL PASO
Address 2: state: [TX
£12/123-4887 Preferred: =
Home Phone: Postal Code: 79938
Cell Phone Preferred: [ Email ID| temai@cpa texas. gov
{Personal):
Info Release Indicators
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel:
N
Home Telephone Release:| V| Family Info Release:
RetnTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
H100% v

Step

Action

37.

Click the Y list item.
Y
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( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sign out

Favorites - Main Menu > Manager Self-Service >  Hire Candidate

Date of Birth; 02021965 |[§) Former Foster Chila: []
Gender: Selective Service: [

National ID
Country: National ID Type:  Description:

National ID:
USA PR Social Security Number 111-11-11XX

Address: |33 Ne Address Ave. City: ELPASO

Address 2: State: | TX
512/123-4567 Preferred:

Home Phone: Postal Code: 79938

Cell Phone Preferred: [] Email ID| tmemail@cpa.texas.gov.
(Personal):

Info Release Indicators.
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Rel

Home Telephone Releas Family Info Release:

Return To Select Candidate

Personal Data | Job Data | Payroll Data

®100%
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Step

Action

38.

Click the Family Info Release list.
Family Info Release: E

( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites | Main Menu » Manager Self-Service > Hire Candidate
Date of Birth: 020211965 |[5) Former Foster Child: []
Gender: Selective Service: [
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number -1
Address: |33 Ne Address Ave. City: ELPASO
Address 2: State: | TX
512/123-4567 Preferred:
Home Phone: Postal Code: 79938
Cell Phone Preferred: [] Email ID | trnemail@cpa.texas.gov.
(Personal):

Info Release Indicators

Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re!
Home Telephone Releas Family Info Release:

ReumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
®100%

Page 151




CAPPS HR/PAYROLL at—~1a -
EUT Course S L VB ]

Centralized Accounting and PayrolliPersonnel System

Step

Action

39.

Click the N list item.
M

Glenn Hegar Texas Comprroller of Public Accounts
Certralized Accotmtingand PayrelPersoel yatems
Home Sian out
Favorites | Main Menu » Manager Seff-Service » Hire Candidate
Date of Birth: (02/02/1965 [ Former Foster Chil: O N
Gender: Selective Service: []
National ID
Country: National ID Type: Description: National ID:
USA PR Social Security Number 111111100
Address: 333 No Address Ave. City: EL PASO
Address 2: State: TX
512/123-4567 Preferred:
Home Phone: Postal Code: 79938

Cell Phone Preferred: [ Email ID | tremail@cpa.texas. gov

{Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire ean be saved
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance
Commissioned Peace Officer: []
Allow the Tollowing to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel
Home Telephone Release: Family Info Release:

RetunTo  Select Candidate
V]
Personal Data | Job Data | Payroll Data
H100% ~

Step

Action

40.

Click the Home Telephone Release list.

Home Telephone Release:
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Glenn Hegar Texas Comprroller of Public Accounts

Sian out
Favorites | Main Menu > Manager Self-Service > Hire Candidate
Date of Birth: (02/02/1965 [ Former Foster Child: O
Gender: selective Service: []
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number A1
Address: 333 No Address Ave. City: EL PASO
Address 2: State: TX
512/123-4567 Preferred:
Home Phone: Postal Code: 79938

Cell Phone Preferred: [ Email ID | tremail@cpa.texas. gov

(Personal):
Info Release Indicators
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved
NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re!
Home Telephone Release: Family Info Release:

RetumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100%

Step

Action

41.

Click the N list item.
M

42.

After the errored information has been updated, navigate to the Payroll Data to save

the record to hire.

Page 153




CAPPS HR/PAYROLL
EUT Course @

Centralized Accountmng and Payroll Personnel System

@‘ [ Glenn Hegar Texas Comptroller of Public Accounts
P e e e
Home Sian out
Favorites | Main Menu > Manager Self-Senvice > Hire Candidate
Date of Birtn: [02/0211965 |[5) Former Foster Child: []
Gender: Selective Service: [] a
National ID
Country: National ID Type: Description: National ID:
usa PR Social Security Number 11111-1D0¢
Address: 333 No Address Ave. city: EL PASO
Address 2: state: [TX
g 54 - [+
Home Phone; 12124587 Preferred: Postal Code: 79938
Cell Phone Preferred: [ Email ID| temai@cpa texas. gov
{Personal):
Info Release Indicators
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved
NOTE: If Commissioned Peace Officer bos is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel:
Home Telephone Release: [ ] Family Info Release:
RewmTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
#100% v
.
Step Action
43. Click the Payroll Data link.
44. Click the SAVE button.
45. Notice the employee has been assigned an Empl ID.
. . .
46. After the record has been saved, the Information Center will display Messages

related to the Personal and Job Data updates. The section will display both
completion and error messages, as appropriate.

47. Click the Select Candidate link.
Select Candidate

48. The Hire Candidate page appears to enable the user to select another candidate for
onboarding.
49. Congratulations! You have successfully completed this lesson.

End of Procedure.

Completing the Hiring Candidate Process

Section 3, Lesson 3 - Exercise 1: Completing the Hire Candidate Process
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This lesson walks through the final step necessary to update CAPPS Recruiting after a hire has
been processed in CAPPS HR/Payroll. This is a critical step in CAPPS Recruiting as it changes
the Candidate's final step to "Hired". This reduces the available openings of a position and/or
closes the requisition.

Procedure

This lesson focuses on the steps to update the status of a hired candidate.

A ¥ Recruiting Tasks  Requisiions  Candidates  Offers  Libraries ©

Welcome Recruiter Administrator

Welcome to the Recruiting Center.

Show information for requisitions:

| own v C
[ Cendidates Greate Candidale. = L Gt -
»~ Total S P
In Selection Process on Open Requisitons 3 ° There is no data to display.
- ACE 0 1
- New 2 a -
u Tasks
" Requisitions = Reciing IS Total
- ESenieyFieopisii, Tasks assigned to me B G
»~ Total Al staffing tasks. 5 o
Draft 1 2 Requisitions
= 1 4 To be completed g a
Ready for sourcing 1 1
40 Search for Candidates Candidates
Search for candidates according to different criteria. ‘Confirm Empioyee Presence 1 1
Dupbcate Check 1 1
Offers
Extend Offer 1 1
= Mv Setup

&) TALEO!

®100%

Step Action
1. Click the Candidates Access link.
Candidates
2. Click the Candidate link.
. SOT ttrainer. Ttrainer(00000) T w &
The Candidates application information will display.
4, Notice the Candidates Step and Status is set at Hire and To be Hired. This is the
information that will updated to complete the hire process for this candidate.
5. Click the button to the right of the More Actions field.

More Actions *
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Step Action

6. Click the Change Step/status... menu.
Change Stepistatus...

7. The Change Step and Status page appears to display the available update options.
Click the New Status.

Note: Reaching a status marked with an asterisk (¥) completes the step list.

Hired - External® v

9. Click the Hired - External* item.

Hired - External
10. Click the Save and Close button.

Sdve and Close

11. After Save and Close, the system will display this warning message regarding the

status of the Requisition.
12. Click the Yes button.

Yes

13. Notice the Candidates Step and Status has now been updated to Hire and Hired -

External. This status indicates the Requisition is no longer active.

14. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 4 - Practice the Recruitment Process Checklist

Screening for Candidates Know-It

Section 3, Lesson 1 Exercise - Scenario 1: Prescreening Candidates -
Practice Exercise

Candidates apply on posted requisitions and answer the prescreening
questions. CAPPS Recruiting users have the ability to use questions as prescreening
tools to find the ideal candidates.

When Recruiters add questions to the requisition, they will specify if the question is
required for the position or if it is an asset. This is used to help identify the ACE
candidates.
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Procedure

In this lesson, you will practice the steps of viewing prescreening questions and setting question
criteria. You will also practice the steps of viewing the candidates' responses.

Capps Recruiter Administrator | Home | Resources v | Sign Out
= [ Search Canddate Ad d Search
] L] = date e R
# v Recruiing  Tasks  Requisifons  Candidates  Offers  Libraries v
. o «
Welcome Recruiter Administrator .
Welcome to the Recruiting Center
‘Show information for requisitions:
lown A C
. = = =
@ Candidates ‘ Offers.
Create Candidate...
»~ Total I3 Tatal
In Selection Process on Open Requisitions 2 5 There is no data to display.
- New 2 4
- =
| v I Tasks
P =
™ Requisitions —
= Create Requisition... P ~ Total
~ Total Tasks assigned to me. 3 4
Draft 1 2 Al staffing tasks 3 4
‘Open 2 4 Requisitions
To be completed 1 2
Ready for sourcing 2 2
40 Search for Candidates
Search for candidates according to different criteria.
ﬂ My Setup
Review your identity detais and preferences.
) TALEOPOWERED
H100% v
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Step

Action

Starting at the CAPPS Recruiting Home Page access the requisition to view the
prescreening questions.

Click the Requisitions link.

Use the following information to complete this lesson:
Start navigation: Requisition (Top)

Requisition Title: SOT_TRN Administrative V (00000223)
Requisition Action:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset
6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...
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2.

Click the SOT_TRN_ADMINISTRATIVE ASSISTANT V link.

Use the following information to complete this lesson:
Start navigation: Requisition (Top)

Requisition Title: SOT_TRN Administrative V (00000223)
Requisition Action:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset

6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...

1 SOT_TRN_ADMIMNIST
RATIVE ASSISTANT WV

Click the Collapse the 1. Requisition Structure section link.

b

Click the Expand the S. Questionnaire section link.
»
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Step Action

5. Click the Edit button.
Use the following information to complete this lesson:

Requisition Title: SOT _TRN Administrative V (00000223)
Requisition Action:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset

6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...

Edit

6. The 5. Questionnaire section displays the Disqualification and Requisition-
specific questions.

7. The Disqualification Questions do not disqualify a candidate. These questions
require verification of the candidate's response.
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Recruiter Administrator | Home | Resources v

Tasks  Requisiions  Candidates  Offers  Libraries ©

SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) ”
Feen 3outof 6 requistbons |
SOT_TRN_ADMINISTRA — 1Bk el
00000223 Requisition ¥
Open Save | SaveandClose  Cancel * Show fields required to:
Status Detals  Expired Soves =

5. Questionnaire

Disqualification Questions
Candidates for this 1

requisiton Questons Answer Result
1. A - Are you a veteran? Yes [ ToBe Verified
Activated Languages No The Candidate Passes
Engiish (Base) ¥ « Global
Requisition Type « Code: 50, 6 m
Professional
Hired Candidates
Doutof 1 2. B. - Are you a surviving spouse of a veteran who has not Yes 7 ToBe Verified
remarried?
Prmary Location No The Candidate Passes
Camp Hubbard Bidg 1 £
« Giobal
Recruiter o SO

Administrator. Recruiter

Hiring Manager i
Administrator, Recruiter 3. C. - Are you a sunviving orphan of a veteran? Yes [ ToBe Verified
No The Candidate Passes

H100%

Step Action

8. Click the scrollbar.
Click the scrollbar.

9. The requisition-specific Questions may be applied to the requisition at any
time. The user may add, sort or remove questions, as applicable.

10. Click the Required/Asset dropdown button to view the options.
Click the Required/Asset dropdown button for "Question 1" and "Answer - Yes"
to view the options.

Not Applicable ¥
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Step Action

11. Click the Required list item.
Use the following information to complete this lesson:

Requisition Action:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset

6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...

Required
12. Proceed to apply the appropriate criterion for each question.
13. Click the scrollbar.

Click the scrollbar.
14. Click the list.

Click the Required/Asset dropdown button to view the options.
Click the Required/Asset dropdown button for "Question 3" and " Answer -
Good" to view the options.

Mot Applicable b

15. Click the Required list item.
Use the following information to complete this lesson:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset

6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...
Required
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16.

Click the Required/Asset dropdown button for "Question 4" and "Answer - Yes"
to view the options.
Click the Required/Asset dropdown button to view the options.

Mot Applicable ¥

17.

Use the following information to complete this lesson:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset

6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...
Asset

18.

Click the scrollbar.
Click the scrollbar.

19.

Click the Required/Asset dropdown button for "Question 6" and "Answer - Yes"
to view the options.
Click the Required/Asset dropdown button to view the options.

Mot Applicable i

20.

Use the following information to complete this lesson:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset

6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...
Asset
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Step Action

21. Click the dropdown button for "Question 7" and "Answer - Yes" to view the
options.
Click the Required/Asset dropdown button to view the options.

Mot Applicable i

22. Click the Asset list item.
Use the following information to complete this lesson:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset

6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...

Asset
23. Click the scrollbar.
Click the scrollbar.
24. Click the Required/Asset dropdown button for "Question 10" - California to view

the options.
Click the Required/Asset dropdown button to view the options.

Mot Applicable ¥

25. Use the following information to complete this lesson:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset

6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...
Asset
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26. Click the scrollbar.
Click the scrollbar.
27. Click the Required/Asset dropdown button for "Texas" to view the options.

Click the Required/Asset dropdown button to view the options.

Mot Applicable *

28. Use the following information to complete this lesson:

Question Thresholds:

1. Do you speak a language other than English? (Yes) Required
3. How fluently? (Good) Required

4. Do you write in a language other than English? (Yes) Asset

6. Are you certified interpreter? (Yes) Asset

7. Sign Language: (Yes) Asset

10. Current Drivers License State: (California) Asset
10. Current Drivers License State: (Texas) Required

"More Action': Change/Step Status...
Required

29. Now that the Required and Asset criterion has been set for the appropriate
requisitions-specific questions, it's time to Save and Close the requisition.
Now that the Required and Asset criterion has been set for the appropriate
requisition-specific questions, it's time to save and locate a candidate.

Save and Cloze
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Recruiter Administrator | Home | Resources v | Sign Out

s didale Advanced Search

Tasks Requisitions Candidates Offers

Libraries ¥

Requisition

* [y =™ o g (4 | Moreatons v = | afrln
SOT_TRN_ADMINISTRA!

00000223 || Requisiion™ | Aerts Approvals History

Status Open Edit

Status Detals  Expired

SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223)

3 out of 6 requisitions.

* 1. Requisition Structure

Identification

Candidates for this 1
requisiton

Requisiton Titie Number of Openings

s SOT TRN ADMINISTRATIVE ASSISTANT v/

Engish (Base) ¥ Justfication State Job Code
New Postion

e T Positon Number

Professional 0000132

Hired Candidates

Ooutof 1 Group

FITEW LRI User Group

Camp Hubbard Bidg 1 (0

Depariment of Molor Vehicles

Recruiter
Administrator, Recruiter T
Hiring Manager
" Organization

Administrator, Recruiter

State of Texas CAPPS State of Texas

®100%

Step

Action

30.

Click the Candidates link.

Now view a candidate's file to view how the candidate's responses matches up the

job requirements.

Click the Candidates link
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Capps Recruiter Administrator | Home | Resources v | Sign Out
- = Advanced Search
A v Recruiting andid Libraries *
“ «
[} Candidates ”
Quick Filters 7 B B = & B | woresctons v | 7| [=
Show candidates for requisiions: U‘ ~ |®‘ i ‘f | a ‘ € ‘-l |E‘i ‘ Steg 2" Status Name, Icor 37| Submission Creaion | Submiss
— - ¥ 00000085 - SOT Auditor VI [
[ Inciude inactve requistions m) i, SOT_TRN_INT_EE,SOT_TRKy> @& FI™ Hire Hire - To be Hired 0ct 22,2015 Nov 18, 2|
Since = ] i), Test, lest2 Test (10748) €2 & 4 g HR HR Screen - Tobe Oct 28, 2015 Oct 29, 24
Screen Reviewed
* Candi -
aates [] A A Edemslt?, Canddaisdi (¥} & 4 g HR HRScreen-Tobe  Nov 11,2015 Nov 15, 2|
¥ Subm Screen  Reviewed
- [ A A SOT_test2Testi(10218) [¥) & 4 g HR HRScreen-Tobe  Nov 17,2015 Nov 17, 24
* Requisitions Screen  Reviewed
¥ 00000223 - SOT_TRN_ADMINISTRATIVE ASSISTANTV [
O B, SOT_tes2 Test(10218) [(1¥) & 4 g HR HRSoreen-Tobe  Nov5, 2015 Now 20, 2
Screen  Reviewed
u SOT_TRN_InterviewOffer, SOT !]' - @“ # HR HR Screen - To be Nov 25, 2015 Nov 25, 2y
Screen  Reviewed
¥ 00000279 - SOT_TRN_Program Specialist Il [0
A SOT_TRN_InterviewOffer, SOTy a4 g HR HRScreen-Tobe  Nov 25,2015 Nov 25, 2|
Screen Reviewed
: o
Aduanced Fiters 1107 out of 7 candidates
®100%

Step Action

31. Select candidate SOT_TRN_InterviewOffer.
SOT_TRN_InterviewOffer, SOTw T

32. Click the scrollbar.
Click the scrollbar.
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Recruiter Administrator | Home | Resources v | Sign Out

& [ Search Candiate Advanced Search

Requisions ~ Candidates ~ Offers  Libraries *

SOT TRN InterviewOffer, SOT TRN InterviewOffer appied for requisiion:

Job Submission — SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) - ?
- 6 outof 7 candidates
SOT_TRN_InterviewOffer, = R — <
SOI:IRN:Im:nnewOffe' : e ore Actons — L "

11465 Job Submission'¥ | Attachments | Tasks | History
3/3

34 Edit

HR Sereen

To be Reviewed

West Virginia
Wisconsin

Wyoming

American Samea

District of Columbia =
Federated States of Micronesia =
Language L Guam —
Engish
ot Marshal Isiands =
Creation Date Nerthem Mariana Isiands —
Nov 25, 2016 Pai
alau =
Latest Submission Medium Puerte Rico —
Oniine
Virgin Isiands =
Source -
Not Specified -
Assets 3/4
Submission Type
Extemal
Recruiter
Recruiter Administrator » 7. References D
Hiring Manager There is no data to display.
Recruiter Administrator o
®100%

Step Action

33. Click the More Actions dropdown.
Use the following information to complete this lesson:

"More Action': Change/Step Status...

New Step: HR Screen
Change New Status to: Passed HR Screen*

Save and Continue

New Step: HM Screen
Change New Status to: Passed HM Screen*

Save and Close
More Actions *
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34.

Click the Change Step/status... option.
Use the following information to complete this lesson:
"More Action': Change/Step Status...

New Step: HR Screen
Change New Status to: Passed HR Screen*

Save and Continue

New Step: HM Screen
Change New Status to: Passed HM Screen*

Save and Close

Change Step/status...

35.

The Change Step and Status page displays the Current Step and Current Status

of the candidate's application.

36.

The Information section displays the Candidate Selection Workflow (CSW)

options for the New Step and the New Status.

NOTE: Reaching a status marked with an asterisk (*) completes the step.

37.

Click the New Status dropdown.
Use the following information to complete this lesson:

Change New Status to: Passed HR Screen*
New Step: HR Screen

Save and Continue

Change New Status to: Passed HM Screen*
New Step: HM Screen

Save and Close

Under Consideration ™
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Step Action

38. Use the following information to complete this lesson:

Change New Status to: Passed HR Screen*
New Step: HR Screen

Save and Continue

Change New Status to: Passed HM Screen*
New Step: HM Screen

Save and Close

Passed HR Screen®

39. Click the Save and Continue button.
Use the following information to complete this lesson:

Change New Status to: Passed HR Screen*
New Step: HR Screen

Save and Continue

Change New Status to: Passed HM Screen*
New Step: HM Screen

Save and Close

Save and Continue

40. Notice the Current Step and Current Status has changed to HR Screen and
Passed HR Screen, respectively.

41. The New Step and New Status has automatically changed to the next phase of the
CSW which is HM Screen and To be Reviewed, respectively.
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42. Click the New Status dropdown.
Use the following information to complete this lesson:

Change New Status to: Passed HR Screen*
New Step: HR Screen

Save and Continue

Change New Status to: Passed HM Screen*
New Step: HM Screen

Save and Close

To be Reviewed A

Change Step and Status

H100% v
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43. Use the following information to complete this lesson:

Change New Status to: Passed HR Screen*
New Step: HR Screen

Save and Continue

Change New Status to: Passed HM Screen*
New Step: HM Screen

Save and Close
Paszed HM Screen®

44, Notice the Current Step and Current Status has changed to HM Screen and

Passed HM Screen*, respectively.

Change Step and Status

CurrentStep  Current Status
HM Screen Tobe Reviewsd

Information

New Step D
' HM Screen v

New Status
 Passed HM Screen® ¥

Reaching a status marked
with an asterisk (*)
‘completes the step.

|| Create a seif-assigned task
|| Send correspondence.

Comments

H100% -
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45. Click the Save and Close button.
Use the following information to complete this lesson:

New Step: HM Screen
New Status: Passed HM Screen*

Save and Close to Save the status change.

—ave and Close

46. Congratulations! You have completed this lesson.
End of Procedure.

Interviewing Candidates Know-It

Section 3, Lesson 2 Exercise, Scenario 1: Interviewing Candidates - Practice
Exercise

CAPPS Recruiting users can schedule, update and cancel interviews directly in the
Recruiting Center.

Each time an interview is scheduled, updated or cancelled in CAPPS Recruiting, an
email message is sent to selected attendees.

There are a few basic steps that must be completed when a recruiter wants to interview a
candidate for a job:

e The Recruiter selects the candidate file from the Candidates list or the requisition-specific
candidate list,

e The candidate must be at the right Candidate Selection Workflow (CSW) interview
step/status.

e The interview must be scheduled. The recruiter invites the candidate and can also invite
other attendees to the interview meeting.

When all the interview details are entered, the recruiter sends the interview meeting invitation.

The candidate, the interview organizer and the selected attendees receive the interview meeting
invitation by email. The interview organizer may print the invitation and send it to the candidate
by fax or regular mail.

Procedure

In this lesson, you will practice the steps of viewing and setting up an interview for a candidate.
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Recruiter Administrator Home Resources ¥ Sign Out
‘ ¥ Recruiting Tasks Requisitions Candidates Offers Libraries v
Welcome Recruiter Administrator ”
Welcome to the Recruiting Center. -
Show information for requisiions:
= = ¢
2= Candidates —— = L Offers =
1.3 Total M Total
In Selection Process on Open Requisitions: 2 7 There is no data to display.
- ACE 0 1
- New 2 5 -
u Tasks
Requisitions = | Recruing Total
= Create Requisition. Tasks assigned tome 4 5
~ Total Al staffing tasks 4 5
Draft 1 2 Requisitions
‘Open 2 4 To be completed 1 2
Ready for sourcing 1 1
Extend Posting? 2 2
1O Search for Candidates
Search for candidates according to different critena.
My Set
LA
#100% ~
Step Action
1. Click the Candidates link.
Candidates
2. The selected candidate must have passed all screening before an interview may be
scheduled.
The Status Name must be HR Screen - Passed HR Screen OR HM Screen -
Passed HM Screen.
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@ Recruiter Administrator | Home | Resources = | Sign Out
Requisitions Candidates Libraries ¥
5 Candidates o
Quick Filters 2 fp e & X B | wmoresctons v ) [e=
o canciiates for renusiions \_1‘ A~ |®‘ Candidate “/ | [] ‘ € ‘ ] |\-\‘ * ‘ St 2" Status Name, Icor 37| Submission Creaion | Submiss
— - ¥ 00000085 - SOT Auditor VI [
] Inciud inactive requisitons ] j, SOT_TRNINT_EE SOT_TRKY» @ 4 g Hie Hie-TobeHired  Oct22, 2015 Nov 18,2
since = = j Testtes2Test (10749 [w) @ 4 g0 R HR S Oct 28,2015 0ct 29, 2
Screen
»
Candidates [] A A Etemalr, Candidated? (¥} & 4 g R Nov 11, 2015 Nov 15, 2
» Submiss: Screen
N LA A4 SOT 10218 ¥ @ 4 g W Nov 17, 2015 Nov 17,2
» Requisitions sereen
¥ 00000223 - SOT_TRN_ADMINISTRATIVE ASSISTANT V[
L SOT_TRN_IntenviewOfter, 50737 4 8 4 HM Now 25, 2015 Dec7,20
Screen
] §, SOT_ (0218) (y) @ 4 g R HR 'S Nov 5, 2016 Nov20,2
Soreen  Reviewed
¥ 00000279 - SOT_TRN_Program Specialist Il [
| SOT_TRN_InterviewOffer, SOTxY 4 82 W HRScreen-Tobe  Nov 25, 2015 Nov 25,2
Screen Reviewed
E |
Advanced Fiters 1107 out of 7 candidates
®100% ~

Step

Action

Click the Candidate SOT_TRN_InterviewOffer, SOT link.

SOT_TRN_InterviewOffer, SOTwT

The Job Submission card also displays the Step as HM Screen and the Status as
Passed HM Screen.

Click the More Actions link.
More Actions *

The More Action dropdown menu displays the available actions when a candidate
has passed the screening process.

Click the Change Step/status... menu.
Change Stepistatus...

The Change Step and Status page displays the Current Step of HM Screen and
the Current Status as Passed HM Screen.

The Information section will automatically list the next Candidate Selection
Workflow (CSW) step and status. The New Step and New Status will be 1st
Interview.

10.

Click Save and Close button.
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Recruiter Administrator | Home | Resources v | Sign Out

Requisitions Candidates Offers Libraries v

SOT TRN Interview

r, SOT TRN InterviewOffer appied for requisition:

Job Submission — SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) - ?

- 5 out of 7 candidates
SOT_TRN_InterviewOffer, 2 g - = w4 » om
sor,mnumzx : o B £ B QO 7 v More Actions.

11465 Job Submission¥ | Aftachments | Tasks | History

3/3

3/4 Edit

1t Interview
atus 1st Interview
Omer Submssions » 1. Personal Information

,,,,,,, B » 2. Resume

Language /| ® 3. Submission Information
English.
Creation Date H
S e » 4. Profile Information
Latest Submission Medium . R
Onine » 5. Experience and Credentials
Source
Not Specified . .
» 6. Job Questionnaire
Submission Type
External
Recruter » 7. References

Recruiter Administrator

Hiring Manager
Recruiter Administrator

®100%

Step Action
11. Click the More Actions link.
More Actions *
12. Click the Schedule an Interview... menu.
Schedule an Interview...
13. The Schedule an Interview page appears. The page is used to provide the details of
the interview including scheduling the attendees.
14. The Interview Properties include the email subject line, organizer, date, time and
location.
15. The Subject will default to include the position title and agency name.
16. The Start and End date will default to the current date and time. This information
may be updated as needed.
17. Click the Drop Down Calendar list.
it
18. Click the December 10 2015.
10
19. Click the Drop Down Calendar list.

«l
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20. Click the December 10 2015.
10
21. Click the End Time list.
11:008M 7
22. Click the 12:00 PM list item.
12:00 PM
23. Click in the Location field.
24, Enter the desired information into the Location field. Enter "Corporate Office -
Room 9".
25. Click the Next button.
Mext
26. The Schedule an Interview - Interview Attendees page enables the user to select

and request attendees to the candidate interview.

27. The Name or email address field enables the user to input the attendees name or
email address.

The Selected Attendees provides a list of the selected attendees from the list below.

28. The Interview Attendees may be selected through the Quick Filters feature.
20. Click the Name field.

Click the Name field.
30. Enter the desired information into the Name field. Enter "Recruiter

Administrator".
31. Click the Refresh button.

Click the Refresh button.

L=
32. The Quick Filter list returns the matches to the Name entered.
33. Click the Select button.
Select

34, Notice the Recruiter, Administrator appears in the Selected Attendees section.
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Step Action
35. Click the Next button.
Mext
36. The Schedule an Interview - Message page enables the user to choose a Message
Template for the Interview Notification.
37. Click the Send the candidate file to the attendees (but not to the candidate)
option.
L
38. Click the Send the requisition file to the attendees (but not to the candidate)
option.
L
39. To preview the Interview message prepared for the candidate and attendees.
Click the Preview button.
Prewview
40. This is a sample message.
It contains logistical information regarding the interview. This message would be
sent to both the candidate and other attendees to the interview.

Subject: Inferview for the position of SOT_TRN_ADMINISTRATIVE ASSISTANT V at
CAPPS (00000223)

Date: Thursday, December 10, 2015 10:30:00 AM to 12:00:00 PM Central Time (-06:00)
Location: Corp'urate Office - Room 9

Attendees: Recruiter Administrator, SOT_TRN_InterviewOffer SOT_TRN_InterviewOffer,

Dear Attendees:
Here are the details concerning the interview of SOT_TRN_InterviewOffer

SOT_TRN_InterviewOffer for the position of SOT_TRN_ADMINISTRATIVE ASSISTANT
V - requisition ID 00000223

If you use Microsoft® Outlook®, double-click the _ics file attachment to update your
calendar.

Best regards,
CAPPS Recruiting

Comments

Mierosot and Cutlook are sither registered trademarks or trsdemaris of Microsaft Carporstion in the United States andlor other countries.

#100% v
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Step Action

41]. Click the Close button.

[P [ Cioe |

Subject: Interview for the position of SOT_TRN_ADMINISTRATIVE ASSISTANT V at
CAPPS (00000223)

Date: Thursday, December 10, 2015 10:30:00 AM to 12:00:00 PM Central Time (-06:00)

Location: Corp'oraie Office - Room 8

Attendees’ Recruiter Administrator, SOT_TRN_InterviewOffer SOT_TRN_InterviewOffer

Dear Attendees:

Here are the details concerning the interview of SOT_TRN_InterviewOffer
SOT_TRN_InterviewOffer for the position of SOT_TRN_ADMINISTRATIVE ASSISTANT
V - requisition ID 00000223

If you use Microsoft® Qutiook®, double-click i filn io uindata uau
calendar Windows Internet Explorer ' X )

Best regards,
CAPPS Recruiting

The webpage you are viewing is trying to close the tab.

~ Do youwant to close this tab?
Comments

Microsct and Gutiock sre either registered rademaris or trsdemarks ||
es o

— )

100% ~

Step Action

42. Click the Yes button.Click the Yes button.
Yes

or Press [Alt+Y].
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Schedule an Interview

|v] send fie to (but not to.
] Send the requisition fie to the attendees (but not to the candidate)

==l

®100%

Step Action
43. Click the Done button.
44, Here is a sample of the email that is sent to the candidate and requested attendees.
45.
End of Procedure.

Creating an Offer Know-It

Section 3, Lesson 3 Exercise - Scenario 1: Creating and Extending an Offer -
Practice Exercise

CAPPS Recruiting users have the ability to create and extend job offers.

Procedure

In this lesson, you will practice the steps of creating and extending an offer.
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Step Action

1. Note: This CAPPS Recruiting homepage is for training purposes only. Not all menu
items shown will be seen in an Agency environment.

Menu items seen on the CAPPS Recruiting homepage will vary based on the users
security role.

o Recruiter Administrator | Home | Resources v | Sign Out

Tasks Requisitions Candidates Offers Libraries *

Welcome Recruiter Administrator

Welcome to the Recruiting Center.

Shaw information for requisitions:

lown v C
= = |
Candidates L Offers M
ﬁ Create Candidate.
~ Total » Total
In Selection Process on Open Requisiions 2 7 There is no data to dispiay.
- ACE 0 1
- New 2 5
=
| v I Tasks
. = ;
Requisitions .- Recruiting ~ Total
RSOl Ay Tasks assigned to me 3 4
~ Total A staffing tasks 3 4
Dratt 1 2 Requisitions
Open 2 4 To be completed 1 2
Ready for sourcing 1 1
Candidates
Confirm Empioyes Presence 1 1
40 Search for Candidates
Search for candidates according to different criteria.

ﬁ My Setup
Step Action

2. Click the Candidates link.
Candidates

3. Click the SOT_TRN_InterviewOffer, link.
L SOT_TRM_InterviewOffer, SOTwT

4. To create an offer for a candidate, the candidate must be in the appropriate CSW
Step and Status. Notice the Status for this candidate is 'Passed Interviews' which
means that CAPPS Recruiting will enable an offer to be created.
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Recruiter Administrator | Home | Resources v | Sign Out

Requisitions Candidates Offers Libraries v
SOT TRN InterviewOffer, SOT TRN InterviewOffer appied fo

Job Submission —  SOT_TRN_ADMINISTRATIVE ASSISTANT

fon:

V (00000223) © ?

-4 5 outof 7 candidates
SOT_TRN_InterviewOffer, 2 - & More Actons ¥ =] afr]n
SOT_TRN_InterviewOffer L bl 0O

11465 Job Submission ¥ | Attachments | Tasks | History

3/3

3/4 Edit

1st Interview

Passed Interviews a
Other Submissions * 1. Personal Information

Candidate Personal Information

First Name Last Name
SOT TRN InterviewOffer SOT TRN InterviewOffer

Language
Englsh Address (ine 1)
POB 1111
E=EnlED City ZiplPostal Code
Nov 25, 2015 )
Simpleton 96899
Latest Submission Medium e

Flace of R

Online

Source: Primary Number
Not Spectied Home Phone
Submission Type Home Phone Number
Extemal 555-565-6555
— Emai Address
Recruer Adminisirator oo texas.aov
Social Securty Number Date of Birth
Hiring Mansger o

Recruiter Administrator o000k

®100%

Step

Action

Click the More Actions link.
More Actions «

Click the Create Offer... menu.
Create Offer...

The Offers tab becomes available to enter the detail of the terms and conditions of a
job. Specific information defaults from the Requisition to the Offers (New) form.

The Offer form is where all the information is gathered to create an offer. It is
available to update as needed.

When hovering the mouse at the top of a column or beside rows or sections of the
Offer form, this Move icon will appear. By clicking this icon, users can move
fields of information stored on the requisition to the Offer (New) column all at once
or individually.

10.

Point to the button.
Click the Move icon.

11.

As you scroll down the page, you will notice the designated requisition information
will appear on the Offer (New) form.

Let's update the date information for the offer first.
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Step Action
12. Click the Target Start Date dropdown button to activate the menu.
Click the Target Start Date dropdown arrow.
i b
13. Click the 15 list item.
15
14.
Click the Start Date dropdown arrow.
1 hd
15. Click the 15 list item.
15
16.
Click the horizontal scrollbar.
[ |
17. This displays a start time.
Click the Start Date Time dropdown arrow.
05 A
18. Click the 09 list item.
05
19. Click the scrollbar.
Click the scrollbar.

20. Notice how the designated information from the Requisition has been copied to the
Offer (New) column. This is a result of using the Move icon at the top of the
column.

21. Click the scrollbar.

Click the scrollbar.

22. Notice the Position Number has also been moved to the Offer (New) form.

23. Click in the Comments field.

24, Enter the desired information into the Comments field. Enter "SOT _TRN Offer".
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Step

Action

25.

Before saving the offer, ensure that all required fields have been completed. These
are the fields identified with the red (*) asterisk.

- Salary Admin Plan
- Salary Grade

- Position Number

- Comments

& Recruiter Administrator | Home | Resources * | Sign Out
Recruiing | Tasks  Requisions  Candidates  Offers  Libraries v
SOT TAN InterviewOffer, SOT TRN Int
Job Submission SOT_TRN_ADMINISTRA ?
- 5 out of 7 candidates
SOT_TRN_InterviewOffer, o R T
SOT_TRN_InterviewOffer
11465 Offers
313 |
s 3/4
Step 1st Interview Save Saveand Close | Cancel
Status Passed Interviews
Other Submissions Offer (New) Requisition r B8
Acti fu]
Inactive (0) PayBasis | Monthiy ] = Menthiy
Salary (Pay Basis) | 3,081.33 3,081.33/4,747.91

N Salary Admin Plan | A
Language 2 v ) .
Engish - Grade |17 7
Creation Date Detais.
Nov 25, 2016 Letier Used | create
Latest Submission Medium N Position Number | |00001334 00001334
Online
Source
Mot Specified Notes
Submission Type:
Extemal

* Comments
e SOT_TRN Offer
Recruiter Administrator
Hiring Manager
Recruiter Administrator

#100% v
Step Action

26.

Click the Save and Close button.

Save and Close

27.

Notice the Step and Status have been updated to reflect the state of the Offer. The
Step is Offer and the Status is Draft.
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Recruiter Administrator Home Resources v Sign Out
7® f~ | Search Candidate par =ren
‘ ¥ Recruiting Tasks Requisitions Candidates Offers Libraries ¥
SOT TRN InterviewOffer, SOT TRN InterviewOffer applied for requisition:
Job Submission —  SOT_TRN_ADMINISTRATIVE ASSISTANT V (00000223) o ?
-4 5 out of 7 candidates
SOT_TRN_InterviewOffer, & - b = "
SOT_TRN_InterviewOffer L b= More Actens ¥ =L 2
D 11465 Job Submission | Aftachments Tasks Offers History
3/3
314
Offer Offer 1 (Current) j Requisition v a v
tatus Draft Edit
r Submissions Tep Section E
re() D Status  Draft
Inactive (0) _ Target Start Date | Dec 15, 2015
Start Date Dec 15, 2015, 9:00 AM
| Tentative
Language . Expiration Date Dec 18, 2015, 11:29 AM
English Createdon | Dec 11,2015 Nov 3, 2015
Creation Date Maximum Salary 474781
Nov 25, 2015 General Terms
Latest Submission Medium Currency  US Dolar (USD) US Dollar (USD)
Online PayBasis | Monthly Monthty
Source Salary (Pay Basis) | 3,081.33 3,081.33/4,747.91
LEiETEE Salsry Admin Plan | A A
Submission Type Grade 17 17
Eeae Detais.
Recruiter Position Number | 00001334 00001334 I
Recruiter Administrator
Hiring Manager E |
Recruiter Administrator
#100% ~
A
Step Action
28. Click the More Actions link.
More Actions *
29. Click the Request Approval... list item.
Request Approval...
30. The Request Approval page displays the Approvers identified on the requisition.

An email is sent to all listed Approvers to request a response. In addition to
identifying the approvers, this page may be used to approve the requisition.

In this lesson, the Recruiter is the only approver.

31. Click in the Comments field.
Click in the Comments field.

32. Note: In this lesson, the Recruiter is the only approver. It is recommended to add
concise comments in the event of an audit.

33. Enter the desired information into the Comments field. Enter "Reference
department email dated 12/10/15. Approved".

34, Click the Done button.

35. Notice the CSW Step and Status have changed to Approved.
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Step Action
36. Click the More Actions link.
More Actions «
37. Click the Extend Offer menu.
Extend Offer...
38. The Extend Offer page is used to identify the method in which to extend the offer
to the candidate.
39. Click the Extend in writing option.
| Extend in writing
40. Click in the Comments field.
41. Enter the desired information into the Comments field. Enter "Extend in writing".
42. Click the Done button.
43, The Send Offer Letter page is used to identify the method and message template of
the Offer letter.
44, Click the Send message by list.
Emai b
45. The Send Offer Letter provides 3 methods to extend an offer in writing:
- Email - offer letter sent to the recipients email address.
- Printed Letter - offer letter sent via the postal service.
- E-Offer - makes the offer letter visible online in the career section of the CAPPS
Recruiting website.
In this lesson, the offer letter will be printed.
46. Click the Printed Letter list item.
Printed Letter
47. Click the Open the template selector button.
48. The Template Selector displays the list of delivered offer letter templates.
49, Click the Select button.
Select
50. The Send Offer Letter page displays the options that will appear on the printed

letter.
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Step Action

51. The From template provides standard CAPPS Recruiting verbiage for offer letters.

52. The Select the paragraphs to include in the message section enables the users to
select what standard information should appear on the offer letter. (i.e. agency log,
paragraphs specific to external candidates or internal candidates, etc.)

53. Select the appropriate checkboxes to identify your agencies letter head and Offer
Letter detail to print. Note: The CAPPS Generic Logo and CAPPS Offer Letter
Paragraph - External will default as checked.

Send Offer Letter

®100%

Step Action

54. Click the Next button.
55. This Send Offer Letter page identifies the blank information on the offer letter also

known as "missing values".

Based on the letter template selected, this page will display the information that
requires unique information specific to the offer and/or the candidate.

56. Click the Next button.
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57. This page of the Send Offer Letter displays the number of errors or "missing
values" contained on the letter. It also displays the names of the recipients of the

letter.

These errors may be fixed by completing the previous page.

58. Click the Previous button.
Previous
59. NOTE: If these fields are completed here, this information will automatically

populate in the letter. If not, it will need to be manually populated on the letter.

Send Offer Letter

‘Some values are missing.
You must provide the information belowin:  ngioh

Position_Work_Address.

On_Boarding_Session_Offics_Name

On_Boarding_Session_Start_Time

On_Bearding_Session_Offics_Address

Other_Required_First_Day._Documentation

H100% v |

Step Action

60. Enter the desired information into the Position_Work_Address field. Enter
"Agency Location".

61. Click in the On_Boarding_Session_Office_Name field.

62. Enter the desired information into the On_Boarding_Session_Office_Name field.
Enter "Agency Office".
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Step Action

63. Click in the On_Boarding_Session_Start_Time field.

64. Enter the desired information into the On_Boarding_Session_Start_Time field.
Enter "9:00am".

65. Click in the On_Boarding_Session_Office_Address field.

66. Enter the desired information into the On_Boarding_Session_Office Address
field. Enter "Agency Address".

67. This Other_Required First Day Documentation ficld is used to list additional

items that an Agency requires a candidate to bring to the first on-boarding session.

68. This information may be a list of additional items. This list may be pasted inside the
actual letter when using the edit mode.

In this lesson, only one item will be required on the first day.

69. Click in the Other_Required_First Day Documentation field.

70. Enter the desired information into the
Other_Required_First_Day_Documentation field. Enter "Please bring your ID
card".

71. Click the Next button.

Mext
72. Note the Total Errors equal 0 (zero). This means the letter is ready to print with

the entries you entered on the previous page.

73. There are instances, however, where CAPPS Recruiting will identify errors that
must corrected before proceeding to print.

The next steps in this lesson will walk through that process.

74. Notice in this example, the recipient letter contains (8) Total Errors. To correct or
update these error the user must access the recipients specific letter.
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Send Offer Letter

The message will be sent to the recipient list below. However, the message for some recipients will still contain errors_
Click the reci to make

|| Show oniy the messages containing errors:
P—

SOT_TRN_InterviewOffer, SOT_TAN_InterviewOffer (11465) 8

[¥] Exclude messages that contain missing values.

e R |

®100%

Step Action

75. Click the Recipient: SOT_TRN_InterviewOffer link.
SOT_TRM_IntendewOffer, SOT_TRN_IntenviewOffer (11465)

76. This Edit Message page displays the candidate name and provides ability to edit the
offer letter.

77. Click the Edit... button.

78. The Offer Letter is displayed in edit mode. The edit mode uses the basic editing
tools.

79. The yellow highlight areas of the letter indicate the errors noted on the Send Offer

Letter - Edit Message page.

The user must manually update the information in these highlighted areas before
sending the letter to print.
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Step Action

80. Click the scrollbar.

View the letter to identify the fields that require agency-specific information
(highlighted in yellow).

81. Note: It is important to view the entire letter to ensure all highlighted area have
been manually changed to the agency-specific information.

82. Click the scrollbar.

Note: It is important to view the entire letter to ensure all highlighted areas have
been manually updated to the agency-specific information.

Note: It is important to view the entire letter to ensure all highlighted area have
been manually changed to the agency-specific information.

83. Click the Done button.

After all updates have been completed.
After all updates have been completed,

Done

Page 191



CAPPS HR/PAYROLL
EUT Course

Send Offer Letter

Edit Message - SOT_TRN_I

Reviewing the message in: Engish

capps

Centralized Accounting and Payroll/Personnel System

Total errors: 8

Unresolved vaniables: 8
IMessage] 8

|| Remove from the recipient st
Message

| |

®100%

Step Action

84. Click the Save the changes button.
Eﬂ"."ﬂ
85. Click the Print button.

86. The Offer Letter is now available to print.

Page 192



©

CAPPS HR/PAYROLL

Centralized Accountng and Payroll Personnel System

EUT Course

©

Centralized, i ! tem

January 12, 2016

SOT_TRN_InterviewOffer
POB 1111

Simpleton, Texas

99999

Dear SOT_TRN_InterviewOffer,

| am pleased to extend a final offer of employment to you for the position of SOT_TRN_Program Specialist 1| (00000279} in the
Agency XXX
As we have discussed, your employment details are as follows.

+ Base salary will be $3,293.41 per month.
+ First day of employment will be on January 4, 2016

Your work location will be at

Agency Work Location

On your first day of employment, you will attend an on-boardina session at the Agency Onboarding office at 9:00am
The Agency Onboarding IS l0catea at

#100% -

Step Action
87. Click the Print button.
88. Congratulations! You have successfully completed this lesson.

End of Procedure.

Staging a Candidate for Hire Know-It

Section 2, Lesson 9 Exercise 1 - Scenario 1: Staging a Candidate for Hire -
Practice Exercise

The recruiter progresses a candidate through the Candidate Selection Workflow (CSW)
to the status of "To Be Hired". This status triggers the New Hire Extract to upload the
candidate file into the CAPPS HR/Payroll system.

This lesson walks through the steps to change a candidate in CAPPS Recruit to the
status of "To Be Hired".

Procedure

In this lesson, you will practice the steps of setting a candidate Step and Status to "To Be Hired".
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Step Action
1. Note: This CAPPS Recruiting homepage is for training purposes only. Not all menu
items shown will be seen in an Agency environment.
Menu items seen on the CAPPS Recruiting homepage will vary based on the users
security role.
Recruiter Administrator Home Resources v Sign Out
e =t d a
#& v Recruiting Tasks  Requisions  Candidates  Offers  Libraries v
Welcome Recruiter Administrator ”
Welcome to the Recruiting Center. -
Show information for requisitions:
1own v C
- Camdhisics Createcandidale...E L G i
~ Total » Total
In Selection Process on Open Requisitions 2 9 Extended (Since Nov 1, 2015) 0 1
- New 1 5 u TaSks -
Requisitions — = == M~ Toul
— reale RemESHON... Tasks assigned to me 5 5
.3 Total Al staffing tasks 5 L)
Draft 1 2 Requisitions.
‘Open 1 4 To be completed 1 2
Ready for sourcing 1 1
p Search for Candidates Candiaates
Search for candidates according to different criteria ot Enplovehreaence) d g
Dupicate Check 1 1
Offers
Extend Offer 1 1
B My Setup
H100% v
Step Action
2. Click the Candidates link.

Use this information to complete this lesson:
Start menu: Candidates

Requisition: 00000223 - SOT TRN_ADMINISTRATIVE ASSISTANT V
Candidate Name: SOT _TRN_InterviewOffer

"More Actions'": Capture Response...

Candidates
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Step

Action

3.

Click the SOT_TRN_InterviewOffer link.
Use this information to complete this lesson:

Start menu: Candidates

Requisition: 00000223 - SOT_TRN_ADMINISTRATIVE ASSISTANT V
Candidate Name: SOT _TRN_InterviewOffer

"More Actions'": Capture Response...

Notice the Status is Extended.

The next step will be to record the response of the candidate.

Click the More Actions link.
Use this information to complete this lesson:

Start menu: Candidates

Requisition: 00000223 - SOT TRN ADMINISTRATIVE ASSISTANT V
Candidate Name: SOT _TRN_InterviewOffer

"More Actions'": Capture Response...
More Actions *

Click the Capture Response... list item.
Use this information to complete this lesson:

Start menu: Candidates

Requisition: 00000223 - SOT TRN ADMINISTRATIVE ASSISTANT V
Candidate Name: SOT _TRN_InterviewOffer

"More Actions": Capture Response...
Capture Response...

The Capture Offer Response pages will display the candidate's response to the
offer, the date of the response and the candidate's start date.
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Step Action

8. Click the The candidate accepted the offer option.
Use this information to complete this lesson:

Start menu: Candidates

Requisition: 00000223 - SOT_TRN_ADMINISTRATIVE ASSISTANT V
Candidate Name: SOT TRN_InterviewOffer

"More Actions'": Capture Response...

Capture Offer Response: The candidate accepted the offer
Note: This option may default as checked.

) The candidate accepted the offer

9. Click the Next button.
Use this information to complete this lesson:

Start menu: Candidates

Requisition: 00000223 - SOT_TRN_ADMINISTRATIVE ASSISTANT V
Candidate Name: SOT TRN_InterviewOffer

"More Actions": Capture Response...

Capture Offer Response: The candidate accepted the offer

Mext
10. The Capture Offer Response - Accepted on (Event Date) field will default to the
current date. It may be changed as needed.
11. Next, set the actual Start Date of the candidate.
12. Click the Start Date - Month button.

Use this information to complete this lesson:
More Actions: Capture Response...
Capture Offer Response: The candidate accepted the offer

Start Date: 01/19/2016

12 hd
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13.

Click the 01 list item.
Use this information to complete this lesson:

More Actions: Capture Response...
Capture Offer Response: The candidate accepted the offer

Start Date: 01/19/2016

1y

14.

Click the Start Date - Day button.
Use this information to complete this lesson:

More Actions: Capture Response...
Capture Offer Response: The candidate accepted the offer

Start Date: 01/19/2016

15 b

15.

Click the 19 list item.
Use this information to complete this lesson:

More Actions: Capture Response...
Capture Offer Response: The candidate accepted the offer

Start Date: 01/19/2016

13

16.

Click the Start Date - Year button.
Use this information to complete this lesson:

More Actions: Capture Response...
Capture Offer Response: The candidate accepted the offer

Start Date: 01/19/2016
2015 =
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Step Action

17. Click the 2016 list item.
Use this information to complete this lesson:

More Actions: Capture Response...
Capture Offer Response: The candidate accepted the offer

Start Date: 01/19/2016

2016

18. Click in the Comments field.

19. Enter the desired information into the Comments field. Enter "Candidate accepted
the offer".

20. Click the Done button.

Use this information to complete this lesson:
More Actions: Capture Response...
Capture Offer Response: The candidate accepted the offer

Start Date: 01/19/2016

21. Notice the Job Submission Step is Offer and the Status has changed to Accepted.

22. Click the More Actions link.
Use this information to complete this lesson:

More Actions: Change Step/Status...

More Actions *

23. Click the Change Step/status... menu.
Use this information to complete this lesson:

More Actions: Change Step/Status...

Change Step/status...

24. The Change Step and Status - Current Step and Status in now Offer and
Accepted.
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Step Action

25. The Information section enables you to update the New Step and Status based on
your agency process.

In this lesson, the Step and Status will be changed to the appropriate Hire option.

26. Use this information to complete this lesson:
More Actions: Change Step/Status...
New Step: Hire

New Status: To be Hired

Click the New Step dropdown button

Post-Offer Checks ¥

27. Use this information to complete this lesson:
More Actions: Change Step/Status...
New Step: Hire

New Status: To be Hired

Hire

28. When the New Step has changed to "Hire", the New Status automatically defaults
to "To be Hired".

20. Click the Save and Close button.

Use this information to complete this lesson:
More Actions: Change Step/Status...

New Step: Hire

New Status: To be Hired

Save and Close

—ave and Close

30. Notice the Job Submission - Step and Status has changed to Hire and To be Hired.

This is the Step and Status required the New Hire Extract to identify the candidate
file information to move to the CAPPS HR/Payroll system.
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Step Action

31. Congratulations! You have successfully completed this lesson.
End of Procedure.

RSS - Viewing/Updating/Hiring Candidate Know-It

Section 3 - Lesson 1 Exercise, Scenario1: Viewing/Updating and Hiring
a Candidate - Practice

This lesson walks through the steps in Recruiting Self-Service to hire a candidate with the status
of "To Be Hired" and populated on the New Hire Extract interface file.

Procedure

In this lesson, you will practice the steps of viewing/updating and hiring a candidate in Recruiting
Self-Service.
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Step Action

1. Start Menu: Recruiting Self-Service

Click the Recruiting Self-Service button.

Recruiting Self-Service

2. You are updating candidate information so please select the appropriate menu.

Click the View/Update Candidate link.
View/Update Candidatd

3. Review/update the information for the following candidate.
Candidate Name: UATFirst 2 UATLast2

Check to ensure that her status is Valid.

4. Click the vertical scroll bar.

Click the horizontal scroll bar.

6. The Candidate Disposition Status should be Valid in order to continue with this
Candidate.

If the status is Valid continue by using the horizontal scrollbar.

7. Click the Horizonal Scroll bar.

Save this page.

Click the Save button.

9. The next step to preparing a candidate for hire is to review the candidate's Personal,
Job and Payroll data.

This will be accessed through the Hire Candidate page.

10. Navigate to the Hire Candidate page.

Click the Recruiting Center button.

Fecruiting Cente

11. Navigate to the Hire Candidate page.

Click the Hire Candidate menu.
| B Hire Candidate
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Step

Action

12.

Select the appropriate Candidate Name:

Click the UATLast2, UATFirst2 link.
LATL ast2. UATFirstd

13.

Check the Personal Data page for any changes or additional information that may
be required.

Glenn Hegar Texas Compuroller of Public Accounts

Cemralisd ccoumingand FayrelPersonnel ystem.

Home Sign out

Favorites - Main Menu > Recruiting Center > Hire Candidate

New Window | Personalize Page | 5
Personal Data Job Data Payroll Data 2

Verify and validate the personal information for the employee. If the phone and the address is incorrect instruct the
employee to update this information when they log onto CAPPS HR for the first time
Ensure the employee's full name is their full legal name, validate their social security or national ID number and update
the military status and veteran status information.
Mame:  UATLast2,UATFirst2 Empl ID: NEW
Personal Data

First; (UATFirst2

——
middle: @ Spouse of Veteran: [
Last; [UATLBs2 Orphan of Veteran: [
Date of Birth: | 100711963 |[5) Former Foster Chid: [}
Gender: Selective Service: []
s rous [
National ID
Country: National ID Type: Description: National ID:
UsA PR Social Security Number 000-00-0000
Address: |44 Test Drive City:Austin
Address 2: state: |TX
5 Preferred:
Home Phone: |1 2/775-5588 Postal Code: [78757
Cell Phone  |512/5555555 Preferred: [ Email ID testrecrutt @cpa.texas.gov
(Personal):
Info Release Indicators <
H100%
Step Action

14.

The Ethnic Group field must be entered.

Click the Ethnic Group list item.
[

15.

The Ethnic Group for this applicant is American Indian.

Click the American Indian/Alaska Native list item.

|American Indian/Alaska Nativd |
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Favorites | Main Menu > Recruiting Center >  Hire Candidate

Personal Data Job Data Payroll Data

the military status and veteran status information.
Name: UATLast2,UATFirst2

Personal Data
First: [UATFirst2
middle: |2
Last: UATLasi2
Date of Birtn: |10/07/1963 |[)
Gender:
Ethnic Gloup

National ID
Country: National ID Type: Description:
UsA PR Social Security Number
Address: 444 Test Drive
Address 2:
5. Preferred:
Home Phone: 512/555-5555
Cell Phone 31215555555 Preferred:
(Personal):

Info Release Indicators

O

Glenn Hegar Texas Compuroller of Public Accounts

Home Sign out

New Windew | Personalize Page | [E ~

Verify and validate the personal information for the employee. If the phone and the address is incorrect instruct the
employee to update this information when they log onto CAPPS HR for the first time
Ensure the employee's full name is their full legal name, validate their social security or national ID number and update

Empl ID: NEW

Spouse of Veteran: [
Orphan of Veteran: []
Former Foster Child: [
Selective Service: [

National ID:
000-00-0000

City: st
state: [TX
Postal Code: 78757

Email )| testrecrut @cpa.texas.gov

H100%

Step Action

16.

Click the vertical scroll bar.

17.

The Info Release Indicators must be updated for the selected candidate.

You will make selections as instructed.

18.

Home Address Release:

Click the Home Address Release list.
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( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites | Main Menu » Recruiting Center > Hire Candidate

Date of Birth: |10/07/1963 [ Former Foster Child: []

Gender: Selective Service: []
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: Mational ID:
Usa PR Social Security Number 000-00-0000
Address: |44 Test Drive City:Austin
Address 2 State:|TX
K Preferred:
Home Phone: 212/299-5555 Postal Code: 78757
Cell Phone | 512/5555555 Preferred: [ Email ID testrecrutt @cpa texas gov
(Personal):

Info Release Indicators

Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

N
Home Telephone Release: Family Info Release:
RetumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v

Step

Action

19.

Click the Y list item.
Y

( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites © Main Menu » Recruiting Center > Hire Candidate

Date of Birth: [10/07/1963 | Former Foster Child: []

Gender: Selective Service: [
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: National ID:
UsA PR Social Security Number 000-00-0000
Address: City; Austin
Address 2 State:|TX
Home Phone: 212/299-5555 Postal Code: 78757
Cell Phone  |512/5555555 Email ID testrecrut @cpa texas gov
(Personal):

Info Release Indicators

Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

Home Telephone Releas Family Info Release:

ReumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v
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20.

Click the SSN release list.

S5SN release;

Glenn Hegar Texas Comptroller of Public Accounts

Centaleed iz ingand Pyl ersoanel ystems

Home Sian out

Favorites = Main Menu » Recruiting Center » Hire Candidate

Date of Birtn: |10/07/1963 |[) Former Foster Child: O
Gender: Selective Service: [
Ethnic Group | American Indian/Alaska Native

National ID
Country: National ID Type: Description: National ID:
UsA PR Social Security Number 000-00-0000
Address: 444 Test Drive City:/Austin
Address 2 State: |TX
5 Preferred:
Home Phone: |1 2/775-5588 Postal Code: [T8757
Cell Phone  512/5655555 Preferred: [ Email ID testrecruit @cpa lexas gov
(Personal):

Info Release Indicators
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance

Commissioned Peace Officer: []

Allow the Tollowing to be released to the public: Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Rel

N
Y

Home Telephone Releas Family Info Release:

Retun To Select Candidate

Personal Data | Job Data | Payroll Data

Step

Action

21.

Click the N list item.
M
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( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites © Main Menu » Recruiting Center > Hire Candidate

Date of Birth: |10/07/1963 [ Former Foster Child: []

Gender: Selective Service: []
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: National ID:
UsA PR Soclal Security Number 000-00-0000
Address; 444 Test Drive city: Austin
Address 2: state:|TX
¥ Preferred:
Home Pone; | 012/299-5585 Postal Code: |78757
Cell Phone  |512/555:5555 Preferred: [ Email ID testrecruil @cpa.texas.gov
(Personal):

Info Release Indicators

Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

Home Telephone Releas Family Info Release:

RetumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v

Step

Action

22.

Click the Emergency Contact Info Rel list.
Emergency Contact Info Rel:

( : ap DS Glenn Hegar Texas Comprroller of Public Accounts

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites © Main Menu » Recruiting Center > Hire Candidate

Date of Birth: 100711963 |[5) Former Foster Child: []

Gender: Selective Service: [
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number 000-00-0000
Address: 444 Test Drive City;/Austin
Address 2: State: | TX
¥ Preferred:
Home Phone: (212/395-5555 Postal Code: 78757
Cell Phone  512/5555555 Preferred: [ Email ID testrecrutt @cpa.lexas.gov
(Personal):

Info Release Indicators

Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.

Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []

Home Address Release: SSN release: Emergency Contact Info Re!

Home Telephone Releas Family Info Release:

ReumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100% v
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Step Action

23. Click the Y list item.
Y

Glenn Hegar Texas Comptroller of Public Accounts

oz crocingana

Home Sign out
Favorites | Main Menu > Recruiting Center >  Hire Candidate

Date of Birtn: |10/07/1963 |[) Former Foster Child: [] N
Gender: Selective Service: []

Ethnic Group | American Indian/Alaska Native v

National ID
Country: National ID Type: Description: National ID:
UsA PR Social Security Number 000-00-0000
Address: 444 Test Drive City:/Austin
Address 2 State: |TX
5 Preferred:
Home Phone: |1 2/775-5588 Postal Code: [T8757
Cell Phone  512/5655555 Preferred: [ Email ID testrecruit @cpa lexas gov
(Personal):

Info Release Indicators
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance

Commissioned Peace Officer: []

Allow the Tollowing to be released to the public: Release All: [] Release None: []

Home Address Release:

SSN release: Emergency Contact Info Rel

Home Telephone Release: Family Info Release:

Retun To Select Candidate

V]
Personal Data | Job Data | Payroll Data

H100% ~

Step Action

24, Click the Home Telephone Release list.

Home Telephone Release
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( : ap DS Glann Hegar Texs Compiroller of Public Accounts
Cormalbedaczaingand raylrasonel Sy,
Home Sian out
Favorites | Main Menu » Recruiting Center > Hire Candidate
Date of Birth: |10/07/1963 [ Former Foster Child: [] n
Gender: Selective Service: []
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: Mational ID:
Usa PR Social Security Number 000-00-0000
Address: |44 Test Drive City:Austin
Address 2 State:|TX
K Preferred:
Home Phone: 212/299-5555 Postal Code: 78757
Cell Phone  |512/5555555 Preferred: [ Email ID testrecrutt @cpa texas gov
(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re
Home Telephone Releas Family Info Release:
RetumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
®100% v
Step Action
( : ap DS Glann Hegar Texs Compiroller of Public Accounts
Comalbedhczaingand i asonrel Sy,
Home Sian out
Favorites | Main Menu » Recruiting Center > Hire Candidate
Date of Birth: | 10/07/1963 |[§) Former Foster Child: O .
Gender: Selective Service: []
Ethnic Group | American Indian/Alaska Native
National ID
Country: National ID Type:  Description: National ID:
UsA PR Soclal Security Number 000-00-0000
Address; 444 Test Drive city: Austin
Address 2: state:|TX
K Preferred:
Home Prone; 0 12/299-5585 Postal Code: |78757
Cell Phone | 512/5555885 Preferred: [ Email ID testrecruit @¢pa.texas gov
{Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re
Home Telephone Releas Family Info Release:
ReumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
®100% v
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Action

26.

Family Info Release:

Click the Family Info Release list.

[ Glenn Hegar Texas Comprroller of Public Accounts
Cermralzed Accotmtingand PayrelPersonel yatems
Home Sian out
Favorites | Main Menu » Reruiting Center > Hire Candidate
Date of Birtn: |10/07/1963 |[) Former Foster Child: [] N
Gender: Selective Service: []
Ethnic Group [American Indian/Alaska Native
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number 000-00-0000
Address: | +44 Test Drive City:/Austin
Address 2: state: |TX
5. Preferred:
Home Phone; |2 21255-5555 Postal Code: 78757
Cell Phone | 312/5555555 Preferred: [ Email ID testrecrut @cpa texas gav
(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire ean be saved
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance
Commissioned Peace Officer: []
Allow the Tollowing to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel
Home Telephone Releas Family Info Release:
RetunTo  Select Candidate
V]
Personal Data | Job Data | Payroll Data
H100% ~

Step

Action

27.

Click the N list item.
M
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Y @ [ Glenn Hegar Texas Comprroller of Public Accounts
Cormlbedaczaringand rayalrasonel Sy,
Home Sian out
Favorites | Main Menu » Recruiting Center > Hire Candidate
Date of Birth: |10/07/1963 [ Former Foster Child: [] n
Gender: selective Service: []
Ethnic Group | American Indian/Alaska Native v
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number 000-00-0000
Address: 444 Test Drive City: Austn
Address 2: State: TX
/555 5555 Preferred:
Home Phone: (212/395-5555 Postal Code: 72757
Cell Phone  (512/5555555 Preferred: [ Email ID testrecrut @cpa.texas.gov
(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel:
Home Telephone Release:[N V| Family Info Release:
RetumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
H100% v

Step

Action

28.

Navigate to Job Data to review and verify the Job and Payroll information.

Click the Job Data link.
Job Data| |

29.

Review the Job Data information on this page for accuracy.

30.

Navigate to the Payroll Data page and ensure that all the information is accurate.

Payroll Data

31.

Review this page for accuracy then select the appropriate button to Save.

SAVE

32.

The Information Center indicates that the process completed successfully.

33.

If there are other Candidates to view/update and hire, proceed by clicking the
appropriate link on this page.

glect Candidats

34.

The Hire Candidate page appears to enable the user to select another candidate for
onboarding.
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Step Action

35. Congratulations! You have successfully completed this lesson.
End of Procedure.

MSS - Hiring a Candidate through MSS Know-It

Section 3, Lesson 2 Exercise, Scenario 1: Hire a Candidate through MSS
Self-Service - Practice

This lesson walks through the steps in Recruiting Manager Self-Service to hire a candidate with
the status of "To Be Hired" (last exercise) and populated on the New Hire Extract interface file.

Procedure

In this lesson you will practice the steps a Manager will take to select and hire a candidate in
Manager Self-Service Recruiting.

Glenn Hegar Texas Comptroller of Public Accounts ~
Cenralized Agcounting and Fayroll | Fersonnel Systen.
Home Sign out
FEVQ'I’K.ES Ma\n‘Menu
Welcome 02/25/2016 11:51 AM
HR / Payroll News & Articles
e ety maiane
Feed
HR News
Comid Financials News & Articles
No articles currently available
-
My Time & Leave Employee Separation -
FIN News
‘Career Section (CAPPS Internal Candidates)
Recruiting Center
Recruiting Seif-Service
HR / Payroll Worklist
Financials Worklist
Common Links v
H100% ~
3
Step Action
. .
1. Click the Manager Self-Service button.
Start Menu: Manager Self-Service
Manager Self-Service
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Step Action

2. This action is only available for the agencies with MSS Full.

Click the Hire Candidate link.

3. Select the Candidate Name to begin the onboarding process.

Click the STUVLast, STUVFirst link.
STUVLa=t, STUVFirst

4. Check the Personal Data page for any changes or additional information that may
be required.

Click the Vertical scroll bar.

6. The Info Release Indicators must be updated for the selected candidate.

You will make selections as instructed.

7. Click the Home Address Release list.

Home Address Release:

e @ B8 L™ Glenn Hegar Texas Comptroller of Public Accounts
Gt ing s s Sy
Home Sian out
Favorites | Main Menu » Manager Seff-Service » Hire Candidate
Date of Birth: (02/02/1965 [ Former Foster Child: [] n
Gender: Selective Service: []
National ID
Country: National ID Type: Description: National ID:
USA PR Social Security Number 111111100
Address: 333 No Address Ave. city: EL PASO
Address 2: state: [TX
5121234567 Preferred:

Home Phone: Postal Code: 79938

Cell Phone Preferred: [ Email ID | tremail@cpa.texas. gov

{Personal):
Info Release Indicators
Enter employee’s choice for the required Info Release indicators below. These must by completed before the hire can be saved.
NOTE: If Commissioned Peace Officer box is checked or the employee's data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance
Commissioned Peace Officer: [
Allow the Tollowing to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel:

N
Home Telephone Release: Family Info Release:
RetnTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
H100% v
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Step Action

8. Click the Y list item.
Y

if @ f Glenn Hegar Texas Comprroller of Public Accounts
[ P
Home Sian out
Favorites | Main Menu » Manager Self-Service > Hire Candidate
Date of Birtn: [02/02/1965 |[5) Furme.r Fusier-clnld: O N
Gender: Selective Service: []
National ID
Country: National ID Type: Description: National ID:
USA PR Social Security Number 111111100
Address: | 233 No Address Ave. city: EL PASO
Address 2: state: [TX
512/123-4567 Preferred:
Home Phone: Postal Code: 79938
Cell Phone Preferred: [ Email ID| temai@cpa texas. gov
{Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re!
Home Telephone Release: Family Info Release:
RetumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
®100%

Step Action

9. Click the Emergency Contact Info Rel list.
Emergency Contact Info Rel:
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( : ap DS Glann Hegar Toxs Compiroller of Public Accounts
Comlbedaczaingand rayirasonrel Sy,
Home Sian out
Favorites | Main Menu » Manager Self-Service > Hire Candidate
Date of Birth; |02/02/1965 | Former Foster Child: O
Gender: Selective Servic
National ID
Country: National ID Type:  Description: Mational ID:
Usa PR Social Security Number 116K
Address: | 333 No Address Ave. City:[ELPASO
Address 2 State:|TX
512/123-4567 Preferred:
Home Phone: Postal Code: |79933
Cell Phone Preferred: [ Email ID | tremai@cpa.lexas.gov
(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re!
Home Telephone Releas Family Info Release:
RetumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100%

Step Action

10. Click the Y list item.
Y

( : ap DS Glann Hegar Texs Compiroller of Public Accounts
Comalbedaczaringand i asomel Sy,
Home Sian out
Favorites | Main Menu » Manager Self-Service > Hire Candidate
Date of Birth: [0202/1965 |[5) Former Foster Child: []
Gender: Selective Service: []
National ID
Country: National ID Type:  Description: National ID:
UsA PR Social Security Number 1111100
Address: 333 o Address Ave. City:[E-PASO
Address 2: State: TX
512/123-4567 Preferred:
Home Phone: Postal Code: 79938
Cell Phone Preferred: [] Email ID| tmemail@cpa.texas.gov
{Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re!
Home Telephone Releas Family Info Release:
ReumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
®100%
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Step Action

11. Navigate to Job Data to review and verify the job and payroll information.
Click the Job Data link.
Job Data | f

12. Review the Job Data information on this page for accuracy.

13. Verify the Effective Date is correct.

14. Review the Payroll Data page and ensure that all the information is accurate.

Click the Payroll Data tab.

Payroll Data

15. The Payroll and Compensation related information is display only. The Recruiter
and/or Hiring Manager must validate this information in CAPPS Recruiting before
extending an offer to the candidate to ensure it appears correct at the time of hire.

16. Select the appropriate button to Save the changes.
Click the SAVE button.
SAVE
17. There is a Message in the Information Center section.
18. Select the appropriate button to Go To the required fields (as indicated in the
Message.)

| H_SSN_RELEASE |

19. Click the vertical scroll bar.

20. All of the fields noted under: "Allow the following to be released to the public:
" must be completed.

21. Click the SSN release list.

SSN release:
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( : ap DS Glann Hegar Toxs Compiroller of Public Accounts
Comlbedaczaingand rayirasonrel Sy,
Home Sian out
Favorites | Main Menu » Manager Self-Service > Hire Candidate
Date of Birth: 02/02/1965 |[) Former Foster Child: [] n
Gender: Selective Service: []
National ID
Country: National ID Type: Description: National ID:
USA PR Social Security Number 111111100
Address: | 233 No Address Ave. city: EL PASO
Address 2: state: X
512/123-4567 Preferred:

Home Phone: Postal Code: 79938

Cell Phone preferred: [ Email ID | tmemai@cpa.texas.gov

(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re!
Home Telephone Releas Family Info Release:

RetumTo  Select Candidate
Personal Data | Job Data | Payroll Data
®100%

Step

Action

22.

Click the Y list item.
Y

Glenn Hegar Texas Comprroller of Public Accounts

capps

Cemralisd ccoumingand Pyl Personnel ystem.

Home Sian out
Favorites | Main Menu » Manager Self-Service > Hire Candidate
Date of Birth: 020211965 |[§) Former Foster Child: [] .
Gender: Selective Service: [
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number -1
Address: |33 Ne Address Ave. City: ELPASO
Address 2: State: | TX
512/123-4567
Home Phone: Postal Code: 79938
Cell Phone Email ID| tmemaii@cpa. texas.gov
(Personal):

Info Release Indicators

Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.

NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you

cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [

Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re!
Home Telephone Releas Family Info Release:

ReumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
®100%
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Step

Action

23.

Click the Family Info Release list.

Family Info Release: I:l

24 Glenn Hegar Texas Comptroller of Public Accounts
Certralized Accotmtingand PayrelPersoel yatems
Home Sian out
Favorites | Main Menu » Manager Seff-Service »  Hire Candidate
Date of Birtn: [02/02/1965 |[5) Former Fusierrclnld: O ~
Gender: Selective Service: [
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number MA-1-110¢
Address: | 233 No Address Ave. city: EL PASO
Address 2: state: [TX
5121234567 Preferred:
Home Phone: Postal Code: 79938

Cell Phone Preferred: [ Email ID| temai@cpa texas. gov

{Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire ean be saved
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance
Commissioned Peace Officer: []
Allow the Tollowing to be released to the public: Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Rel
Home Telephone Releas Family Info Release:

RetunTo  Select Candidate
V]
Personal Data | Job Data | Payroll Data
H100% ~

Step

Action

24.

Click the N list item.
M
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CapPS

Centralized Accounting and Payroll/Personnel System

( : ap DS Glann Hegar Toxs Compiroller of Public Accounts
Comalbedaczaringand rayalrasomel Sy
Home Sian out
Favorites | Main Menu » Manager Self-Service > Hire Candidate
Date of Birth: 020211965 |5 Former Foster Child: [] P
Gender: Selective Service: []
National ID
Country: National ID Type:  Description: National ID:
UsA PR Social Security Number 1111100
Address: 333 o Address Ave. City:[E-PASO
Address 2: State: TX
512/123-4567 Preferred:
Home Phone: Postal Code: 79938
Cell Phone Preferred: [ Email ID | tmemai@cpa.iexas.gov
{Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re
Home Telephone Releas Family Info Release:
RetumTo  Select Candidate
v
Personal Data | Job Data | Payroll Data
®100%
Step Action
Home Telephone Release:
( : ap DS Glann Hegar Toxs Compiroller of Public Accounts
Comalbedaczaringand rayalrasomel Sy
Home Sian out
Favorites | Main Menu » Manager Self-Service > Hire Candidate
Date of Birth: 020211965 |[5) Former Foster Child: [] .
Gender: Selective Service: [
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number -1
Address: |33 Ne Address Ave. City: ELPASO
Address 2: State: | TX
512/123-456T Preferred:
Home Phone: Postal Code: 79938
Cell Phone Preferred: [] Email ID | trnemail@cpa.texas.gov.
(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire can be saved.
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance.
Commissioned Peace Officer: [
Allow the following to be released to the public Release All: [] Release None: []
Home Address Release: SSN release: Emergency Contact Info Re
Home Telephone Releas Family Info Release:
ReunTo  Select Candidale
v
Personal Data | Job Data | Payroll Data
®100%
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Step

Action

26.

Click the N list item.
M

& @ ale Glenn Hegar ‘Texas Comprroller of Public Accounts
Cemmralieed Accouting and rayro sl Sytems
Home Sign out
Favorites | Main Menu » Manager Seff-Service »  Hire Candidate
Date of Birth: 020211965 |5 Former Foster Child: [] N
Gender: selective Service: []
National ID
Country: National ID Type:  Description: National ID:
USA PR Social Security Number -1
Address: |33 o Address Ave city: ELPASO
Address 2: state: TX
5121234567 Preferred: =
Home Phone: Postal Code: 79938

Cell Phone Preferred: [] Email ID| tmemail@cpa.texas.gov

(Personal):
Info Release Indicators
Enter employee's choice for the required Info Release indicators below. These must by completed before the hire ean be saved
NOTE: If Commissioned Peace Officer box is checked or the employee’s data is protected under the law for some other reason, you
cannot update this information. Employee may contact their HR Administrator for assistance
Commissioned Peace Officer: []
Allow the following to be released to the public: Release All: [ Release None: [
Home Address Release: SSN release: Emergency Contact Info Rel:
Home Telephone Release: [ | Family Info Release:

RetumTo  Select Candidate
V]
Personal Data | Job Data | Payroll Data
H100% ~

Step

Action

27.

After the information has been updated, navigate to the Payroll Data page to save
the record to hire.

Click the Payroll Data link.

28.

Save the changes.

Click the SAVE button.
SAVE

29.

The previous message is cleared from the Information Center. The message now
indicates that the process completed successfully.
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Step Action

30. If there are other Candidates to view/update and hire, proceed by selecting the
appropriate link on this page.

sSelect Candidate

31. The Hire Candidate page appears to enable the user to select another candidate for
onboarding.
32. Congratulations! You have successfully completed this lesson.

End of Procedure.

Completing the Hiring Candidate Process Know-It

Section 3, Lesson 3 Exercise, Scenario 1: Completing the Hire Candidate
Process

This lesson walks through the final step necessary to update CAPPS Recruiting after a hire has
been processed in CAPPS HR/Payroll. This is a critical step in CAPPS Recruiting as it changes
the Candidate's final step to "Hired". This reduces the available openings of a position and/or
closes the requisition.

Procedure

In this lesson you will practice the steps of updating a candidate from the status of 'To Be Hired'
to 'Hired' in CAPPS Recruiting.

@®

A ¥ Recruiting Tasks  Requisiions  Candidates  Offers  Libraries ©

Welcome Recruiter Administrator

Welcome to the Recruiting Center.

Show information for requisitions:

1 own v C
Candidates = L Offers “m
L} Create Candidate.
~ Total o Total
In Selection Process on Open Requisitons 3 ° There is no data to dispiay.
- ACE 0 1
- New 2 4 -
| v I Tasks
™ | Requisitions = = M~ Tom
i Tasks assigned to me 5 6
~ Total Al staffing tasks 5 &
Drat 1 2
Open 1 4 1 2
1 1
40 Search for Candidates
Search for candidates according to different erteria 1 1
1 1
1 1

= My Setup

&) TALEO)

#100% v
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Centralized Accountng and Payroll Personnel System

Step Action

1. Use this information to complete this lesson:
Start menu: Candidates

Candidate Name: SOT _ttrainer, Ttrainer(00000)
"More Actions": Change Step/Status

Click the Candidates Access link.

Candidates
2. Click the SOT ttrainer, Ttrainer(00000)Candidate link.
SOT trainer, Ttrainer{ Q0000
3. Notice the Candidates Step and Status is set at Hire and To be Hired. This is the
information that will updated to complete the hire process for this candidate.
4, In order to change the Status, you will use the More Actions menu.
More Actions *
5. Select the option that will allow you to change the status.

Change Step/status...

6. Use this information to complete this lesson:

New Status: Hired - External

Hired - External® i

7. Use this information to complete this lesson:

New Status: Hired - External
Hired - External

8. Save and Close this change.

Click the Save and Close button.

—ave and Close

9. After Save and Close, the system will display this warning message regarding the
status of the Requisition.
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Centralized Accountmng and Payroll Personnel System

Step Action

10. Click the Yes button.
Yes
11. Notice the Candidates Step and Status have now been updated to Hire and Hired -

External. This status indicates the Requisition is no longer active.

12. Congratulations! You have successfully completed this lesson.
End of Procedure.
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