Applicant Reviewer User Guide

A) Applicant Reviewer Responsibilities
Review the Applicant Reviewer responsibilities listed below.

e Review all applications to ensure posting qualifications are met.
e For every active applicant, adjust the applicant’'s Workflow State to indicate if
selected or not selected for interview.
o If selected for interview, choose UHR Qualification Review for Staff
and Temporary, or OEE Review for Faculty.
e For every approved interview, adjust the Workflow State to Interview.
e For every completed interview, indicate Finalist or not selected.
e The background check is initiated after Finalist is indicated.

See the diagram below for a listing of all applicant Workflow States as they are defined
in the ROCS system.

Applicant Reviewers are responsible for all steps marked with the ¥ star icon.

Application
submitted
v
M- Application Reviewed M- Applicant not selected for interview
= Under Review by + OEE Declined Interview
Department/Committee = Not Interviewed Not Selected |
= Under Review by Search = Not Selected for Interview
Committee = SC Det'd Not Selected Not interviewed- Email Now
+ Initiated Reference Request = SC Det'd Not Selected Not Interviewed - No E-mail

v

M- Applicant selected for interview
* OEE Review for Interview
= Candidate Interview Approved
* UHR Qualification Review
» Under Review by OEE
» OEE Approved Interview
+  Approved for Interview
‘ M- Applicant not selected for finalist
« Interviewed Not Selected - Auto Notify

f‘ “I';{’;'rtl'x lnieviewsd - Interviewed Not Selected - Do not Notify
o (it e ——»+ Interview-Not Selected- Email when filled —
- On Campus Interview + Interview-Not Selected- No Email 7

«  SC Det'd Not Selected Not interviewed- Email Now

‘ «  SC Det'd Not Selected Not Interviewed - No E-mail

¥ Applicant selected for

finalist
Finalist Background Check failed
‘ - Background Check Failed
= Background Check - DOC Denied

Background Check stalled
* Background Check No Response
Background Check
+ Background Check Not Required
= Initiate Background Check
= Background Check In Progress
= Background Check Cleared
= Background Check - SOR Cleared
+ Background Check - Detayed awaiting
additional Info from candidate

* UHR Reemployment Verification . .
-+ UHR initiated Background Check X Application Archived -
« Chancellor Approval of Hire °  [DEEime Qi
*  Withdrawn
= System Det Does Not Meet Minimum
Qualifications <+

« Cancel/Offer Declined
* «  Withdrawn
* Failed Search-Email Now
- + Failed Search- No Email
Hired
Hired
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B) Logging into the ROCS System

1. Navigate to the https://jobs.rutgers.edu/hr/shibboleth website.

Login using your Rutgers NetID and password.

NOTE: Ensure your Wi-Fi connection is secure.

R NetiD Login - CAS = Central Aut- X o

132A7F6034CODIEFETATBB2OFOIF24AE% 3 c:

dmin.com¥2Fshibboleth ¥ B @ Bk W W

- 8 x

n?service Jtps%3A%2F32Fidps rutgers.edu2Fidp%2 FAuthnSe2FExCasS3Bjsessionidth:

RUTGERS

NetID Login

NetID:

Password:

Ensure proper security — keep your password a secret

[} 1 am at a public workstation, disable single sign-on @

T
rd?

ur NetiD

For security reasons, please log out and exit your web browser when

you are done accessing services that require authentication!
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NOTE: If you do not have a Rutgers NetID or have guest user access, navigate
to the https://jobs.rutgers.edu/hr website. Login using your Username and
Password.

Contact ROCS@hr.rutgers.edu to request guest user access.

Rutgers University

Click Here To Log In With Your Network ID

Username

Password

LogIn

Authenticate with single sign-on?S50 Authentication
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C) Viewing Submitted Applications

1. In the upper-right corner for the User Group, select Applicant Reviewer.

@ FugesUniversy HRSute s U X 4

&« C @& jobsnutgers.edu/hr/

Applicant Tracking System

Welcome, John Doe MyProfile  Help  logout
O ™
RUTGERS ser Grou
Employee -
Emploves

Applicant Reviewer
Welcome to your Online Recruitment System

My Filled Postin My Qpen

2. Select the appropriate Postings designation.

@ RutgersUnersiy HRSute - U X |

« C @ nutgers-sh.peopleadmin.com/hr/

Applicant Tracking System

Welcome, John Doe

RUTGERS User Group

Applicant Reviewer v
Postings Hiring Proposals = Shortcuts ~
Staff
Welcome to | Faculty fem

Temporary/Casual/Seasonal

Alerts

0 Filled Postings

NOTE: RBHS Temporary Positions are posted under Staff.

3. Click on the name of the job posting to view applicants.

@ Rutgers University MR Suite : o X | &

<« @ @ rugers-sh peopleadincom/ Y pasngs pesian fype A1

Applicant Tracking System

‘Welcome, John Doe My Profile  Help  logout
S User Group
[QI IGERS
Applicant Reviewer v
Home Postings ~ Hiring Proposals Shortcuts ~

Postings / Staff ¥
.
Staff Postings

All Postings in ROCS

"All Postings in ROCS" ) Selected records () Clear selection?

(Actions)
Active
L Posting Name Posting Number  Department/Division Workflow State Created Date Applications

Sample Job Posting 20ST0357 UBHC-Access Center-PISC (ZT0703) Approved - Internal February 26, 2020 at 02:53 PM 3 Actions v
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4. Select the Applicants tab.

Rutgers Universiey HR Suite zPo- X |+ e
<« X @ rutgers-sh.pecpleadmin.com/hr/postings/110900 P
Applicant Tracking System Welcome, John Doe My Profile Help  logout
RUTGERS s Group:
Applicant Reviewer v

Hiring Proposals » Shortcuts ~

Postings / Staff / Sample Job Posting (Approved - Internal) / Summary

™| Posting: Sample Job Posting (Staff)

Current Status: Approved - Internal W see hoy

'osting looks to Applicant

This posting Is not avallable to applicants via search results but may be accessed directly at https://rutgers-sb.peopleadmin.com/postings/110308 & Princ pr pplicant View)
Paosition Type: Staff Created by: Jane Doe & erin pr
Department/Division: UBHC- Owner: UHR: Jane Doe [ Add to watcr

Access Center-PISC (ZT0703)

5. To view the details for an applicant, click their first name.

@ RutgersUnmersty HRSute Jet X | 4+ - a8 x
&« C @ ruigers-sb.peopleadmin.com/hr/postings/110900/job_applications & & qh B w !
Applicant Tracking System Welcome, John Doe MyProfile Help  logout
]—{UlGLRS User Group
Applicant Reviewer v
Home Postings ~ Hiring Proposals Shortcuts ~

Postngs / Staff / Sample Job Posting (Approved - Internal) / Applicant Review

~| Posting: Sample Job Posting (Staff)

Current Status: Approved - Internal W See how Posting looks to Applicant
This posting Is not avallable to applicants via search results but may be accessed directly at hutps://rutgers-sb.peopleadmin.com/postngs/110308 & Print Preview (Applicant View)
Pasition Type: Staff Created by: Jane Doe & Print Preview
Department/Division: UBHC- Owner: UHR: Jane Doe [ Add to watct

Access Center-PISC (ZT0703)

Summary History Applicants Reports
Saved Searches v m ‘Q Mare Search Options v

Applicant Pool - All States x

"Applicant Pool - All SLulcs"o Selected rcLuld:o Clear selection?

(Actions)
Posting
} First Name LastName Number Application Date Job Title Documents Workflow State (Internal)
] Malfoy 20570357 February 27, 2020 at 10:05 AM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v
] Hermione Granger 20570357 February 27, 2020 at 10:22 AM lest Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions hd

HINT: The Applicant Pool columns may be sorted or edited as needed.
Hover over the column title to reveal the sort and edit options.

Applicant Pool - All Stats x Sort and edit Optlons
_ Move column left

Move column right
Sort in ascending order

"Applicant Pool - All States” ) Selected records @) = Clear selection?

Posting

X<>2vaAa

] First Name astName  Number Application Date Job Title . d d . d
Draco Malfoy 20ST0357 February 27, 2020 at 10:05AM  Test Sort in escen Ing oraer
Remove column from view
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D) Viewing and Downloading Individual Applications

1. From the Applicants tab (see section B, Viewing Submitted Applications), click
on the applicant’s first name.

Summary fistory Applicants Reports

Saved Searches w m Q More Search Options v

Ad hoc Search x

Ad hoc search @) Save this search? Selected records ) = Clear selection?

(Actions)
. Posting
FirstName LastName  Number Application Date Job Title Documents Workflow State (Internal)
O Potter 205T0357 July 31, 2020 at 05:37 PM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v
U Draco Malfoy 205T0357 February 27,2020 at 10:05AM  Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v
Hermione Granger 205T0357 February 27, 2020 at 10:22 AM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v

2. Scroll down to the bottom of the page.

@ Rutgers Unversity HR Suite = Joi X 4

<« C @ wtgers-sb.peopleadmin.com/hrfjob_applicatio

Applicant Tracking System

Welcome, John Doe

KU TGERS ticer Gron

Applicant Reviewer v

Home Postings ~ Hiring Proposals > Shortcuts =

Postings / ... / Test (Approved - Internal) # Applicant Review / Harry Potter Under Review by Department/Committee
= . 3
"] Job application: Harry Potter (Staff)

Current Status: Under Review by Department/Committee
Application form: Short Application Form

Applied To

W Preview Application

Eull name: Harny Datrar Craatad hy Harn Dattar

3. Click on an individual document to open it in a new tab. It can be printed or
downloaded as needed.

Required Documents

Document Type Name Conversion Status

o Resume/CV Resume/CV 02-27-20 09:39:57 (26.3 KB) PDF complete

@ Certifications/Licenses Certifications/Licenses 02-27

9:40:14 (107 KB) PDF complete

Optional Documents

Document Type Name Conversion Status

Cover Letter/Letter of Application

4. To go back to the Applicants tab, scroll up and click Applicant Review.

<« C @ wtgers-sb.peopleadmin.com/hrfjob_applicatio

Applicant Tracking System Welcome, John Doe My Profil Help

RU’ TGERS User Group

Applicant Revi

Hiring Proposals

Postings / ... / Test (Approved - Internal) J| Applicant Review J| Harry Potter Under Review by Department/Committee

Shortcw

Search Results: Next
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E) Downloading Multiple Applications

Creating the Saved Search to Print or Save Applications in Bulk

KEY: This only needs to be done once.

1. From the Applicants tab (see section C, Viewing Submitted Applications), click
More Search Options.

HINT: It is important to click More Search Options instead of Search.

@ Futgers Unversty HRSuite Jot X o
* B e

€ > C @ rutgers-sb.peopleadmin.com/hr/postings/110900/job_applicatio

"] Posting: Sample Job Posting (Staff)

Current Status: Approved - Internal W See how Posting looks to Applicant
This posting is not available to applicants via search results but may be accessed directly at https://rutgers-sb.peopleadmin.com/postings/110908 B Print pr ant View,
Position Type: Staff Created by: Jane Doe

Department/Division: UBHC- Owner: UHR: Jane Doe

Access Center-PISC (2T0703)

Summary History Applicants Reports

Saved Searches v Search Q More Search Options v
Ad hoc Search x

Ad hoc Search @) Save this search? Selected records ) = Clear selection?

(Actions)
Posting
FirstName LastName  Number Application Date Job Title Documents Workflow State (Internal)
O Harry Potter 20ST0357 July 31, 2020 at 05:37 PM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v
L Draco Malfoy 20ST0357 February 27, 2020 at 10:05AM  Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v

2. Select Combined Document from the Add Column options.

@ Rutgers University HRSuite = ot % | &

« C @ nuigers-sb.peopleadmin.com/hi/postings/110900/job_applications/search

Welcome, John Doe My Profile Help  logout

Applicant Tracking System

RUTGERS

User Group:

Search Committee Member v

Postings ™ Hiring Proposals ~ Shortcuts ~

Postings / Staff / Sample Job Posting (Approvf

-
T . ~Ompt
| Posting: Sample Job Feon,
Current Status: Approved - Internal | Gurrent ional licenses/certificatior istrati I
Date Degree Received

This posting is not avallable to applical Degree Received
Did you graduate from high school or receive a GED Certificate?

Position Type: Staff Do you have relatives employed at Rutgers University?
Department/Division: UBHC- Do you now or will you in the future require sponsership to work in the United States?
Access Center-PISC (ZT0703) Document Conversion Status
Draft Application?
Duties
Summary History Appl
ummary istory pplicants | o

Employer Address
Employer Gity

Employer Contact Phone
Saved Searches w Employer Country

Employer Name .

Add Column: | Aq4 Column v

Last Name: |

RUTGERS

University Human Resources



Applicant Reviewer User Guide

3. Wait for the page to load. Scroll down and click Save this search?

@ Rutgers Universty HRSuite s Jow X 4 - a X
& 5 C @ nugers-shpeopieadmincom/hr/postings N
ACCESS CEMUErFISC (£ TU7U3] =
Summary History Applicants Reports
Saved Searches v m Q Hide Search Options v
Add Column: | Add Column v
Last Name: | |

Active/Inactive: % Active

Workflow State: | {jnder Review by Department/Committee

UHR Qualification Review | x Under Review by OEE
x OEE Approved Interview || x OEE Declined Interview

*Interview | x Hired

Ad hoc Search

Ad hoc Search mma records ) = Clear selection?

(Actions)
Posting Combined
| First Name LastName Number Application Date Job Title Documents Workflow State (Internal) Document
] Draco Malfoy 20ST0357 February 27, 2020 at 10:05AM  Test Resume/CV, Certifications/Licenses  Under Review by Department/Committee  Generate
Hermione  Granger 20570357 February 27, 2020 at 10:22 AM  Test Resume/CV, Certifications/Licenses  Under Review by Department/Committee ~ Generate
Harry Potter 20ST0357 July 31, 2020 at 05:37 PM Test Resume/CV, Certifications/Licenses  Under Review by Department/Committee  View
@ Rutgers Unwersty HRSuite s Jot X 4 - o x
« C @ rtgers-sb.peopleadmin.com/hi/postings/110! _applications/search# w Gk e

HACGVE

Workflow State: | " {jnder Review by Department/Committee

* UHR Qualification Review | xUnder Review by OEE
* OEE Approved Interview OEE Declined Interview

% Interview | x Hired

Ad hoc Search

Ad hoc Search @) Save this search?

Make it the default search?

[ overwrite Saved Search: | Selact saved search v

\51 Print Applications in Bulk I

Selected records ) Clear selection?

(Actions)
Posting Combined
O First Name LastName Number Application Date Job Title Documents Workflow State (Internal) Document
U Draco Malfoy 205T0357 February 27, 2020 at 10:05 AM  Test Resume/CV, Certifications/Licenses  Under Review by Department/Committee  Generate Actions v
Hermiane Granger 205T0357 February 27,2020 a6 10:22 AM  Test Resume/CV, Certifications/Licenses  Under Review hy Department/Committee  Generate ACtioNs v
O Harry Patter 20ST0357 July 31, 2020 at 05:37 PM Test Resume/CV, Certifications/Licenses  Under Review by Department/Committee  View ACtioNs v
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F) Generating Files for Download

NOTE: The Search for printing or saving applications in bulk must be set
up prior to beginning step 1.

1. From the Applicants tab (see section C, Viewing Submitted Applications), select
the saved search for printing in bulk.

@ Futgers University HR Suite s Jot X o

€ > @ & ngersshpeoplesdmincomin/postings/1 ob_applications#

Welcome, John Doe MyProfile Help  logout

Applicant Tracking Systam

IQJ'I‘GL’RS

User Group:

Applicant Reviewer v

Home Postings Hiring Proposals Shortcuts ~

Postings / Staff/ Sample Job Posting (Approved - Internal) / Applicant Review

" Posting: Sample Job Posting (Staff)

Current Status: Approved - Internal

W see how P

ing looks to Applicant

This posting Is not avallable to applicants via search results but may be accessed directly at https://rutgers-sb.peopleadmin.com/postings/110908 pplicant View)

& print Preview
[ Add to w

Position Type: Staff Created by: Jane Doe
Department/Division: UBHC- Owner: UHR: Jane Doe
Access Center-PISC (ZT0703)

Summary History Applicants Reports
Saved Searches v m ‘Q Mare Search Optians v
v -5 H NAME

(Group) - Applicant Pool - All States

(Personal) - Print Appl

“Applicant Pool - AllStates" @) Selected records @)+ Clear selection?

(Actions)
Posting
] FirstName LastName Number Application Date Job Title Documents Workflow State (Internal)
1 Draco Malfoy 20570357 February 27, 2020 at 10:05 AM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee ACTIONS v

2. Click the top checkbox to select all. Alternately, individual applicants may be
selected using the checkmarks underneath.

Shortcuts ¥

Postings ~ Hiring Proposals »

Postings / Staff / Sample Job Posting (Approved - Internal) / Applicant Review

"] Posting: Sample Job Posting (Staff)

Current Status: Approved - Internal

* See hov

ting looks to Applicant

This posting Is not avallable to applicants via search results but may be accessed directy at hrtps:/rutgers-sb.pecpleadmin.com/postings/110908 B Print Preview (Applic
Position Type: Staff Created by: Jane Doe & erint Preview
Department/Division: UBHC- Owner: UHR : Jane Doe [ Add 1o Wa st

Access Center-PISC (ZT0703)

Summary History Applicants Reports

Applicant Pool - All States

“print Applications in Bulk” @) +* Delete this search? Selected records @)+ Clear selection?

(Actions)
Posting Combined
First Name Last Name Number Application Date Job Title Documents Workflow State (Internal) Document
Draco Malfoy 20510357 February 27, 2020 at 10:05 AM  Test Resume/CV, Certifications/Licenses  Under Review by Department/Committee  Generate Actlons v
Hermione _ Granger 20510357 February 27, 2020 at 10:22 AM_Test Resume/CV, Certifications/Licenses _Under Review by Department/Committee Generate ACTIONS v
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3. From the Actions menu on the right side, select Download Applications as
PDF for a composite download containing files for all selected applicants.

NOTE: Select Create Document PDF per Applicant for a download
containing separate files for each selected applicant.

Applicant Pool - All States Print Applications in Bulk x

“Print Applications in Bulk” ) Delete this search? Selected records @) = Clear selection?

GENERAL
|

Posting Review Screening
First Name LastName Number Application Date Job Title Documents Workflow State (Internal) Question Answers
Draco Malfoy 20ST0357 February 27, 2020 at 10:05 AM  Test Resume/CV, Certifications/Licenses  Under Review by Department/Commit  Download Screening v
Question Answers
Hermione  Granger 20510357 February 27, 2020 at 10:22 AM  Test Resume/CV, Certifications/Licenses Under Review by Department/Commit E ' v
Xport results
Harry Potter 205T0357 July 31, 2020 at 05:37 PM Test Resume/CV, Certifications/Licenses  Under Review by Department/Commit  suix v

Download Applications as
PDF

Create Document PDF per
Applicant

4. In the pop-up window, select any document type(s) to include in the download.

@ Rutgers University BRSuite s et X = O X

€ 5 C @ nug s 110900/job_apf \_type_id=1&search_id=1026# T B GpE s e

Select the document type(s) to use.

@ Application and All Documents
O Only These Document Types

[ Application Data

(J Resume/cv

[] cover Letter/Letter of Application
[ certifications/Licenses

(L] Teaching Philosophy

5. Scroll down and click Submit.
TJ Certifications/Licenses (2)
[ certifications/Licenses (3)

[] Teaching Evaluations
(] other Documents (6)
[ cPR certification
] Diversity Statement
[ Letter of Reference

=

6. It may take one minute or longer to generate the file.
To go back to the Applicants tab, use the back button in your browser.

3 € @ pa-hrsuite-production.s3.amazonaws.com/225%/cross_application_combos/ . 360_1610737637.paf? -HMAC-SHA25680X-Amz-Credential=AKIA PM7BS73ONSHSTTQS%2F2021011 5% 2Fus-east- %fawsdrequest. w @ @ B W W !

Page 1 of 25 | Created 01-15-2021 19:07:17 | Test

Application: Draco Malfoy

Posting number: 20ST0357

Posting: Test (Staff)

Form: Short Application Form

Submitted: February 27, 2020 at 10:05 AM (EST) (confirmation number: CN002303288)

Personal Information

Contact Information

First Name

Middle Name

Last Name Malfoy

Address1 225 Hogwarts

Address2

City

10
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G) Advancing the Workflow State for One Applicant

1. From the Applicants tab (see section C, Viewing Submitted Applications), right-
click the applicant’s first name and select Open link in new tab.

@ Rutgers Universiy HR Suite x  +
€ > C @ rugers-sb.peopleadmin.com/hr/postings/110900/job_applications

| Posting: Sample Job Posting (Staff)

Current Status: Approved - Internal

Position Type: Staff
Department/Division: UBHC-
Access Center-PISC (ZT0703)

Created by: Jane Doe
Owner: UHR Jane Doe

Summary Hiring Pro

Saved Searches v

Applicants x

"Applicants” €)) Selected records )

History Applicants Reg

Clear selection?

This posting is not available to applicants via search results but may be accessed directly at https:/rutgers-sb.peopleadmin.com/postings/110908

Associated Position Descriptior

m ‘Q More Search Options v

(Actions)
Posting
FirstName LastName Number Application Date Job Title Documents Workflow State (Internal)
O “bruary 27, 2020 at 10:05 AM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v
L :bruary 27, 2020 at 10:22 AM  Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v
ly 31, 2020 at 05:37 PM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v
[Jane Doe @ - o x

xl @ Rutgers Universiy H 5o |+

Jeadmin.com/hr/postings ar

b Jan’é D(;e
| Posting: Sample Job Posting (Staff) Edit

Current Status: Approved - Internal

Created by: Olivia Caputo
Owner: UHR : Olivia Caputo

Posltion Type: Staff
Department/Division: UBHC-
Access Center-PISC (ZT0703)

This posting is not available to applicants via search results but may be accessed directly at https://rutgers-sb_peopleadmin.com/postings/110908

Take Action On Posting v

W see how Posting looks to Applican
=4 Print Preview (Applicant View)
B Fon

3. Select the desired Workflow Action from Take Action On Job Application menu.

@ Rugers Universty HRSuite s 1ot X | 4

€ (]

@ rutgers-sb.peopleadmin.com/hr/job_applications/2303289%

Applicant Tracking System

KU'I‘(}ERS

Home Postings Hiring Proposals ~

Postings / ... / Test (Approved - Internal) / Applicant Review /

| Job application: Draco Malfoy (Staff)
Current Status: Under Review by Department/Committee
Application form: Short Application Form

Full name: Draco Malfoy Created by: Draco Malfoy

Address: Owner: Applicant Reviewer
225 Hogwarts

London, N/A 111111

United Kingdom

Username: DracoMalfoy

Email
dracomalfovl il.com

Draco Malfoy Under Review by Department/Committee

8 X
AL ERE

Welcome, John Doe

My Profile Help  logout

User Group:

Applicant Reviewer v

tcuts v

Search Results: Next

Take Action On Job Application v

king on this Job

UHR Qualificatio (move
to UHR Qualification Rey

RUTGERS

University Human Resources
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4. If the applicant will not be moving forward, select the appropriate reason for
disposition and click Submit.

Not Selected for Interview - Email when Posting Filled (move to Not Interviewed Not Selected)

Reason (required)

Please select
Please select

Application Scree
Application Screes
Application Screen
Application Screen

Application Screen - »

Application Screen

Application Screen - »
Application Screen -
Application Screen -

Application Screen
Application Screen
Application Screen

Not qualified: Cannot work legally

d: Incompatible availability
Poor work history
Poor communication skills
Work experience

fechnical/analytical skills
nprofessional or poor appearance/hygiene

: Lack of flexibility in salary or terms, conditions, or privileges of employment

More qualified candidate selected
Application expired/position filled or does not exist
Application incomplete

Application Screened - Applicant Declined Interview

Not Reviewed - Intemnal Candidate Selected

Candidate Not Screened

Background Check: Did not pass pre-employment screening
Did not pass internal eligibility check

5. To return to the Applicants tab, click X to close the additional browser tab.

@ Rutgers Universiy HRSute <ot X @ Rutgers Universty HR Sute _El+
€5 C b uo in.com/injob_sppiicr

Welcome, John Doe

My Profile  Help  logout

RUTGERS

User Group:
Applicant Reviewer ~

Home Postings ~ Hiring Proposals ~ Shortcuts
Postings / ... / Test (Approved - Internal) / Applicant Review / Draco Malfoy Not Interviewed Not Selected Search Results: Next

= Job application: Draco Malfoy (Staff)

Cuirrant Statiie: N Infenviswadd Not Selactad

Take Action On Job Application v

Y SRS Ao

6. If not selected for the next Workflow State, the applicant will be removed from the
default search results on the Applicants tab.

& T OoTW

Applicant Reviewer v

Postings =

Hiring Proposals

Shorteuts ~
Postings / Staff / Sample Job Posting (Approved - Internal) / Applicant Review

B

Posting: Sample Job Posting (Staff)
Current Status: Approved - Internal W See how Posting looks to Applicant

This posting is not available to applicants via search results but may be accessed directly at https://rutgers-sb.peopleadmin.corm/postings/110908

12 Print Preview (Applicant View)

Position Type: Staff

Department/Division: UBHC-
Access Center-PISC (ZT0703)

Summary

History

"Applicants" o Selected records o

Applicants

Created by: Jane Doe
Owner: UHR : Jane Doe

Reports Hiring Proposals

Print Applications in Bulk

Clear selection?

Associated Position Description

m =} ch Options w

G Print Preview
[ Add to Watch List

(Actions)
Posting

m] FirstName LastName  Number Application Date Job Title Documents Workflow State (Internal)

] Hermione Granger 205T0357 February 27, 2020 at 10:22 AM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions w

) Harry Potter 205T0357 July 31, 2020 at 05:37 PM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v

12
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H) Advancing the Workflow State for Multiple Applicants

KEY: All listed applicants must have the same designated Workflow State
for this option to become available in the Actions menu.

1. From the Applicants tab (see section C, Viewing Submitted Applications), click
More Search Options.

@ RutgersUnmersty HRSute Jet X | 4+ ——
€« C @ rutgers-sb.peopleadmin.com/hr/postings/110900/job_applications =y Gh @
Applicant Tracking System Welcomne, John Doe MyProfile Help  logout
RUTGERS User Group:
Applicant Reviewer v

Postings ~ Hiring Proposals = Shortcuts ~

Postngs / Staff / Sample Job Posting (Approved - Internal) / Applicant Review

~| Posting: Sample Job Posting (Staff)

Current Status: Approved - Internal W see noy Ing looks to Applicant
This posting Is not avallable to applicants via search results but may be accessed directly at https://rutgers-sb.peopleadmin.com/postings/110308 & Princr icant View)
Paosition Type: Staff Created by: Jane Doe & Print Preview
Department/Division: UBHC- Owner: UHR: Jane Doe [ Add to watch List

Access Center-PISC (ZT0703)
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3. Click the blank space in the Workflow State field to open the menu and select a
desired Workflow State.

NOTE: All applicants must be in the same Workflow State in order to
proceed.

@ rumersUnaersey HRsute Lot X |

_applications

« C @ rutgers-sb.peopleadmin.cam/fr/postings/1109

Postings / Staff / Sample Job Posting (Approved - Internal) / Applicant Review

™ Posting: Sample Job Posting (Staff)

Current Status: Approved - Internal

W See how Posting looks to Applicant

&= Print Preview (Applicant View)
& Print Preview

[l Add to Watch List

This posting Is not avallable to applicants via search results but may be accessed directdy at https://rutgers-sb.pecpleadmin.com/postings/110908

Position Type: Staff Created by: 1ane Dne
Department/Division: UBHC- SelectAll | Unselect All
Access Center-PISC (ZTO703)

Draft

Summary | History | Applicantd Il R I cription

UHR Qualification Review

Under Review by OEE

Saved Search Q Hide Search Options v
OEE Approved Interview

OEE Declined Interview

Add Column:’

Workflow State: 'Wommw State l l

Activeinactive: | oo

Last Name: | |

Applicants 3l Print Applications in Bulk

“App\lmnb"e Selected records o Clear selection?

(Actions)
Posting
FirstName LastName Number Application Date Job Title Documents Workflow State (Internal)
Draco Malfoy 205T0357 February 27, 2020 at 10:05 AM Test Resume/CV, Certifications/Licenses Under Review by Department/Committee Actions v

4. Click Search.

@ Futgers University HR Suite s Jot X o

€« C @ rugers-sb.peopleadmin.com/hr/postings/ 1109 _applications

Applicant Tracking Systam Welcome, \John Doe My Profile

IQJ'I‘GL’RS

User Group:

Applicant Reviewer v

Shortcuts ~

Postings Hiring Proposals

Postings / Staff / Sample Job Posting (Approved - Internal) / Applicant Review

" Posting: Sample Job Posting (Staff)

Current Status: Approved - Internal W see how Posting looks to Applicant

& Print Preview (Applicant View)
B print Preview
[ Add to Watch List

This posting Is not avallable to applicants via search results but may be accessed directly at https://rutgers-sb.peopleadmin.com/postings/110308

Pasition Type: Staff Created by: Jane Doe
Department/Division: UBHC- Owner: UHR : Jane Doe
Access Center-PISC (ZT0703)

Summary History Applicants Reports Hiring Proposals Associated Position Description
Saved Searches v m ‘Q Hide Search Options v
Add Column: | Add Column v

Workflow State: | ' nder Review by Department/Committee
Active/Inactive: x Active

Last Name: |

Applicants PRl print Applications in Bulk

14
RUTGERS

University Human Resources



Applicant Reviewer User Guide

5. Check off the identified applicants. From the Actions menu on the right side,
select Move in Workflow.
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I) Receiving Notification of Applicant Approved for Interview

KEY: After the Applicant Reviewer advances an applicant’'s Workflow State
to either UHR Qualification Review or OEE Review, an independent review
will take place.

If the review is successful, the following automated system email will be sent to the
Applicant Reviewer.

The Applicant Reviewer is then responsible for adjusting the applicant’s Workflow
State to Interview. After this step is completed, the interview process can begin.

Applicant Approved for Interview

Fri 5/14/2021 11:16 AM

[Applicant Name] has been approved for interview.

ROCS Posting Number: [ROCS Posting Number]
Position Request Number: [Position Request Number]

At your convenience, please update the applicant's Workflow State to Interview or Initial Interview.

¢ [f you have a Rutgers NetID, login to the hitps://jobs rutgers.edu/hr/shibboleth website.

+ Ifyou do not have a Rutgers NetlD or have guest access, login to the https://jobs rutgers edu/hr website.

— =]

icart Pt

Witkcsene to your Online Recruitrment Systemn

1. Once logged in, locate User Group in the upper-right corner. Select Applicant Reviewer.
2. Make an appropriate selection from the Postings menu. For more detailed instructions, use the attached reference guide.

If you have any questions, please feel free to contact University Human Resources via the following methods:

Visit the ROCS resource website
E-Mail: ROCS@hr rutgers.edu

Your University Human Resources contact for this posting is [Fname Lname].

Thank you,
University Human Resources

NOTE: Thiz is a system-generated email from the Rutgers Recruitment, Onboarding, and Classification System (ROCS).
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