9.2 Hire Applicants

Purpose: Use this document as a reference for hiring applicants in ctcLink.

Audience: HR Recruiter.

@© You must have at least one of these local college managed security roles:

« ZZ Hiring Manager
« ZZ Interested Party

« 77 Recruiter

* ZZ Recruiting Admin Local

If you need assistance with the above security roles, please contact your local college

supervisor or IT Admin to request role access.

Navigation: NavBar > Navigator > Recruiting > Search Job Openings

1. The Search Job Openings page displays.

2. Enter the position number in the Job ID field.

3. Select the Search button.
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4. The Search Results display.
5. Select the Job Opening link.
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Search Job Openings
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6. The Manage Job Opening page displays.
7. Select the desired applicant and choose the Other Actions (far right of screen, may need to

scroll to right).
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The Other Actions sub-menu displays.
9. Select Recruiting Actions and Prepare for Hire.
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w (Tirar Arhanc
Recruiting Adtiors >
Applicant Adtions >

Creste Inlerview Evalualion
Prepare Job Ofer

Prepare for Hire

Edit Application Detzils

Edil Disposition

10. The Prepare for Hire pagelet displays.
11. Enter the Type of Hire.
12. Verify the date in the Start Date field.

13. Select the Verify Employee ID link. NOTE: You MUST verify Employee ID before

submitting request to HR.

14. Note: Employee ID information for internal applicants will carry over.

Prepare for Hire

To initiate 3 hire, rehire, ransfier, additional job assignment. or to add a contingent worker assignment, select Submit Reguest to HR.

Applicant ID
Applicant Name
Current Disposition
Disposition Date
Applicant Type
Application Date

Job Opening ID

Job Opening Type
Business Unit
Department
Position Number
Job Code

*Type of Hire
*Start Date

Contract Number
Employee ID
Employee ID Verified

Hire Comments

7872

Julia Roerts

071 Offer Accepted
05/D52018
External - New
02142018

10055 Q| TEST Posting

Standard Requisition
Community Colleges of Spokans
SCC Adult Education/GED

00001008 ADMINISTRATIVE ASSISTANT 3
00105G ADMINISTRATIVE ASSISTANT 3
Hire w

06/03/2019

Mo Wenfy Employee [0

B Send Offer Letter to HR
oL 2

I Submit Request To HR

Cancel

15. The verification result Message displays.
16. Select the OK button.
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17. The Send Offer Letter to HR checkbox automatically populates.

18. Enter comments in the Comments field, if necessary.

19. Select the Submit Request to HR button.
20. The confirmation Message displays.
21. Select the OK button.

Prepare for Hire

To initiate a hire, rehire, transfer, additional job assignment, or to add a contingent worker assignment, select Submit Request to HRL

Applicant ID
Applicant Mame
Current Disposition
Disposition Date
Applicant Type
Application Date

Job Opening ID

Job Opening Type
Business Unit

Department

TET2

Julia Roterts

071 Offer Accepted
05/08/2018
Extemnal - New
02142010

10085 Q| TEST Posting

Erandard Requisition
Community Colleges of Spokans
SCC Adult Education/GED

Position Number 00001008 ADMINISTRATIVE ASSISTANT 3
Job Code 001056 ADMINISTRATIVE ASSISTANT 3
*Type of Hire | Hire e
*Start Date 0610312019

Contract Number
Employee ID
Employee ID Verified _Xes Verify Employee ID
[ Send Offer Latter to HR

Hire Comments |Start date updated to June instead of May. L4

1. S

22. A message displays confirming the request has been submitted.
23. Select the OK button.

ou hawe successfully submitted this request. {18175,1019)

———

24. The Manage Job Opening page displays with update.
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25. Notice the Disposition is now Ready.

Manage Job Opening
4oRetum | @¥Recruiting Home | §3Search Job Openings | #llPrevious | WNext | B Creste New | ¥8Clone | "Refresh | PAdd Note | [INoCa
Status 010 Ogen

Business Unit HR170 (Community Callges of Spoksns)

Department 93720 (SCC Adult Education'GED)

Job Gpening ID 10085
Job Posting Title TEST Faosting
Job Code 00105G (ADMINISTRATIVE ASSISTANT 3)
Position Number 00001002 (ADMINISTRATIVE ASSISTANT 3)

Details

Personalize

Applicants Applicant Search Applicant Sereening Activty & Attachments
Al Apglied Sereen Routa ntenview Offer Hire Hold
) {0) (0 o) ] [u] (1 {0)

Applicants
E Q 1-1of1~ iew Al
Select Applicant Name ApplicantlD  Type Disposition Application Resume Interest M“‘“‘ 9 Route Interview Reject Print

u] Juliz Roberts 7872 Extemal Resdy ] 3 Reateis d =3 il i1} =] =] ¥ Dther Actions
Select A Desalect Al ¥ Group Actions

26. The process to hire an applicant is complete.
27. End of procedure.
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