9.2 Screen Applicants

Purpose: Use this document as a reference for screening 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

ZZ 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 search page displays.

2. You may populate as many of the above fields that are applicable, but at minimum you will
need to enter/select the Job Opening ID and the Status.

Enter the position number in the Job Opening ID field.

The Status defaults to open. Change if needed.

Select the Search button.
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Search Job Openings
fﬁRecruiIlng Home | @E—ro-.\rse.]cb Openings | @.‘I.CreateJon Opening | |SgSearch Job Postings
Search Criteria (2

Job Posting Title

Job Opening ID] 10088]q
Status | Open v]

Category ¥

Most Recent Activity ¥

Job Opening Type v

Hot Job ¥

My Association v
Hiring Manager Q
Recruiter Q
Created By Q
Business Unit Q,

Department

Position Number

Je)

Recruitment Contact v

6. The Search Results display.
7. Select the Job Opening link.

Search Job Openings
{8} Recruiting Home | (3 Browse Job Cpenings | =5 Create Job Opening | [S3Search Job Postings
Search Criteria (2

1 Results Found

Search Results (7

Select Job Opening « Job D« Status Type
L RETAIL CLERK 2 10068 Cpen Standard Requisition
Select All Deselect All = Group Actions

8. The Manage Job Opening page displays.
9. Select the Applicant Screening tab.

o PLEASE NOTE:
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Screenings are typically set up by a Recruiter. Pre-Screenings and On-line Screenings
are automated and usually the only screening process used. Using Pre-Screening is an
excellent option when it is anticipated that there will be a high volume of applicants.

If Final Screening is used, it can be used in addition to any pre-screenings OR as the
only option. Final Screenings are a manual process and it is highly recommended to
run the process for everyone at the same time.

Manage Job Opening

§=Return | 8 Recruiting Home Search Job Openings | @) Create New | EE Clone ;:.ﬁ-d: Mode [:}HG Category

Job Opening 1D 10068 Status 010 Open
Job Posting Title RETAIL CLERK 2 Business Unit
Job Code = (RETAIL CLERK 2} Department 59050 (SFCC Boolstore)
Pasition Number 00001012 (RETAIL CLERK 2

Applicants Applicant Search ' Applicant Screening | Actiity & Attachments || Detais

10. The Applicant Screening tab displays.

11. Select Screening Level drop-down menu and select Final Screening.
12. Select the Go button to run the process.

13. Select the Process Monitor link to view the status of the run.

< Manage Job Opening Manage Job Opening a > ¢ (¢l
Related Content v | Help | Personalize Page
Manage Job Opening
@Retum | f§}Recruiting Home |I§:Seafch Job Openings I & Create New | FEClone | GRAdd Note
Job Opening ID 10228 Status 010 Open
Job Posting Title PROGRAM COORDINATOR Business Unit HROB0 (Seattle
Job Code 00107N (PROGRAM COORDINATOR) Department 98620 (HEALTF

Position Number 00006507 (PROGRAM COORDINATOR)

Applicants Applicant Search I Applicant Screening I| Activity & Attachments Details
S

Job Opening / Jobs

Job Opening ID 10228 PROGRAM COORDINATOR

14. The Process Monitor displays.
15. Select the Search Job Opening at the top of your page to return to the Job Opening.
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Process Monitor /ﬁ\ - :

New Window | Help | Personalize P:
Process List Server List

View Process Request For

Userip | CTC_CTAYLOF Q Type ~ Last v 1

Days > Refresh
Server ~ Name Q Instance From Instance To Report Manager
Run Status v Distribution Status v Save On Refresh
Process List
E Q 1-10of1 ~ | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status gti::[lils:lution Details
287388 Application Engine HRS_JO_SCR CTC_CTAYLOR 04/05/2021 10:22:39AM PDT Success NIA Details

~ save Notify

16. The Manage Job Opening page displays.

17. From the Applicant Screening tab, select the Screening Results link to view the results of
the run.

18. The Disposition will change once the results have been applied.

Manage Job Opening H
Relaled Condent v | Hep | Persansize P
Manage Job Opening
@Retum | iRecrutng Home | § Search Job Openings | #]Previous | o Mext | @ Create New | B§Clone | & Refresh | GQYAdd Note Persansiize
Job Opening ID 10322 Status 010 Toen
Job Posting Title EARLY CHILDHODD SPEC 3 Business Unit HRO10D {Peninsuia Calege)
Job Code D0235C (EARLY CHILDHOOD SPEC 3) Depanment 98635 (EARLY CHILDHOOD CENTERS)
Applicants. Applicant Search Applicant Sereenin ] Activily & Altachmants ?
Al Appicd Reviewed Soreen Route Efview Offer ire Hoia Reject
] 0] o o 0 U] ] 0 ]
Applicants (@
5 Q -
Saloct= Applcant Nams Applicant 1D Type Disposition Agplication Resuma Interest Mark Raviawad Routs Intervigw Rejoct Print
Maaghan Matz 10870 Estamal Sereen o 3 X = L =] 2 a w Other Actions
Sesect Al Dessied Al w Group Action:
quRetum | @}Recnsting Home | §hSearch Job Openings | o] Frevious ] & Mlew aid Mate. Top of

19. Select Screening Level drop-down menu and select the next level of screening. Repeat
previous steps for each level.

20. When all levels are updated, select the Apply Results button at the bottom of the screen.
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£ Screening | evels Manage Job Opaning
Manage Job Opening
w | dmFatum | fRecruting Home | §4Search Job Openings | o Pravious | JMet | & Create Mew | FFCone | GPaAdd Mote Farsonaize
dotr Opening 1D 10222 Status 010 Dpen
Job Posting Title EARLY CHILDMCOD SPEC 3 Business Unit HRO10 (Peninsula College}
Job Code DOZSHC [EARLY CHILDHOOD SFEC 3} Departmant 98635 (EARLY CHILDHOOO CEMTERS)
lAnplum [Annmm| Applicant Screening |m&mcm||um|
Lewels |
- ” Frocess Monior 7
.
Screening Levels (3
1] el v
Primary Applicants Applicants Applicans. Unapplied
Selet  JobCote  Jab Cede Name Ton" Seneening Level Last Run Date dPRICEH ket o et Subeitted By
® DASAC EARLY CHILDHOOD 8FEC 3 =] 3-CTE Final Scieeing 040621 10:00AM 1 1 ] 1 Geeg Garible
Applicants.
B Q 44 Mot B K1 ViewAl
Select  Score Paints Avplicant Hame Applicant Il Desposition SorsenimgResut SRS gawsoms  Appicant Type Route View Hating
Exlesral
n] 0% 0.0 1 19T 030 Screen Passed ~ Mo 041052021 : ] 4
Salect Al Deselect All | — || Merga |
E | guRelsn | @ Recruiling Home | §Search Job Openings | o Previous | gfMest | & Create New | BB Cione | GaAdd Note Tap of Fage

21. A message box will appear to confirm that you are ready to apply the results.

22. Select the OK button.

Apply screening resuits? (18177 54)

‘Screaning results vl ba aDplied o &l screenad appicants. This wil LDOaSs the Job Opening disgesiton for sach
n nead 1o be

20032 A0ply ANer 3ll 1USIS NaVE D#EN TN, SEISCE OK 1D CONDMUS of C3ncel 1o sban.

screened appiicant and they will nat be Indluded in any subssquent

23. The Manage Job Opening page displays with update.
24. Select the Screening Results link to view the Route and View Rating.

24. The Rate Applicant section displays.

25. Select the View All to see the details of each screening level.
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< Manage Job Opening Manage Job Opening

Manage Job Opening

Save @ Relen | gRecuiling Home | @ Search Job Openings | #Preveus | JJNed | ® Create New | SBCine | 2008 Note Pasanaize
Jab Opening ID 10322 Status 010 Ogen
Job Posting Titke EARLY CHILOHOOD SPEC 3 Busingss Linit HROI0{Faninzusa Colsgs)
Job Cove DAFSHC EARLY CHILDHOOD SPEC 3] Depariment 58635 (EARLY CHILDHOOD CENTERS)
Apphcants | Apphcomt Search || Apphigant Scroaming | Acovity & Atachmentz | Datals
& gless | Sereering Resuls
Run | Select ~ G0 Process Moridal %
Apply Results
Scresning Lovels @)
L o v
Primary Applicants  Appiicants Applicants Unapolied
select Job Coae Job Coge Name = screening Laval LastRunDaie  (PRLCATS oty e s Submitted By
* 2S5 EARLY CHILDHOOD SFEC 3 & 3-CTC Final Screening D4DGZ1 10:004M 1 1 ] o Greg Gamole

Applicants
m qQ 11 v
Select Seore Points Applicant Name ApplicantiD  Disposition Screening Result m"’ Status Date  Applicant Type Route: View Rating
14 00 10 130 Sczaen Fassed Yas wgsanz S # rd
Dsalact Al Route Morgs
Save gaFstum | fiFecruting Home | @ Ssarch Joo Opanings | §JFrewous | JJNedt | ®Crs Pciens | G Add Note Top of Fage

26. Select the Return to Previous Page link on the bottom, right side.

Job Opening Screening

Screen Apphicants
Rate Applicant
Name  Meaghan etz
Applicant ID 10970

Job Opening 10322 EARLY CHILDHODD SPEC 3
& Save: Cancel Pravious Apphcant Mext Applicant | Return to Frevious Fags
Sereening Levels v bW T

Uescription  CTC Presexe

CTC Prescra

These are no ilens for the STC Pre: g serening level

Description

e Screening

CTC Online Scr

There are na ilems for the T Dnling Sereening screening level

Description

3l Sereering

o Save Cancsl Previous Applicant | Mex Applicant

27. The Manage Job Opening page displays.

28. Select the Applicants tab to review the new status of all screened applicants.
29. The process to screen an applicant is now complete.

30. End of procedure.
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