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NIVERSITY SYSTEM OF GEORGIA
neUSG Connect

Date: 12/6/2019

Overview/Description

This document provides step-by-step instructions on Applicant Management. This process
reviews Applications for specific jobs and manages Applicants.

Prerequisite(s)

The Recruiter has marked the applicant as “Reviewed”. This action populates the applicant
on the Hiring Manager's Open Jobs Page. The Hiring Manager can now begin reviewing the
application materials.

Instructions

Navigate to Manager Self Service (MSS) to access the “Open Jobs” tile or Browse Job
Openings (or Search Job Openings) to Manage Applicants.

Navigation

Navigator > Recruiting > Browse Job Openings (or Search Job Openings)

1. The Manage Job Opening page can be reached by clicking on the Open Jobs tile or
using the above navigation.

Open Jobs

< Open Jobs ' Manage Job Opening

Related Content v | Personaliz
Manage Job Opening

i} Recruiting Home | & Search Job Openings | & Create New | EEClone | @, Refresh | (g8 Add Note | ¢ Print Job Opening Personalize

Job Opening ID 1593
Job Posting Title Graduate Assistant- Human Resources
Job Cede 900X00 (Student Assistant)

Applicants | Applicant Screening || Activity & Attachments || Details

All Applied Reviewed Screen
@) @) (0) ©)
Applicants (2
Select Applicant Name ApplicantID  Type Disposition

Application Resume

Status 010 Open
Business Unit 30000 (Columbus State University)
Department 4600000 (Human Resources)

Interview: Offer Hire Hold Reject
() ©) 0y ©) (0)

Personalize | Find | View All | (21 | &

Mark

Route Interview Reject Print
Reviewed

First (4 1-80f8 (b Last
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2. Manage Job Opening Page

< Open Jobs Manage Job Opening a Q W
Related Content v | Persor

Manage Job Opening

8} Recruiting Home | & Search Job Openings | & Create New | EElClone | %, Refresh | 1Add Note | ¢ Print Job Opening Personalize
Job Opening ID 1593 Status 010 Open
Job Posting Title Graduate Assistant- Human Resources Business Unit 30000 (Columbus State University)
Job Code 900X00 (Student Assistant) Department 4600000 (Human Resources)

Applicants || Applicant Screening || Activity & Attachments || Details

Al Applied Reviewed Screen Route Interview Offer Hire Hold Reject
@) @) () (0) (0) ©) ©) (0) ©) 0)
Applicants (2 Personalize | Find | ViewAll | (1| [l§  First (4 180f8 (b Last
Select  Applicant Name ApplicantD  Type Disposition Reason Application Resume Lot Route Interview Reject Print
Anudeep External Applied im] B @ [ i3] @ a + Other Actions
Candace External Applied m] B @ &8 i) () =] ~ Other Actions
Christian External Applied im] B @ 88 i) [, =] ~ Other Actions
Harinichowdary External Applied im] B [+] &8 i3] () =] ~ Other Actions
Jianan External Applied im] B [+] &8 i) (] =] ~ Other Actions
SRITEJ External Applied im] B @ &8 i) (] =] ~ Other Actions
Sydney External Applied m] B @ & i3] (7] =] ~ Other Actions
sii Extemnal Applied im] B [+ & i) @ a8 ~ Other Actions
SelectAll  DeselectAll iGroup Actons
Y Recruiting Home | 5 Search Job Openings | (8 Create New | EE Clone | f Refresh | [F1Add Note | & Print Job Opening Top of Page

a. This will take you to the Manage Job Opening page. Here you will see a list of all
Applicants who have applied to the opening.

b. The page will default to the “All" tab. Notice the additional tabs that show
detailed information regarding the Applicants. (Applicants, Applicant Screening,
Activity & Attachments, and Details)

An Applicant’s disposition is the Applicant’s status with regards to a particular
Job Opening. These statuses frack the progress of an Applicant through the
Recruiting Process. Notice the additional tabs that show the various dispositions
of all the Applicants. (All, Applied, Reviewed, Screen, Route, Interview, Offer,
Hire, Hold, and Reject)

c. Note on Dispositions: Only a Recruiter can mark an Applicant from | Mark Reviewed
“Applied” to “Reviewed". Once the Applicant is in the Reviewed
disposition, the Hiring Manager will be able to see them on their 2
Applicant list.
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Review the Application Details and Materials

You can review an Applicant’s application and/or resume by clicking on the
appropriate icons in the “Application” or “Resume” columns.

Application Resume

i}

Clicking on the “Application” icon will bring up the detailed Application Page (i.e.
Manage Application page).

You can also view the Applicants resume and other attached documents, such as
cover letter, etc. from this page by clicking on the link under the “Attachments”
section associated with each attachment. The link will open the attachment into
format created in (i.e. Word, PDF, etfc).

Click the "Questionnaire” tab to review the Applicant’s answers to the
Questionnaire.

Manage Application

C.

gaRetum | @}Recruiting Home | [G3Search Applications | #]Previous | 4ZJNext | (3Add Applicant Note | @Print | ¢, Refresh

Personalize
Applicant Job Opening
Name {Candace Preferred Contact Not Specified Job Opening ID 1593 Status Open
Applicant ID Phone Job Posting Title  Graduate Assistant- Human Reso. Business Unit 3

Applicant Type Extemnal Applicant Email Job Code 900X00 (Student Assistant) Department 46000 esources)
Status 010 Active Address Recruiter Job Type Contin

Jobs Applied 11

Hiring Manager Position Number

salary Range
Process Application 7
Disposition Applied
Reason [ Mark Reviewed &8 Route [ Interview @~Reject ~ Other Actions
Date 12/2012018
Application and Resume || Questionnaire /
Referral Source (7 Personalize
Attachment  Attachment  Apply to
How did you lean of the job? Job Board Title Tyve PAl ¢ Uploaded By  Last Updated
Additional Information
" 12/202018
Specific Referral Source Columbus State Uriversity.com > _Professional_Re Professional R Resume b
0 | cover e 1212012018
» _Cover_Letterdo. ver_Letterdoox COVer Leters 12202
CE s
Class_Schedule docx School e e e
Schedule : € o
Work Experience Personalize
SartDate  EndDate  Employer Ending Job Title 1IN0 Pay Details
09/06/2016 Macy's Support Team B

—
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Application and Resume Questionnaire

*Questionnaire Type | All Questions v
Questionnaire

Question Are you currently enrolled in classes at any University System of Georgia school?

Answers

Possible Answer Correct Answer Selected Answer
Yes v

No v

@aRetum | ¢} Recruiting Home | [[J3 Search Applications | #[f|Previous | 4] Next | [g3Add Applicant Note | g5 Print | , Refresh

d. Click “Return” when you are finished reviewing the application to return to the
Manage Job Opening Page.

4. View Applicant Details

< Open Jobs Manage Job Opening Q v
Related Content v | Persona
Manage Job Opening
¢ Recruiting Home | &5 Search Job Openings | (5 Create New | EElClone | @, Refresh | [g Add Note | & Print Job Opening Personalize
Job Opening ID 1593 Status 010 Open
Job Posting Title Graduate Assistant- Human Resources Business Unit 30000 (Columbus State University)
Job Code 900X00 (Student Assistant) Department 4600000 (Human Resources)
Applicants || Applicant Screening || Activity & Attachments || Details
Al Applied Reviewed Screen Route Interview Offer Hire Hold Reject
@) @) Q) ©) ©) ©) (0) © ©) ©
Applicants (7 Personalize | Find | ViewAll [ (21| [ First (4 1-80f8 (b Last
Select  Applicant Name ApplicantiD  Type Disposition Reason Application Resume i Route Interview Reject Print
Anudeep External Applied im] B @ [} i3] /] =] + Other Actions
Candace External Applied im] B [+] &8 E (/] =] ~ Other Actions
Christian External Applied m] B [+ 3} 63} %] a8 + Other Actions
Harinichowdary External Applied im] B [+ &8 i3] [7] [=] ~ Other Actions
Jianan External Applied im] B @ &8 EB /] =] ~ Other Actions
SRITEJ External Applied im] B [+ [} i3] (%] [=] ~ Other Actions
Sydney External Applied im] B @ &8 EB (/] =] ~ Other Actions
sii External Applied im] B v & i3] (7] =}  Other Actions
SelectAl  DeselectAl iGreupActions
Y Recriting Home | &5 Search Job Openings | (5 Create New | EEClone | & Refresh | [#1Add Note | ¢ Print Job Opening Top of Page

a. To mark an Applicant as Reviewed, click on the icon in the “Mark Reviewed"”
column.

Mark Reviewed

%
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applicant has successfully been marked as reviewsd. (18178,1035)

c. Notice that the Applicant will now be moved to the “Reviewed” tab:

< Manage Job Opening Manage Job Opening

Manage Job Opening

gaRetun | ¢f§Recruiting Home | EgySearch Job Openings | B8 Create New | EEClone | #, Refresh | [[3Add Note | ¢GPrint Job Opening

Job Opening ID 1593
Job Posting Title Graduate Assistant- Human Resources
Job Code 900X00 (Student Assistant)

Applicants || Applicant Screening || Activity & Attachments || Details
All Applied Reviewed Screen Route
(8) (5) 3) ©) 0)
Applicants 7
Select Applicant Name Applicant D Type Disposition Reason
Candace External Reviewed

Route

88

Status 010 Open
Business Unit 30000 (Columbus State University)
Department 4600000 (Human Resources)

Interview Offer Hire Hold
(0) (0) (0) ©)
Personalize | Find | View All

Mark
Reviewed

im| B = & i3 @

Application Resume Route Interview Reject

d. Toroute the Applicant, click on the “Route” icon.

e. The Applicant can be Routed to additional Recipients and Hiring Teams.

Attachments can be added during Routing and notification given when Recipient

responds.
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< Manage Job Opening Route Applicant

Route Applicant
Submit | gmRetun

Applicants to Route

Applicant 1D Name

Job Opening
Candace

Graduate Assistant- Human Resources
Routing Details ' 7

*Routing Status | 010 Route Reason v
Recipients (7
*Routing Date *Name

Assignment Response Due Date
12/01/2019 [ |39

Q

5 i
Add Recipient Add Hiring Team
Notification (7

Comments iE1 A

Include Attachments

g
Preview Notification
¥l Notify me when a Recipient responds

Submit | | gmRetum

o

Top of Page

f. To set up aninterview, click on the “Interview” icon.

Interview

i)

g. The “Interview Schedule” Page is accessed, where all notated sections marked
can be completed.

© 2019 University System of Georgia. All Rights Reserved. Page 6 of 14
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i 00 (Columbus S iversity)
t Human Resources.

Interview Schedule

Submit | [ SaveasDraft | | gaRewm
Job Opening ID 1583
Job Opening Status 010 Open
Submitted No
Candace

Applicant ID
Applicant Type External App \w/
Interview 1 - Date Not Entered (¥

*Date
*Start Time
*End Time

*Time Zone EST

-«

Interviewers
Interviewer Name

Interviewer ID

[ =

Add Interviewer
Venue Information «
Venue

Response

Add/Edit Venue

Interview Materials

Notes (7
No notes have been added to this Interview.

Lo=d Job Opening Notes

Add Note

Consolidated Interview Letter

Add Interview

View All Interviews

Submit | [ SaveasDrat | | gaRetum

—
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Business L

Job Posting Title duste Assista

Preferred Contact Not Specified

yom

Initiator Annetie
Notify Applicant

Interview Type L ]
Applicant Response | Mane Y=
Notify Interview Team
Date SmrtTime EndTime  Response Comments Availability Notify
None v [ & i}
] Location
v
A
254 cha ramining
Attachment (7
No Attach =ve been added 1o this Interview.
Add Attachment Load Job Opening Aftachment
Letter (7
Letter ¥
Date Printed =
Include in Consolidated Letter
Callzpse &
Top of Page

Expand Al

h. Comments can be added in the “Interview Schedule” page.

Interview Schedule Comments

Comments

®

[Spoke with on the phone to discuss resume, qualifications, and experience

0K

"6

Cancel

Page 7 of 14
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i. Once all necessary sections have been completed on the “Interview Schedule”
page, then, click “"Submit”.

j- You will receive a message that you have successfully submitted Interview details.
Click OK.

Message

You have successfully submitted interview details for Candace Hill for the job Graduate Assistant- Human Resources — 1593 (0,0)

/

k. Nofice the Applicant has been moved to the “Interview” tab. Here you can set up
additional Interviews, create Interview Evaluations, and/or Reject the Applicant.

Manage Job Opening

gaRetum | ¢} Recruiting Home | &3 Search Job Openings | & Create New | §E Clone | @, Refresh | (43 Add Note | [EfjInterviews | ¢ Print Job Opening Personalize

Job Opening ID 1593
Job Posting Title Graduate Assistant- Human Resources
Job Code 900X00 (Student Assistant)

Status 010 Open
Business Unit 30000 (Columbus State University)
Department 4600000 (Human Resources)

Route Interview Offer Hire Hold Reject
© ) () © (©) 0)

Applicants || Applicant Screening || Activity & Attachments | Details

All Applied Reviewed Screen
(8) (5) ) (0)

5. Setting Up an Additional Interview

a. Click on the iconin the “Interview” column to set up another Interview with the
Applicant.

Manage Job Opening

gaRetun | ¢} Recruiting Home | & Search Job Openings | & Create New | EEClone | ¢, Refresh | [g8Add Note | [Efj Interviews | ¢ Print Job Opening Personalize

Job Opening ID 1593
Job Posting Title Graduate Assistant- Human Resources
Job Code 900X00 (Student Assistant)

Applicants || Applicant Screening || Activity & Attachments || Details

Status 010 Open
Business Unit 30000 (Columbus State University)
Department 4600000 (Human Resources)

Al Aopled Reviewed Routo ofer Hio Hold Rofoct
() (5) @) ©) © (1) (0) () (0) 0)
Applicants (4 Personalize | Find | ViewAl | & | B First (4 180f8 » Last
Select Applcant Name AppicantiD  Type ispostton Appiication Resume R powe imerview Rgect | prnt
Candace Exteral Interview im} 2 i~ ~ Other Actions

b. Click "Edit Interview Schedule”

% _wo ") o
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< Manage Job Opening Manage Intervi

Manage Interviews
Save | | guRetum Personalize
Applicant Name Candace Hil Job Opening ID 1593
Applicant ID 7729 Job Opening Status 010 Open
Business Unit 30000 (Columbus State University)

Job Posting Title Graduate Assistant- Human Resources
Job Code 900X00 (Student Assistant)

Final Recommendation

Interview Summary (7
Select Date StartTme  EndTime  TimeZone Location Submitted  Status
® 121092019 11:30AM 1200PM  EST ¥ Unconfirmed 005 Interview 2
Interview Details (7
B 7 Citimervon Schedie

Date 12/09/2019
Start Time 11:30AM EST
End Time 12.00PM EST
Location
Submitted Yes
Status Unconfirmed
Final Recommendation
Final Recommendation 005 Interview v
Reason

Average Score 0

Interview Evaluations

No interview evaluations found

Create New Evaluation

Create New Interview Schedule
Top of Page

‘ Save | gaRetum
c. The “Interview Schedule” has now been updated. Click Submit.

¢ Manage Interview Interview Schedule

Interview Schedule
Personsize

Submit | [[SaveasDrafi| | gaRetum

Business U 00 (Golumbus State Universit

v
Job Posting Title Graduste Aszistant- Humzn Resaurces.

dob Opening 1D
Job Opening Status
Submittzd e:

Candace!
Applicant 1D Freferred Contact Not

Applicant Type Exiemal Appicant
Interview 1 - 12-09-2019 11:30 AM To 12:00 PM EST (2

*Date [12/0f i Interview Type Zhone X
 Start Time [FT30R01 Applicant Response Tiane LAl Notify Applicant
*End Time | L) Notify Interview Team
+Time Zone EST Q
Interviewers 2
nterviewsrID  Interviewer Name oate SerTime  EndTme Respanse Comments Availabiity Notity
o, |1 11:304M 12:00PM None v = 5] i}
Add intarvewer
Venue Information 7
@ Loeation [Columbus State University - Uni oice Depariment

v
AdU/EH Venue L 4
188 charscis
Interview Materials
Notes (2 Attachment
No notes have been added ta this Interview. No Attachments have been added io this Intsrview.
Add Note Load Job Opening Notes Add Attachment Load Job Gpening Aftachment
Letter (7
Latter L
Date Printed 5
Include in Consolidated Lettar
Email Acpiisant Upload Latter
Cancal Inierview
Consolidated Interview Letter (7
Add interview
TSRS Expand Al Collapse &
Top of Page

a Submit | | SsvessDe | | gaRetm
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d. You willreceive a message that you have successfully submitted interview details.
Click OK.

Message ‘

You have successfully submitted interview details for Candace Hill for the job Graduate Assistant- Human Resources — 1593 (0,0)

e. On the “Manage Interviews” page you can also add an Interview Evaluation. Click
“Create New Evaluation” button.

< Manage Job Opening Manage Interviews

Manage Interviews

Save | gmRetum

Personalize
Applicant Name Candace Job Opening ID 1593
Applicant ID Job Opening Status 010 Open
Job Posting Title Graduate Assistant- Human Resources Business Unit 30000 (Columbus State University)
Job Code 900X00 (Student Assistant)
Interview Summary (7
Select Date Start Time End Time Time Zone Location Submitted  Status Final Recommendation
® 12002019 1130AM  1200PM  EST o skateUniversty < (niveisily Bolce ¥ Unconfimed 005 Interview v
epartment
Interview Details (7
Date 12/09/2019 4 Edit Interview Schedule
Start Time 11:30AM EST
End Time 12:00PM EST
Location Columbus State University - University Police Department
Submitted Yes
Status Unconfirmed
Final Recommendation (2
Final Recommendation 005 Interview L7
Reason y
Average Score 0
Interview Evaluations (7
No interview evaluations found.
Create New Evaluation *
Create New Interview Schedule
Save | | gmRetum Top of Page

f.  Fill out the Interview Evaluation and click “Submit”. You will be rating each category,
Excellent, Average, or Not Qualified and entering comments. In the Recommendation
areq, you'll give an overall rating again, (of Excellent, Average, or Not Qualified) and a
recommendation (choices: Interview, Make Offer, Hold, Reject, Withdrawn). After
completing Interview Evaluation, Click Submit.

© 2019 University System of Georgia. All Rights Reserved. Page 10 of 14
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< Manage Interview Interview Evaluation

Interview Evaluation

Submit | | SaveasDraft | | gaRetum Parsonaliz
Name Job Posting Title Graduzte Assistant- Human Resources
Applicant ID Job Opening ID 1523
Status 010 Active Job Dpening Status 010
Evaluation Interview Ratings Find First (4 1-40of4 (b Last
Interview Date|12/09/2019 H Category Communication Skills
Interview Type Skype/iWeb-based hd Interview Rating | AYE2g2 Ld Score 1

Recommendation

Overall Rating [ Excelient v Comment|Candace has good communication skills 2s noted in the interview. 21
Recommendation | 020 Make Offer ¥
Comments g
& p
Category Education/Training
4
Interview Rating | Exe=l=mt id Score 2
Comment|Candacs has a Master's Degree when the job only requires a =
)
Category Work Experience
Interview Rating L2¥S=82 Ld Score 1
Comment]Although Candace hasn't had many jobs, the few she has had have 21
been long term and prepared her for this new opportunity.
A
Category Technical Skills
Interview Rating E¥c2/=nt v Score 2
Comment|Gandace has the software skils needed for the position. ]
Z
Submit | | Saveas Draft| | gaRetum Top of Page

~

g. You willreceive a message that you have successfully submitted interview
evaluation. Click OK.

Meszage

“fou have successfully submitted interview evaluation for Candace Hill. (0,0)

6. Rejecting an Applicant

a. Rejecting an Applicant can be done from several tabs, including “Reviewed"” and
“Interview”. To Reject a candidate, click on the icon in the “Reject” column.

© 2019 University System of Georgia. All Rights Reserved. Page 11 of 14
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Personalize

Status 010 Open
Business Unit 30000 (Columbus State University)

Manage Job Opening
goRetum | ¢} Recruiting Home | &3 Search Job Openings | & Create New | E@Clone | @, Refresh | 3Add Note | [Efj Interviews | ¢ Print Job Opening
Department 4600000 (Human Resources)

Job Opening ID 1593
Job Posting Title Graduate Assistant- Human Resources
Job Code 900X00 (Student Assistant)
Applicants ||~ Applicant Screening || Activity & Attachments || Details
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject
(8) () ) ) ) (1) () 0) ©) ©0)
Applicants (2 Personalize | Find | View All | & | B First 4 180f8 b Last
Select Applicant Name ApplicantID  Type Disposition Reason Application Resume Re"\:'i:::ed Route Interview Reject Print
External Interview [im] ] @2 o) (7] 8 ~ Other Actions

Candace

b. Select the appropriate reason for the Rejection.

Reject Applicant
Applicant to Reject
Applicant 1D Name Job Opening Delete
Candace é{iﬁ‘;fgduate Assistant- Human
Disposition
ms;msmun= Reject i ’
*Reasoni yi
Reject Reject and Comespond Cancel
| |
Reject Applicant
Applicant to Reject
Applicant ID Name Job Opening Delete
Candace 1593 - Graduate Assistant- Human
Resources
Disposition
Disposition Reject
*Reasoni
Reject R
~ Other Actions

=]

3C-Agplicant
3D-SalaryRequi
4C-Interv.Appl no longer a
4D-Interv,Unable to reach Appl

c. Then click on either the “Reject” or “Reject and Correspond” buttons.

Delete

Job Opening

| Reject Applicant
1593 - Graduate Assistant- Human

Applicant to Reject

Name

Applicant ID
Candace
Resources
Disposition
Disposition Reject
*Reason{Not Best iified V1
Cancel

Reject and Correspond

Reject

Page 12 of 14
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d. If you selected “Reject and Correspond”, you will be brought to the “Send
Correspondence’ screen:

< Manage Job Opening

Send Correspondence

he applicant note that ondence creates.
n by the author.
ated with any job & to all users.
ated with job opening: the job openings' hiring
to administrators and ers who have unrestricted

ndence that
tors. It is als:
aceess to all applicant data.

Recipients Personalize | Find | View All | (&1 First (4) 1of1 (b Last
D Applicant Name Job Opening
1583 - Graduste Assistant- Human
Candace o -
Resources

Message Type and Method

*Contact Method| Emal A

Letter

Recipient Information

To|Candace

4
Ce
=l Find
@
Bec
4 Find
@
¥ Include Interested Parties
Sender Information
From
Message
*Subject Your Application with USG
*Access| Public id
*Message|10 December 2012 g

Dear Ms. Candace

Thank you for taking the time to interview with us. We have given
careful consideration to your experience and skills with regard to the
position (s

-
uate Assistant

Al caazat o infammn uow that e baus, dasidad o oursue sthar mame 20

Attachments

No attachmenis have been added to this Correspondence

Add Attachment /

Preview Send Cancel

e. After completing your correspondence and previewing, Click Send.

f. You will see a pop-up window that confirms you have successfully Rejected the
candidate. Click OK.

Message

AiLLL

Ll

You have successfully rejected this Applicant. (18178,1100)

-~

g. Notice the candidate now shows up on the “Reject” tab.
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Personalize

< Manage Job Opening
EZClone | @, Refresh | 33 Add Note | [E] Interviews | ¢ Print Job Opening
Status 010 Open
Business Unit 30000 (Columbus State University)
Department 4600000 (Human Resources)
First ‘4 1-80f8 » Last

Manage Job Opening
& Create New

8} Recruiting Home | & Search Job Openings
Hire
Personalize | Find | View All | 21| [

Job Opening ID 1593
Job Posting Title Graduate Assistant- Human Resources
Offer Hold
© (0)
Print

©
Reject
~ Other Actions

Job Code S00X00 (Student Assistant)
Applicants || Applicant Screening || Activity & Attachments || Details
Al Applied Reviewed Screen Route Interview
® [6) @ © © [0)
Applicants (2
Select  Applicant Name ApplicantID  Type Disposition Reason Application Rosume  pMak o poue Interview
External Reject Not Best Qualified-Experience. ] B v ] ) i) [~] =]

Candace
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