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Preface

Intended Audience

Welcome to Release 12.1 of the Oracle Human Resources Management Systems Workforce
Sourcing, Deployment, and Talent Management Guide (Canada).

This guide assumes you have a working knowledge of the following;:

e The principles and customary practices of your business area.

e QOracle HRMS.

If you have never used Oracle HRMS, Oracle suggests you attend one or more of
the Oracle HRMS training classes available through Oracle University

®  Oracle Self-Service Web Applications.

* The Oracle Applications graphical user interface.

To learn more about the Oracle Applications graphical user interface, read the
Oracle Applications User’s Guide.

See Related Information Sources on page xiv for more Oracle Applications product
information.

TTY Relay Access to Oracle Support Services

To reach AT&T Customer Assistants, dial 711 or 1.800.855.2880. An AT&T Customer
Assistant will relay information between the customer and Oracle Support Services at
1.800.223.1711. Complete instructions for using the AT&T relay services are available at
http://www.consumer.att.com/relay/tty/standard2.html. After the AT&T Customer
Assistant contacts Oracle Support Services, an Oracle Support Services engineer will
handle technical issues and provide customer support according to the Oracle service
request process.

xiii



Documentation Accessibility

Our goal is to make Oracle products, services, and supporting documentation accessible
to all users, including users that are disabled. To that end, our documentation includes
features that make information available to users of assistive technology. This
documentation is available in HTML format, and contains markup to facilitate access by
the disabled community. Accessibility standards will continue to evolve over time, and
Oracle is actively engaged with other market-leading technology vendors to address
technical obstacles so that our documentation can be accessible to all of our customers.
For more information, visit the Oracle Accessibility Program Web site at
http://www.oracle.com/accessibility/.

Accessibility of Code Examples in Documentation

Screen readers may not always correctly read the code examples in this document. The
conventions for writing code require that closing braces should appear on an otherwise
empty line; however, some screen readers may not always read a line of text that
consists solely of a bracket or brace.

Accessibility of Links to External Web Sites in Documentation

Structure

This documentation may contain links to Web sites of other companies or organizations
that Oracle does not own or control. Oracle neither evaluates nor makes any
representations regarding the accessibility of these Web sites.

1 Recruitment and Hiring
2 People Management

3 Talent Management
HRMS Glossary

Related Information Sources

xiv

Oracle HRMS shares business and setup information with other Oracle Applications
products. Therefore, you may want to refer to other user guides when you set up and
use Oracle HRMS.

You can read the guides online by choosing Library from the expandable menu on your
HTML help window, by reading from the Oracle Applications Document Library CD
included in your media pack, or by using a Web browser with a URL that your system
administrator provides.

If you require printed guides, you can purchase them from the Oracle store at
http://oraclestore.oracle.com.



Guides Related to All Products

Oracle Applications User's Guide

This guide explains how to enter data, query data, run reports, and navigate using the
graphical user interface (GUI). This guide also includes information on setting user
profiles, as well as running and reviewing reports and concurrent processes.

You can access this user's guide online by choosing "Getting started with Oracle
Applications" from any Oracle Applications help file.

Guides Related to This Product

Oracle Daily Business Intelligence for HRMS User Guide

This guide describes the dashboards and reports available for HR Line Managers, Chief
HR Officer, Budget Managers, and Benefits Managers using Daily Business Intelligence
for HRMS. It includes information on using parameters, how DBI for HRMS derives
values, and how to troubleshoot dashboards and reports.

Oracle Daily Business Intelligence for HRMS Implementation Guide

This guide provides basic setup procedures for implementing and maintaining
HRMS-related dashboards.

Oracle Daily Business Intelligence Implementation Guide

This guide describes the common concepts for Daily Business Intelligence. It describes
the product architecture and provides information on the common dimensions, security
considerations, and data summarization flow. It includes a consolidated setup checklist
by page and provides detailed information on how to set up, maintain, and
troubleshoot Daily Business Intelligence pages and reports for the following functional
areas: Financials, Interaction Center, iStore, Marketing, Product Lifecycle Management,
Projects, Procurement, Sales, Service, Service Contracts, and Supply Chain.

Oracle Daily Business Intelligence User Guide

This guide describes the common concepts for Daily Business Intelligence. It describes
the product architecture and provides information on the common dimensions, security
considerations, and data summarization flow. It includes a consolidated setup checklist
by page and provides detailed information on how to set up, maintain, and
troubleshoot Daily Business Intelligence pages and reports for the following functional
areas: Financials, Interaction Center, iStore, Marketing, Product Lifecycle Management,
Projects, Procurement, Sales, Service, Service Contracts, and Supply Chain.

Oracle Application Framework Personalization Guide

Learn about the capabilities of the OA Framework technologies.

Oracle Human Resources Management Systems Enterprise and Workforce
Management Guide

Learn how to use Oracle HRMS to represent your enterprise. This includes setting up
your organization hierarchy, recording details about jobs and positions within your
enterprise, defining person types to represent your workforce, and also how to manage

XV



xvi

your budgets and costs.

Oracle Human Resources Management Systems Workforce Sourcing, Deployment, and
Talent Management Guide

Learn how to use Oracle HRMS to represent your workforce. This includes recruiting
new workers, developing their careers, managing contingent workers, and reporting on
your workforce.

Oracle Human Resources Management Systems Payroll Processing Management Guide

Learn about wage attachments, taxes and social insurance, the payroll run, and other
processes.

Oracle Human Resources Management Systems Compensation and Benefits
Management Guide

Learn how to use Oracle HRMS to manage your total compensation package. For
example, read how to administer salaries and benefits, set up automated grade/step
progression, and allocate salary budgets. You can also learn about setting up earnings
and deductions for payroll processing, managing leave and absences, and reporting on
compensation across your enterprise.

Oracle Human Resources Management Systems Configuring, Reporting, and System
Administration Guide

Learn about extending and configuring Oracle HRMS, managing security, auditing,
information access, and letter generation.

Oracle Human Resources Management Systems Implementation Guide

Learn about the setup procedures you need to carry out in order to implement Oracle
HRMS successfully in your enterprise.

Oracle Human Resources Management Systems FastFormula User Guide

Learn about the different uses of Oracle FastFormula, and understand the rules and
techniques you should employ when defining and amending formulas for use with
Oracle applications.

Oracle Self-Service Human Resources Deploy Self-Service Capability Guide

Set up and use self-service human resources (SSHR) functions for managers, HR
Professionals, and employees.
Oracle Performance Management Implementation and User Guide

Learn how to set up and use performance management functions. This includes setting
objectives, defining performance management plans, managing appraisals, and
administering questionnaires.

Oracle Human Resources Management Systems Deploy Strategic Reporting (HRMSi)

Implement and administer Oracle Human Resources Management Systems Intelligence
(HRMSi) in your environment.

Oracle Human Resources Management Systems Strategic Reporting (HRMSi) User



Guide

Learn about the workforce intelligence reports included in the HRMSi product,
including Daily Business Intelligence reports, Discoverer workbooks, and Performance
Management Framework reports.

Oracle Human Resources Management Systems Approvals Management
Implementation Guide

Use Oracle Approvals Management (AME) to define the approval rules that determine
the approval processes for Oracle applications.

Oracle Human Resources Management Systems Window Navigation and Reports
Guide

This guide lists the default navigation paths for all windows and the default reports and
processes as they are supplied in Oracle HRMS.

Oracle iRecruitment Implementation and User Guide

Set up and use Oracle iRecruitment to manage all of your enterprise's recruitment
needs.

Oracle Learning Management User Guide
Use Oracle Learning Management to accomplish your online and offline learning goals.

Oracle Learning Management Implementation Guide

Implement Oracle Learning Management to accommodate your specific business
practices.

Oracle Time and Labor Implementation and User Guide

Learn how to capture work patterns, such as shift hours, so that this information can be
used by other applications, such as General Ledger.

Oracle Labor Distribution User Guide

Learn how to maintain employee labor distribution schedules, distribute pay amounts,
encumber (commit) labor expenses, distribute labor costs, adjust posted labor
distribution, route distribution adjustment for approval, and manage error recovery
processes. You also learn how to set up effort reporting for Office of Management and
Budget (OMB) compliance.

Other Implementation Documentation
Oracle Workflow Administrator's Guide

This guide explains how to complete the setup steps necessary for any Oracle
Applications product that includes workflow-enabled processes, as well as how to
monitor the progress of runtime workflow processes.

Oracle Workflow Developer's Guide

This guide explains how to define new workflow business processes and customize
existing Oracle Applications-embedded workflow processes. It also describes how to
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define and customize business events and event subscriptions.
Oracle Workflow User's Guide

This guide describes how Oracle Applications users can view and respond to workflow
notifications and monitor the progress of their workflow processes.

Oracle Workflow API Reference

This guide describes the APIs provided for developers and administrators to access
Oracle Workflow.

Oracle Applications Flexfields Guide

This guide provides flexfields planning, setup, and reference information for the Oracle
HRMS implementation team, as well as for users responsible for the ongoing
maintenance of Oracle Applications product data. This guide also provides information
on creating custom reports on flexfields data.

Oracle eTechnical Reference Manuals

Each eTechnical Reference Manual (eTRM) contains database diagrams and a detailed
description of database tables, forms, reports, and programs for a specific Oracle
Applications product. This information helps you convert data from your existing
applications, integrate Oracle Applications data with non-Oracle applications, and write
custom reports for Oracle Applications products. Oracle eTRM is available on My
Oracle Support.

Integration Repository

The Oracle Integration Repository is a compilation of information about the service
endpoints exposed by the Oracle E-Business Suite of applications. It provides a
complete catalog of Oracle E-Business Suite's business service interfaces. The tool lets
users easily discover and deploy the appropriate business service interface for
integration with any system, application, or business partner.

The Oracle Integration Repository is shipped as part of the E-Business Suite. As your
instance is patched, the repository is automatically updated with content appropriate
for the precise revisions of interfaces in your environment.

Do Not Use Database Tools to Modify Oracle Applications Data

xviii

Oracle STRONGLY RECOMMENDS that you never use SQL*Plus, Oracle Data
Browser, database triggers, or any other tool to modify Oracle Applications data unless
otherwise instructed.

Oracle provides powerful tools you can use to create, store, change, retrieve, and
maintain information in an Oracle database. But if you use Oracle tools such as
SQL*Plus to modify Oracle Applications data, you risk destroying the integrity of your
data and you lose the ability to audit changes to your data.

Because Oracle Applications tables are interrelated, any change you make using an



Oracle Applications form can update many tables at once. But when you modify Oracle
Applications data using anything other than Oracle Applications, you may change a
row in one table without making corresponding changes in related tables. If your tables
get out of synchronization with each other, you risk retrieving erroneous information
and you risk unpredictable results throughout Oracle Applications.

When you use Oracle Applications to modify your data, Oracle Applications
automatically checks that your changes are valid. Oracle Applications also keeps track
of who changes information. If you enter information into database tables using
database tools, you may store invalid information. You also lose the ability to track who
has changed your information because SQL*Plus and other database tools do not keep a
record of changes.
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Recruitment and Hiring

Recruitment and Hiring Overview

Using Oracle HRMS, you can set up your recruitment process as your enterprise
requires.

Oracle HRMS and the Recruitment Cycle

Recruitment follows a familiar cycle of tasks across most enterprises. The following
graphic depicts the recruitment cycle:
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An analysis of your own detailed working practices will help you decide whether to use
Oracle HRMS at a basic or an advanced level within each area of the recruitment cycle.
You can identify the sequence of tasks your users perform to design the recruitment
task flows.

Using Oracle HRMS, you can manage the three key areas of the recruitment cycle:

* Recruitment Preparation: Identify vacancies in your enterprise and create
recruitment activities such as advertising,.

* Selection Process: Receive and process applications and issue offer or rejection
letters. You define your own stages of the selection process and track applicants'
progress.

e Appointment: Take the applicant from the recruitment process to employee
administration, where the initial tasks include entering terms and conditions and
payroll information.

Recruitment Using Oracle iRecruitment

Oracle iRecruitment is an online recruitment system that enables you to manage all the
recruitment activities for your enterprise using a single self-service interface. Once your
managers or recruiters have identified their staffing requirements they can enter the
details of the vacancies directly into iRecruitment. Following approval, the vacancy is
then posted to the enterprise's job web sites. Managers or recruiters can post the
vacancy details to the third party recruitment web sites with whom you have an
agreement. Your managers or recruiters can then search the entire pool of candidates to
find suitable people or process those people who apply for the vacancy. Prospective
candidates can use iRecruitment to register their details with your enterprise and apply
for open vacancies. To access the iRecruitment functionality, you must purchase the
appropriate license from Oracle. For information on licenses contact your Oracle sales
representative.

See: iRecruitment Overview, Oracle iRecruitment Implementation Guide

Recruitment Using Oracle Self-Service Human Resources

You can use Oracle Self-Service Human Resources (SSHR) to hire successful applicants
into your enterprise. You can configure SSHR's hire functionality to suit your business
needs. For example, you can include only the modules you need, such as Personal
Information and Employee Pay in your SSHR hire process. You can use the Applicant
Hire function in SSHR to hire applicants created in Oracle HRMS and Oracle
iRecruitment. To work with Oracle SSHR, you must purchase the license from Oracle.
For information on licenses contact your Oracle sales representative.

See: Hiring Using SSHR, Oracle SSHR Deploy Self-Service Capability Guide
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Reporting on Recruitment

Oracle HRMS, Oracle HRMS], and Oracle iRecruitment provide a range of reports to
track your recruitment process. For example:

®  Oracle HRMS offers the Full Applicant Details report, listing the listing the person's

applications and interviews.

®  Oracle iRecruitment offers the Applicant Efficiency report to show the average
amount of time it takes to fill a vacancy.

® Oracle HRMSi offers the Application Termination Detail - Termination Reasons by
Vacancy worksheet. This worksheet investigates the reasons your enterprise has
terminated the applications. To work with Oracle HRMSi, you must purchase the
appropriate license from Oracle. For information on licenses, contact your Oracle
sales representative.

For more information, see: Reports and Processes in Oracle HRMS, Oracle HRMS

Window Navigation and Reports Guide

Key Concepts

To effectively use Oracle HRMS for recruitment management, see:

¢ Applications, page 1-10
* Applicant Assignments, page 1-10
* Applicant Assignment Statuses, page 1-12

® Recruitment Using People Management Templates, page 1-31

Recruitment and Hiring

Oracle Human Resources gives you flexible control over your entire recruitment cycle,
from the stage where a vacancy is first identified, through to the rejection or
appointment of an applicant.

How can you advertise your vacancies internally?

Using web-based Oracle Self-Service Human Resources (SSHR), you can give your line
managers and employees an at-a-glance view of all vacancies.

How can you manage the interview process?

You can use Oracle HRMS to both schedule your interviews and to update the
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assignment status of applicants. You can also produce a report on applicants and their
interview schedules.

How can you match applicants to vacancies?

Oracle HRMS enables you to record both the competencies required for a position and
those held by an applicant. Using the web-based Suitability Matching tool, you can then
identify which applicants are most suited to the position by making a comparison
between the competencies required and the competencies held by each applicant.

Can you use standard letters to help manage your recruitment cycle?

You can create standard letters and link them to assignment statuses. For example, you
can set up a standard letter that is triggered when an applicant's assignment status
changes to "Rejected".

Does Oracle HRMS support the internal approval process for job offers?

Yes, using Candidate Offers (part of SSHR), you can compose a job offer on the web and
route it to the appropriate managers for approval. If approval is given, you can generate
an offer letter and track the candidate's response.

How can you manage the hiring process?

Using Oracle HRMS, you can convert your applicants or ex-employees to new
employees with the minimum of effort.

In addition, the hiring process supports a wide range of other business needs, such as
back-to-back employment. It also provides you with validation. For example, you
cannot rehire an ex-employee if the final process date for the previous employment is
still blank. This validation ensures that the information held in the database is always
correct and datetracked.
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Recruitment Preparation

Recruitment Preparation

Selecting applicants for recruitment is an extended process. You have to plan and
coordinate a series of steps from identifying vacancies to organizing recruitment events.

Recruiter Preparation
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Identification of Staff Requirements

Using Oracle HRMS you can define budgets to reveal the headcount requirements
within your enterprise, and then raise requisitions for the vacancies you require. You
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might have prior authorization to maintain your headcount or you might need to get
authorization when you identify the vacancy.

Vacancy Requisitions

Oracle Human Resources lets you record and use the information you need to raise a
requisition at the time you need it. This can be particularly useful where an applicant
takes the initiative by making a speculative approach. Your authorized vacancy list is
clear and up to date at all times.

You can view lists of vacancies of a particular status, or a selected organization,
location, job, position, grade, group, recruiter, or recruitment activity using the
Requisition and Vacancy window.

Updating Vacancies

You can update vacancy details in the Requisition and Vacancy window and the
changes you make are automatically applied to all existing applicant assignments for
the specified vacancy in the following fields:

* Organization
e Job

e Grade

* People Group
® Position

® Location

® Recruiter

If you delete vacancy details without replacing them, your changes are not applied to
the applicant assignment.

If you update an organization for a vacancy with an accompanying position and as a
result the position becomes incompatible with the new organization, the change is still
applied to the applicant assignment.

Oracle SSHR and Vacancy Advertisements

You can now advertise vacancies internally using Oracle Self-Service Human Resources
(SSHR). This self-service approach enables employees and line managers to view
vacancies at-a-glance and to apply for them on the web

To enable you to advertise vacancies using self-service access, you define vacancy
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categories (Lookup Type VACANCY_CATEGORY), then select the appropriate
category while completing the Requisition and Vacancy window.

Recruitment Activities

The authorization to recruit normally results in a specific recruitment activity, such as
an advertisement. This might be part of some shared recruitment activity, such as an
advertisement for more than one vacancy. The shared activity, in turn, might be part of
another recruitment activity, such as a Graduate Recruitment Campaign.

Oracle Human Resources enables you to define and manage your recruitment activities.

Recruitment Activities

Recruitment Campaign
04105
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Cortacts Actizal Cosz

Graduate Iniake

Dates Flarnmed Cost

Contacts Actual Cost

Raising a Requisition for a Vacancy

Use the Requisition and Vacancy window to record requisitions, vacancies, and
openings within your enterprise. A requisition can be for one or more vacancies, and a
vacancy can have one or more openings.

To raise a requisition for a vacancy:

1. Enter the requisition and save it before beginning to define the vacancy.

2. Enter a name and number of openings for the vacancy.
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3. Optionally enter a description and select a status.
4. You can select one or more assignment components to define the vacancy.

5. Optionally enter the name of the recruiter.

Note: You can update the recruiter field to change the recruiter and
the recruiter's id at a later date if you want.

6. Optionally enter the budget measurement unit and value for the vacancy. The value
you enter is for all the openings for that vacancy. For example, your vacancy could
have the budget measurement unit of Headcount and a value of 2. If the number of
openings for the vacancy is 4, each opening effectively has a Headcount of 0.5.

Note: If you decide to update vacancy details at a later date, the
changes you make are reflected in existing applicant assignments
for the specified vacancy.

You need to set up the budget measurement information if you want to use the
OBIS Recruitment Analysis report and related OBIS PMFs and workbooks.

Defining a Recruitment Activity

Use the Recruitment Activity window to define either single recruitment activities or

groups of activities. You can associate a recruitment activity with an organization and
with one or more vacancies. You can record and monitor the cost effectiveness of any
activity, or group of activities.

Before you can define recruitment activities, recruitment activity types must be defined
as values for the Lookup Type REC_TYPE.

See: Adding Lookup Types and Values, Oracle HRMS Configuring, Reporting, and System
Administration Guide

To define recruitment activities:
1. Enter the details of the recruitment activity.
You can enter the name of a 'parent’ recruitment activity in the Within Recruitment

Activity region, if the activity you are defining is part of a campaign.

2. Choose the Recruiting For button to select one or more vacancies to associate with
the activity.
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Viewing Vacancies

Use the View Vacancies window to see lists of vacancies for an organization, location,

job, position, grade, group, recruiter, or recruitment activity. You can also see all

vacancies of a particular status.

To view vacancies:

1.

Enter selection criteria in any of the fields in the top half of the window.

Leave all these fields blank to see all vacancies in your Business Group.

Choose the Find button to see the vacancies that correspond to the criteria you have
entered.

The Initial field shows the number of openings recorded in the vacancy. The
Current field shows the number of unfilled openings at your effective date (that is,
Initial minus number of employees hired into the vacancy).

The Applicant field displays the number of applicants with the status Active
Applicant, First Interview, or Second Interview (or your user status equivalents).
The First Interview,Second Interview, Offers, and Accepts fields show the number
of applicants with these (or equivalent user) statuses. The Hires field shows the
number of employees hired to fill the openings of this vacancy at your effective
date.

The Budget Unit and Budget Values fields display the budget type (such as
Headcount) and value recorded for the vacancy.

In the folder you can enter a query to further restrict the vacancies displayed. If you
have access to the Folder menu, you can also rename, resize, and reorder the fields
displayed.
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Selection Processing

Selection Processing

The selection process begins with the receipt of applications and ends with the
termination of an application or an offer letter.

The tasks involved in selection processing include:

¢ Recording job offers with web based questionnaires and routing them for approval,
using Oracle SSHR's Candidate Offers functionality.

e Entering applicants' details

e Scheduling interviews and other recruitment events

* Matching applicants' details to vacancies using Suitability Matching

¢ Terminating applications

The progress of applicants as they move through each stage of the process is monitored,
controlled, and documented as required.

Applications and Assignments

Oracle Human Resources lets you record addresses, personal details, application
information, competencies, qualifications, school and college attendances, and work
choices for all applicants. You can track an application as one or more assignments for
the applicant, similar to employee assignments. This has several advantages:

¢ It speeds up hiring the successful applicant since most of the important information

is already on the system.

* It makes it easy to track several applications from one applicant as separate
assignments.

Additional Application Information

If you want to hold further details of the applicant's skills, experience, or current
situation, you can choose how to do this when you implement Oracle Human
Resources. For example:

* Enter qualifications, deployment choices, and a personal competency profile for
applicants. You can then perform suitability matches on these people using the
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Oracle Self-Service Human Resources (SSHR) Suitability Match option.

See: Competency Profiles, page 3-28
e Use attachments to hold free text information.

® Set up segments of the Additional Application Details descriptive flexfield to hold
the information you require.

See: User Definable Descriptive Flexfields, Oracle HRMS Configuring, Reporting, and
System Administration Guide

® Set up Special Information Types to hold skills information to use for skills
matching.

See: The Special Information Approach to Skills Matching, page 3-46

Application Entry Methods

Oracle HRMS gives you the flexibility to enter an applicant's details in one of two ways:

®  Quick entry using the Applicant Entry window. This enables you to enter basic
person information and a single assignment for an applicant. To make this window
quick and easy to use, you can only enter one address and one assignment for the
applicant.

® Detailed entry using the People window and the Application window. This enables
you to enter an application if you need to record multiple assignments for an
applicant, enter Government Extra Information, record more than one address for
an applicant, or update applicant information.

Back-to-Back Applications

Oracle HRMS supports back-to-back applications where ex-applicants can apply for a
job a day after their previous application ends. For example, you terminate an applicant
on 31-Jan-2004 (applicant now becomes ex-applicant). This applicant can submit a new
application on 01-Feb-2004.

Suitability Matching

If you want to match applicants with skill requirements during the selection process,
you can enter competency requirements for jobs, positions and organizations. You can
then use the web-based suitability search tool to compare the competency profiles of
your applicants against the requirements of the vacancy.

See: Suitability Matching, page 3-30

You can also enter work choices (such as relocation and willingness to travel) against
jobs and positions. In the same way, you can record the work choices of your
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applicants.

You can hold a person specification or a job description on the system as attachments or
using user-defined fields (called descriptive flexfield segments). As with requirements,
these can be held at both job and position level.

Applicant Assignment Group Updates

The Mass Update of Applicants window contains a folder in which you can view all
applicants and their assignment components and status. You can query groups of

applicant assignments and update them as a group. You can perform two types of mass
update:

*  You can refer a group of applicants from one recruiter to another. The recruiter is
the person responsible for handling the application.

* You can change the status of the applicant assignments.

Updating Vacancies

You can update vacancy details in the Requisition and Vacancy window and the
changes you make are automatically applied to all existing applicant assignments for
the specified vacancy.

Full Applicant Details Report

The Full Applicant Details report enables you to get a comprehensive report about an
applicant.

Applicant Assignment Statuses

The progress of all applicants through the selection process is controlled by applicant
assignment statuses. Each stage of the selection process is identified by a single
assignment status. It is by changing the status that you can record the progress of any
applicant assignment.
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The Applicant Assignment and its Status
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As with employee assignment statuses, there is a set of system statuses that are used in
various internal processes:

Active Application: This is the normal status of an application as it progresses
through the selection stages.

Offer: Use this status for your preferred candidate when an offer has been made.

Accepted: Update the preferred candidate's assignment to Accepted status when you
are ready to hire him or her in the People window.

First Interview: Use this to indicate a candidate has reached the first interview.
Second Interview: Use this to indicate a candidate has reached the second interview.

Terminate Application. Use this status to end an applicant's assignment. You can only
do this if the applicant has one or more other assignments in progress.

Note: The Terminate Application status is not recorded on the applicant
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assignment; it causes the assignment to end.

On your system, you can give these statuses different names (called User Statuses),
appropriate to your enterprise. You can define user statuses such as Applicant
Received, Applicant Acknowledged for the system status Active Application.

See: Defining Assignment Statuses, page 2-100

Primary Applicant Assignment Statuses

Primary statuses determine how the assignment is processed and handled by the
system. An assignment must have one, and only one, primary status.

You can update an applicant assignment status in the following windows:

e Application

e Applicant Interview

® Terminate Applicant

When you change the status, you can enter a reason for the change. Define valid reasons

as values for the Lookup Type APL_ASSIGN_REASON.

You can also change the status of a group of applicants in the Mass Update of
Applicants window. For example, if you want to call 20 applicants to a selection test
and to reject all other applicants for the vacancy, you can do this in the Mass Update of
Applicants window.

Changing a primary applicant assignment status can trigger the generation of a
standard letter.

Secondary Applicant Assignment Statuses

There may also be Secondary statuses set up on your system. You can use secondary
statuses for analysis and reporting, but they are not used for processing.

See: Defining Secondary Statuses, page 2-101

You can give an assignment multiple secondary statuses. You enter secondary statuses
in the Secondary Statuses window.

See: Entering Secondary Assignment Statuses, page 2-115
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Interviews and Other Recruitment Events

Interviews

Typically, you track applicant progress through a series of interviews and update the
status of the application after each interview.

You can schedule these interviews and update the applicant assignment status using
the Applicant Interview window.

See: Scheduling an Interview, page 1-18

Recruitment Events

You can also manage events attended by multiple applicants, such as tests or
presentations. You define types of applicant event as values for the Lookup Type
APL_EVENT_TYPE. You create the events and book applicants onto them using the
Event Bookings window.

See: Event and Attendance Administration, page 3-49

You can view all the events an applicant has attended or is scheduled to attend by
querying the applicant in the People window and opening the Book Events window.
You can also enter new bookings here.

Applicant and Interview Reports

The Requisition Summary Report enables you to see lists of applicants and their
interview schedules.

See: Running the Requisition Summary Report, page 1-22

Application Termination

If you have rejected an applicant assignment, you can simply update its status to
Terminate Application. However, an applicant must be left with one active assignment.
To reject an applicant's last assignment, you must terminate the applicant. This updates
their person type to Ex-applicant.

If you have entered an application in error, you can cancel the application. This action
will delete all applicant assignments and will remove any reference to the person being
an applicant.

See: Cancelling an Applicant Record, page 1-19
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Recording an Application Quickly

Use the Applicant Entry window to enter basic personal information and one
assignment for an application.

If you need to update this information or add further information, use the People and
Application windows.

To record an application quickly:

1.

Select a title and a gender for the applicant.

Select the person type you want to use for this applicant. The list of available person
types shows all the user person types that can be used to identify applicants.

Enter the applicant's name and an identifying number recognized by the system.

Note: If your Business Group uses automatic number generation,
the applicant number automatically displays when you save your
entries in this window.

Enter information in the Further Information field if it has been set up by your
Oracle localization team.

If you are in the US, you can select Ethnic Origin and may also want to enter Visa
Type (for non-citizens eligible for employment in the US), I-9 information and
Veteran Status.

If you are in the UK or Canada, you can select Ethnic Origin and enter a work
permit number, if appropriate.

To enter an address, select a national address style.

A window opens with the address format for the country you select. Enter the

address lines and choose OK.

The Date Received defaults to your effective date, but you can change it. This is the
date the applicant's record will begin.

You can enter the name of the applicant's current employer.

You can select a recruitment activity. If there is only one vacancy for the activity,
the vacancy details appear automatically.

If you select a vacancy, applicant assignment information is displayed from the
vacancy record. You can add to this information or change it. However, if you
change it, the vacancy field clears.
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10. If you do not select a vacancy, you can enter assignment information in the Vacancy
Applied For region. If you do not enter an organization, it defaults to the Business
Group.

11. Select a status for the application. By default a new application has the status Active
Application (or an equivalent user status defined on your system).
12. Save your work.

If a person already exists on your application with the same surname and a first
name that is either the same or not entered, then a list of values is displayed that
shows all the people who share the details.

See: Multiple Person Records, Oracle HRMS Workforce Sourcing, Deployment, and
Talent Management Guide

Entering Full Application Information

Use the People window and the Application window to enter detailed applicant
information.

For other applications, you can use the Applicant Entry window.

If you want to use your own status names to record the stages of your selection process,
user statuses must have been previously entered for the predefined applicant
assignment statuses.

See: Applicant Assignment Statuses, page 1-12

If you want to record reasons for giving a status to an applicant assignment, valid
reasons must be defined as values for the Lookup Type APL_ASSIGN_REASON.

See: Adding Lookup Types and Values, Oracle HRMS Configuring, Reporting, and System
Administration Guide

To enter an application in full:

1. Set your effective date to the date you want the applicant assignment to begin, such
as the closing date for applications.

2. Enter personal information for the applicant in the People window.
See: Entering a New Person, Oracle HRMS Workforce Sourcing, Deployment, and
Talent Management Guide

3. Open the Application window. If you change the Date Received, this changes the
effective start date for the applicant. You can enter the date you expect to hire the
new recruit.

You cannot enter a Termination date in this window. You must use the Terminate
Applicant window.
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4. You can enter the name of the applicant's current employer.

5. If the application is for a specific vacancy, select the recruitment activity and
vacancy. Assignment information from the vacancy is displayed. You can add more
assignment details.

6. Select an applicant assignment status and the reason for giving this status. The
applicant assignment status is the key to processing the application.
7. Optionally you can enter information, in the tabbed regions, about the following:

* The recruiter who is responsible for handling the application
¢ The supervisor of the assignment and the supervisor assignment number
® The standard conditions and probation period for the assignment

e The source of the application, such as the type of recruitment activity, or the
organization that recommended the applicant, or the employee who referred
the application

¢ The employment terms under which the applicant would be hired, such as the
contract or collective agreement that would be applicable

Note: If you update the applicant assignment in the Assignment
window, further changes made in the Requisition and Vacancy
window are not applied to the applicant assignment.

Scheduling an Interview

Follow this procedure to schedule an interview for an applicant and to update the
applicant assignment status.

You perform this task using the Applicant Interview window.

Before you can schedule interviews, interview types, such as First Interview, or
Selection Test, must be defined as values for the Lookup Type
APL_INTERVIEW_TYPE.

See: Adding Lookup Types and Values, Oracle HRMS Configuring, Reporting, and System
Administration Guide

To schedule applicant interviews:

1. Select an interview type, and enter the date of the interview in the Start Date field.

You can also select a location and enter times and an end date. If you select a
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location that has a time zone associated with it, the Timezone field displays the time
zone with that location, regardless of your location.

2. If you want to associate an applicant assignment status change with the interview,
enter it in the New Status field. This creates a datetracked update to the applicant
assignment.

You cannot enter a status when:

e There are future changes to the assignment
¢ The interview date is the date when the active application status began

* You are updating an existing interview record

Cancelling an Applicant Record

If you have entered an application in error for a person, you can cancel the applicant
record from the Application window or the People window.

You are only able to delete an applicant record if there are no future-dated person
changes and the person existed in the application prior to becoming an applicant. To
remove an applicant record for a person who has not existed in the application prior to
becoming an applicant you should delete the entire person record.

You can only cancel an applicant record if your System Administrator has given you
access to the functionality using the HR: Cancel Application profile.

To cancel an application in the Application window:
1. Query the person's records, if they do not already appear.

2. Ensure the cursor is outside the Assignment block.

3. Choose Delete Record to cancel the applicant record.

Note: This action will delete all applicant assignments and will
remove any reference to the person being an applicant. It will also
delete any changes made to personal information after the
applicant record received date. If you want to reapply these
changes you must make a note of them before cancelling the
applicant record.

4. Save your work.

5. Close the Application window.
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6. Re-query the person's records in the People window to view the changes.

To cancel an application in the People window:
1. Query the person's records, if they do not already appear.

2. Select Cancel Application in the Action field.

3. Save your work.

Updating Applicant Assignments by Group

You query and update groups of applicant assignments using the Mass Update of
Applicants window.

To update a group of applicant assignments:

1. Select Find from the Query menu to open the Find Applications window. Enter
selection criteria for the group of applicants you want to update and choose the
Find button.

2. Do one of the following:

e If you want to update all or most of these applicant assignments, choose the
Select All button. Then uncheck the Mark check box for any assignments that
you do not want to update.

e If you want to update less than half of this group of assignments, check the
Mark check box for each assignment you want to update.

3. Choose the Update button.

4. Inthe Update window:

e If you want to update the status of the selected assignments, select the new
status.

e If you want to refer these applicants to a new recruiter, select the name of the
Recruiter.

5. Choose OK to effect the update.

Rejecting an Application

If you want to terminate a single application from an applicant with multiple
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applications you can do this by updating the applicant assignment status to Terminate
Application.

If you want to terminate all applications for an applicant you do this by terminating the
applicant in the Termination Application window.

If you want to hold reasons for rejecting applicants, valid reasons must be defined as
values for the Lookup Type TERM_APL_REASON.

See: Adding Lookup Types and Values, Oracle HRMS Configuring, Reporting, and System
Administration Guide

If you have entered an application in error, you can simply cancel the application. This
will delete the application, and correct the person record to remove reference to
applicant status.

See: Canceling an Applicant Record, page 1-19

To terminate an applicant:
1. Enter the termination date.
2. Enter the status Terminate Application, or your User Status equivalent.
This is not required, but you might use it to trigger generation of a rejection letter.

See: Letter Generation, Oracle HRMS Configuring, Reporting, and System
Administration Guide

Note: This status is not recorded on the applicant assignment, so it
is not displayed if you re-query the termination.

3. Select a user person type in the Type field.

Note: The Type field is only enabled when the termination date has
been entered in the Terminated field. When you enable the Type
field it is populated by the default value for your system person
type of Ex-applicant.

4. If you want to record the reasons for rejecting applicants, select a reason.

5. Choose the Terminate button.

Canceling a Termination

If you have terminated an applicant in error, you can cancel the termination in the
Terminate Applicant window. Simply choose the Reverse Termination button.

Note: You cannot cancel a termination if there are any future changes to
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the applicant's personal record. You must delete these changes first.

Running the Requisition Summary Report

The Requisition Summary Report enables you to see lists of applicants and their
interview schedules for:

All vacancies in a requisition
All vacancies associated with a recruitment activity

Vacancies in a particular organization, location, job, position, grade, and/or group,
and vacancies of a selected status

Each page of the report lists the applicants for one vacancy. This is defined as a unique
combination of assignment components (organization, location, job, position, grade,
and group). The vacancy has a name if you have set up vacancies on the system using
the Requisition and Vacancy window, but this is not essential for running the report.

You run reports from the Submit Requests window.

To run the Requisition Summary Report:

1.

In the Name field, select Requisition Summary.
Enter the Parameters field to open the Parameters window.

Restrict the applicants to appear in the report by selecting:

* A requisition
* A recruitment activity

® A particular organization, location, job, position, grade, and/or group

Specify the start and end dates for the applicant assignments to further restrict the
applicants listed in the report.

Select an applicant assignment status, if required.

Choose the Submit button.
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Appointment

Appointments and the Hiring Process

The appointment process takes the applicant from the recruitment process to employee
administration where the initial tasks include entering terms and conditions and payroll
information.

If you are an Oracle US Federal HRMS user, you use the Request for Personnel Action
(RPA) to appoint employees.

If you are using Oracle SSHR, you can use the Candidate Offers functionality to
generate offer letters.

Hire Dates and Future-Dated Changes
Oracle HRMS enables you to make future-dated changes to a person's details.

If you make future-dated changes to an applicant's details, such as changing their name,
and you subsequently hire the person, the earliest hire date you can enter is the day
following the date of the last change. The hire date can, of course, be a future date
(providing it is at least 1 day after the date of the last change). For example, if you
received an application on January 10th and you changed the applicant's details using
future dates, say on January 22nd and February 10th, and you subsequently hire the
applicant, the earliest hire date you can enter is February 11th (the date of the last
change plus one day).

Alternatively, you could hire the applicant (change their person type to Employee), and
then make the changes to their details with the status of Employee.

Back-to-Back Employment and Placements

Back-to-back employment and placements occur when a previous period of
employment or a previous placement ends 1 day before a new period of employment or
anew placement begins.

Oracle HRMS supports back-to-back employment and placements even where there is a
difference in person types. That is, an ex-employee can begin a placement on the day
following termination of their employment, and an ex-contingent worker can begin
employment on the day following th