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Understanding the PeopleSoft Online Help and PeopleBooks

The PeopleSoft Online Help is a website that enables you to view all help content for PeopleSoft
applications and PeopleTools. The help provides standard navigation and full-text searching, as well as
context-sensitive online help for PeopleSoft users.

Hosted PeopleSoft Online Help

You can access the hosted PeopleSoft Online Help on the Oracle Help Center. The hosted PeopleSoft
Online Help is updated on a regular schedule, ensuring that you have access to the most current
documentation. This reduces the need to view separate documentation posts for application maintenance
on My Oracle Support. The hosted PeopleSoft Online Help is available in English only.

To configure the context-sensitive help for your PeopleSoft applications to use the Oracle Help Center,
see Configuring Context-Sensitive Help Using the Hosted Online Help Website.

Locally Installed PeopleSoft Online Help

If you’re setting up an on-premises PeopleSoft environment, and your organization has firewall
restrictions that prevent you from using the hosted PeopleSoft Online Help, you can install the online help
locally. Installable PeopleSoft Online Help is made available with selected PeopleSoft Update Images and
with PeopleTools releases for on-premises installations, through the Oracle Software Delivery Cloud.

Your installation documentation includes a chapter with instructions for how to install the online help

for your business environment, and the documentation zip file may contain a README.txt file with
additional installation instructions. See PeopleSoft 9.2 Application Installation for your database platform,
“Installing PeopleSoft Online Help.”

To configure the context-sensitive help for your PeopleSoft applications to use a locally installed online
help website, see Configuring Context-Sensitive Help Using a Locally Installed Online Help Website.

Downloadable PeopleBook PDF Files

You can access downloadable PDF versions of the help content in the traditional PeopleBook format on
the Oracle Help Center. The content in the PeopleBook PDFs is the same as the content in the PeopleSoft
Online Help, but it has a different structure and it does not include the interactive navigation features that
are available in the online help.

Common Help Documentation

Common help documentation contains information that applies to multiple applications. The two main
types of common help are:

* Application Fundamentals
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» Using PeopleSoft Applications

Most product families provide a set of application fundamentals help topics that discuss essential
information about the setup and design of your system. This information applies to many or all
applications in the PeopleSoft product family. Whether you are implementing a single application, some
combination of applications within the product family, or the entire product family, you should be familiar
with the contents of the appropriate application fundamentals help. They provide the starting points for
fundamental implementation tasks.

In addition, the PeopleTools: Applications User's Guide introduces you to the various elements of the
PeopleSoft Pure Internet Architecture. It also explains how to use the navigational hierarchy, components,
and pages to perform basic functions as you navigate through the system. While your application or
implementation may differ, the topics in this user’s guide provide general information about using
PeopleSoft applications.

Field and Control Definitions

PeopleSoft documentation includes definitions for most fields and controls that appear on application
pages. These definitions describe how to use a field or control, where populated values come from, the
effects of selecting certain values, and so on. If a field or control is not defined, then it either requires
no additional explanation or is documented in a common elements section earlier in the documentation.
For example, the Date field rarely requires additional explanation and may not be defined in the
documentation for some pages.

Typographical Conventions

XXiv

The following table describes the typographical conventions that are used in the online help.

Typographical Convention Description

Key+Key Indicates a key combination action. For example, a plus sign
(+) between keys means that you must hold down the first key
while you press the second key. For Alt+W, hold down the Alt
key while you press the W key.

... (ellipses) Indicate that the preceding item or series can be repeated any
number of times in PeopleCode syntax.

{ } (curly braces) Indicate a choice between two options in PeopleCode syntax.
Options are separated by a pipe ( | ).

[ ] (square brackets) Indicate optional items in PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode syntax,
an ampersand indicates that the parameter is an already
instantiated object.

Ampersands also precede all PeopleCode variables.
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Typographical Convention Description

> This continuation character has been inserted at the end of a
line of code that has been wrapped at the page margin. The
code should be viewed or entered as a single, continuous line
of code without the continuation character.

ISO Country and Currency Codes

PeopleSoft Online Help topics use International Organization for Standardization (ISO) country and
currency codes to identify country-specific information and monetary amounts.

ISO country codes may appear as country identifiers, and ISO currency codes may appear as currency
identifiers in your PeopleSoft documentation. Reference to an ISO country code in your documentation
does not imply that your application includes every ISO country code. The following example is a
country-specific heading: "(FRA) Hiring an Employee."

The PeopleSoft Currency Code table (CURRENCY CD TBL) contains sample currency code data. The
Currency Code table is based on ISO Standard 4217, "Codes for the representation of currencies," and
also relies on ISO country codes in the Country table (COUNTRY TBL). The navigation to the pages
where you maintain currency code and country information depends on which PeopleSoft applications
you are using. To access the pages for maintaining the Currency Code and Country tables, consult the
online help for your applications for more information.

Region and Industry Identifiers

Information that applies only to a specific region or industry is preceded by a standard identifier in
parentheses. This identifier typically appears at the beginning of a section heading, but it may also appear
at the beginning of a note or other text.

Example of a region-specific heading: "(Latin America) Setting Up Depreciation"

Region Identifiers

Regions are identified by the region name. The following region identifiers may appear in the PeopleSoft
Online Help:

¢ Asia Pacific
*  Europe
¢ Latin America

¢ North America

Industry ldentifiers

Industries are identified by the industry name or by an abbreviation for that industry. The following
industry identifiers may appear in the PeopleSoft Online Help:

» USF (U.S. Federal)
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* E&G (Education and Government)

Translations and Embedded Help

PeopleSoft 9.2 software applications include translated embedded help. With the 9.2 release, PeopleSoft
aligns with the other Oracle applications by focusing our translation efforts on embedded help. We

are not planning to translate our traditional online help and PeopleBooks documentation. Instead we
offer very direct translated help at crucial spots within our application through our embedded help
widgets. Additionally, we have a one-to-one mapping of application and help translations, meaning that
the software and embedded help translation footprint is identical—something we were never able to
accomplish in the past.

Using and Managing the PeopleSoft Online Help

Select About This Help in the left navigation panel on any page in the PeopleSoft Online Help to see
information on the following topics:

»  Using the PeopleSoft Online Help.
» Managing hosted Online Help.

* Managing locally installed PeopleSoft Online Help.

PeopleSoft HCM Related Links

Oracle Help Center

PeopleSoft Online Help Home

PeopleSoft Information Portal

My Oracle Support

PeopleSoft Training from Oracle University

PeopleSoft Video Feature Overviews on YouTube

PeopleSoft Business Process Maps (Microsoft Visio format)

HCM Abbreviations

PeopleSoft Spotlight Series

Contact Us

Send your suggestions to psoft-infodev_us@oracle.com.

Please include the applications update image or PeopleTools release that you’re using.
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Follow Us

Link

)
o
3

Watch PeopleSoft on YouTube

[]

Follow @PeopleSoft Info on X.

X

Read PeopleSoft Blogs

Connect with PeopleSoft on LinkedIn

1]
L
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Chapter 1

Getting Started with Talent Acquisition
Manager

Talent Acquisition Manager Overview

Talent Acquisition Manager is a complete, integrated system that enables organizations to effectively
manage workforce acquisition across all employment categories. Whether you have a few resumes to fill
hard-to-find positions or you have plenty of resumes but top candidates are scarce, Talent Acquisition
Manager is ideally suited to meet your needs in any type of hiring conditions. Streams of applicants can
be screened, interviewed, and hired quickly and efficiently.

Primary Recruiting Process Flow
With this application, you can:

* Create and manage job openings.

» Enter and manage applicant information.
* Manage job postings.

» Search for job openings and applicants.
* Screen applicants.

* Route applicants.

e Manage applicant interviews.

* Manage offers.

» Prepare applicants for hire.
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This diagram outlines the Talent Acquisition Manager recruitment process flow. The flow starts with job
openings and applicant data, and continues through screening, routing, interviewing, making offers, and
hiring applicants.

Create
Job Openings

Enter
Applicant Data

|

v

Screen
Applicants

.

Route
Applicants

:

Interview
Applicants

.

Make Offers

:

Hire Applicants

Recruiting Home

The Recruiting Home page provides a variety of pagelets that provide access to key data from your
recruiting system, including

Quick Links

My Alerts

This pagelet provides recruiters with summary information for the recruiters own job openings. For
example, there are alerts related to new applicants, interviews and interview evaluations, pending
approvals, and expiring job offers.

My Job Openings

Copyright © 1988, 2024, Oracle and/or its affiliates.



Chapter 1 Getting Started with Talent Acquisition Manager

* My Applicants

*  Browse Job Openings
*  Browse Applicants

e Today’s Interviews

*  Time to Fill

Additional Recruiting Functionality

In addition to the features that are available to help you manage the recruiting process, you can also:
* Create and manage employee referral programs.

»  Use the text catalog to modify much of the text that appears on the applicant facing pages.

The text catalog contains the default text, but you can change the default text as needed. The text
catalog enables you to change text for:

* Page titles.

* Page instructions.
* Link titles.

*  Group box labels.
* Field labels.

See “Configuring the Text Catalog” (Application Fundamentals).

* Manage recruiting security.

Recruiting Role Types enable you to group standard PeopleTools roles to control certain recruiting
privileges. The Recruiter, Hiring Manager, and Recruitment Administrator recruiting role types each
have specific privileges.

The recruiting system also includes logic to control user access to specific job openings and
applicants.

For more information, see Understanding Recruiting Security.

Talent Acquisition Manager Integrations

The following diagram shows Talent Acquisition Manager integrations with PeopleSoft Human
Resources, PeopleSoft Candidate Gateway, and various external system that integrate using the open
integration framework:
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This diagram illustrates Talent Acquisition Manager integrations with PeopleSoft applications and
external systems.

Background
Screeners
PeopleSoft
Talent Acquisition  j4—
s ‘—p Job Boards
+—> Open
PeopleSoft Integration PeopleSoft
Human I Framework - Services
Resources {Including Data Procurement
—» Mapping)
Services
—p Procurement
PeopleSoft .
. Providers
Candidate 4 ®»
Gateway
Resume
Extractors

Supplemental information about third-party application integrations is located on the PeopleSoft My
Oracle Support website.

Talent Acquisition Manager Implementation

PeopleSoft Setup Manager enables you to generate a list of setup tasks for your organization based on
the features that you are implementing. The setup tasks include the components that you must set up,
listed in the order in which you must enter data into the component tables, and links to the corresponding
documentation.

PeopleSoft Talent Acquisition Manager also provides component interfaces that help you load data from
your existing system into PeopleSoft Talent Acquisition Manager Integrations tables. Use the Excel to
Component Interface utility with the component interfaces to populate the tables.

This tables lists components that have component interfaces:

Component Component Interface References

HRS_QSTN_SET_DEF HRS _QSTN_SET DEF _CI See Recruiting Question Set Page.

HRS QSTN_DEF HRS QSTN_DEF CI See Recruiting Question Definition Page.
HRS LOCATION HRS LOCATION CI See Setting Up Recruiting Locations.
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Refer to the PeopleSoft HCM 9.2 - Reorganization of Component Interface Permissions (Doc ID
2342162.1) MOS posting for a list of system-delivered CIs and their usage, the mapping of CIs and
associated permission lists, and the mapping of CI permission lists and user roles.
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Defining System-Wide Settings for
Recruiting

Understanding Foundation Data for Recruiting

This overview discusses the following types of HCM foundation data and HCM common frameworks that
are used in PeopleSoft Recruiting Solutions:

The HCM Installation Table

HCM Foundation Tables

Human Resources Profile Data

PeopleSoft HCM Common Frameworks

Optional Human Resource Definitions

The HCM Installation Table

The HCM Installation Table includes a variety of system-wide settings that affect PeopleSoft Recruiting
Solutions. For example, use this component to:

Identify the installed applications for your PeopleSoft implementation.
Define whether your system uses full, partial, or no position management.

Choose whether to collect applicant ethnicity information in the older one-question format or the
newer two-question format.

See “Setting Up Implementation Defaults” (Application Fundamentals)

HCM Foundation Tables

PeopleSoft Recruiting Solutions uses the common PeopleSoft HCM tables for foundation data such as:

Organizational data, including business units, companies, departments, and locations.
Job attributes, including job codes and job families.

* Currency data, including currency codes.

Related Links

Application Fundamentals
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Human Resources Profile Data

PeopleSoft HCM Common Frameworks

Chapter 2

Profiles are widely used by organizations to describe the attributes of jobs or individuals. Typically,
profiles summarize the competencies, qualifications, and skills of a job or a person. The Manage Profiles
business process in PeopleSoft Human Resources provides a framework for developing and managing
profiles that meet your industry or organizational requirements.

During the recruitment process, PeopleSoft Talent Acquisition Manager uses profiles to capture job

requirements and applicant qualifications.

Use PeopleSoft Human Resources Manage Profiles to set up profiles to capture job and applicant
attributes (for example, competencies, degrees, or licenses) that matter to the recruiting process.

Recruiting Solutions uses several common frameworks that are shared by all PeopleSoft HCM
applications. The following table lists these frameworks and provides links to additional documentation.

Framework

Reference

Approval Framework

“Understanding Approvals” (Application Fundamentals)

Delegation Framework

“Understanding Delegation” (Enterprise Components)

Text Catalog (used primarily for Candidate Gateway pages)(

“Configuring the Text Catalog” (Application Fundamentals)

Attachments Framework (used only for online job offers)

“Configuring and Working With Attachments” (Application
Fundamentals)

Configurable Toolbars

Configuring Toolbars

Note: Many pages in Talent Acquisition Manager use the
configurable toolbar. These preconfigured toolbars include a
Return button for going back to the previous page. If you are
on PeopleTools 8.55 or higher, the generic banner at the top of
PeopleSoft pages already includes a Back button, so consider
using the toolbar framework to remove the Return button from
the toolbars on the application pages.

Optional Human Resource Definitions

36

PeopleSoft Recruiting Solutions provides optional integration with certain PeopleSoft Human Resources
business processes. The functionality that you configure for the these business processes automatically
extends into the recruiting system without the need for any recruiting-specific setup tasks other than the

optional activation of works council approvals.

The following table lists these business processes and provides links to additional documentation.
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PeopleSoft Human Resources
Business Process

How Used

Reference

Manage Positions

The Manage Positions business process
helps you define Human Resources by
position rather than job or by employee.
PeopleSoft Recruiting Solutions supports
all position management options:

full, partial, and none. Your position
management setting controls whether
job codes, position numbers, or both are
tracked in job openings.

“Using Positions Versus Jobs to
Structure Your HR System” (PeopleSoft
Human Resources Manage Positions)

Administer Workforce - Contract
Administration

If you use the contract administration
functionality in the Administer
Workforce business process, you can use
the same functionality to set up contracts
for applicants in PeopleSoft Recruiting
Solutions. If you hire the applicant, the
system can copy the applicant's contract
into the employee record.

“Tracking Workforce Contracts”
(PeopleSoft Human Resources
Administer Workforce)

(AUS) Administer Salary Packaging

If you use the Administer Salary
Packaging process in PeopleSoft Human
Resources, you can use the same
functionality to model salary packages
for applicants in PeopleSoft Recruiting
Solutions. If you hire the applicant, the
system can copy the applicant's salary
packaging information into the employee
record.

“Understanding Salary Package
Modelling” (PeopleSoft Human
Resources Administer Salary Packaging)

Manage Labor Relations

If your organization does business in
countries where workers can belong

to works councils, and if you use the
Manage Labor Administration process to
set up works councils and works council
approval processing, then you can
optionally set up the recruiting system to
require works council approvals for job
offers.

“Setting Up Works Councils”
(PeopleSoft Human Resources Manage
Labor Administration)

Setting Up Recruiting Installation Settings

To set up implementation defaults for both PeopleSoft Talent Acquisition Manager and PeopleSoft
Candidate Gateway, use the Recruiting Installation (HRS INST) component.
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Pages Used to Set Up Talent Acquisition Manager Implementation Defaults

Page Name

Definition Name

Usage

Recruiting Installation - General Page

HRS_INST

Define system-wide settings for
recruiting templates, flexible processes,
approval processing, and integrations.

Recruiting Installation — Jobs Page

HRS_INST JOBOPNING

Define additional system-wide settings,
particularly settings related to job
openings, job postings, and applicant
search autosave.

Recruiting Installation — Manage Jobs
Page

HRS_MJ_INST

Define display settings for applicants.

Recruiting Installation — Applicants Page

HRS INST APPLICANT

Define system-wide settings for
applicants.

Online Job Offers — Select Regulatory
Regions Page

HRS ONL OFR_RG SEC

Select the regulatory regions where you
allow online job offers.

Recruiting Installation — Last Assigned
IDs Page

HRS_INST_CNTRS

Specify starting numbers for system-
assigned numbers. These should be set
to a number that does not overlap with
existing values in the database or you
will get duplicate value errors.

Recruiting Installation - General Page

38

Use the Recruiting Installation - General page (HRS INST) to define system-wide settings for recruiting

templates, flexible processes, approval processing, and integrations.

Navigation:

Set Up HCM > Install > Product Specific > Recruiting Installation > General
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This example illustrates the Recruiting Installation - General page.

Defining System-Wide Settings for Recruiting

Template Settings ®

*Template Segmenting Type ‘ Job Family

Default Templates @

Standard Requisition | Requisition Default

Continuous Job Opening | Continuous Default Apprv OFF

Interview Evaluation | Default Interview

Default Flexible Processes (3)

al

Job Creation Process ID |

Recruiting Process ID | 1000

Approvals Required

8 Job Offers

[J Standard Requisition
(J Optional Works Council

[J Continuous Job Opening

Integration Settings @

“Allow Profile Utilization ‘ Yes

*Person Profile Integration ‘ Yes

Q | Service Job Opening

*Calendar Integration ‘ Partial Integration
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Field or Control

Description

Template Segmenting Type

Select a type of data that the system will use to associate

specific recruitment templates with specific job openings.

When you set up a recruitment template, you use the
Segmentation Values Page to associate the template with
specific values for the selected segmenting type. For example,
if the segmenting type is Department, then you can associate
different recruitment templates with different departments in
your organization. This enables you to vary the job opening
data and layout by department.

A field corresponding to the selected segmenting type always
appears on the Primary Job Opening Information Page, and
users are required to enter a value in that field. This enables
the system to apply the appropriate recruitment template. After
continuing past the Primary Job Opening Information page,
you cannot modify the value you provide for the segmenting
type field. This value is displayed as a read-only field in the

job opening header.

Available segmenting types are:
*  Business Unit

*  Company

*  Department

*  Job Code

»  Job Family

»  Job Profile

*  Salary Grade

When you segment by Job Profile, users can enter a JOB
profile on the Primary Job Opening Information page, and the
system imports compatible job profile data into the new job
opening.

For purposes of importing job profile data into a job opening,
segmentation by job profile functionality is superseded by
profile integration, which you activate by selecting Yes in

the Allow Profile Utilization field on this page. Although the
system does not prevent you from using both options, Oracle

does not recommend that configuration.
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Field or Control

Description

Standard Requisition and Continuous Job Opening

Select the default recruitment template for your standard
requisitions and your continuous job openings. The system
uses these templates for new job openings when there is
not another template that is associated with the specific
segmenting value you've entered.

For example, if your job openings are segmented by
department (because you entered Department in the Template
Segmenting Type field on this page), then when you create a
job opening, you will enter a specific department. If there is

a recruitment template associated with that department, then
the system uses the department-specific template to control the
content and layout of information on the job opening pages.

If there isn't a department specific recruitment template, then
the system uses the appropriate default recruitment template,
depending on whether the job opening is a standard requisition
or a continuous job opening.

Interview Evaluation

Select the default interview evaluation template.

The system uses this template when an applicant is being
evaluated and is not linked to any job opening, or when the job
opening's recruitment template does not include an interview
evaluation template.
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Field or Control

Description

Job Creation Process ID and Recruiting Process ID

Use these fields to define system-wide default flexible
processes. A flexible job creation process provides role-
specific restrictions on which job opening fields are visible
during the job opening creation process. A flexible recruiting
process provides role-specific and context-specific restrictions
on actions that users can perform and dispositions that users

can manually assign.

The system uses these default flexible processes when a job
opening’s recruitment template does not find a flexible process

based on the job opening data.

Leave these fields blank if you are not implementing flexible
processes or if you are implementing flexible process only for
job openings with specific recruiting templates.

If a job opening does not use a flexible job creation process,
it displays all job opening fields to all users during the job
creation process.

If a job opening does not use a flexible recruiting process, it
allows all users to access all actions (subject to any action-
specific validations) and it allows all users to manually assign
any disposition to any applicant.

See Understanding Flexible Processes.

Approvals Required

This group box is used to activate the two approval processes, JobOpening and JobOffer, used by Talent
Acquisition Manager. Approvals are created using the Approval Framework.

See “Understanding Approvals” (Application Fundamentals).

Field or Control

Description

Standard Requisition

Select this check box to activate approvals when creating job
openings with a type of standard requisition.

Job Offers

Select this check box to activate approvals when creating a job
offer.

Continuous Job Opening

Select this check box to activate approvals when creating job
openings with a type of continuous job opening.

42
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Field or Control

Description

Optional Works Council

Select this check box to activate approvals when creating job
offers requiring works council approval.

When you select this option, the Works Council Information
section appears as an option in the Job Opening Template and
Job Opening pages.

This check box is available for selection only if the Job Offers
check box is selected.

Integration Settings

Field or Control

Description

Allow Profile Utilization

Select Yes to activate profile integration, or select No to disable
this integration.

If profile integration is active, users who create job openings
can select up to three profiles whose characteristics will be
imported into the newly created job opening.

If your Template Segmenting Type is Job Profile, then job
openings are already configured to import characteristics of a
profile that you select when you create the job. If you segment
by job profile and you allow profile utilization, then users
must select one job profile because of the segmenting rule, and
can optionally select up to two more person and non-person
profiles (for a total of three) because of the profile utilization
setting.

In this situation, segmenting by job profile serves for
recruitment template selection, but it does not offer any
additional profile capabilities, it only enforces the selection of
at least one profile and limits the number of other profiles that
can be selected during job opening creation.

Generally, organizations that allow profile utilization will not
also segment by profile.

Note: If you select No, the system disregards any profile
integration settings on the Recruitment Template Page
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Field or Control

Description

Person Profile Integration

When profile utilization is not allowed at all, this system sets
the value to No and makes the field read-only.

However, if you allow profile utilization, use this field to
determine which types of profiles can be selected when a user
creates a job opening. Select Yes to enable users to select both
person and non-person profiles, or select No to limit profile
selection to non-person profiles.

Even if users can select person profiles, they can select only
person profiles for people to whom they normally have
security access (such as direct reports).

Calendar Integration

Select Partial Integration to send interview schedules to
participants as an iCalendar attachment. The participant can
import the iCalendar meeting request and act on it. This is a
one-way message, and TAM does not get any response back
from the participant.

Select No Integration if you do not want to use any calendar
integration.

The Full Integration option is no longer supported.

Recruiting Installation — Jobs Page

Use the Recruiting Installation — Jobs page (HRS INST JOBOPNING) to define additional system-wide
settings, particularly settings related to job openings, job postings, and applicant search autosave.

Navigation:

Set Up HCM > Install > Product Specific > Recruiting Installation > Jobs
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This example illustrates the Recruiting Installation - Jobs page.

Job Opening Settings
“Allow Multiple Jobs/Positions | Yes V‘
Randomize Screening Questions | Mo V‘
Randomize Screening Answers | No V‘
Enable Job Categorization | Yes V‘
Maximum Applicants Displayed | ‘
Default Funnel Phase | 0-All V‘
Default Job Status for Browse Job Openings Page | 010 Open "‘
Job Posting Settings @
Max Job Posts per Notification ‘ 2[}‘
Max Jobs Returned from Search ‘ 2[}[}‘
Configure Multiple Job Posting Descriptions ‘ MNo V|
My Job Openings Settings
My Job Openings Page Maximum Results ‘ 3[}D|
My Association | V|
Job Opening Status | 010 Open "|
Job Opening Settings
Field or Control Description
Allow Multiple Jobs/Positions Select Yes if you want to allow multiple jobs or positions

within one job opening, otherwise select No.

See Working With Multiple Job Codes in a Job Opening.
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Field or Control

Description

Randomize Screening Questions

Select Yes if you want applicant questionnaires to present
questions in random order, disregarding the any assigned
order numbers. When an applicant applies for multiple jobs
openings, questions from all job openings are randomized

together.

Select No to order questions based on the order numbers
specified in the qualifications section of the job opening
details (for job-specific screening questions) or in the resume
template (for questions when an application is not associated
with any job openings).

Regardless of the value you select, open-ended questions
always appear after multiple-choice questions.

Randomize Screening Answers

Select Yes if you want applicant questionnaires to present
answers to multiple choice questions (including yes/no
questions) in random order.

Select No to order answers according to the settings in the
question definition. If the question definition does not specify
an order, the default order is by answer ID.

My Job Openings Pagelet Maximum Results

Enter the maximum number of job openings to be listed in
the My Job Openings Pagelet on the Recruiting Home page.
Choose a value that balances your usability needs and your
performance requirements. The default value is 300.

Enable Job Categorization

Select Yes to activate job categorization functionality. Job
categories are personal tags that Talent Acquisition Manager
users assign to job openings so that they can easily track,
organize and group their jobs openings. Categories are
associated with specific user IDs, so different users can
categorize job openings according to their own needs.

Categories are visible on the My Job Openings pagelet, the
Browse Job Opening page, the Search Job Opening page, and
the Manage Job Opening page.

Select No to disable job categorization functionality.

Maximum Applicants Displayed

Enter the maximum number of applicants to be listed on
the Manage Job Opening Page: Applicants Tab. Setting an
appropriate maximum improves performance for job openings

with very large numbers of applicants.
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Field or Control

Description

Default Funnel Phase

Choose a recruiting phase to use as the default selection for
the phase filter on the Manage Job Opening page: Applicants
tab. The default value is 0 - A//, representing all phases in the

recruiting process.

When a job opening does not have any applicants in the
default phase, the system uses 0 - All for the phase filter rather
than using the default phase that you select here.

Default Job Status for Browse Job Openings Page

Select a job opening status to use as a default filter on the
Browse Job Openings Page. For example, if users typically
use the Browse Job Openings page to work with current job
openings, you can set the default status to 010 - Open. Users
can always clear the filtering criteria to see job openings in
other statuses.

Job Posting Settings

Field or Control

Description

Max Job Posts per Notification

Enter the maximum number of job postings that can be listed
in a Job Agent email notification. If the Job Agent search
criteria finds more job postings than are allowed, the email
lists as many as are allowed and then appends a message
directing the recipient to visit Candidate Gateway to view all
search results.

The maximum value you can enter is 99.

See Using the Job Search Agent.

Max Jobs Returned from Search

Enter the maximum number of job postings that Candidate
Gateway returns when an applicant performs a job search.
Choose a value less than 1000 based on your organization’s
requirements for usability and performance.

Important! Regardless of the value you enter here, the
number of search results will not exceed any system-wide
search results maximum for PeopleTools Search Framework
and its underlying search engine.
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Field or Control

Description

Configure Multiple Job Posting Descriptions

Select to configure how to update the job posting description
in the Posting Information Page.

Select Yes if you want to modify the posting information in

a modal window with Rich Text Editor. Ideal if you have

large number of posting descriptions. Select No if you want to
modify the posting information directly on the same page. The

default option is No.

My Job Openings Settings

Field or Control

Description

My Job Openings Page Maximum Results

Enter the maximum number of job openings that Candidate
Gateway returns when an applicant performs a job search.
Choose a value based on your organization’s requirements for

usability and performance.

My Association

Select a value representing your association with the job
opening. Options are:

Available options are:
*  Created by Me

*  Hiring Manager
*  Recruiter

e Team Member

Job Opening Status

Status of job opening.

Recruiting Installation — Manage Jobs Page

Use the Recruiting Installation — Manage Jobs page (HRS MIJ INST) to define the display setting for
Applicants page within the Manage Job Openings Page.

Navigation:

Set Up HCM > Install > Product Specific > Recruiting Installation > Manage Jobs
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This example illustrates the Recruiting Installation — Manage Jobs page.

Recruitment Phase Display Settings @

Recruitment Phases To Be Hidden

=

Recruitment Phase

| aQ 4
Confirmation Message Settings @
Suppress Review Confirmation ‘ Yes V|
Suppress Reject Confirmation ‘ No V|

Recruitment Phase Display Settings

Field or Control Description

Recruitment Phase Select to hide the recruitment phase from the phase filter in
the Applicants page. For more information, see Manage Job
Opening Page: Applicants Tab.

Note: This setting is used to hide the display of the filters
alone. This does not hide the actions available in the grid. For
example, hiding the Interview phase hides the phase from the
filter. However, the Interview action is available in the grid.

Confirmation Message Settings

Field or Control Description

Suppress Review Confirmation Select to enable or disable the display of confirmation message
in the Applicants page when an applicant is marked as
reviewed.

Suppress Reject Confirmation Select to enable or disable the display of confirmation message

in the Applicants page when an applicant is rejected.
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For more information, see Manage Job Opening Page: Applicants Tab.

Recruiting Installation — Applicants Page

50

Use the Recruiting Installation — Applicants page (HRS INST APPLICANT) to define system-wide
settings for applicants.

Navigation:
Set Up HCM > Install > Product Specific > Recruiting Installation > Applicants

This is the first of three examples illustrating the Recruiting Installation — Applicants page.

Applicant Settings

Verify Employee ID ‘ Optional V‘
Verify Person of Interest ‘ No V‘
Inactive State for Duplicates ‘030 Q ‘ 030 Inactive
Status Reason For Duplicates ‘010 Q ‘ Merged Applicant
Allow Online Job Offers | Yes vl Regulatory Regions
Days Online Offer Valid ‘ 10‘
Administrator Evaluation Edit ‘ Yes V‘
Require Reason Upon Manual Reject ‘ No V‘
Display Interest Indicator ‘ No V‘
Batch Action Threshold | 3|
Group Action Limit | 100|
Maximum Applicants in List | 0‘
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This is the second of three examples illustrating the Recruiting Installation — Applicants page.

Job Opening Search Autosave and Result Control

Enforce Search Save | No v
Maximum Results When Forcing Save 300
Apply Online ®
Site ID  Default Site v
Email Address Required | No v
Phone Required = No v
Display Address = No e
Address Required No ~

Days Job Search Agent Active

Maximum Job Agents

[] Registration Agreement

Application Report Options @

[ Never Print Separator Pages
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This is the third of three examples illustrating the Recruiting Installation — Applicants page.

My Applicants Settings

My Applicants Page Maximum Results ‘ 300‘
Applicant Type ‘ v‘
Applicant Status ‘ 010 Active V‘

Gender Configuration @

Relabel Gender

*New Label for Gender |Current Sex

Note - The label change will not be applicable to Reports, Search index and Anaiytics.

Display Pronoun to Recruitment Administrators

Display Pronoun te Recruiters and Managers

Applicant Settings

Field or Control Description

Verify Employee ID Select whether it is Required or Optional for a recruiter to
search the HR database during the Prepare for Hire process

to determine whether an applicant was a previous employee,
contingent worker, or person of interest for the company. Such
searches help prevent duplicate records for the applicant

See Understanding Hiring Applicants.

Verify Person of Interest Select Yes if you want the system to search the HR database
for an existing record when you add an external applicant to
the system as a person of interest using the Add Person of
Interest action. Such searches help prevent duplicate records
for the applicant.

Select No to let external applicants be added as Persons of
Interest without first searching for an existing record.

See Adding Persons of Interest
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Field or Control

Description

Inactive State for Duplicates

Select the status that the system will assign to duplicate
applicant records that are inactivated during the duplicate
merge process. For example, if you merge three records, one
record continues to be active, and the other two are assigned

the status that you designate in this field.

See Processing Duplicate Applicants

Status Reason For Duplicates

Select the reason to associate with the inactive state for
duplicates during the duplicate merge process. For example,
if you merge three records, one record continues to be active,
and the other two are assigned the status reason that you

designate in this field.

To know more on how to define the status reason, see

Recruiting Status and Reason Page

Allow Online Job Offers

Select Yes to enable online job offer functionality, including
the ability to make offer letters and other attachments available
in Candidate Gateway and the ability for applicants to accept

or reject the offers in the same manner.

To disallow online job offer functionality, select No.

See Creating Job Offers

Regulatory Regions

Click this link, which is only available if the Allow Online
Job Offers field value is Yes, to access the Online Job Offers
- Select Regulatory Regions page, where you specify which
regulatory regions use online job offer functionality.

Days Online Offer Valid

If the Allow Online Job Offers field value is Yes, enter the
default number of days that an online job offer remains valid.

Users can override this default within specific offers.

Administrator Evaluation Edit

Select Yes or No to indicate whether administrators are allowed
to edit, delete, and send back interview evaluations.

This setting applies only to interview evaluations, not to open-
ended question evaluations.

See Completing Interview Evaluations
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Field or Control

Description

Require Reason Upon Manual Reject

Select Yes to force Talent Acquisition Manager users to supply
a reason when rejecting an applicant using the Reject action.
This setting does not apply to using the Edit Disposition action

to reject an applicant.

Note: If you activate this option, be sure to set up reasons for
the 710 - Reject disposition.

Select No to allow users to reject applicants without supplying

a reason.

Display Interest Indicator

Select Yes to enable a widget that lets users assign applicants
a one-star to three-star level of interest for an applicant in the
context of a specific job. The interest indicator appears on the
Manage Job Opening page, the Manage Application page, and
the search results for the Search Applications page. It is also
available as search criteria on the Search Applications page.

The interest level for an applicant is specific to the job
opening (or application without a job opening), but it is not
specific to the user.

My Applicants Page Maximum Results

Enter the maximum number of applicants to be listed in
the My Applicants Pagelet on the Recruiting Home page.

Choose a value that balances your usability needs and your
performance requirements. The default value is 300.

Batch Action Threshold

Enter the number of notifications that will cause the Send
Correspondence and Route Applicant actions to send the
notifications using a background batch process. If the number
of notifications generated by an action does not reach this
threshold, the user remains on the action page while the
notifications are sent. Setting a batch action threshold frees up
users to continue with other tasks while the system processes
high volumes of notifications.

Enter 0 (the number zero) to disable batch processing for
notifications.

Note: The threshold refers to the number of notifications

to be sent, not the number of applicants being processed.
For example, if five applicants are selected for routing, and
they are routed to five recipients, the transaction involves 25
notifications.

Copyright © 1988, 2024, Oracle and/or its affiliates.



Chapter 2

Defining System-Wide Settings for Recruiting

Field or Control

Description

Group Action Limit

Enter the maximum number of rows that can be included when

a user performs a group action.

If a user attempts to perform a group action when too many
rows are selected, the system displays a message informing the
user of the limit and stating that only the allowed number of

rows will be processed.

If the user continues, the system processes the allowed number
of rows, starting at the beginning of the list and following the
grid sort order. Even if the user cancels, the system deselects
all rows after the specified limit, and the user can review
which rows will be processed before re-initiating the action
with an allowable number of selected rows.

The default limit is /00. The minimum limit is /, and the
maximum limit is 99999.

See Understanding Actions for Managing Applicants.

Maximum Applicants in List

Enter the maximum number of applicants to be displayed
when an Applicant List is opened. Use the Find Applicant
search functionality to search for other applicants. The
Applicant List page displays a message when the number of
applicants exceeds the number of maximum applicants set in
this field.
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Job Opening Search Autosave and Result Control

Field or Control

Description

Enforce Search Save

Select Yes or No to indicate whether you want the system
to force users who are searching for applicants to save their
search criteria when a specific job opening is part of the

criteria.

The system forces the save by displaying the Save Search page
after the user initiates the search but before the search results
appear. The user cannot continue to the results without saving
the criteria. The user can, however, cancel to return to the

search page without executing the search.

After a user performs a forced save, the search results appear.
Above the search results, the system displays information
about saving the search results using the Save for Compliance
button. Although the message reminds the user to save the
results, the user is not forced to do so.

Saved searches that are created as a result of this setting retain
their association with the job opening. This association means
that the searches appear in the Searches grid on the Manage
Job Opening Page: Activity & Attachments Tab and in the
Saved Searches & Automatches grid on the Manage Job
Opening Page: Applicant Search Tab.

This functionality supports requirements of the United States
Office of Federal Contract Compliance Programs (OFCCP)

See Understanding Saved Searches.

Maximum Results When Forcing Save

Enter the maximum number of rows in the search results when
a user searches for applicants using a PeopleTools Search
Framework-based search. This setting applies only if you
select Yes in the Enforce Search Save field.

Important! Regardless of the value you enter here, the
number of search results will not exceed any system-wide
search results maximum for PeopleTools Search Framework

and its underlying search engine.

Apply Online

Use this group box to define implementation defaults for PeopleSoft Candidate Gateway.
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Field or Control

Description

Site ID

Choose which site is shown when you use the delivered menu
navigation to access Candidate Gateway pages. Changing this
setting enables you to access and test different site definitions.

A single site definition is associated with the
navigation paths for internal applicants (Self
Service > Recruiting > Careers) and external applicants

(select Careers under the main menu).

Because jobs can be posted to different sites based on the
recruitment source definition, changing this setting can also

change the job postings that are available on the test sites.

See “Setting Up Sites” (PeopleSoft Candidate Gateway).

Email Address Required

Select Yes to force applicants to provide an email address
when registering for Candidate Gateway. Already-registered
applicants who have not already supplied an email address will
be forced to provide one the next time they sign in.

Although you can select No if you do not want to require email
addresses, keep in mind that applicant email addresses are
required for user ID and password recovery as well as for
sending email notifications.

Important! The only way to be sure that user ID and
password recovery functionality is available to all Candidate
Gateway users is to set this field to Yes so that an email
address is required.

Phone Required

Select Yes to force applicants to provide a phone number
when registering for Candidate Gateway. Already-registered
applicants who have not already supplied a phone number will
be forced to provide one the next time they sign in.

Display Address

Select Yes to display address fields on the Candidate Gateway

registration page.

If the address fields are not shown on the registration page,
applicants can still enter an address by updating their account

information. However, this option is less obvious to applicant.

Already-registered applicants who have not supplied an
address will be prompted to provide one the next time they

sign in.
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Field or Control Description

Address Required Select Yes to force applicants to provide an address when
registering for Candidate Gateway. Already-registered
applicants who have not supplied an address will be forced to

provide one the next time they sign in.

You can select Yes only if you already selected Yes in the
Display Address field.

Registration is your only opportunity to require applicants
to supply an address, but even if an address is not required,
external applicants can always update their address
information on the My Account Information page.

Days Job Search Agent Active Enter the number of days that an applicant's job search agent
is kept in the database. If a job search agent is modified, the
retention period resets.

The maximum number of days that an applicant's job search
agent can stay active is 999. This setting is used by the Job
Agent process to determine whether applicants' saved job
agents are out of date and should be deleted. If you do not
enter a value, the system keeps job agents in the database
indefinitely.

If job agents expire, applicants can see the expiration date
on the My Saved Searches page in Candidate Gateway. The
expiration date is also given in the email notifications that the

job agent process sends to the applicant.

See Using the Job Search Agent

Maximum Job Agents Enter the maximum number of job agents that an applicant can
have.

The default is five.
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Field or Control

Description

Registration Agreement

Select this check box to require external applicants to agree
to your registration terms. The text of the registration terms
comes from text catalog entry HRAM CETRMAGRE 03.

If this check box is selected, applicants must indicate
agreement at these times:

*  When the applicant first registers for Candidate Gateway.
*  During registration updates.

Registration updates occur when applicants attempt to sign in
after you change registration requirements (such as password
requirements or required fields). The Registration Update page
always requires applicants to agree to registration terms, even
if they previously agreed to the same terms during their initial

registration or a previous registration update.

Activating registration terms or updating the text of your
terms is a change to your registration requirements. Therefore,
applicants are prompted to update their registration the first
time they sign in after these changes are made.

Important! The effective date for text catalog entries does not
include a time stamp. Therefore, when you change your terms
and conditions, always enter the changes in a future-dated row.
This is necessary so that applicants who signed in on the date
you made the change will be prompted to agree to the new
terms.

For more information, see “Registering Online and Signing
In” (PeopleSoft Candidate Gateway) and “Using Fluid
Candidate Gateway to Register and Sign In” (PeopleSoft
Candidate Gateway).

Application Report Options

Note: This section is visible only if you use PeopleTools 8.55 or higher. With earlier versions of
PeopleTools, users cannot print attachments as part of the Application Details report.
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Field or Control

Description

Never Print Separator Pages

Select this check box to prevent users from including separator
pages before included attachments in the Application Details
report. If this check box is not selected, end users can choose

whether to print separator pages.

See Printing Application Details.

My Applicant Settings

Use this group box to define settings for the My Applicants page.

Field or Control

Description

My Applicants Page Maximum Results

Enter the maximum number of applicants to be listed in the
My Applicants page on the Recruiting Home page. The default
value is 300.

Applicant Type

Select the applicant type. The available options are Employee,
External Applicant, and Non-Employee.

Applicant Status

Select the applicant status. The available options are 010
Active, 020 Hired, 030 Inactive, and 040 Queued.

Gender Configuration

Use this group box to configure the gender-related fields in the Talent Acquisition Manager pages.

Field or Control

Description

Relabel Gender

Select this check box to change the label of the Gender field in
the Talent Acquisition Manager pages, like Create Applicant,
Search Applicant, Job Opening, Set Up pages etc.

New Label for Gender

Enter the new label for Gender. The default value is Current
Sex.

Display Pronoun to Recruitment Administrators

Use this check box to display the pronoun of the internal
applicants to the Recruitment Administrators in the Manage
Applicant page (Applicant Data tab — Eligibility & Identity
section).
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Field or Control Description

Display Pronoun to Recruiters and Managers Use this check box to display the pronoun of the internal

applicants to the Recruiters and Managers in the Manage
Applicant (Applicant Data tab — Eligibility & Identity

section) and Manage Application page.

Note: Manage Applicant and Manage Application pages display the pronoun of internal applicants, if
it is set up in the Gender Details page and they have logged in to Candidate Gateway after the pronoun is
enabled in the settings. To know more on how to enter the gender details, see “Setting Up Gender Details”
(Application Fundamentals).

PeopleSoft Talent Acquisition Manager uses the same regulatory region security as PeopleSoft Human
Resources. Recruitment Administrators, Recruiters, and Managers see the pronoun based on the
regulatory region security. For more information, refer “Setting Up Regulatory Regions” (Application
Fundamentals), “Setting Up Security for Local Functionality” (Application Fundamentals), and
PeopleTools: Administering User Profiles, Specifying User Profile Attributes.

Online Job Offers — Select Regulatory Regions Page

Use the Online Job Offers - Select Regulatory Regions page (HRS ONL OFR_RG SEC) to select the
regulatory regions where you allow online job offers.

Navigation:

Click the Regulatory Regions link on the Recruiting Installation - Applicants page.

Copyright © 1988, 2024, Oracle and/or its affiliates. 61



Defining System-Wide Settings for Recruiting Chapter 2

This example illustrates the Online Job Offers - Select Regulatory Regions page.

Online Job Offers - Select Regulatory Regions
Regulatory Regions
== 1-48 of 48
Include Regulatory Region
Lal

L] Argentina

O] Australia

Ll Belgium

Ll Brazil

Ul Canada

(] Canada - Alberta

(] Canada - British Columbia

O] Canada - Manitoba

W
Select All Deselect All
QK Cancel
Field or Control Description
Include Select this check box for any regulatory regions where you

want to allow online job offers.
The system compares the regulatory region for the job opening
with the settings on this page to determine when to enable
online job offers.

Recruiting Installation — Last Assigned IDs Page

Use the Recruiting Installation - Last Assigned IDs page (HRS_INST_CNTRS) to specify starting
numbers for system-assigned identifiers.
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Note: These should be set to a number that does not overlap with existing values in the database or you
will get duplicate value errors.

Navigation:

Set Up HCM > Install > Product Specific > Recruiting Installation > Last Assigned IDs

This image is the first of three examples illustrating the Recruiting Installation - Last Assigned IDs page.

Job Opening Counters
Job Opening ID
JO Screening Summary ID
Screening ID
Job Opening Posting ID
Team ID
Recruiting Process ID

Flexible Template Group ID

Applicant Counters
Applicant ID
Last Page Layout ID
Last Resume Number

Duplicate Process ID

General Jobs Applicants ‘ Last Assigned IDs ‘

B03666
1612
1013
1002
1004
1001

1001

500313
102

1000

Recruiting Location
Screening Template ID
Recruitment Template ID
Job Opening Template ID
Job Creation Process ID

Flexible Process Template ID

Last Resume ID Used
Correspondence ID

Resume Template ID

1258

2005

2019

1013

1000

1001

1432

1004

2023
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This image is the second of three examples illustrating the Recruiting Installation - Last Assigned IDs

page.

Recruitment Counters
Answer ID
Works Council Decision ID
Checklist ID
Evaluation ID
Interview Category ID
Interview Rating
Interview ID
Interview Letter ID

Venue ID

Correspondence Counters
List ID
Notes ID
Correspondence ID

Parameter ID

4006

1002

1024

1023

1001

1000

176

1014

1029

1179

1009

1000

Offer ID 1170

Offer Letter ID 1000
Question ID 4011
Question Set ID 1027
Recruitment ID 3246
Recruitment Letter ID 1019
Recruitment Interview ID 1065
Route ID 1085

Package ID 1000

Contact Method 1000
Token ID 1017

This image is the third of three examples illustrating the Recruiting Installation - Last Assigned IDs page.

Vendor Related Counters
Integration ID
Vendor-Transaction ID
Source ID
Log ID
Notification Log ID
Data mapping ID
Resume Management ID
Resume Load ID
Screening ID
XSLTID
External Posting ID
Contact ID

Log Sequence

Other Counters

Letter ID

Prepare For Hire ID

44

726

1089

1034

1097

Transaction Group ID 3
Vendor ID

SubSource ID 12

Extractor Log ID 63

Resolution Log ID 97

Assigned Mapping ID 3
Resume ID

Email Setup ID 2

Key ID 1

XML ID 63

Category ID 1

Pre-Employment Person ID

Search ID 1041

Fix Counters
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Identification numbers are system-assigned values that you use to track specific records within

the database. These values typically do not require manual assignment unless data conversion has
occurred. The system uses these numbers to identify the point at which the system will begin assigning
identification numbers for various recruitment records. The system automatically increases the number by
one when it assigns a new number and updates this page with the new number.

Field or Control

Description

Fix Counters

Click to synchronize the counter with the actual values in the
recruiting database. The system searches for the maximum
value being used and resets the counter to that value. This
prevents duplicate ID errors and also sets the counters at
values that are appropriate to your own implementation (rather
than using the delivered values, which reflect the sample data
provided by Oracle).
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Understanding Profile Architecture

Profiles are widely used by organizations to describe the attributes of jobs or individuals. Typically,
profiles summarize the competencies, qualifications, and skills of a job or a person. The Manage Profiles
business process in PeopleSoft Human Resources provides a framework for developing and managing
profiles that meet your industry or organizational requirements.

During the recruitment process, PeopleSoft Talent Acquisition Manager uses profiles to capture job

requirements and applicant qualifications.

These are some of the architectural elements for profiles that are relevant to Talent Acquisition Manager:

Term Definition

Profile An organized collection of data that represents attributes of a
person or of a business object such as a job code.

Content Type A category of information in a profile. Delivered content

types that support recruiting processes include competencies,
languages, memberships, degrees, licenses & certificates, and
so forth.

Content Item

A specific attribute that is associated with a particular content
type. For example, for the content type Competencies, content
items are specific competencies such as analytical thinking or
the ability to prioritize tasks.

Profile Type

Profile types define the structure of your profiles. A profile
type includes content types, but not content items. That is,
a particular profile type might include content types such
as competencies and memberships, but it does not reference
particular competencies or particular memberships.

The profile type also defines whether the profile is linked to
person IDs to create person profiles, or linked to business
entities, such as job code or positions, to create non-person
profiles.

Four profile types are delivered as system data. Use the
CLUSTER, ROLE, and JOB profile types to create non-person
profiles, and the PERSON profile type to create profiles that
describe your employees.
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Related Links

Understanding Profile Integration for Job Openings
Understanding Profile Information in Job Applications

Choosing the Primary Person Profile Type for Recruiting

To set up the primary person profile type for recruiting, use the Assign Default Profile Types
(JPM_DFLT _JP_TYPES) component.

Page Used to Set Up the Primary Person Profile for Recruiting

Page Name Definition Name Usage

Assign Profile Type Defaults Page JPM_DFLT JP_TYPES Identify the primary person profile type
for the system. This person profile type
provides the structure for applicant and
job opening qualifications in Talent
Acquisition Manager.

Understanding the Primary Person Profile Types

68

PeopleSoft Talent Acquisition Manager uses profiles to capture job requirements and applicant
qualifications. The content types that are available for use in job openings and in applications are those
that belong to the system's primary person profile type, as defined on the Assign Profile Defaults page.
The delivered primary person profile type is PERSON.

Using the primary person profile type ensures that applicant profile data is stored in a format that is
compatible with employee profile data and that profile data can follow those applicants who become
employees. When your organization analyzes requirements for defining your primary person profile type,
be sure that recruiting requirements are considered.

All content types in the primary person profile type are included on the Application Details Page, where
you enter applicant qualifications. On this page, the fields and layout for content types and items are
determined solely by the profile configuration as defined using the Manage Profiles business process;
there is no recruiting-specific formatting or configuration involved.

Additional recruiting-specific configuration enables you to use choose which content items to use in job
openings, during screening, and for the online application form in Candidate Gateway:

» The Content Section Configuration page controls which content types are available to use in job
openings and for screening.

This page also controls the presentation of profile data in job openings and in Candidate Gateway.
* Job opening templates control which of the content types appear on the Job Opening page.

* Resume templates control which of the content types appear to applicants who apply online using
Candidate Gateway.
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Resume templates can include any content type from the primary person profile type; selection is not
limited based on settings on the Content Section Configuration page.

Related Links

Configuring Profiles for Recruiting

Setting Up Job Opening Templates
Setting Up Resume Templates

Assign Profile Type Defaults Page

Use the Assign Profile Type Defaults page (JPM_DFLT _JP_TYPES) to identify the primary person

profile type for the system.

This person profile type provides the structure for applicant and job opening qualifications in Talent

Acquisition Manager.

Navigation:

Set Up HCM > Product Related > Profile Management > Profiles > Assign Default Profile

Types > Assign Profile Type Defaults

This example illustrates the Assign Profile Type Defaults page.

Assign Profile Type Defaults

*Primary Person Profile Type FPERSOMN

*Primary NonPerson Profile Type [JOB

OJ Persaon

@, Job

Field or Control

Description

Primary Person Profile Type

Enter the primary person profile type. This is a system-wide
setting that is used throughout PeopleSoft Human Resources.
In Talent Acquisition Manager, the primary person profile type
determines the content types that are available for use in job
openings and in applications.

The delivered primary person profile type is PERSON.

See “Assign Profile Type Defaults Page” (PeopleSoft Human
Resources Manage Profiles).

Primary NonPerson Profile Type

Talent Acquisition Manager does not use the system's primary
nonperson profile type.
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Configuring Profiles for Recruiting

To configure profiles for recruiting, use the Content Section Configuration (HRS JPM_SECT CFG)
component.

Page Used to Configure Profiles for Recruiting Use

Page Name Definition Name Usage
Content Section Configuration — HRS JPM _SECT_CFG Configure profile content types for use in
<Content Type> Page Talent Acquisition Manager.

Understanding Content Type Configuration for Recruiting

Profiles types that you create using PeopleSoft Human Resources are used by multiple PeopleSoft
applications. To cater to all applications, the primary person profile type may contain content types that
you do not want to use for recruiting. Also, the content types that you do use often include properties
(fields) that are not relevant to the recruiting process.

To select which content types to use, and how to use specific content type properties, use the Content
Section Configuration page to enter recruiting-specific configuration options for each content type in the
primary person profile type.

Data Integrity Considerations

Changes to the content type definition in the Manage Profiles module can cause data integrity issues
in Talent Acquisition Manager. Be sure to finalize your profile and content type configuration before
performing the additional profile configuration for Talent Acquisition Manager.

Preventing Duplicates After Changing the Primary Person Profile Type

If you change the primary person profile type, the Content Section Configuration record will initially
store duplicate entries for content types: one entry is associated with the previous primary person profile
type, and one is associated with the new primary person profile type.

To correct this situation, access every Content Section Configuration entry and save it. (It is not necessary
to make changes before saving.) The save process cleans up the duplicate records.

Content Section Configuration — <Content Type> Page

70

Use the Content Section Configuration — <Content Type> page (HRS JPM_SECT CFG) to configure
profile content types for use in Talent Acquisition Manager.

The search dialog for this page enables you to access content types from the primary person profile type.
You cannot add additional content types using this page.

Note: The page title changes according to the content type that you are configuring.
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Navigation:

Set Up HCM > Product Related > Recruiting > Templates > Content Section
Configuration > <Content Type>

This example illustrates the Content Section Configuration — <Content Type> Page .

Licenses and Certifications
Status Date|01/01/1900 [ ¥ Applicant may add items
Properties Personalize | Find | B0 1B First @ 110 0f 10 ) Last
Field Name Label Text Required Summary Detail 122 ‘T‘ Default
Screening

EFFDT Issue Date = v ¥

JPM_CAT_ITEM_ID License = ¥ ¥ 3

COUNTRY Country - - W

STATE State ] (| I

JPN_YN_1 Renewal Required - r ¥ -

JPM_YN_2 Renewal In Progress ] (| v (]

JPM_YN_2 License Verified - r ¥ -

JPM_DATE_3 Expiration Date [ ] ] W

. License/Certification
JPM_TEXT254_2 Number - - =
JPM_TEXT254_4 Issued By | r 13
Field or Control Description
Status Date The default value is the date on which the content type was

added. This field is informational only and does not function
as an effective date. Modifying the date (even to a future
date) does not affect whether the content type is available for
resume templates or job opening templates.
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Field or Control

Description

Applicant may add items

Select this check box to indicate that Candidate Gateway will
allow applicants to add content items to their applications.
Deselect this check box if applicants can modify the details for
the content items that are part of the job opening, but not add
new ones.

For example, you may want applicants to provide proficiency
ratings for specific competencies, but you do not want
applicants to add additional competencies that you do not
consider relevant to the recruiting process. Because this

check box is selected for the Competencies content type, the
competencies that you associate with the job opening appear
in the Candidate Gateway application form, and applicants can
rate themselves for those competencies, but they cannot add
any additional competencies.

Note: When the system loads content items from a job
opening into the Candidate Gateway application form, it loads
only items that are visible to employees. For example, if a
Job Opening has four competencies, and the first two have
the evaluation type Self'and the last two have the evaluation
type Official, only the first two items appear in the Candidate
Gateway online application form.

If this check box is deselected, the Summary check box is
automatically selected and greyed out for all required fields,
and the detail check box column is hidden for all fields.
You can select the Summary check box for any additional
properties that the applicant needs to supply. Because the
applicant cannot add content items, the system does not
provide the applicant with access to the corresponding detail
page, and the only opportunity for data entry is within the
summary grid.

If this check box is deselected, this content type is included
when you use the Copy Limited Items from Job Opening
button on the Application Data page. That button copies
content items from job openings into job applications.

For example, the delivered content type configuration for
competencies prevents applicants from adding competencies
to their applications. The assumption is that you want to

rate applicants on specific job-related competencies that

you have defined in the job opening. To facilitate data entry
on the Applicant Data page, and to ensure that you rate
applicants on the correct set of competencies, you click the
Copy Limited Items from Job Opening button. If there are any
competencies that are associated with the job openings listed
in the application, the system copies those competencies to the
application so that you can enter applicant-specific ratings.

Properties

This grid lists all the properties (fields) for the content type. Content type properties are defined using the
Manage Profiles module in PeopleSoft Human Resources.
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Field or Control Description

Field Name and Label Text These fields identify a specific field that is part of the content
type definition. For example, the content type Competencies,
which you use for applicant competency ratings, includes
fields such as Rating Model and Proficiency.

Required If this check box is selected, the property is required.
Otherwise, it is optional. For example, in the Degrees content
type, the degree itself is a required property, while additional

properties such as the school code are optional.

This check box is read-only; this setting comes from the

content type definition in the Manage Profiles module.

Summary and Details Select the Summary check box to include the property as a
column in the grid that represents this content type.

Select the Details check box to include the property on

the detail page for this content type. This check box is not
available when the Applicant may add items check box is
deselected.

These settings affects the grids and detail pages on the

Job Opening page and on the job application in Candidate
Gateway. They do not affect the grids on the Application Data
page in Talent Acquisition Manager.

Note: The best practice is to limit the number of fields that are
marked as summary fields. Too many summary fields results
in excessively wide grids. This is a usability issue for all users,
but particularly for Candidate Gateway applicants, who are

untrained casual users.
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Field or Control

Description

Use In Screening

Select this check box to make the field available for screening.
Fields where this check box is selected are included in the
criteria list on the Job Opening - Screening Criteria page,
where you choose which of the available criteria to use in

a specific screening level. Each selected item is treated as

a separate screening item, and users must set up screening

scoring bearing in mind the interrelationships between items.

For example, the delivered configuration for the Competencies
content type has only one field that is available for screening:
the proficiency field. When you add a competency to a job
opening, you will enter data such as the competency name,
rating type, and the rating. But when you configure the
screening criteria for the job opening, the rating is the only
competency-related information that is listed in the grid where
you select screening criteria. (Because the rating is associated
with a particular competency, rating model, and evaluation
type, the screening process automatically looks for a rating for

the associated competency, rating model, and evaluation type).

If you were to change the configuration for competencies so
that the competency name was the only field used in screening,
then the screening process would simply check that the
applicant's application lists the competency, regardless of the
applicant's rating.

Only certain fields are available for selection, including

the content item ID (JPM_CAT ITEM _ID for regular

content types and JPM_ADHOC_DESCR for ad hoc content
types), rating-related fields (JPM_RATING1 through JPM
RATINGS3), and yes/no indicators (JPM_YN 1 through JPM
YN_5).

Default

Displays the default value for the property.

Setting Up Profile Integration for Job Openings

To set up profile integration for job openings, use the Recruiting Installation (HRS _INST) and Direct

Reports Interface (HR_DR_UI CFG) components.
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Pages Used to Set Up Profile Integration for Job Openings

Page Name Definition Name Usage

Recruiting Installation - General Page HRS_INST Activate profile integration for job
openings, and set up other system-wide
recruiting settings. The option to activate
person profile integration is available
only after nonperson profile integration
is activated.

“Direct Reports Configuration Page” HR DR UI CFG 1 Configure direct reports for the HRS
(Application Fundamentals) JOB_OPENING component.

Understanding Setup for Profile Integration for Job Openings

This overview describes certain setup tasks for job opening profile integration.

Integration Activation

When creating job openings, you can automatically populate the profile-based job qualifications with
content items from selected profiles. For example, when replacing a key employee, you can copy
attributes such as competencies and languages from the employee's profile into the job opening. Similarly,
you can pull requirements from a job profile. You can even combine requirement sources by selecting up
to three profiles from which to load requirements.

Use the Recruiting Installation - General page to activate profile integration for job openings and to
choose whether to allow the use of person profiles in addition to non-person profiles.

Expanded profile integration enables the system to identify additional job profiles to load based on the
job code, position number, job family, or salary grade of the job opening. If you activate this option, you
choose which job opening field the system uses when identifying profiles to load. The setting for this
option is in the recruitment template and can therefore vary depending on the job opening.

Person Profile Security for Job Openings

If you use full profile integration, including integration with person profiles, users who are creating job
openings can select person profiles whose content types are to be copied into the job opening. This ability
is dependent on the user's security settings.

The system applies standard row-level security to ensure that users don't select profiles for employees that
they are not authorized to view.

Users with the Profile Mgmt Manager role in their User Profile are authorized to view profiles for
themselves and for their direct reports. To support this authorization, you must configure direct report
access for the job opening component (HRS _JOB_OPENING)

Important! The direct report configuration for the HRS JOB OPENING component must exactly match
the configuration for the JPM_PERS PTSEL MGR component, as direct reports processing for profiles
within the job opening component must mirror that of the manager self-service for person profiles.
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Understanding Recruiting Statuses

This topic provides overviews of:
* Recruiting status areas.

* Recruiting status setup

Recruiting Status Areas

Recruiting statuses help a recruiter identify the circumstances of an applicant and job opening.

The Six Status Areas

PeopleSoft Talent Acquisition Manager has six areas (known as recruitment areas) in which statuses are
tracked:

1. Job Openings: helps identify where to focus efforts regarding a job opening.

For example, the job opening status can indicate whether a job opening is Pending Approval, Open,
or Filled/Closed.

2. Applicants: helps identify who to act on, and what actions to take.
For example, the applicant status can indicate whether the applicant is Active, Inactive, or Hired.
3. Recruitment Summary: indicates an applicant's overall status with regards to a particular job opening.

For example, the recruitment summary status, or disposition, can indicate that an applicant has
Applied, been Reviewed, been Screened, been Interviewed, received an Offer, or been Hired or
Rejected.

Although the disposition is specific to a single job opening, applicants can also apply without
identifying any job openings. The "no job selected" application also has a disposition.

Important! On recruiting pages, the status in this area is called the applicant's disposition.

4. Route: indicates the options for further steps to take for an applicant after screening or other
preliminary assessment.

5. Interview: identifies the progress of an applicant within the interview stage and the options for further
steps to take for the applicant.

6. Offer: identifies the progress of an applicant within the offer stage.
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Status codes within the recruiting areas provide a convenient way to assign consistent business rules to
your recruiting activities. When you define status codes, you can also define status change effects so that
a status change in one recruitment area can affect the status in another recruiting area. This cascading
effect relieves you of the responsibility for managing some of your recruiting processes.

For example, when you hire an applicant into a job opening, you can set the status of the applicant to
Hired, the status of the job opening to Filled/Closed, the dispositions of all other applicants for that job
opening to Reject - Another Applicant Was Hired, and the hired applicant's disposition with regards to
any other job openings to Reject - Selected for Other Position.

Note: Although the Route, Interview, and Offer status areas might seem to be sub-statuses for the Route,
Interview, and Offer dispositions, it is important to understand that these are separate status areas. Any
relationship between them and the applicant's disposition is a result of status change effects.

Dispositions and Phases

Dispositions (the statuses in the Recruitment Summary area) track the progress of an applicant through
the entire recruiting process. Non-draft dispositions are associated with predefined phases. On the Manage
Job Opening page: Applicants tab, you can filter the list of applicants based on these phases.

The predefined phases are, in order:
1. Applied

2. Reviewed

3. Screen

4. Route

5. Interview

6. Offer
7. Hire
8. Hold
9. Reject

The Route and Interview Status Areas
The Route and Interview status areas serve a slightly different purpose than the other status areas.

For example, consider the delivered statuses for the Interview area: Interview, Make Offer, Hold, Reject,
Withdrawn, and Withdrawn Application. These do not suggest the stages of the interview process (which
might be more like scheduled, cancelled, and complete). Rather, these statuses indicate the beginning of
the process (Interview) and then the possible next steps that you might want to take when the interview
takes place.

When managing an applicant's interview, the interview statuses are used in two ways. First, the statuses
are available in the interview evaluation form, where interviewers select a status to indicate what action
they recommend. Recommending a status does not update the status, it simply provides feedback to the
recruiter who eventually does update the status. Second, the statuses are available as choices when the
recruiter selects a final recommendation after all interviews are complete. When the recruiter selects a
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final recommendation, status change effects update the applicant's disposition accordingly. For example,
if the final recommendation (and thus the final interview status) for the applicant is Reject, and if you use
the delivered status change effects, the system updates the applicant's disposition to Reject

The Route status area works the same way. The delivered statuses are Routed, Invite for Interview,

Hold, Reject, Withdrawn, and Withdrawn Application. The recruiter sends out a request for routing
recommendations, the recipients of that request recommend one of the statuses, the recruiter selects a final
routing status, and status change processing in turn updates the applicant's disposition.

Recruiting Status Setup

To set up recruiting statuses:

1. Use the Recruiting Status and Reason Page to define status codes and associated reasons for each of
the six recruitment areas.

2. Use the Recruiting Status Area Page and its secondary pages to define:

a.

b.

The default status that is used for a new (or newly approved) records in each status area.
Which statuses trigger notifications when they are used.

When (based on the application disposition) applicants are allowed to withdraw applications using
Candidate Gateway self-service.

The status progression within each recruitment area.

How applying a particular status in one area can trigger additional status change effects in the
same or different areas.

Note: The system includes a comprehensive set of codes and associated status processing rules. Oracle
recommends that you use these delivered statuses and rules rather than setting up your own.

Default Statuses

The system applies different default statuses at different stages:
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Processing Stage

Details

Draft

*  For the Job Opening, Recruitment Summary (disposition),
and Job Offer areas, the status definitions on the Statuses
and Reasons page include a check box that you use to
identify a draft status.

The system uses the draft status as the default status when
a new job opening, application, or offer is saved for later

without being submitted.

*  The Applicant and Route status areas do not differentiate
between saving for later and submitting, so they do not
have a draft status.

*  The Interview status area does allow users to save for
later without submitting, but in this area, records that are
saved for later simply do not have a status.

Pending Approval

For the Job Opening and Job Offer areas, the status definitions
on the Statuses and Reasons page include a check box that you
use to designate the default approval status. This represents
records that have been submitted but are pending approval. If
approvals are active, the system applies this status to newly
submitted records.

Approval Denied

For the Job Opening and Job Offer areas, the status definitions
on the Statuses and Reasons page include a check box that you
use to designate the approval denied status, and the system

applies this status after an approver denies approval.

Open

For all status areas, the Status Area page includes a check
box that you use to designate the default open status. This is
applied to records after they are submitted and, if approvals are

active, approved.

Note: Use different status codes to represent Draft, Pending Approval, Approval Denied, and Open

statuses.

Status Progression

For each status code, you can define the progression from one status code to another by indicating the

statuses that typically occur after the current status.

For example, the next status for a job opening with a status of Open might be Hold, Filled/Closed, or

Canceled.

If a user manually updates the status to one that is not configured as a successor, the system displays a
warning. The user can choose to ignore the warning and save the new status anyway.
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For dispositions (but not for other status areas), flexible recruiting processes can prevent users from
manually changing a disposition to an invalid successor.

See Understanding Flexible Recruiting Processes.

Effect of Status Changes

When the status of an applicant, job opening, or application changes, this can affect the status of other
records.

For example, when a recruiter decides to hire an applicant, this affects the Recruitment Summary status of
other applicants and affects the job opening status. The following table explains the delivered rules for the
Hire status.

Recruitment Area Records Affected Impact

Recruitment Summary Hired applicant Set status to Hired for the selected job
opening.

Recruitment Summary Hired applicant's other applications If the hired applicant is linked to other

job openings, set the Recruitment
Summary status for those applications
to Reject and reason code to Selected for
Another Position.

Recruitment Summary Other applicants for the job opening If all the openings for the job opening
are filled, set the Recruitment Summary
status to Reject and reason code to
Another Applicant was Hired.

Job Opening Job Opening If all the openings are filled, set the Job
Opening Status to Filled/Closed.

Note: This table shows the delivered rules, which we recommend that you use. However, you can adjust
the status codes and rules to suit your organization.

There are restrictions on the changes allowed. For example, changing an applicant's status to Inactive,
doesn't have an impact on the status of a job requisition, but it does have an impact on the status of the
applicant's open applications. The following example illustrates how status values in each recruitment
area impact statuses in other recruitment areas.

You define the rules for changing status values on the Effects of Status Change page.
For each rule, you define:
* Recruitment area affected.

»  The records within the recruitment area that are affected by the status change.
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» The new status and reason code that the system applies to those affected records.

This example illustrates the Effects of Status Change page for the Hired status.

Chapter 4

Effects of Status Change

Recruitment Area 3-Recruitment Summary

Description 090 Hired

Status Changes (? Find | View All First ‘4 1074 !
*Recruitment Area |_I-:|h QOpening j
New Status | 110 Filled/Closed Jd|
Hew Reasonl j
™ Revert to Last Status | Reason
Apply To (2 Personalize | Find | View All |20 | B First 4 1-20f2 2 Last
Status All Reasons Specific Reason
| 010 Open I v | =l (] [=]
[100 Hold =l V | W ==

Last

[+ (=]

In this example, when an applicant's application is set to 090 Hired, the following rule is applied:

* The recruitment area that is affected is Job Opening.

* The new status that the system applies is /10 Filled/closed.

Note: This example shows only one of the delivered rules for the Hired status. The Hired status has other

rules that you access by clicking the navigation buttons.

Understanding the Delivered Status Configuration

This topic provides overviews of:

* Delivered dispositions by phase.

» Delivered status codes for other status areas.
* Delivered status change effects.

* Non-configurable status processing.

Delivered Dispositions By Phase

82

The following table identifies the dispositions that are delivered for each recruiting phase:

Phase Dispositions

None 005 Draft
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Phase Dispositions
1 - Applied 010 Applied
015 Linked

019 Linked Questionnaire

2 - Reviewed 020 Reviewed
3 - Screen 030 Screen
4 - Route 050 Route
5 - Interview 060 Interview

6 - Offer

069 Preliminary Offer Decided
070 Offer

071 Offer Accepted

075 Preliminary Offer Notified
076 Preliminary Offer Accepted

077 Preliminary Offer Rejected

7 - Hire

078 Hire Decided
080 Ready to Hire

090 Hired

8 - Hold

100 Hold

9 - Reject

110 Reject

112 Failed Prescreening
115 Reject Online Screening
120 Withdrawn

130 Withdrawn Application

140 Inactive

Delivered Status Codes for Other Status Areas

The following table identifies the statuses that are delivered with the system:
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Recruitment Area

Status Code

Job Opening

005 Draft

006 Pending Approval
008 Denied

010 Open

100 Hold

110 Filled/Closed

120 Canceled

Applicant

010 Active
020 Hired
030 Inactive

040 Queued

Route

010 Route

020 Invite for Interview
100 Hold

110 Reject

120 Withdrawn

130 Withdrawn Application

Interview

005 Interview
020 Make Offer
100 Hold

110 Reject

120 Withdrawn

130 Withdrawn Application
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Recruitment Area Status Code

Offer 005 Drafi

006 Pending Approval

008 Denied

010 Extend

020 Accept

030 Acceptance Withdrawn
100 Hold

110 Offer Rejected

120 Offer Withdrawn

130 Withdrawn Application

Delivered Status Change Effects
The tables in this section summarize the effects of status changes in each recruitment area.
The following general limitations apply to status change effects:

* Changes that affect the route and interview areas affect all routings and all interviews for the
application, but changes that affect the offer area affect only the most recent offer.

* Rejecting or withdrawing an application affects only the latest phase of the three phase-specific status
areas (route, interview, and offer).

For example, if an application has both routings and interviews, the disposition change that occurs
when rejecting or withdrawing the application can cause interview status changes, but routing statuses
remain unchanged. If the application also has an offer, then the offer status can change, but the
interview and routing statuses remain unchanged.

Job Opening Status Change Effects

This table lists the delivered effects of status changes in the Job Opening recruitment area.

If the Job Opening status | Then look in this For statuses equal to: And change the status -
is changed to: recruitment area: reason to:
Open Recruitment Summary Hold Last Status - Reason
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If the Job Opening status
is changed to:

Then look in this
recruitment area:

For statuses equal to:

And change the status -
reason to:

Hold

Recruitment Summary

Review
Linked
Applied
Screen
Route

Interview

Offer

Hold

Filled/Closed

Recruitment Summary

Review
Linked
Applied
Screen
Route
Interview
Offer

Hold

Reject - Another Applicant

was Hired

Canceled

Recruitment Summary

Review
Linked
Applied
Screen
Route
Interview

Offer

Hold

Reject - Job Opening
Cancelled

Applicant Status Change Effects

This table lists the delivered effects of status changes in the Applicant recruitment area.
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If the Applicant status is
changed to:

Then look in this
recruitment area:

For statuses equal to:

And change the status -
reason to:

Inactive

Recruitment Summary for
other positions

Review
Linked
Applied
Screen
Route
Interview

Offer

Hold

Withdrawn

Recruitment Summary Status Change Effects

This table lists the delivered effects of status changes in the Recruitment Summary recruitment area.

If the Recruitment

Then look in this

For statuses equal to:

And change the status -

Summary status is recruitment area: reason to:
changed to:
Offer Offer Hold Last Status - Reason
Offer Accepted Offer Hold Last Status - Reason
Hired Job Opening Open Filled/Closed

Hold
Hired Applicant Active Hired
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If the Recruitment Then look in this For statuses equal to: And change the status -
Summary status is recruitment area: reason to:
changed to:
Hired Recruitment Summary for Review Reject - Selected for Other
current applicant and other job Position
openings Linked
Applied
Screen
Route
Interview
Offer
Ready to Hire
Hold
Hired Recruitment Summary for Review Reject - Another Applicant
other applicants and current was Hired
job opening. Linked
Applied
Screen
Route
Interview
Offer
Hold
Hold Route Route Hold
Invite for Interview
Reject Route Route Reject
Hold
Reject Interview Interview Reject
Hold

88
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If the Recruitment Then look in this For statuses equal to: And change the status -
Summary status is recruitment area: reason to:
changed to:
Reject Offer Extend Offer Rejected
Hold
Note: If you require
approvals for offers, consider
configuring a status change
to update offers in Pending
Approval status as well. This
configuration will cancel the
approval process for pending
approvals.
Withdrawn Route Route Withdrawn
Withdrawn Interview Interview Withdrawn
Hold
Withdrawn Offer Extend Offer Withdrawn
Hold
Withdrawn Application Route Route Withdrawn Application
Withdrawn Application Interview Interview Withdrawn Application
Hold
Withdrawn Application Offer Extend Withdrawn Application
Hold

Route Status Change Effects

This table lists the delivered effects of status changes in the Route recruitment area.
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If the Route status is

Then look in this

For statuses equal to:

And change the status -

changed to: recruitment area: reason to:
Route Recruitment Summary for Review Route
current applicant and job
opening Linked
Applied
Screen
Hold
Invite for Interview Recruitment Summary for Review Route
current applicant and job
opening Linked
Applied
Screen
Hold
Hold Recruitment Summary for Review Hold
current applicant and job
opening Linked
Applied
Screen
Route
Reject Recruitment Summary for Review Reject
current applicant and job
opening Linked
Applied
Screen
Route
Hold
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If the Route status is

Then look in this

For statuses equal to:

And change the status -

changed to: recruitment area: reason to:
Withdrawn Recruitment Summary for Review Withdrawn
current applicant and job
opening Linked
Applied
Screen
Hold

Interview Status Change Effects

This table lists the delivered effects of status changes in the Interview recruitment area.

If the Interview status is
changed to:

Then look in this
recruitment area:

For statuses equal to:

And change the status -
reason to:

Interview Recruitment Summary for Review Interview
current applicant and job
opening Linked
Applied
Screen
Route
Hold
Make Offer Recruitment Summary for Review Interview
current applicant and job
opening Linked
Applied
Screen
Route
Hold
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If the Interview status is
changed to:

Then look in this
recruitment area:

For statuses equal to:

And change the status -
reason to:

Hold Recruitment Summary for Review Hold
current applicant and job
opening Linked
Applied
Screen
Route
Interview
Reject Recruitment Summary for Review Reject
current applicant and job
opening Linked
Applied
Screen
Route
Interview
Hold
Withdrawn Recruitment Summary for Review Withdrawn
current applicant and job
opening Linked
Applied
Screen
Route
Interview
Hold

Offer Status Change Effects

This table lists the delivered effects of status changes in the Offer recruitment area.
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If the Offer status is Then look in this For statuses equal to: And change the status -
changed to: recruitment area: reason to:
Extend Recruitment Summary for Review Offer
current applicant and job
opening Linked
Applied
Screen
Route
Interview
Hold
Reject - Offer rejected
Accept Recruitment Summary for Review Offer Accepted
current applicant and job
opening Linked
Applied
Screen
Route
Interview
Offer
Hold
Accept Recruitment Summary for Review Hold
current applicant and other job
openings Linked
Applied
Screen
Route
Interview
Offer
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If the Offer status is

Then look in this

For statuses equal to:

And change the status -

changed to: recruitment area: reason to:
Accept Recruitment Summary for Review Hold
other applicants for the
current job opening Linked
Applied
Screen
Route
Interview
Offer
Acceptance Withdrawn Recruitment Summary for Review Offer
current applicant and job
opening Linked
Applied
Screen
Route
Interview
Ready to Hire
Hold
Acceptance Withdrawn Recruitment Summary for Hold Last Status - Reason

current applicant and other job
openings

Acceptance Withdrawn

Recruitment Summary for
other applicants for the
current job opening

Hold

Last Status - Reason
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If the Offer status is Then look in this For statuses equal to: And change the status -
changed to: recruitment area: reason to:
Offer Rejected Recruitment Summary for Review Reject - Offer Rejected
current applicant and job
opening Linked
Applied
Screen
Route
Interview
Offer
Hold
Offer Withdrawn Recruitment Summary for Review Withdrawn
current applicant and job
opening Linked
Applied
Screen
Route
Interview
Offer
Hold

Non-Configurable Status Processing

Copyright

By providing a configurable status framework, Oracle enables you to add additional statuses to meet your
organization’s need. The system also allows you to change the delivered statuses, but use extreme caution
if you do so. The system has non-configurable references to many of the delivered status codes, so be sure
to thoroughly test any changes you make.

Warning! Oracle recommends that you do not change the delivered status codes because the system
contains many non-configurable references to specific codes.

For example, in the Recruitment Summary area, the Reject Applicant action always applies status code
110. Therefore, using that code to represent anything other than a rejected status will invalidate the Reject
Application action. You can change the description if you prefer a different word rather than Reject, but
the code itself should always be used to represent a rejected disposition.

The following sections provide examples of non-configurable status code processing for different status
areas.
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Recruitment Summary Statuses

The following table lists examples of when the system invokes specific status codes for the recruitment

summary (disposition) area.

Code and Delivered
Description

Examples of Non-Configurabe Processing

015 - Linked

The Link Application to Job action uses has a non-configurable default disposition of 015,
but users can override the default.

019 - Linked Questionnaire

The Link Applicant to Job Opening action displays a warning if you assign a disposition
other than 019 when linking an applicant to a job opening that has a questionnaire, or if you
assign disposition 019 to a job opening that does not have questionnaire.

071 - Offer Accepted

The Prepare for Hire action is available if the disposition is 071. (This action is also
available if the disposition is 080 -Ready for Hire, 090 - Hired, or 120 - Withdrawn.)

080 - Ready for Hire

The Prepare for Hire action always applies disposition 080.

The Withdraw from Hire action is available only if the applicant's current disposition is 080.

090 - Hired

The post-hire message from the Human Resources system sets the disposition to 090.

The Copy Applicant to Employee action is available only if the disposition is 090.

120 - Withdrawn

Performing the Withdraw from Hire action always applies status 120.

110 - Reject

The Reject Applicant action always applies disposition 110.

The In Process Applicants pivot grid disregards applicants in disposition 110.

112 - Failed Prescreening

The Rejected/Reviewed chart for job openings does not include applicants in disposition
112 in either the applications received or applications rejected data.
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Code and Delivered
Description

Examples of Non-Configurabe Processing

130 - Withdrawn Application

The Withdraw Application action always applies disposition 130.

The availability of the Withdraw Application action depends on whether disposition 130 is a
successor for the application’s current disposition.

The option to select the Applicant Withdrawal check box for a disposition (giving an
applicant the ability to withdraw an application in Candidate Gateway) depends on whether
disposition 130 is a successor for the disposition being configured.

Note: The delivered reason codes for the 130 - Withdrawn Application disposition also have
non-configurable processing. When an applicant withdraws the application using Candidate
Gateway, the system assigns code 010, Candidate Withdrawn. When a recruiting user uses
the Withdraw Application action, code 020, Recruiter Withdrawn is the default reason, but

the user can change this.

Job Opening Statuses

The following table lists examples of when the system invokes specific status codes for the job opening

status area.

Code and Delivered
Description

Examples of Non-Configurabe Processing

110 - Filled/Closed

The post-hire message from PeopleSoft HCM sets this status if the available openings is

ZE€10.

100 - Hold

110 - Filled/Closed

120 - Canceled

The Hold, Close, and Cancel actions on the Search Job Openings page use these status
codes when updated the job opening status. If any of these status codes do not exist, the
corresponding action does not appear in the Group Action menu.

Offer Statuses

The following table lists examples of when the system invokes specific status codes for the offer status

arca.

Code and Delivered
Description

Examples of Non-Configurabe Processing

020 - Accept

Applied to offers when applicants accept an online job offer in Candidate Gateway or when
recruiting users perform the Accept Offer action.
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Code and Delivered Examples of Non-Configurabe Processing
Description
110 - Reject Applied to offers when applicants reject an online job offer in Candidate Gateway and when

recruiting users perform the Reject Offer action.

Setting Up Recruiting Statuses

To set up recruiting statuses, use the Status and Reasons (HRS STS DFN) and Status Area
(HRS_STS AREA) components.

Important! The delivered system includes complete recruiting statuses definitions, including statuses,
recruitment rules, successors, and status change effects. Oracle strongly recommends that you use the
delivered statuses and status effects.

Pages Used to Set Up Recruiting Statuses

Page Name Definition Name Usage

Recruiting Status and Reason Page HRS STS DFN For each of the six recruitment status
areas, define status values and associated
reasons.

Recruiting Status Area Page HRS STS AREA Set up status change effects for each of

the six status areas.

Status Successors Page HRS STS SUCC TBL Define the progression from one status
code to another.

Effects of Status Change Page HRS STS EFF TBL Define the effects of status changes.

Recruiting Status and Reason Page

Use the Recruiting Status and Reason page (HRS_STS DFN) to define status values and associated
reasons for each of the six recruitment status areas.

Navigation:

Set Up HCM > Product Related > Recruiting > Recruiting Status and Reason > Recruiting
Status and Reason
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This example illustrates the Recruiting Status and Reason page.

Setting Up Recruiting Statuses

Statuses and Reasons

Recruitment Area 3-Recruitment Summary
Status (2 Find | View Al
*Status Cd 030
*Description 030 Screen

Short Description Screen

=

Approval Status Attributes (7

Recruitment Phase | 3-Screen
Status Attributes (2

[ Draft W Open [~ Approval Status I Approval Default I” Approval Denied

" oniy one row for this applicant can have this status

Associated Reasons
Short Description

First 4 6of23 '*' Last

[+ =

*Reason Cd *Description

010 Preliminary Screen Prelim [+ [=]

020 Final Screen Final E|[E]
Field or Control Description

Recruitment Area

Displays the recruitment area whose statuses you are defining.

Status Cd (status code) and Description

Enter a unique identifier and a description for each status code.
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Field or Control

Description

Recruitment Phase

When defining statuses for the Recruitment Summary area,
select a value to identify the overall phase of the recruitment
process to which the status (disposition) belongs. Select from
these values: I-Applied, 2-Reviewed, 3-Screen 4-Route 5-
Interview 6-Offer, 7-Hire, 8-Hold, or 9-Reject.

When you use the Job Opening page to review the applicants
who are associated with the job opening, the number of
applicants in each phase of the recruiting process are
prominently displayed in a phase progression bar. The phase
bar also provides one-click filtering so you can easily restrict
the applicant list to include only applicants in a particular
phase. Additionally, related content graphs on the Job Opening
page and pivot grids on the Recruiting Home page provide
analytical tools based on applicant phases.

Important! All non-draft dispositions should be associated
with a phase.

Other areas of the recruiting system also use phases to identify
applicants who are at specific points in the recruiting process.
For example, the My Alerts Pagelet on the Recruiting Home
includes an alert for offers to be prepared. The criteria for
identifying offers to prepare includes the following phase-
related criteria:

*  The applicant is in the Interview phase with an Interview
status that is the designated “complete” status.

*  The applicant is in the Offer phase, but no offer record
exists.

The screening process also looks at the recruitment phase to
determine which applicants to process. To prevent applicants
in the later phases of the recruiting process from being
screened, the system processes only applicants whose
dispositions are associated with either the /-Applied phase,
the 2-Reviewed phase, or no phase at all. (Additionally, the
disposition must have the Open check box selected.)
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Field or Control

Description

Draft

Select to identify the status to be used for records that have

been saved but not yet submitted.

You must designate exactly one draft status for the status areas
for job openings, dispositions (the recruitment summary status
area), and offers. In the other status areas (applicant, route, and
interview), the Draft check box is disabled.

For job openings, the draft status is applied when a user clicks
the Save as Draft button on a job opening that has not yet been
submitted. Additionally, if job opening approvals are active,
the designated draft status is used for new job openings that

are created by cloning an existing job opening.

For offers, the draft status is applied when a user clicks the
Save for Later button on a job offer that has not yet been

submitted.

For dispositions, the draft status is applied when an applicant
who is using Candidate Gateway to apply online saves an in-
progress application without submitting it.

Open

Select to indicate that records with this status are active and

available for further processing.

Only one row for this applicant can have this status

Select this check box to identify a status that can be used for
only one row of data for an applicant. For example, in the
Recruitment Summary area, this check box is selected for the
delivered Hired status. If an applicant who has already been
hired for one job opening is subsequently hired for another job
opening, the system display a warning to let the user know that
the status should be used for only one record for the applicant.
The user can still continue with the action if, for example,

the applicant is being hired for multiple job openings or if the
applicant was previously hired for a job and subsequently left
the job.

This field is not visible for the Job Opening recruitment area.

Approval Status Attributes

There are two recruiting objects that you can configure to require approval: job openings and job offers.
The fields in the Approval Status Attributes group box are therefore available only for the job opening

and offer recruitment areas.
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Field or