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Preface

This preface introduces information sources that can help you use the application and this guide.

Using Oracle Applications

To find guides for Oracle Applications, go to the Oracle Help Center at http://docs.oracle.com/.

Documentation Accessibility

For information about Oracle's commitment to accessibility, visit the Oracle Accessibility Program website.

Contacting Oracle

Access to Oracle Support

Oracle customers that have purchased support have access to electronic support through My Oracle Support. For
information, visit My Oracle Support or visit Accessible Oracle Support if you are hearing impaired.

Comments and Suggestions

Please give us feedback about Oracle Applications Help and guides! You can send an e-mail to:
talent_acquisition_doc_feedback_ww_grp@oracle.com.
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1 Getting Started

Career Section Overview

Career Sections are the candidate-facing portion of Taleo Enterprise. It is potential employees' first glimpse into an
organization.

Candidates interact with the Career Section of an organization's corporate Web site when they apply for a job, create a
profile, refer others to the organization, or manage their accounts. An organization can have multiple Career Sections with
distinct branding, for example, to distinguish the organization's different divisions, to separate external applicants from internal
applicants, or to support the organization's international presence. Each Career Section is accessed by a different URL. Once
candidates complete a job application or submit a profile, they have access to the Candidate Career Portal Pages within

the Career Section. Career Portal Pages display information that pertains to the candidate, such as the candidate's own job
submissions and profile.

Here is a typical workflow of how candidates access a Career Section. Candidates access the Careers area of an
organization's Web site and then begin reviewing the job list or conduct a search to find job openings. Once candidates
have run a search for an opening, the Job List appears. Candidates can click the Job Title link to learn more about the
position.Once candidates have found a desired position, they can apply for the job. Candidates complete information
presented in different pages, such as personal information, experience, references. These pages are called the application
flow. Once candidates complete a page in an application flow, the progress bar can be used to return to a previous page

in the flow. Once candidates have created a general profile or submitted a job-specific application, they have access to the
Career Portal Page which provides access to the candidate general profile, completed job submissions, saved job searches,
etc.

Career Section system administrators are responsible of building career sections and controlling the experience of candidates
while they apply for a job or submit a general profile. Career Sections are assembled using the following elements:

e Career sections are made up of application flows.

e Application flows are made up of pages.

e Pages contain blocks. Pages are the individual Web pages that candidates complete.

e Blocks are added to a page of an application flow. Examples of blocks are statements, Diversity forms.
¢ Fields are added to blocks.

Other elements such as branding, theme, settings, must also be configured by Career Section system administrators.

Login

Login Procedure

When users open the Oracle Talent Acquisition Cloud (OTAC) solution, the User Sign In page is typically displayed.

On the Sign In page, users can select the language in which they want to use the application. If users change the default
language on the Sign In page, the page is displayed in the new language and subsequent OTAC product pages are

ORACLE



Talent Acquisition Cloud Chapter 1
Implementing Career Section Getting Started

presented in that language. After selecting a language, users can also instruct the system to "remember" their selection so
that the next time they sign in, the User Sign In page will be presented in the language they selected.

If single sign-on (SSO) is not enabled within an organization, users must enter a user name and password on the user Sign
In page. The user name and password are provided by system administrators. Users can modify their password. If SSO was
configured through a consulting engagement (which requires a statement of work (SOW)), the Sign In page is not displayed
and the default language that was configured is used.

Once a user's credentials are accepted, the Welcome Center or table of contents page is displayed. The OTAC products
available for use are dependent on which products were purchased by the organization and on the user's user type and
permissions. If a user has permission to see only one OTAC product and the Display Welcome Center setting is set to "Yes",
the product is displayed directly.

Welcome Center

The Welcome Center is a home page that is displayed to users immediately after they log in. It provides a "one-click" access
to Oracle Talent Acquisition Cloud (OTAC) products.

The Welcome Center contains an auxiliary navigation bar, a core navigation bar, a Quick Access panel, and a central panel.

e The auxiliary navigation bar contains links to additional resources such as the online help, setup, and the Sign Out
link.

e The core navigation bar is a set of tabs that provide direct links to OTAC products. A user might have a tab for any
or all of the following products: Performance, Recruiting, Compensation, Oracle Business Intelligence, Learn, and
Configuration.

e The Quick Access panel provides an alternative "one-click" access to the same products available in the core
navigation bar. It also provides access to modules within products for example, Onboarding (Transitions), Scheduling
Center, and to specific content such as a requisitions and candidate files.

e |n the central panel, customers can put information of interest to all product users. Alternatively, they can create
distinct sets of information and associate an information set with a configuration profile.

If the Welcome Center is enabled, it replaces the table of contents page.

Getting Help

Online Help
The administration module offers an online help that provides comprehensive information about concepts or tasks to perform.
The online help, represented by the Question Mark icon or the Help link, is available in the auxiliary navigation bar located in

the top right-hand corner of all pages. When clicking the icon or link, a table of contents of available help topics is displayed. It
is also possible to search the help database to locate specific subjects.
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Support Link
The Support link gives users access to the My Oracle Support.
The Support link is available in the auxiliary navigation bar of all pages of the application. From the site, you can:

e Search and browse the Knowledge database.
e (Obtain product documentation.
e Submit an incident.

Tooltip

A tooltip is a short, explanatory text which appears when "hovering" a mouse over a button, a link, a table cell heading or icon
without clicking it.

Tooltips are available throughout the system and they give additional information about an action before performing it.

Tooltips are provided for buttons, links, icons, and table header cells. These tooltips are not configurable. However, for
screening services, the system administrator can create tooltips for some types of user-defined fields.

Menus and Navigation Tools

Configuration Menu

The Configuration menu gives system administrators access to all administration components of Taleo Enterprise products in
one centralized menu.

The Configuration menu is composed of sub-administration menus divided into two main sections:

e Central Configuration: Elements in the Central Configuration menu are used to manage content, data, settings, and
configurations that are used across multiple products.

e Specific Configuration: Elements in the Specific Configuration menu are used to manage content, data, settings, and
configurations that are targeted to a specific product or product area.

Depending on the products activated within your organization, the content of the Configuration menu may vary.

Central Configuration Description

Operations Operation Modes and Release Notes.
General Configuration Settings and Welcome Center Content.
Selection Lists Standard selections used in different products such as Education Levels, Employee Statuses, etc.
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Central Configuration Description

Roles Role definitions of both hierarchical and functional roles. Both role types are used for the Dynamic
Approval Routing feature. In addition, functional roles are used in defining onboarding tasks.

Dynamic Approval Routing Approval workflow definitions for requisitions and offers according to specified business rules.

Security Security policies, message templates related to access and passwords, and legal agreements
presented to users when signing in an application. Note that agreements for career sections are
managed under Career Section Administration.

Competencies Competency tools used in Taleo Performance for Rating Models, Competencies, Guidance Plans,
etc.
Synchronization Tool A tool to export configuration elements, such as career sections, application flows, etc., from a

source database to a target database.

Specific Configuration

SmartOrg

Recruiting

Career Section

Onboarding

Onboarding (Transitions)

Taleo Performance

Evaluation Management

Reporting and Analytics

Configuration
The Access Administration permission is required to access the Configuration menu.

User Type Permission Location

Access Administration Configuration > [SmartOrg] Administration > [Users] User Types > Recruiting > Administration

Career Section Administration Menu

The Career Section Administration menu allows system administrators to fully configure Career Section features.

Element Description

Career Sections Manages the creation of career sections.

N
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Application Flows Manages application flows.
User-defined Forms Manages forms used in application flows.
Diversity Forms Manages Diversity forms such as EE and EEO used in career sections.
Statements Manages statements such as Privacy Agreement, eSignature, Background Check Consent,

Diversity (EE/EEO).

Documents Stores PDF files loaded into the Taleo system.

General Configuration Manages global career section settings, URLs for a specific career section page, personalized job
lists (criteria used to determine when a match is to be made between a job-specific requisition and a
candidate), requisition status configuration, job submission status configuration, matched candidate

display.
Corporate Brands Manages career portal brands which provide the control over the look and feel of each career
section.
Themes Manages themes that is CSS fonts, font sizes, background color, etc.
Global Security Manages global security settings such as SSL encryption, password, user accounts, sign in, etc.
Product Resources Display of resource ID of user interface labels.

Configuration
The Access Administration permission is required to access the Career Section Administration menu.

User Type Permission Location

Access Administration Configuration > [SmartOrg] Administration > [Users] User Types > Recruiting > Administration

Auxiliary Navigation Bar

The auxiliary navigation bar is the bar located at the top right of pages.

If enabled, the auxiliary navigation bar is available at all times for users to see and access.

The content of the auxiliary navigation bar varies depending on the features enabled and permissions granted to users to
access those features.

Element Description

Home e |f you have access to multiple Taleo products and you click Home, the Welcome Center is
displayed.

e If you have access to Taleo Recruiting only and you click Home, the Recruiting Center front
page is displayed.

Resources May include:
e Setup: Access to personal preferences, account information, and general preferences.

e Support: Access to My Oracle Support.

(&)}
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Element Description
* Help: Online help about career section configuration features.

e About: Information about the application such as the version number and the build number
you need to provide to Oracle Support when you need to contact them.

Sign Out Terminates the session and you are automatically signed out of all Taleo products.

Breadcrumb Trall

The breadcrumb trail located at the top of each page allows users to see where they are located within the application and to
jump to previously viewed pages. The breadcrumb trail is only available in navigation mode; it disappears in edit mode.

Navigation lcons

When information is spread across multiple pages, navigation icons are available.

Icon Description

= Displays the previous page.

Goes to the previous 10 pages.

Displays the next page.

Goes to the next 10 pages.

Recently Viewed ltems

The Recently Viewed ltems panel contains direct links to the last ten pages you most recently accessed (according to your
permissions) during the current session or previous ones. They can be pages where you made modifications or simply pages
that you accessed without making modifications. To access a recently viewed item, simply click the item.
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Basic Concepts

Application Time-out

A security feature warns users when the application has not been used for more than thirty minutes even if a user is still
signed into the application. When the time-out delay is reached, a message notifies users that the time-out delay for the
application is imminent.

Two scenarios are possible:

e User takes action: When the application has been idled for thirty minutes, a message notifies the user that the
application requires attention. Clicking "Access the application" directs the user to the application. When the user
accesses the application, the user can reset the application and a message indicates the remaining time before the
session expires.

e User does not take action: If the user does not reset the application within the defined delay, a message is displayed,
indicating that the user has been signed out of the application and has to sign in again to use the application.

The time-out delay is set by default to thirty minutes. The reminder displayed before time-out is set by default to ten minutes
before time-out.

Session Sharing

Session sharing is not a supported feature, as it may cause data to be lost. Logging into more than one instance of the
application in the same browser simultaneously, known as session sharing, is not supported in Taleo. When users log out
of one open instance, the application will terminate all open sessions. Unexpected results may occur and the user will be
directed back to the login screen. Any unsaved work will be lost.

System Status
A status indicates the current state of an element in the system.
Elements can have one of the following statuses:

e Draft: A Draft element can be modified. A Draft element cannot be used. The status must be made Active before it
can be used.

e Active: When an element is Active, only the name and description can be modified. It is not possible to update the
behavior of the element.

e [nactive: When an element is inactive it can be modified. An inactive element cannot be used. The status must made
be active before it can be used.

A Draft element can become Active. An Active element can become Inactive. An Inactive element can become Active.
However, an Active element cannot return to Draft status.
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History Tracking
The History feature presents useful tracking details on an item.

The three most recent events are displayed in the History section. To view a more complete listing of events, click More Info.

History Iltem Description

Date and Time Date and time when an event occurred.

Event Event or action performed on an element.

Details Information regarding the event.

By The "actor" (person or system) who performed the event.

Information of the user that performed an action on an item can be viewed for better tracking and troubleshooting purposes.

" Note: History tracking of items such as settings and user types are not item specific. Tracking is global for all
changes made in the area. This means if looking at a specific user type and going to view its history, you will see
all of the history for all user type changes, not just the changes that have occurred with that specific user type.

Refine by Option
The Refine by option allows users to filter a list according to different criteria.

The Refine by option is available throughout the system. When an element is selected in the Refine by list, users have to enter
data in a field or select an element by which the list will be filtered. The Refresh button must then be clicked to refresh the list.

Languages
Taleo products are available in different optional languages.

Not all languages are available for all Taleo products and languages must be activated by the system administrator before
they can be used in an application.

The preferred language of a user is set in the user’s account by the system administrator. The preferred language is used by
the system as the default content language which is the same across all Taleo products. If a product does not support the
same set of content languages, it will have its own preference configuration.

In Taleo applications, the languages in which an item is available are indicated in the Languages field. When creating or
editing an item, the user can choose the base language as well as the languages in which an item will be available. The base
language of an item is the item’s reference language, usually used as a reference for other languages or fallback display in list
mode. The user’s preferred language is used as the default base language when the user creates an item. The base language
of an item can be changed at any time by the user. A language must be activated before it can be designated as a base
language.
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When multiple languages are used for an item, the Earth icon is displayed. Hovering the mouse over the icon displays the
languages activated for the item. When only one language is used for an item, the name of the language is displayed. When
only one language is used in a company, there is no special indicator.

Supported Languages

The languages supported for Oracle Talent Acquisition Cloud products as well as specific features are listed below. For
details regarding language availability for Oracle Learn Cloud and Oracle Taleo Business Edition, see the documentation for
those products.

e Scheduling Center: All listed languages are supported except Portuguese (Portugal).
e Assessment: All listed languages are supported except Indonesian (Bahasa).

e OBIEE: All listed languages are supported except Indonesian (Bahasa), Lithuanian, Malaysian (Malay), Serbian,
Slovenian.

e Resume Parsing: Resume parsing is delivered using a third party partner service. The functionalities are deliveredas
is. Customers needing additional or different resume parsing capabilities should explore partner services.

Language Locale Recruiting and Performance Mobile Sourcing Resume
Onboarding Parsing

Bulgarian bg Available Available

Chinese (China) zh_CN Available Available Available Available

Chinese zh_TW Available Available Available Available

(Taiwan)

Croatian hr Available Available

Czech cs Available Available Available

Danish da Available Available

Dutch nl Available Available Available Available Limited

English en Available Available Available Available Supported

English (U.K.) en_GB Available Available Available Available Supported

Finnish fi Available Available Available

French fr Available Available Available Supported

(Canada)

French (France) fr_FR Available Available Available Available Supported

German de Available Available Available Available Limited

Greek el Available Available

Hungarian hu Available Available Available

Italian it Available Available Available Available Limited

Indonesian in Available Available Available

(Bahasa)*

Japanese ja Available Available Available Available
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Language Locale Recruiting and Performance Mobile Sourcing Resume
Onboarding Parsing

Korean ko Available Available Available Available

Lithuanian® It Available Available

Malaysian ms Available Available

(Malay)*

Norwegian no Available Available Available

Polish pl Available Available Available Available

Portuguese pt_BR Available Available Available Available Limited

(Brazil)

Portuguese pt Available Available Available

(Portugal)*

Romanian ro Available Available Available

Russian ru Available Available Available Available

Serbian® sr (sh) Available Available

Slovak sk Available Available Available

Slovenian* sl Available Available

Spanish es Available Available Available Available Limited

(Worldwide)

Swedish sv Available Available Available Available

Thai th Available Available Available

Turkish tr Available Available Available

Selecting the Base Language

Language must be active.

If only one language is activated, the base language option is not displayed.

1. Edit an element.

2. Inthe Activated Languages drop-down list, select Configure.
3. Select the Base option for the desired language.

4. If necessary, select Active in the Status drop-down list.

5. Click Save.

The word Base appears next to the language in the Activated Languages drop-down list.

Activating a Language

The item must be in Edit mode.

1. Open the item that you want to make available in another language so its fields are in edit mode.

10
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2. Select Configure next to the Language drop-down list.
3. On the Language Configuration page, select Active from the Status drop-down list for each required language.
4. Click Save.

Activated languages appear in the Language drop-down list of item.

Once a new language has been enabled, values for some related fields (most often Name) will need to be provided.

Deactivating a Language

The item must be in Edit mode and the language must not be the base language.

1. Open an item.
2. Select Configure next to the Language drop-down list.
3. For each language, select Not Used in the Status drop-down list.

If the language to deactivate is the Base language, you will need to select another active language as the base
language.

4. Click Save.

Selected languages no longer appear in the Language drop-down list of the item.

Information Added Automatically to Other Language Versions of
Candidate Profile

When candidates fill out a candidate profile in a new language for the first time, fields in the new language are prepopulated
with the profile information from the language version the candidates updated most recently.

When candidates have a profile in at least one language, the first time they apply for a job in a new language or begin a profile
flow in a new language, they fill in fields resulting in the creation of the candidate profile in the new language. Part of the
process involves entering some information manually that does not vary from one language to another. The values of certain
fields in the most recently updated language version of the profile are reproduced automatically in the new language version
of the profile. Candidates can keep the values added to the new language version of the profile or they can modify them
according to their needs.

Take the case of a candidate who speaks English, Spanish and German and has a candidate profile in English and in
German. The German version was updated most recently. If the person applies for a job posted on the Spanish career
section or updates his/her profile so it includes a Spanish version, fields in such sections as Education, Work Experience and
Certifications will be prepopulated with values he or she entered in the German version of the candidate profile.

The information is copied as soon as a job application flow or candidate profile flow is started in a particular language for
which there is no existing profile in that language. Conversely, if candidates edit a candidate profile in a particular language,
the current values are not updated automatically with values from another language version of the candidate profile (this is by
design).

Values from the following fields from the most recently updated candidate profile are reproduced in each additional language
candidate profile at creation: Education, Work Experience, Certifications, Plain Text Resume, Plain Text Cover Letter,
Additional Information.

11
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Fundamental Data Structure: Organization-Location-Job Field (OLF)

The data structure enables each customer to customize Oracle Talent Acquisition Cloud (OTAC) products such that they
reflect how the customer does business. Each customer's organization is defined as a combination of three main elements:
Organizations, Locations, Job Fields (OLF). OLF is also referred to as contextualization.

Organization describes the hierarchical structure of an organization. Up to 20 organization levels can be created. The system
proposes the following organization structure, but other terms may be chosen to better reflect the hierarchical structure of a
company:

e Company
e Sector

e Department
e Division

Location represents a geographical area, such as a country or state. Locations are listed in a hierarchical order, from the
broadest geographical area (often a country) to increasingly specific areas (work location). Up to 5 location levels can be
created. Locations must be associated to network locations used for various purposes, mainly integration with external
systems, using a common and standard universal structure. Oracle strongly recommends defining a zip code for the location.
A common location structure is:

e Country

e State/Province
e Region

e City

e Work Location

Worker locations can be mapped to the Location structure. The worker location is used as an employee (post-hire) function
whereas the location (in OLF) is meant for recruiting purposes. For example, a location could be 100 Main Street and a
worker location could be "Sector 44" or "Cubicle A". Worker locations are not created in Configuration. Worker locations are
typically imported from an external HRMS system. Once worker locations are imported, worker locations can be mapped to
the Location structure via Integration or by the system administrator in Configuration. Any Location element can be given the
Worker Location and the Worker Location Address properties. System administrators can then configure worker locations to
appear in requisitions, offers, correspondences, requisitions lists, and candidates lists just like any other fields. For details, see
Worker Location.

Job Field represents the employment sectors or domains. Up to 4 job field levels can be created. Job fields must also be
mapped to the network job fields, again to have a common language with the external world, be for posting or integrations.
This mapping also serves to inherit existing classification for competencies. The system proposes the following job field
structure, but other terms may be chosen to better reflect the structure of a company:

e Category
e Function
e Specialty
Contextualization, that is the Organization-Location-Job Field structure associated to an element, represents the framework

the application uses to organize, classify, link, match or search for information in the application. Although Organization-
Location-Job Field structures are configured with the help of an Oracle representative during the implementation phase,

12
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modifications to structure elements can be done in maintenance mode at any time. It is possible to customize the system to
reflect a company's unique structure and make modifications to Organization-Location-Job field elements in real time so that
the data accounts for any changes in the structure.

There are several key elements of the Oracle Talent Acquisition Cloud (OTAC) products that are tied to the Organization-
Location-Job field structure such as candidate selection workflows, requisitions and requisition templates, message
templates, user management, prescreening, approvals, etc.

The purpose of contextualizing an element is to make the element relevant according to a specific context. Below is an
example of contextualization with candidate selection workflows. The CSW1 would not be available to the user for this
requisition, because the last level of its Location does not match that of the requisition. The CSW2 could be available to the
user for this requisition. The parent element of the lowest level of the requisition for each dimension (Organization, Location or
Field) must be the same as the lowest level of the workflow for each dimension.

Example:

Requisition:
e Organization: Urban transportation
e |ocation: United States/California/Los Angeles
e Job Field: Bus driver

¢ Organization: Urban transportation
e | ocation: United States/California/San Jose
e Job Field: Bus driver

¢ Organization: Urban transportation
e |ocation: United States
e Job Field: Bus driver

When using contextualization, the system applies the AND operator between Organizations, Locations and Job Fields
entities. However, the OR operator is applied between elements of the same entity.

In the following example, a field would be displayed if Canada (or any of its children) AND Architecture were selected.

e |ocation: Canada
e Job Field: Architecture

In the following example, a field would be displayed if Canada AND Architecture were selected, or if United States AND
Architecture were selected.

e |ocation: Canada
e |ocation: United States
e Job Field: Architecture

13
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Important Changes to the Sign in with Google Service

A change to the Sign in with Google service used by candidates to register and sign in to the Taleo Career Section requires
your action to maintain continued service.

Google is replacing their existing Sign in with Google service with Sign in with Google+. Google requires vendors, such as
Oracle, to replace the existing Sign in with Google authentication method with the newer Sign in with Google+ authentication
method to avoid user disruption.

All customers are impacted by Google's changes. Customers who are currently using the Sign in with Google service must
upgrade to Taleo 15A or 14B.3 or higher and undergo configuration steps to enable the Sign in with Google+ service prior
to Google’s deprecation of the Sign in with Google service, scheduled for April 20, 2015. If the Sign in with Google+ service
is not enabled, candidates using their Google credentials to sign into a customer's career section will lose the ability to
access their accounts. Customers who are not currently using the Sign in with Google service but wish to allow candidates
to login using Google credentials in the future must also upgrade to Taleo 15A or 14B.3 or higher and undergo the same
configuration steps to enable the Sign in with Google+ service.

Instructions on how to configure Google+ feature are provided here: Setting Up Google+ Login if Upgrading to Release
14B.3, 15A or Higher.

Settings Required to Enable Single Sign-On

To enable Single Sign-On (SSO), specific settings must be configured.

The setting Use the following authentication method must be set to Single Sign-On.

Though not a requirement to implement SSO, it is recommended that the following two settings be set to Yes.
* Require users to sign in before accessing the Job List: Yes.
e Require users to sign in before accessing job descriptions: Yes.

This ensures that only internal candidates and employees can view the job list and job descriptions on the internal career
section. If the settings are set to No, external candidates who happened to know the URL could view the job list and job
descriptions.

Configuration

Setting Location

Use the following authentication method Configuration > [Career Section] Administration > Internal Career Sections > [Default Values] Show >
[User Accounts] Edit

Require users to sign in before Configuration > [Career Section] Administration > Internal Career Sections > [Default Values] Show >
accessing the Job List [Security Settings] Edit
Require users to sign in before Configuration > [Career Section] Administration > Internal Career Sections > [Default Values] Show >
accessing job descriptions [Security Settings] Edit

14
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2 Accessibility

Accessibility in the Career Section: Overview

The following content outlines the recommended practices and configurations customers should consider when setting up
their Career Section for delivering candidates an experience aligned with accessibility standards.

Note that the recommended practices outlined below are not a certification of configurations. Customers are ultimately
responsible for configuring and testing their Career Section to align it with accessibility requirements.

Oracle has published a Voluntary Product Accessibility Template (VPAT) document for the Oracle Talent Acquisition Cloud
Career Section product. For more information about Oracle’'s VPATS, visit Product Status (VPATs) website.

#" Note: Customers are responsible for ensuring customizations (e.g., via custom branding, css, JS, etc) they (or
third-parties) make to the product align to accessibility standards.

Accessibility Best Practices for Career Section

Areas of the product that can be configured to align with accessibility standards include:

e Branding

e Theme

e Career Section content
e Job description content
e Basic Search page

e Job Details page

e Job application flow

Branding

Branding allows you to customize the look and feel of the frame surrounding the area displaying the job listings, that is the
header, footer, and site navigation. You may need to consider adjusting the font size, font style, color contrast, text size, and
layout of screen elements to make them larger and more prominent. For details about branding configuration, see Career
Portal Brand.

Theme

Theme allows you to customize the overall look and feel of the Career Section. Consider using colors that provide the
recommended contrast ratio. This includes the configuration of font colors and background colors. Align the colors of the
theme so they match the element definition set in the branding file. For details about theme configuration, see Theme.
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Career Section Content

You can adjust labels on the Career Section to provide clear directions to users. This includes labels on pages, tabs, links,
and buttons. When creating or updating page content, consider accessibility guidelines for link purpose, headings, labels,

use of color, and sensory characteristics to deliver a more accessible experience to users. For details about career section
content, see Career Portal Pages.

Job Description Content

When you write the job description, make sure the description aligns with accessibility guidelines.

Behaviors Aligned with Accessibility Guidelines

Below are behaviors of the Career Section basic search, job details, and job application flows aligned with accessibility
guidelines. It does not include custom or referenced content.

e |mages: Images on the Basic Search page, Job Details page, and application flow contain alternative text describing
the image.

e Headings, Titles, Labels: Headings, titles, and labels on the Basic Search page, Job Details page, and application
flow make the purpose of the screens clear to the users. They are also presented in a manner that help users
understand the context of the page they are currently viewing.

e Event Notification and Error Handling: Errors and notifications displayed on the Basic Search page, Job Details page,
and application flow are presented using ARIA alerts.

e Labels for Controls: Controls on the Basic Search page, Job Details page, and application flow have labels that help
users understand the controls being presented.

¢ |nstructions do not Rely on Sensory Characteristics: Instructions provided on key parts of the Basic Search page,
Job Details page, and application flow do not rely on sensory characteristics such as shape and color.

e |ogical Reading Sequence: The content displayed on the Basic Search page, Job Details page, and application flow
is presented in a logical manner. Assistive technology understands and presents content of these pages in a logical
manner.

e |ogical Tab Order: Keyboard users can tab through elements on the Basic Search page, Job Details page, and
application flow in a logical order. These pages do not contain keyboard traps.

e Skip Navigation Links: Keyboard users can skip to the main content of the Basic Search page, Job Details page, and
application flow, allowing them to efficiently navigate through a page.

e Keyboard: Users can navigate the Career Section without a mouse and access all relevant functionality using only
the keyboard.

Job Application Flow: Example

Example of what a job application flow aligned with accessibility guidelines could look like.

Use Basic Search

Use Basic Search to provide an accessible experience for users using assistive technology. This will provide candidates the
ability to search for jobs, review the results page, and navigate into job details.
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With Basic Search, candidates can search for jobs using criteria such as the job number, the job field, the location, review the
results page, and view job details. For details about Basic Search, see Career Portal Pages.

View Job Details and Apply for Job

Candidates can view job details and apply for the job. When candidates apply for a job, they enter the job application flow
and go through a sequence of pages that they must complete.

Configure Job Application Flow

Configure the job application flow to include these key sections:

e Profile Upload
e (Candidate Personal Information
e Education
e \Work Experience
e E-Signature
e Review and Submit
The Profile Upload page enables candidates to import their resume into the career section. If a resume is selected, the system

parses the resume into available fields. If Linkedln and Indeed profile import options are configured, candidates can import
information that they have stored on their external social profiles into the job application flow.

# Note: Third party service providers such as LinkedIn or Indeed are not owned by Oracle. Any issues with the
services provided must be logged and worked through with these third party service providers.

The Candidate Personal Information page enables candidates to provide their personal information data. The information
typically collected in this page includes:

e First name and last name

e Address

e Phone number

Email address

The Education page enables candidates to provide education information. The information collected in this page includes:

e |nstitution

e Program / Major

e Education level (e.g., Master, PhD)
e Start date and end date

The Work Experience page enables candidates to provide their work experience. Candidates can add more employers as
necessary. The information collected in this page includes:

e Employer
e Job function
e Start date and end date

19
ORACLE



Talent Acquisition Cloud Chapter 2
Implementing Career Section Accessibility

The E-Signature page enables candidates to validate that they agree to the privacy policy of the employer. Candidates must
sign their name and enter an additional piece of information such as the zip code to sign the agreement.

The Review and Submit page enables candidates to review and validate the information they submitted. Candidates can edit
and update the information as necessary.

The last page on the job application flow is the Thank You page. This page confirms that the information provided by the
candidate was submitted.
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3 Statements

Statements

Statement

Statements are paragraphs containing legal language that appear above the Diversity form, background check consent form
and eSignature form. Privacy statements also contain legal language but they are attached directly to a specific career section
and are not placed in an information block.

The creation and management of statements is performed in the Statements section of the Career Section Administration
menu. Four types of statements can be used in an application flow:

e Privacy Agreement: A privacy agreement informs candidates of what the organization can and cannot do with
the information candidates provide. It is the only statement that can be attached to a career section outside of
an application flow. For example, an organization might want candidates to indicate their agreement with the
privacy statement before the latter begin an application process rather than have them indicate agreement within an
application flow. Candidates who decline the privacy agreement cannot proceed and no record of them is retained.

e eSignature: The eSignature statement is part of an information block comprised of an eSignature statement and an
eSignature form. The eSignature statement provides an explanation regarding an eSignature form that candidates
electronically sign while completing their job submission. Once candidates have saved the eSignature information,
the eSignature area cannot be edited. Each job submission will have a unique eSignature and the system will
save the eSignature information on the Tracking tab of each candidate's record. This information is also stored for
reporting purposes.

e Background Check Consent: Your organization might want to include a statement whose purpose is to obtain
candidates' consent to having a background check performed.

e Diversity (EEO/EE): The diversity statement is part of an information block composed of a diversity statement and
a Diversity form. Candidates can read the diversity statement to learn about your organization's diversity policy.
Though a Diversity form includes diversity questions such as gender and race, each of these components is created
separately. All organizations that collect EE and EEO information can customize the diversity statement that is
displayed above the Diversity form.

When you create legal statements, you can associate statements to locations and organizations. By doing so, a specific
statement is displayed only if the locations and/or organizations of the requisition match the location and/or organizations of
the statement. A statement can also be associated with one or several career section types, that is Internal, External, Agency
Portal, Onboarding Portal. For example, if a privacy agreement statement is only associated with the Agency Portal career
section type, it will be unavailable for Internal career sections.

#" Note: Even though the diversity, background check consent and eSignature statements can be associated
with an Agency Portal career section type, these blocks cannot be included in the Agency flow and therefore
associating these statements with an Agency Portal will have no effect.

You can choose to display a privacy agreement statement before the login page or registration page. In these cases, the
context (organizations and locations) of the statement must match the context of the career section. If no privacy agreement
statement is selected for a career section, no statement will be displayed before the login or registration pages.
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A privacy agreement can also be displayed at the beginning of an application flow. You can choose to create a contextualized
privacy agreement statement that will be displayed if it matches the requisition's organization, location and/or career section

type.
e |f no privacy statement exists for the context, the privacy agreement statement selected for the career section is
displayed.
e |f no privacy statement is defined and no contextualized privacy statement exists for the context, no statement is
displayed at the beginning of the application flow.

e |f a requisition is associated to multiple locations, all privacy statements are displayed. For example, if a job
is available in the United States and in Canada and a privacy statement exists for each country, both privacy
statements are displayed. The lowest level in the Location tree determines the display of the privacy statement.

For exampile, if nothing is specified at level 4 for the location (City), then level 3 (State/Province) is considered. If
nothing is specified at level 3, then level 2 (Country) is considered. If nothing is specified at level 2, then level 1 (World
Region) is considered. If nothing is specified at level 1, the system displays the privacy agreement statement for the
career section (if one was selected).

Each instance that a candidate agreed to a Privacy Agreement on the Career Section is captured helping to audit the

Privacy Agreement terms that apply to your candidates. This allows you to identify which candidates agreed to which Privacy
Agreements, at which points in time. The context of the agreement, such as the Career Section, job submission and language
is also tracked.

Statements are not mandatory. For example, if no diversity statement is created and a Diversity block is used in an application
flow, no statement is displayed. This is also true if the context of the statement does not match the context of the requisition.

Candidates, agents, and referrers need indicate their agreement only once with a specific privacy statement.

Creating Statements

The creation of a statement consists of the following steps.

Creating the statement.

Associating the statement to a location.
Associating the statement to an organization.
Associating the statement to a career section type.
Adding paragraphs to the statement.

Creating paragraphs for the statement (optional).
Ordering paragraphs in the statement (optional).
Activating the statement.

PN RN

Creating a Statement

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > Statements
1. Click Create.
2. Select the language in which you want to create the statement.
3. Select a statement type, that is, Privacy Agreement, eSignature, Background Check Consent or Diversity.
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4. Click Save.
5. Enter a code and a name.
6. Click Save.

Your statement is displayed on a read-only page with links to edit the properties and add locations, organizations, career
section types, and paragraphs.

Associating a Statement With a Location

The Access the Career Section administration section user type permission is required.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of the statement.
2. Click Add next to Locations.
3. Select one or several locations.
4. Click Select.

The statement is displayed only if the location of the requisition matches the location of the statement.

Associating a Statement With an Organization

The Access the Career Section administration section user type permission is required.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of the statement.
2. Click Add next to Organizations.
3. Select one or several organizations.
4. Click Select.

The statement is displayed only if the organization of the requisition matches the organization of the statement.

Associating a Statement With a Career Section Type

The Access the Career Section administration section user type permission is required.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of the statement.
2. Click Add next to Career Section Types.
3. Select one or several types of career sections.
4. Click Select.

The statement can be used for the specified career section types.
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Adding a Paragraph to a Statement

The Access the Career Section administration section user type permission is required.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of a statement.
2. Click Add next to Paragraphs.
3. Select one or several paragraphs.
4. Click Select.

Creating a Paragraph for a Statement

The Access the Career Section administration section is required.
The statement must have only one language whose status is Active.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of a statement.
2. Click Create next to Paragraphs.
3. Select the language in which you want to create the paragraph.
4. Enter a code and a name.
5. Enter text for the paragraph. Use formatting tools if desired.

Chapter 3
Statements

The paragraph can contain up to 16,000 characters. Translations must be supplied for each activated language of

the statement and for each block included in the statement.
6. Click Save.

Paragraph is available in Paragraph Selector list and can be added to a statement.

Ordering Paragraphs in a Statement

The Access the Career Section administration section user type permission is required.

Statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of a statement.
2. Click Reorder next to Paragraph.

3. Select a paragraph and use the arrows to change the position of the paragraph.

4. Click Save.

The paragraphs are displayed in the selected order.

ORACLE
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Activating a Statement

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > Statements
1. Click the name of a statement.
2. Click Activate.

The statement will be displayed to candidates whose context allows them to view the statement. The statement can no
longer be deleted.

Statement - Other Configuration Tasks

Deleting a Statement

The Access the Career Section administration section user type permission is required.

The statement must have Draft status.

Configuration > [Career Section] Administration > Statements
1. Click Delete next to a statement.
2. Confirm the deletion.

The statement is permanently deleted from the database.

Deactivating a Statement

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > Statements
1. Click the name of a statement.
2. Click Deactivate.

The statement is longer displayed to candidates.

Dissociating a Statement from a Location

The Access the Career Section administration section user type permission is required.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of a statement.
2. Click Remove next to a location.
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Dissociating a Statement from an Organization

The Access the Career Section administration section user type permission is required.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of a statement.
2. Click Remove next to an Organization.

Dissociating a Statement from a Career Section Type

The Access the Career Section administration section user type permission is required.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of a statement.
2. Click Add next to Career Section Types.
3. Clear the Career Section Type selections.
4. Click Select.

Modifying the Text of a Statement

The Access the Career Section administration section user type permission is required.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click a statement.
2. Click Edit next to the paragraph.
3. Edit the paragraphs of the statement.
4. Click Save.

The new text is displayed the next time the statement is used. Modifications to a paragraph within a statement are
reproduced in all statements that use the paragraph.

Removing a Paragraph from a Statement

The Access the Career Section administration section user type permission is required.

The statement must have Inactive or Draft status.

Configuration > [Career Section] Administration > Statements
1. Click the name of a statement.
2. Click Remove next to the name of a paragraph.
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3. Click Save.

The paragraph is no longer displayed in the statement. Paragraph remains available for use in a statement.

Associating a Privacy Agreement Statement to a Career Section

The Access the Career Section administration section user type permission is required.
Career section must have Inactive status.

A Privacy Agreement statement must be associated with the Career Section type.

Configuration > [Career Section] Administration > Career Sections
1. Click a career section.
2. Click Edit next to Properties.
3. In the Authentication Privacy Agreement section, select a privacy agreement statement from the Name menu.
4. Click Save.

The Privacy Agreement statement is displayed to candidates if the system administrator chooses to display a Privacy
Agreement statement before the Login page, the Registration page, or before the job submission flow.

Displaying a Privacy Agreement Statement at the Beginning of an
Application Flow

The Access the Career Section administration section user type permission is required.
Career section must have Inactive status.

A privacy agreement statement must be selected for the career section.

Configuration > [Career Section] Administration > Career Sections
1. Click a career section.
2. Click Edit next to properties.
3. Inthe Authentication Privacy Agreement section, select Yes from the Display Dynamically a Privacy Agreement
at the Beginning of an Application Flow menu.
4. Click Save.

If the context of the Privacy Agreement statement matches the context of the requisition, the statement is displayed to the
candidate applying to a job.

Displaying the Privacy Agreement Statement Before the Registration
Page

The Access the Career Section administration section user type permission is required.
Career section must have Inactive or Draft status.
A privacy agreement statement must be selected for the career section.
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Configuration > [Career Section] Administration > Career Sections
1. Click a career section.
2. Click Edit next to Properties.

3. Inthe Authentication Privacy Agreement section, select Registration page from the Display the Authentication
Privacy Agreement Before field.

4. Click Save.

Each time a new candidate wants to register at a career section, the selected privacy agreement statement will be displayed.

Displaying the Privacy Agreement Statement Before the Login Page

The Access the Career Section administration section user type permission is required.
Career section must have Inactive status.

A privacy agreement statement must be selected for the career section.

Configuration > [Career Section] Administration > Career Sections
1. Click a career section.
2. Click Edit next to properties.

3. Inthe Authentication Privacy Agreement section, select Login page from the Display the Authentication Privacy
Agreement Before field.

4. Click Save.

Each time a candidate wants to log into a career section, the selected privacy agreement statement will be displayed.

Hiding the Privacy Agreement Statement in a Career Section

The Access the Career Section administration section user type permission is required.
Career section must have Inactive status.

A privacy agreement statement must be selected for the career section.

Configuration > [Career Section] Administration > Career Sections
1. Click a career section.
2. Click Edit next to Properties.

3. Inthe Authentication Privacy Agreement section, select Not Specified from the Display the Authentication Privacy
Agreement Before field.

4. Click Save.

No privacy agreement statement will be displayed to candidates before the Login page or Registration page. If no
contextualized privacy agreement is created, no statement will be displayed at the beginning of the application flow.
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4 User-defined Forms, Diversity Forms,
Documents

User-defined Forms

User-defined Form

A user-defined form is a block of information containing standard and/or custom fields that can be used in a specific context.

Default forms are provided to be used in Career Section application flows.These forms are used to specify the data fields your
organization is capturing from candidates when they apply to a position on your Career Section.The application flow controls
the sequence of pages and type of information the candidate or referrer has to provide.

You have the ability to modify the default forms that will be presented to candidates or referrers within the application flow.
You also have the ability to create user-defined forms from scratch and configure the layout, field labels, and help text of the
forms.

When you create a user-defined form, you select the type of form from a list and choose between creating the form from
scratch versus using the template for the specific form type.Each type of form has a template that pre-populates the form
with relevant fields.In both cases, it is possible to customize the layout of the form, field labels, etc. Fields appearing in a user-
defined form can be removed provided that they are not mandatory (indicated by a red dot).

User-defined Form Description

Basic Profile Gathers candidates' Basic Profile preferences such as job type, shift, schedule, travel, salary, or
availability. The information collected via this form is displayed in the candidate file. A candidate
cannot have more than one Basic Profile.Within the Profile, candidates can choose to receive
invitations to apply to a job in the future if the job matches their preferences.

Background Check Consent - General Gathers candidates' general information such as driver's license information, mother's maiden
name, or place of birth for the purposes of performing a background check.Background Check
forms are only presented to candidates who are asked to take a Background Check as a part of the
candidate selection process designated by your organization.

Background Check Consent - Address Gathers candidates' address history if desired. This form is usually presented on the same page in
History the application flow as other Background Check forms.

Background Check Consent - Military Gathers candidates' military service history if applicable.This form is usually presented on the same
Service page in the application flow as other Background Check forms.

Candidate Personal Information Allows candidates to provide and manage their personal information, such as their name, address,

phone numbers, and any other fields related to their personal information.The information collected
on this form is displayed in the candidate file. The information remains the same for each job

submission.
Candidate Personal Information - Allows agents to provide and manage the personal information of candidates they refer via the
Agency agency portal, such as the candidates' name, address, phone numbers, etc.The information

29
ORACLE



Talent Acquisition Cloud
Implementing Career Section

User-defined Form

Chapter 4
User-defined Forms, Diversity Forms, Documents

Description

job submission.

collected on this form is displayed in the candidate file. The information remains the same for each

Certifications

Collects information about the candidate's professional and industry certifications. This form includes
fields such as issuing organization, issue date, and expiration date.You can use the certifications
form on job-specific application flows or on the general profile flow.The information collected via

this form is displayed in the candidate file. The information can change from one job submission

to another because candidates can have different certification highlights for the different job
submissions.

Education

Allows candidates to build the education part of their submission using a series of education-related
fields such as institution, program, and degree.The information collected via this form is displayed

in the candidate file. The information can change from one job submission to another because
candidates can have different education highlights on different job submissions

eSignature

Uses the eSignature form if your organization wants candidates to sign their online job
submission.The form collects the information your organization wants the candidate to fill out as
they sign their online job submission, such as full name and/or unique signature (for example, Social
Security Number + home zip code). This form is typically presented on a page in the application
flow that is comprised of the eSignature form and the eSignature statement (which declares exactly
what the candidates are agreeing to when they provide an eSignature). The form and the statement
must be presented together. When this feature is activated, candidates must provide separate
eSignatures for each job submission. See example below.

References

Gathers candidates' business or personal references (for example, the name(s), contact information
and details about how they know the person).You can use the References form on a job-specific
application flow or on a general profile flow. The information collected on this form is displayed in the
candidate file. Candidates can have different references highlighted for different job submissions.

Referrer Personal Information

Referrers (agents and/or employees who are referring candidates) can provide their own personal
information, such as their name, address, phone numbers, etc.

Work Conditions

Gathers candidates' work condition preferences such as hourly expected pay, hours and times
willing to work, etc. for either job-specific applications or general profile applications.The information
collected via this form is displayed in the candidate file. Candidates can only have one set of work
conditions in their candidate file.

Work Experience

Candidates can build the Work Experience part of their resume using a series of work-related fields
(such as employer, title, accomplishments, etc.). The information collected via the Work Experience
form is displayed in the candidate file. Candidates can have different work experience highlights for
different jobs to which they apply.

Example of a eSignature statement and eSignature form.

ORrRACLE
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eSign your application
[ eSignature Statement ]

oSignature

Pisase read the fllowing statement cansfully, then acknowlodge that you havwe read and appeoved it by prowding the infremation requested at the
bottom of the page. Please note that an esignature is the elecironic equialent of a hand-written signature

By "sigeing” e spphication, | certfly that the fermation gver hene is trus and comest b the best of sry knauledge

[ eSignature Form ]

DO HOT E-S1GH UNTIL YOU HAVE READ THE ABOVE STATEMENT.
By my eSignatuwe below, | cenfy that | have read, felly vadarstand and sccept all berms: of the foregoing slalement. Pleasa signify your Scceplance
bry eilanng (he Wlommalion iegussied ia the Bakds Balow

=Please eaber pour ull Al

wPlsase enber your unigue identifier ie. the first four digits of your social secwity numbes followed by your Zip code

Candidate Submission User-Defined Fields Available in Career Section

When candidate submission user-defined fields (UDFs) are made available to be used in career sections, they can be used in
forms and flows.

Submission UDFs are available in the Basic Profile, Candidate Personal Information, Candidate Personal Information -
Agency, and Submission form types. When administrators create user-defined forms using one of these form types, they can
select submission UDFs to design their form. When administrators create application flows, Submission Information forms are
available under the Basic Profile, Candidate Personal Information, and Submission Information blocks.

Creating User-defined Forms

The creation of a user-defined form consists of the following steps.

1. In the Recruiting Administration menu, specifying the fields that can be used in career sections.
2. Creating the user-defined form.
3. Activating the user-defined form.

Making a Field Available in Career Sections

Configuration > [Recruiting] Administration > Fields

Click a field category.

2. Click the name of a field.

3. Click Edit Field Availability.

4. Select the Career Section option so that the field is available in career sections.

Y
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5. In the case of the Date of Birth, Social Security Number and candidate user-defined fields, you can select an
additional option: Personally Identifiable Information (in Career Section).

If you select the check box, when candidates later enter a value in the field and save the page, the value will no
longer be displayed in the field and asterisks will be displayed in place of the value on the Summary page. See
Masking Personal Information.

6. Indicate if the content for the field is required to save, approve (requisition fields only), or source (requisition fields
only) or if it is not required.

7. Specify the security level of the field, that is General, Restricted, or Confidential.
8. Click Save.

Creating a User-defined Form

The Access the Career Section administration section user type permission is required.
Consider duplicating an existing user-defined form to save time.
Configuration > [Career Section] Administration > User-defined Forms

Click Create.

Choose the type of form you wish to create.

Select the Use the default template option if you wish the form to be pre-populated with relevant fields.
Click Create.

Provide a code and a name.

Provide a description to facilitate future references.

Add rows, columns, and sections using the Toolbox features.

In the Field Chooser list, click a field, then drag and drop it in the desired section.

Edit the field properties by selecting a field and scrolling to the Selected Element Properties section at the bottom of
the form.

10. Click Save.

The user-defined form is associated to a block that can be associated to an application flow provided the user-defined form is
activated.

©eEeNOGaR~OD A

Activating a User-defined Form

The Access the Career Section administration section user type permission is required.
Configuration > [Career Section] Administration > User-defined Forms

1. Click Activate next to the user-defined form.

The status of the user-defined form is changed to Active in the Status column of the User-defined Forms list. The user-
defined form can be used when building an application flow.
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User-defined Form - Other Configuration Tasks

Deleting a User-defined Form

The status of the user-defined form must be Inactive or draft.
The Access the Career Section administration section user type permission grants users access to this feature.
Configuration > [Career Section] Administration > User-defined Forms

1. Click Delete next to the user-defined form.
2. Confirm the deletion.

The user-defined form no longer appears in the User-defined Forms list. The user-defined form can no longer be associated
to a block.

Deactivating a User-defined Form

The user-defined form must be active.

The user-defined form must not be in use.

The Access the Career Section administration section user type permission is required.
Configuration > [Career Section] Administration > User-defined Forms

1. Click Deactivate next to the user-defined form.

The status of the user-defined form is changed to Draft in the Status column of the User-defined Forms list. The user-defined
form can no longer be associated to a block.

Adding Fields to a User-defined Form

The Access the Career Section administration section user type permission is required.
Configuration > [Career Section] Administration > User-defined Forms

Click the name of a form.
In the Field Chooser list, click a field, then drag and drop it in the desired section.
Drag and drop the field into the desired section.

Edit the field properties by selecting a field and scrolling to the Selected Element Properties section at the bottom of
the form.

Click Save.

poODN =
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Editing the Properties of a Field Included in a User-defined Form

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > User-defined Forms

1. Click the name of a user-defined form.

In the Page Content section, click inside a field.

Scroll down at the bottom of the page.

In the Selected Element Properties section, located at the bottom of the form, modify the properties of the field.
Click Save.

aproON

Previewing a User-defined Form

The Access the Career Section administration section user type permission is required.
Configuration > [Career Section] Administration > User-defined Forms
1. Click Preview next to the user-defined form.

The page containing the form is displayed without having to login to the Taleo application.

Viewing the Application Flows Associated to a User-defined Form

The Access the Career Section administration section and the Access Administration user type permissions are required.

Configuration > [Career Section] Administration > User-defined Forms
1. Click View Associated Flows next to a user-defined form.

The list of all application flows using this user-defined form is displayed. This allows system administrators to view in which
part of the Career Section a change made to the user-defined form has an impact.

User-defined Forms Selected Element Properties

Available properties depend on the type of field. Not all properties are available for all elements or for all products.

Property Option Description

Access (Editable/ Read Only) Indicates if the field is read-only or editable. When read-only is selected, a user is unable to modify
the field. Default value is Editable.

Binding field Data source to which the element is bound. The value displayed in the Binding field represents the
data value (available in the first list of the Field Chooser) to which the element is associated. For
example, the Annual Bonus field is bound to the AssignmentOfferForForm/AnnualBonus. The value
in the Binding field is not editable.

Columns Number of columns. Administrator can determine how many columns of fields to display in each
area of each page of the forms.
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Property Option Description
CSS Style The desired visual style for displaying the value within an input field. Use styles as defined in the

Cascading Style Sheets 2.0 standard: ww3.org.reference. This style will override the main style that
is used when the form is displayed to assignees and viewers. If no style information is entered, the
default visual presentation will be used for that page.

CSS Style Label This is used to control the formatting of the label above the input field that is displayed to the
assignee and form viewer.

CSS Style Instructions This style will override the style defined in the career section theme. If no information is entered, the
style defined in the career section theme will be used.

Default Value Default value of the input field
Field Label Input Field Label
Field Size Indicates the number of elements displayed in a list. Field Size is used for multiple-selection fields.

Default value is 1. For example, if the field size is 2, the list will display 2 values.

Field Type This property should not be used for fields that are filled by candidates in career sections because
RTF input is not supported. Field type is mainly used for requisition content.
e Text Input
e Password Input
e Suggest
e TextArea
e Check Box
¢ Radio Button
e Drop-down List
e Check Box

e Multi level Selector - this enables the user to select a collection of cascading values that are
dependent on each other. Such as selecting a country, followed by a state/province and then
a city.

e Date input

e Date Drop- down list
e Selector

e Read-only Text

e URL - this enables the value of the field to be displayed as a clickable link when the user
accesses the form.

* |mage URL - works the same as the URL, but makes the corresponding image a clickable
link.

Help Callout Similar to instructions, but this is displayed as a help bubble on the form and can provide
information about a field to the user.

Input Mask Format of the input value. The following syntax must be used:9=any number, a = any letter, n=any
letter or number, |=logical, or\9=the 9 character, \a=the a character, \n=the n character, \|=the, |
character, Any other symbol=the symbol (including a space). Possible formats for SSN and Zip/
Postal codes: SSN: 999-99-9999ZIP Code United States: 99999|99999-9999Postal Code Canada:
a9a9a9|a9a 9a9|a9a-9a9Note: Make sure to not add a space before and after the | operator. For
example, do not enter 99999 | 99999-9999

Instructions This can be used to provide any special instructions necessary to explain what is being requested
for the field. The instructions will appear just below the field.
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Property Option Description
Mandatory Indicates, by selecting the Yes or No option, if the field must be completed. When a field is

mandatory, a red square appears in front of the field. This can be useful for preventing an assignee
from submitting a form with the value 'Not Specified' in a user-defined selection. Marking the field as
Mandatory will require the assignee to specify a value.

Rows Number of rows available in a text area.

Save Literals If Input Mask is used for a field, it may require that specific numbers or letters appear within the field
when the assignee fills it out at runtime. Save Literals determines if specific characters in the input
mask will be saved in this field, or if they are simply required for the user to type in but removed from
the saved value. This is useful for helping assignees to recognize the right information to type in,
while removing the redundant characters for later use.

Status (Deactivated/Activated) Indicates if the field is activated or deactivated (that is, grayed out or not). The use of this field
depends on the value selected in the Access field.
Editable access + Activated status=field can be modified
Read-only access + Activated status=field not editable

Read-only access + Deactivated status=field not editable

Editable access + Deactivated status=field not editable

Tooltip Displays the text entered in the input field as a tooltip when the assignee/viewer hovers over the field
in the form.
Value Area where user input should be entered or where the information saved in a field is displayed.

Diversity Forms

Diversity Form
The Diversity form is used to collect diversity data such as gender or ethnicity from candidates during the application process.

One information block that can be included in a career section is the Diversity block. The Diversity block is comprised of a
Diversity statement and a Diversity form. The Diversity statement consists of text that the candidate reads regarding your
organization's Diversity policy. While the Diversity form includes the diversity questions. Each of these components is created
separately.

Example of a diversity form with a diversity statement.
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Diversity

Divearrsity
Plaass prowde e nformation requested n The felds below e

i Diversity Statement
Important: Applicants, please read. L

Zolely to hielp v comply with federal and stase Equal Employment Opportenity record keeping, reporting, and otherlegal requirements, we reguest that vou comgplatz
this data informtion goestionmine. The informationvos provide is confdential and =il cnty be vsad by the organizabon forcarnans oot ity oblizatzon vnder the
Emplovensnt Equity Act. Your responss i volenizry:

=1 Ethnity
Fiod Spuncibind =
2 Rae =
Hok Specifed = . R
v [ Diversity Form
Por S fiend =
= Mistrarn Era Vieleeans and Othes Vielseans
Mot Speciied =
" & Special Dizabled Velsrans
et Sgantoind [=]
“ 6 Indraduals wth [esalaltm s
Do you consider yoursed an indwsdual with a disabiliny?
Pk Spsciied [=]

Standard US and Canadian Diversity forms are provided to address regulatory needs and compliance regardless of location.
These forms are the EEO1, EEO2a, EEO2b, and EE diversity forms. You can configure these standard forms, and you can
also create custom diversity forms. You can configure Diversity statements and Diversity forms for each country where your
organization does business, which means that candidates are presented the appropriate content and questions based on the
location of the job to which they are applying. It is also possible to have a generic Diversity form for all locations.

For standard US and Canadian Diversity forms:

e [tis not possible to create a new question. Only the available answers can be changed.
e |t is not possible to create a new answer for a question, only the label of the answer can be changed.

e |t is not possible to change the answer type of an answer.

Organizations do not always include the Diversity form upon a candidate's initial application in a career section. For U.S. EEO
collection specifically, you can choose when you want to collect the diversity data. It can be during the time the candidate
applies in the career section or later on in the selection process. A setting allows you to specify when in the process you want
to collect EEO data.

Setting Description Default Value Location
Threshold to Collect EEO information Collect the EEO/Affirmative Action New Configuration > [Recruiting] Settings
(USA) information (United States) when

a candidate reaches the selected

status.

37
ORrRACLE



Talent Acquisition Cloud Chapter 4
Implementing Career Section User-defined Forms, Diversity Forms, Documents

#" Note: When the Threshold to Collect EEO information (USA) setting is set to Never, the Diversity block
containing the Diversity form will not appear. In the case of Pipeline requisitions, the Pipeline reference model is
before the NEW status. If the setting is set to Never, it means that there is no threshold applied and the Diversity
block will display.

Key benefits of the Diversity form:

e Provides a standard method to address regulatory and compliance issues regardless of location.
e Questions and instructions can be tailored for each country of operation.

e Diversity data is collected based on the location of requisitions, allowing for data collection for multiple countries from
a single career section.

e Configurable standard questions are available, in addition to creating up to ten user-defined questions.

e Standard forms are provided with a set of standard questions. Configurable standard questions are available,
allowing for the reporting of individual data points (for example, gender) across all countries. All information is
presented in a standard format with no confusion on location and formatting differences.

Optional Disability Form Questions and Fields

The PDF forms feature and the Disability form prescribed by the Office of Federal Contract Compliance Programs (OFCCP)
for use in the United States discussed in this guide precede this current version of Oracle Taleo Enterprise.

Career Section administrators can specify for individual questions on a Diversity form whether providing an answer is
mandatory or optional. When candidates applying for a job or completing a general profile access a PDF form containing
any of these questions, the questions will be mandatory or optional as configured on the Diversity form. Candidates have the
option of skipping any or all of the optional questions and are still able to advance to the next step in the submission flow.
User-defined fields on the PDF form can also be made mandatory or optional.

Career Section administrators can designate individual questions on a Diversity form as mandatory or optional and these
designations are reflected in PDF forms (most often disability PDF forms) after the latter are associated with a Diversity form.
There are two steps then:

1. Making Diversity form answers mandatory or optional
2. Associating disability form answers and user-defined fields with the corresponding Diversity form answers and user-
defined fields

At time of upgrade, all questions on the Diversity form receive the same property (mandatory or optional) as the property of
the entire form. Administrators can then modify the mandatory/optional property for individual questions if so desired.

Disability Form Supports Data Masking

The "Masking Diversity Question Answers" setting is extended to the PDF Forms block in the job submission flow. If the
setting is enabled and candidates have made submissions in the past, that information is not displayed on a PDF form in a
new submission flow. If the setting is enabled, any values provided during previous submissions for the full name and date
user-defined fields are also masked.

Creating Diversity Forms

The creation of a Diversity form consists of the following steps.

1. Creating the Diversity Form.
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2. Creating questions for the Diversity Form.
3. Ordering questions in the Diversity Form (Optional).
4. Activating the Diversity Form.

Creating a Diversity Form

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > Diversity Forms
1. Click Create.

2. Indicate if you want to create a generic form corresponding to all locations, or a specific form corresponding to a
particular location.

a. If you selected Specific, click Add to add locations. The selected locations will appear in the Location section
of the form.

b. If you selected Generic, All Locations will appear in the Location section of the form.

Click Continue.

Enter a name and a code. The code must be unique among all diversity forms.
Enter the desired information in the Description field.

Click Finish.

o0 krw

Creating a Question for a Diversity Form

The Access the Career Section administration section user type permission is required.
The Diversity form must have Draft or Inactive status.

The number of questions is unlimited provided none of them have the same question type. For example, a Diversity form
cannot include two questions whose type is Disability.

Configuration > [Career Section] Administration > Diversity Forms
1. Click the code of a Diversity form.
Click Create next to Questions.
Enter a code.
Select the type of question you want to create.
Select the format of the answer, that is Single Answer or Multiple Answers.
Make a selection from the Display list, that is Radio Buttons, Dropdown List, or Check Boxes.

To make it mandatory to provide an answer to the question, select the check box next to Answers mandatory.
Otherwise, candidates will have the option of answering or skipping the question before proceeding to the next
question or step in the submission process.

8. Type the question in the Question box.
9. Click Continue.
10. In the first Answer field, type an answer.
11. In the second Answer field, type a different answer.
12. If you need more Answer fields, click Create next to Answers.
13. For each answer, select the type of answer.
14. Click Finish.

NooaroN
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Before a question can be enabled (Active status), "Not Specified" must be specified as one of the possible answers, except
in the case of Radio Button and Checkbox format questions. Also, if your organization enabled other languages in addition to
the base language, translations must be entered for the question and all answers for each language.

Ordering Questions in a Diversity Form

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > Diversity Forms
1. Click the code of a Diversity form.
2. Click Reorder next to Questions.
3. Use the arrows to reorder the questions.
4. Click Save.

Activating a Diversity Form

The Access the Career Section administration section user type permission is required.

Set up questions carefully before activating the Diversity form. While a diversity form is in Draft status, it is possible to create,
define, and delete questions and the Diversity form itself can also be deleted. Once the Diversity form is given Active status,
modifications are limited and the form cannot be deleted.

Only one Diversity form version can be activated per location.

Configuration > [Career Section] Administration > Diversity Forms
1. Click the name of a form.
2. Click Activate.

When a Diversity block is used in an application flow, the activated Diversity form is displayed. If location was specified, the
block is only displayed if the location matches the location of the Career Section.

Diversity Form - Other Configuration Tasks

Deleting a Diversity Form

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > Diversity Forms
1. Click Delete next to a Diversity form.
2. Click Yes to confirm the deletion.

The Diversity form is no longer displayed in the application flow. Questions and answers related to this form will also be
deleted.
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Deactivating a Diversity Form
The Access the Career Section administration section user type permission is required.
Configuration > [Career Section] Administration > Diversity Forms

1. Click the code of a Diversity form.

2. Click Deactivate.

3. Click Yes to confirm the deactivation.
The Diversity form is no longer displayed in the application flow.
Associating a Diversity Form to a Location
The Access the Career Section administration section user type permission is required.
The Diversity form must not be draft.
Configuration > [Career Section] Administration > Diversity Forms

1. Click the code of a Diversity form.

2. Click Edit.

3. Click Add next to Location.

4. Select one or more locations.

5. Click Select.
Editing a Question in a Diversity Form
The Access the Career Section administration section user type permission is required.
Only the status and the question can be edited.
Configuration > [Career Section] Administration > Diversity Forms

1. Click the code of a Diversity form.

2. Click the code of a question.

3. Click Edit next to Properties.

4. Make changes.

5. Click Save.
The new question is displayed when a candidate fills out the Diversity form.
Deleting a Question in a Diversity Form
The Access the Career Section administration section user type permission is required.
Configuration > [Career Section] Administration > Diversity Forms

1. Click the code of a Diversity form.

2. Click Delete next to the question.
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The question is no longer included in the Diversity form.

Making Answers Mandatory or Optional on a Diversity Form

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > Diversity Forms
1. Click a Diversity form code.

2. Click the code of the Diversity form question whose answer you want to make mandatory or optional on a disability
PDF form.

3. Click Edit.

4. Make it mandatory to answer the question by selecting the Answers mandatory check box or make it optional by
ensuring the check box is not selected.

5. Click Save.

Depending on the selection you made, candidates will be required to answer the question on the Diversity form or they will
have the option of answering or skipping the question before continuing to another question or step in the application flow.

Editing the Answer of a Question in a Diversity Form

The Access the Career Section administration section user type permission is required.

The question type of an answer cannot be changed once the question has been created.

Configuration > [Career Section] Administration > Diversity Forms
1. Click the code of a Diversity form.

Click the code of a question.

Click Edit next to Answers.

Make changes.

Click Save.

apoD

Ordering Answers of a Question in a Diversity Form

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > Diversity Forms
1. Click the code of a Diversity form.

Click the code of a question.

Click Reorder next to Answers.

Use the arrows to reorder the answers.

Click Save.

apOD

Deleting the Answer of a Question in a Diversity Form

The Access the Career Section administration section user type permission is required.
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The question must have Draft status.

Configuration > [Career Section] Administration > Diversity Forms
1. Click the code of a Diversity form.
2. Click the code of a question.
3. Click Delete next to the answer.
4. Click Yes to confirm the deletion.

The answer is permanently deleted.

Disabling the Answer of a Question in a Diversity Form

The Access the Career Section administration section user type permission is required.

The question must have Draft status.

Configuration > [Career Section] Administration > Diversity Forms
1. Click the code of a Diversity form.
2. Click the code of a question.
3. Click Disable next to the answer.
4. Click Yes to confirm deletion.

The answer is disable for the question but remains available in the database.

Enabling the Answer of a Question in a Diversity Form

The Access the Career Section administration section user type permission is required.

This type of answer is only available for standard diversity forms.

Configuration > [Career Section] Administration > Diversity Forms
1. Click the name of a standard US or Canadian Diversity form.
2. Click the code of a question.
3. Click Enable.

Candidates are required to provide information on questions included in the standard US and Canadian Diversity forms.

Creating a Question Type

You cannot create a question type from scratch, the existing ones must be modified.

Deleting a Question Type

Question types cannot be deleted, they can only be disabled.

43
ORACLE



Talent Acquisition Cloud

Chapter 4

Implementing Career Section User-defined Forms, Diversity Forms, Documents

Activating a Question Type

The Access the Career Section administration section user type permission is required.

Configuration > [Career Section] Administration > Question Types
1. Click the code of a question type.
2. Click Activate.

The question type is now available when creating a question for a Diversity form.

Editing a Question Type

The Access the Career Section administration section user type permission is required.

Only the code and name of the question can be edited.

Configuration > [Career Section] Administration > Question Types
1. Click the code of a question type.
2. Click Edit next to Properties.
3. Make changes.
4. Click Save.

Creating an Answer Type for a Question Type

The Access the Career Section administration section user type permission is required.

Question type must be draft or inactive.

Configuration > [Career Section] Administration > Question Types
1. Click the code of a question type.
2. Click Create next to Possible Answer Types.
3. Complete the fields.
4. Click Save.

Editing the Answer Type of a Question Type

The Access the Career Section administration section user type permission is required.

Diversity form must be draft.

Configuration > [Career Section] Administration > Question Types
Click the code of a question type.

Click the name of the answer type.

Click Edit next to Properties.

Change the name.

Click Save.

Click Finish.

oaprN
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Diversity Question Answer Masking

Answers that candidates provide for diversity questions while completing a job submission or general profile can be masked
after the candidates save the corresponding page.

A setting can be configured such that if candidates provide answers to diversity questions and save the corresponding page,
the answers are no longer displayed on the page and asterisks are displayed in place of the answers on the Summary page.

If candidates edit their candidate profile or the job-specific application after saving a page containing answers configured
for masking, they have to reenter their answers because the existing values will have been cleared. If candidates neglect to
reenter the answers, a warning message lists the unanswered questions and invites the candidates to reenter answers.

Similarly, if candidates fill out other job-specific applications on the same career section and the corresponding application
workflows contain diversity questions with answer masking enabled, the candidates have to reenter the values if they want
to include them in the job submission. If candidates neglect to reenter the answers, a warning message lists the unanswered
questions and invites the candidates to reenter answers.

" Note: Because candidates are obliged to reenter answers to diversity questions (provided the masking feature
is enabled) each time they edit their general profile or apply for jobs, enabling this feature can have a negative
impact on the candidate experience. The inclusion of diversity questions with answers masking enabled in
“primary" flows is therefore not recommended. Diversity questions, if configured for masking, are more suitable
for "secondary" flows such as Invitation to Self-ldentify and Request More Info.

Masking Answers for a Question in a Diversity Form

Configuration > [Career Section] Settings
1. Click Masking Diversity Question Answers.

2. Click Edit.
3. In the Value section, click the radio button next to Yes.
4. Click Save.

Answers that candidates provide for diversity questions while completing a job submission or general profile will be masked
after the candidates save the corresponding page.

Documents

Documents

The Documents section of the Career Section Administration menu stores PDF files loaded into the Taleo system.

The PDF document includes fields and questions already configured. That alone, however, is not enough for application flows
to be able to use the document. The fields and questions still need to be connected to fields and a diversity question using
the Field Binding capability. In turn, when the document is presented to candidates via a PDF Form block in Career Section
application flows, candidates populate the data fields in this document. Documents cannot be used for other purposes
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such as data output. The only documents available are two instances of the Voluntary Self-Identification of Disability (Exp.
31-01-2020) form. Customers can neither modify the documents, nor upload additional documents. The PDF Forms block
can only exist on its own as a page; it cannot be on a page with other blocks.

Documents work in a complementary fashion with the Diversity block in an application flow; they do not replace it. The Career
Section administrator can associate the document with a Diversity form. This enables the administrator to then associate
questions on the PDF form with questions on the Diversity form. This action also ensures that the questions on the PDF form
are not displayed a second time on the Diversity block in the application flow, even though the questions are included in the
configuration of that Diversity form. The PDF form block in an application flow will inherit the location contextualization from
the associated Diversity form. Because the functionality is only relevant for a United States-specific document provided in the
Taleo system, the associated Diversity form will be contextualized to the United States. As such, the PDF form block will only
be displayed to candidates who are applying for requisitions whose locations are in the United States.

System administrators bind the fields on the form with the corresponding Diversity answers and candidate user-defined
fields in the Taleo system. Administrators can configure the form such that it is displayed to candidates as part of a profile
submission or job-specific application flow. The supplied forms are available in English only, and will render in English on
application flows in other languages. Because administrators bind the data fields to preexisting Diversity questions in the
Taleo system, reports referencing Diversity questions should not require any changes to accommodate this feature.

When the document is presented to candidates in the career section, the width of the document is modified automatically so
it does not exceed the width of the content window thereby avoiding horizontal scrolling. The size of the content window is
determined by the customer's branding file or other web design constraints. The candidate has a "View Actual Size" option to
render the document in the size of the original PDF.

Infrastructure is in place to track the documents and the data submitted each time a document is submitted by candidates.
Future features may use this link.

The PDF Forms block in the application flow is compatible with the "Diversity Question Answer Masking” feature. If masking is
enabled, the responses are not displayed on the Summary page of the submission. If candidates return to edit a form or there
is data from past submissions, the information is not displayed on the form. Finally, masking extends to two user-defined
fields, full name and date.

#" Note: The PDF Form feature is incompatible with Internet Explorer browsers running in Compatibility Mode, for
both the Configuration Module and Career Section. Note that Compatibility Mode on Internet Explorer is outside
of the technical requirements for the Taleo System.

OFCCP Disability Form

Two copies of the Voluntary Self-ldentification of Disability (Exp. 31-01-2020) form are preloaded in the Taleo system.

Except for naming conventions, the two forms are identical. One form can be used for pre-offer situations while the other
one can be used for post-offer situations. The Disability form is rendered as an image overlaid with fields that are completed
by candidates after they have read the content of the form. Neither candidates nor system administrators need any Adobe
Acrobat products to configure the form or enter data in the career section.

System administrators can display the Voluntary Self-ldentification of Disability (Exp. 31-01-2020) form issued by the OFCCP
to candidates as part of application flows.

When releasing this document, the OFCCP offered some guidelines about how the form is to be presented.
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Among them:

e The document should be a facsimile of the form delivered by the OFCCP.

e Text font and size specifications.

e (Candidates are required to enter the current day's date and their full name.

For this reason, Oracle is delivering the exact form into customers' zones.

Please note that Oracle does not confirm that the functionality and configuration described in this document will ensure
regulatory compliance. Customers are advised to seek guidance from their legal counsel.

The Voluntary Self-Identification of Disability (Exp. 31-01-2020) form is available in Taleo Enterprise 13A.6.13, 13B.6.6,
13B.7.1, 13C.3.3, 13C.4.1 and later versions.

Configuring the OFCCP Disability Form

The OFCCP Voluntary Self-ldentification of Disability (Exp. 31-01-2020) form has been pre-loaded in the Taleo system.

In order to use the OFCCP Disability form, system administrators must perform specific configuration tasks.

1.

Editing the disability question and its answers. It is suggested that the disability question and answers in the Taleo
system are relabeled. Relabeling the question and answers will drive the display of this data on the Summary Page of
the career section application flow.

Creating a user-defined field for the candidate's name. The Candidate user-defined field will be linked to the Your
Name field embedded in the Disability form.

Creating a user-defined field for the date. The Date user-defined field will be linked to the Today's Date field
embedded in the Disability form.

Binding the disability question and the UDFs. The disability answers, the candidate name and the date embedded
in the Disability form are linked to the disability question and UDFs created in the Taleo system.

Positioning the Diversity block in the application flow. The Diversity block contains the diversity statement which

provides instructions on how to complete the Diversity form as well as the OFCCP Disability form which contains
fields that candidates must complete.

Example of a career section application flow with the OFCCP Disability Form in the Diversity block.
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Editing the Disability Question and its Answers

Configuration > [Career Section] Administration > Diversity Forms

Click the EEO1 form.
Under Questions, click the EEO1 Disability question.
Click Edit next to Properties.

To make it mandatory to provide an answer to the question, select the check box next to Answers mandatory.
Otherwise, candidates will have the option of answering or skipping the question before proceeding to the next
question or step in the flow.

In the Question field, replace the existing text. For example: Please check one of the boxes below:
Click Save.
Click Edit next to Answers.
Modify the existing answers. For example:
o Answer: Not Specified

o Answer: YES, | HAVE A DISABILITY
o Answer: NO, | DON'T HAVE A DISABILITY
o Answer: | DON'T WISH TO ANSWER

9. Click Save.

poODN =

©No o

The new labels for the disability question and its answers will be rendered on the Summary page of the career section
application flow.
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Creating a User-Defined Field for the Candidate's Name

Configuration > [Recruiting] Administration > Fields > Candidate
1. Click Create User-defined Field.
In the Type list, select Text.
In the Name field, type a name for the candidate name field. For example: USA_DISABILITY_FULLNAME.
In the Label field, type Your Name.
In the Attributes section, enter the following values:
o Max. Num. Chars.: 40

o Width: 25
o Num. of lines: 1

apoDN

6. Translate the field into all available languages. Languages are available at the upper right of the page.
7. Click Save.

8. Configure the properties of the field as follows:

In the Candidate Fields list, click Show User-defined Fields.

Click the Your Name field.

Click Edit Field Availability.

Under Show Standard Fields, select Taleo Recruiting and Career Section.

Under Content Required, select Not Required.

Under Security Level, it is suggested to select Confidential.

g. Click Save.

The field is available in the Candidate Fields list and can be linked to the Your Name field embedded in the OFCCP Voluntary
Self-Identification of Disability (Exp. 31-01-2020) form.

~0PQ200T0D

Creating a User-Defined Field for the Date

Configuration > [Recruiting] Administration > Fields > Candidate
1. Click Create User-defined Field.
In the Type list, select Date.
In the Name field, type a name for the date field. For example: USA_DISABILITY_DATE.
In the Label field, type Today's Date.
In the Attributes section, enter the following values:
o First Year in Range: This year

apoODN

o Last Year in Range: +1
o Display Order: Ascending
o Day Displayed: Yes

°

Translate the field into all available languages. Languages are available at the upper right of the page.
7. Click Save.

8. Configure the properties of the field as follows:

a. Inthe Candidate Fields list, click Show User-defined Fields.

b. Click the Today's Date field.

c. Click Edit Field Availability.
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d. Under Show Standard Fields, select Taleo Recruiting and Career Section.
e. Under Content Required, select Not Required.

f. Under Security Level, it is suggested to select Confidential.

g. Click Save.

The field is available in the Candidate Fields list and can be linked to the Today's Date field embedded in the OFCCP
Voluntary Self-Identification of Disability (Exp. 31-01-2020) form.

Binding the Disability Question and the UDFs

The moment the disability document is enabled (Active status), the diversity question used in the field binding is excluded
from the Diversity block. It is therefore recommended to disable the career section where the OFCCP Disability form is
available.

Configuration > [Career Section] Administration > Documents
1. Click the disability document name.

To edit the document, its status must be Draft or Inactive.
2. Click Edit next to Field Binding.
3. From the Diversity Form list, select the Diversity form you want to associate with the PDF disability form.

Only the diversity questions in the disability form you select will be available for field binding.

Once a disability question is used in field binding, this question is no longer presented to candidates on the Diversity
form despite the fact that it is part of the questionnaire. Take the case of a Diversity form containing four questions:
race, ethnicity, gender and disability. Candidates will see questions 1, 2 and 3 only. Question 4 on disability will be
excluded automatically from rendering on the career section in the Diversity block because the question is referenced
in the PDF document.

4. Associate the YES, | HAVE A DISABILITY answer with the diversity answer you modified earlier.
a. Click YES, | HAVE A DISABILITY.

The Insert Data Element window is displayed.
b. In the Diversity Question drop-down list, select the appropriate disability question.
c. Inthe Answer drop-down list, select YES, | HAVE A DISABILITY.

The Mandatory check box is displayed for information purposes only. It's value is "inherited" from the Diversity
form.
d. Click Save.
5. Associate the NO, | DON'T HAVE A DISABILITY answer with the diversity answer you modified earlier.
a. Click NO, | DON'T HAVE A DISABILITY.
b. Inthe Diversity Question drop-down list, select the appropriate disability question.
c. Inthe Answer drop-down list, select NO, | DON'T HAVE A DISABILITY.

The Mandatory check box is displayed for information purposes only. Its value is "inherited" from the Diversity
form.
d. Click Save.
6. Associate the | DON'T WISH TO ANSWER answer with the diversity answer you modified earlier.
a. Click | DON'T WISH TO ANSWER.
b. In the Diversity Question drop-down list, select the appropriate disability question.
c. Inthe Answer drop-down list, select | DON'T WISH TO ANSWER.

The Mandatory check box is displayed for information purposes only. It's value is "inherited" from the Diversity
form.
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d. Click Save.
7. Associate the Your Name field with the Your Name user-defined field you created earlier.
a. Click Your Name.
b. Inthe User-defined Field drop-down list, select Your Name.
c. You can configure the Your Name user-defined field as mandatory or optional by selecting or clearing the
Mandatory check box.
The check box affects only the display of the field in the context of the disability form. Where the field is
displayed elsewhere in a form or in the Recruiting Center, the standard permissions continue to determine the
field's behavior.
d. Click Save.
8. Associate the Today's Date field with the Today's Date user-defined field you created earlier.
a. Click Today's Date.
b. Inthe User-defined Field drop-down list, select Today's Date.
c. You can configure the Today's Date user-defined field as mandatory or optional by selecting or clearing the
Mandatory check box.
The check box affects only the display of the field in the context of the disability form. Where the field is
displayed elsewhere in a form or in the Recruiting Center, the standard permissions continue to determine the
field's behavior.
d. Click Save.
9. Click Save.
10. Click Activate.

The Active document can now be used in application flows. Once a document's status is Active, the Properties and Field
Binding sections of the document can no longer be modified. Also note that a document can only be disabled while it is not
referenced by any application flow.

Positioning the Diversity Block in the Application Flow

Configuration > [Career Section] Administration > Application Flows
1. Open an application flow.
2. Make sure the status of the application flow is Draft or Inactive.
3. You may choose to display the PDF Form block on its own page, or combine the PDF Form block with the Diversity
block (or any other block) on one page. The procedure below describes the first option. Add the pages where the
PDF Form and Diversity blocks will appear.
a. Inthe Add a Page field, type the name of the page. For example, Diversity Part 1.
b. Click Create a Page. The page appears in the Flow section.
c. Inthe Add a Page field, type the name of the page. For example, Diversity Part 2.
d. Click Create a Page. The page appears in the Flow section.
4. Add the Diversity blocks in the pages.
a. Inthe Available Blocks section, select the Diversity block which contains the diversity statement.
b. Drag and drop the block in the Diversity Part 1 page.
c. Inthe Available Blocks section, select the PDF Form block which contains the disability form.
d. Drag and drop the block in the Diversity Part 2 page.
Click Save.
6. Select the disability form.
a. Inthe Page Ordering section of the application flow, click the PDF Form link.
b. Click Edit next to Properties.

o
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c. Select the proper disability form.
d. Click Save.
7. Activate the application flow.

You can now put the application flow on the career section, and activate the career section.
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5 Application Flows

Application Flows

Application Flow

An application flow is a sequence of pages that must be completed by a candidate when applying for a job or when
submitting a profile on a Career Section. Application flows are also used by referrers, recruiters, hiring managers, and agents
to enter candidate profiles, invite candidates to apply for a job, or enter information on behalf of candidates.

Four types of application flows can be associated with internal or external career sections:

e Job-specific Application: This flow is filled out by candidates who are submitting their application for a specific job
opening that is listed by your organization. This type of flow can also be used by a referrer.

e Job-specific Referral: This flow allows referrers to apply for a specific job on behalf of a candidate.

e (Candidate Profile: This flow does not pertain to a specific job; rather it is filled out by candidates who wish to upload
their job preferences profile so they can be considered for future opportunities at your organization.

e Candidate Profile - Referrer: This flow allows referrers to enter a general profile on behalf of a candidate.

Two types of application flows can be associated to agency portals:

e Application - Agency: This flow is displayed when a candidate applies for a job via an agency portal.
e Profile - Agency: This flow is displayed when candidates complete their profile via an agency portal.

Two application flows are used for a specific type of information:

e Request More Information: The Request More Information application flow is accessed by candidates via an
email sent if the Request More Information alert is set in the requisition or if candidates are manually matched to a
requisition. External candidates cannot receive an email requesting more information if the requisition is not posted to
an external career section. The Request More Info Active setting allows the activation of this feature. If the setting is
activated, the Request More Information is applied to all career sections.

e |nvitation to Self-identify: This flow is used exclusively when tracking EEO information (Equal Employment Information
and Diversity programs). You may decide to send an email at a specific step of the application. When candidates
reach the specified step (status), they receive an email from which the Invitation to Self-identify flow is accessed. The
Invitation to Self-identify setting allows the activation of this feature, and the Threshold to Collect EEO information
(USA) setting allows the selection of the step. The EEO, Invitation to Self-identify message template must also be

activated.

Setting Description Default Value Location

Request More Info Active Activated flow for the "Request More Configuration > [Career Sections]
Information" option. Settings

Invitation to Self-identify Activated Flow for Invitation to Self- Configuration > [Career Section]
identify Settings

Threshold to Collect EEO Information Collect the EEO/Affirmative Action New Configuration > [Recruiting] Settings

(USA) information (United States)when
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Setting Description Default Value Location
a candidate reaches the selected
status.

Each career section must have at least one application flow active for the career section to be made active and have jobs
posted to it. A career section can include more than one flow. For example, a graduate student applying to a campus career
section might choose between applying for a specific job versus registering with the site for future opportunities. In the first
case, the student would follow a Job-specific Application flow; in the second case, the student would follow a Candidate
Profile flow.

When building an application flow, you must create pages to which blocks are added. The list of available blocks are set by
the system. Blocks you used to create a page are made of either standard fields or user-defined fields. Depending on the
type of application flow, the lists of blocks available to create a page of the application flow differ. If a block contains standard
fields the disposition and the availability of the fields cannot be changed. You can modify the value and the formatting of
the field text. If a block contains user-defined fields, then you can select the fields included in the block via the user-defined
form associated to the block. The text and the formatting can also be changed. The order of the information blocks in the
Block Ordering section indicates the order in which the information is displayed in the application flow. In other words, the
top information block in the Block Ordering section represents the information displayed at the top of the page; the box
below it represents the information displayed immediately below the top information block and so forth. Some blocks can
be mandatory and can only be used at a specific step of the application flow. For example, the Thank You block in a Job-
specific Application is always on the last page of the application flow and is mandatory. It is a best practice that application
flows contain fewer than seven pages.

The following is an example of an application flow. The flow contains pages and selected blocks. The form used and actions
that can be performed are also presented.

" Note: Fields which are configured as a block on the Career Section flow are not available for contextualization

by OLF.
Flow Type Pages Selected Blocks Form Action
Candidate Resume Upload Resume upload None, system defined None
Profile
Company Source Tracking Company source tracking None, system defined None
Disqualification Questions Disqualification Questions None, system defined None
Education Education Form-0043 None
Certifications Default Certifications
Basic Profile Information Form-0026
Profile skills Profile competencies Simple then Detailed format Processing answers for

disqualification questions

Diversity Diversity None, system defined None

Thank you Thanks you (General Profile) None, system defined None
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Building an Application Flow

Building an application flow consists of the following steps:

Creating the application flow.

Editing the properties of pages in the application flow.

Editing the properties of blocks added to pages of the application flow.
Changing the text of fields in the application flow.

Changing the text of fields in a block.

Activating the application flow.

Associating the application flow to a career section.

Nookrob

Creating an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.

Consider duplicating an existing application flow.

Configuration > [Career Section] Administration > Application flows
1. Click Create.

Select a flow type.

Click Create.

Enter a code, name, and description.

Specify if you want to enable the progress bar.

Specify if you want to enable the autofill after initial submission.

I

This allows users to automatically progress through the application stopping at the first page that either has
mandatory fields that the user has not already completed or at a page for which the page property "Always display
this page if the autofill option is enabled" is set to Yes. If all mandatory fields have been filled in and there is no stop
on a page, the system displays the first page that is incomplete or the first page of the flow (whether the page was
completed or not).

7. Create pages.
a. Inthe Add a Page field, type the name of the page.
b. Click Create a Page. The page appears in the Flow section.
c. Create as many pages as necessary.

8. Add blocks to pages.
a. Inthe Available Blocks section, select a block.
b. Drag and drop the block in the page. The block appears in the page.
c. Add as many block as necessary.

9. Add actions. An action can only appear once in an application flow.
a. Inthe Available Actions section, select an action.
b. Drag and drop the action in the page. The action appears in the page.
c. Add as many actions as necessary.

10. Click Save.
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Editing the Properties of a Page in an Application Flow

The Access the Career Section Administration section user type permission grants users access to this feature.

Application flow must be inactive or draft.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. In the Page Ordering section, click the name of a page (name displayed in bold).
3. Click Edit next to Page Properties.
4. Modify the fields and settings. For details, see Application Flow Page Properties.
5. Click Save.

Editing the Properties of a Block in an Page

The Access the Career Section Administration section user type permission grants users access to this feature.

Application flow must be inactive or draft.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Inthe Page Ordering section, click the name of a block.
3. Click Edit next to Page Properties.
If the Edit link does not appear, it is because the block does not have any specific properties.
4. Modify the properties. For details, see Application Flow Blocks.
5. Click Save.

Changing the Text of a Field in an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.
Application flow must be inactive or draft.

Display resource identifiers associated to each field.

Access the career section containing the application flow you wish to modify.

Locate the label you wish to modify and note the resource ID. Resource IDs are displayed in front of each label.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of the application flow.
Click Edit User-defined Labels next to Application Flow Properties.
Locate the resource to be changed by sorting by, or refining by resource number.
Click the name of the resource.
Click Edit next to Properties.
In the Override field, type the new label. A maximum of 1,000 characters is allowed.
Click Save.

NookroN
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Changing the Text of a Field in a Block

The Access the Career Section administration section user type permission grants users access to this feature.

Application flow must be inactive or draft.

Display resource identifiers associated to each field.
Access the career section containing the application flow you wish to modify.

Locate the label you wish to modify and note the resource ID. Resource |IDs are displayed in front of each label.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of the application flow.
In the Page Ordering section, click a block.
Click Edit User-defined Labels next to Properties.
Locate the resource to be changed by sorting by, or refining by resource number.
Click the name of the resource.
Click Edit next to Properties.
In the Override field, type the new label. A maximum of 1,000 characters is allowed.
Click Save.

O NG ROD

Activating the Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Click Activate.

The application flow can now be used in the applicable Career Section.

Associating an Application Flow to a Career Section

The Access the Career Section administration section user type permission grants users access to this feature.

Career section must have Inactive or Draft status.

Configuration > [Career Section] Administration > Career Sections
1. Click the name of a Career Section.
2. Click Edit next to Application Flow.
3. Select the application flows to be used for each situation.
4. Click Save.
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Name Description Flow Types Properties
Additional Allows the candidate to provide e Application - Agency Career Objectives
Information additional information regarding ) ) .
qualifications, career objectives, * Candidate Profile Number of columns
or any other details that may help e Candidate Profile - Referral ¢ Number of rows
explain qualifications. 3 o Supplementary Comments
e Job-specific Application
e Number of columns
e Job-specific Referral o Number of rows
e Profile - Agency
e Request More Information
Attachments Enables candidates who are e Application - Agency Attachment Mandatory
completing a job submission to ) ) .
include file attachments from their * Candidate Profile ves
computer or from their general e Candidate Profile - Referral * No
profile. The Attachments section
in the application flow lists all file *  Job-specific Applications
attachments the candidates added . "
. " ! ob-specific Referral
manually in addition to any file
attachments associated with their e Profile - Agency
general profile.
Candidates can then select the check
box in the Relevant Files column next
to files they want to include in the
job submission. They can select the
check box in the Resume column
next to files they want to identify as
career resumes and the resumes will
be identified as such in the Recruiting
Center.
The Resume column and
corresponding check boxes are
displayed to candidates provided
the latter attached at least one file to
their general profile prior to applying
for the job. See also: Resume file
attachments and Taleo Connect.
Background Data included in the Background e Invitation to Self-identify Use this form in the application flow
Check Address Check block is intended to be used - o . R
History for background checking only. * Job-specific Applications Eggrg;gﬂgtgﬁ%g %r;ﬁ;a; '

Even if company policy is to only .
conduct background checks on

a small subset of candidates or

on the candidate who is hired, not
collecting background check data
from all may cause harm. Consider
collecting background check data
from all candidates. A best practice
is to place the Background Check
Consent block early in the application
flow to filter out candidates before
they spend time providing data

that is not needed or exposing

ORrRACLE
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Name Description Flow Types Properties

selection content (prescreening
questions or assessments) to them
unnecessarily. Because regulations
governing background check consent
vary by location, defining local

legal disclaimers helps to ensure
candidates understand what they are
consenting to.

Background Data included in the Background e Invitation to Self-identify
Check Consent Check block is intended to be used . o
for background checking only. * Job-specific Applications
Even if company policy is to only e Request More Information

conduct background checks on

a small subset of candidates or

on the candidate who is hired, not
collecting background check data
from all may cause harm. Consider
collecting background check data
from all candidates. A best practice
is to place the Background Check
Consent block early in the application
flow to filter out candidates before
they spend time providing data

that is not needed or exposing
selection content (prescreening
questions or assessments) to them
unnecessarily. Because regulations
governing background check consent
vary by location, defining local

legal disclaimers helps to ensure
candidates understand what they are
consenting to.

Background Data included in the Background e Invitation to Self-identify Use this form in the application flow

Check General Check block is intended to be used » . e Background Check Consent -

Information for background checking only. * Job-specific Applications General Information type forms
Even if company policy is to only  Request More Information

conduct background checks on

a small subset of candidates or

on the candidate who is hired, not
collecting background check data
from all may cause harm. Consider
collecting background check data
from all candidates. A best practice
is to place the Background Check
Consent block early in the application
flow to filter out candidates before
they spend time providing data

that is not needed or exposing
selection content (prescreening
questions or assessments) to them
unnecessarily. Because regulations
governing background check consent
vary by location, defining local

legal disclaimers helps to ensure
candidates understand what they are
consenting to.

Background Data included in the Background e Invitation to Self-identify Use this form in the application flow

Check Military Check block is intended to be used . _— e Background Check Consent -

Experience for background checking only. * Job-specific Applications Address History type forms
Even if company policy is to only e Request More Information

conduct background checks on
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Name Description Flow Types Properties

a small subset of candidates or

on the candidate who is hired, not
collecting background check data
from all may cause harm. Consider
collecting background check data
from all candidates. A best practice
is to place the Background Check
Consent block early in the application
flow to filter out candidates before
they spend time providing data

that is not needed or exposing
selection content (prescreening
questions or assessments) to them
unnecessarily. Because regulations
governing background check consent
vary by location, defining local

legal disclaimers helps to ensure
candidates understand what they are
consenting to.

Basic Profile A candidates basic information. e Application - Agency Use this form in this application flow
Information « Candidate Profile - Referral *  Basic Profile type forms

e Job-specific Applications

e Job-specific Referral

e Profile - Agency

Candidate A candidate's personal information. e (Candidate Profile Force candidates to provide a valid
Personal Allows candidates to provide an ) . U.S. social security number
Information anonymous application (application * Candidate Profile - Referral e Ves

without personal identification e Invitation to Self-identify

information). The personal * No

identification fields are grayed out * Job-specific Applications Allow anonymous candidates

so that candidates do not provide
this type of information. The required
fields for an anonymous application e No
are logon ID, password, email and
location. If candidates decide that
they no longer want their application
to be anonymous and fill out the

e Job-specific Referral e Yes

Use this form in the application flow

personal information fields, they e Candidate Personal Information
are not able to revert back to an type forms

anonymous application. To activate Activate the identification of potentially
the anonymous application feature, duplicate candidates

the Allow Anonymous Candidates

option must be selected in the o Yes

Candidate Personal Information

block properties. It is possible * No

to restrict access to anonymous
candidates by activating the following
setting: Include candidates whose
identification is missing in candidate
list and in candidate search results
(does not apply to Quick Search)

When Activate the identification of
potentially duplicate candidates is
selected, if a potential duplicate is
found by the system, a Duplicate
Check task is sent to the owner of
the requisition, that is the recruiter
assistant. If no recruiter assistant was
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Properties

Name Description

defined, it is sent to the recruiter. For

the duplicate check task performed
in a profile context, if a potential
duplicate is found, since there is no
recruiter the task is redirected to the
person defined in the General Profile
Duplicate Check Task Assignee
setting.

Flow Types

Certifications

The Certifications block only
accommodates standard fields. No
user-defined fields can be inserted.

It is recommended to implement the
Certifications block when this type of

data is critical. For example, for health
care, financial services and consulting

positions.

Application - Agency
Candidate Profile
Candidate Profile - Referral
Job-specific Application
Job-specific Referral
Profile - Agency

Request More Information

Minimum number of certification
entries

e 0-10

For selection fields, force the user to
specify a value from the selector

e Yes

e No

Use this form in this application flow
e Certifications type form

Cover Letter (plain

Allows a candidate to input a plain

Application - Agency

Number of columns

text text cover letter. Number of rows
) Candidate Profile
Candidate Profile - Referral Minimum number of characters
required in the Cover Letter Field
Job-specific Referral
Profile - Agency
Request More Information
Contingent An agency can enter information Application - Agency
Staffing about a contingent worker.

Disqualification
Questions

The Disqualification Questions

block must be placed alone on a
page. It is a best practice to also
process answers for disqualification
questions on this page. If a candidate
is disqualified on this action they will
be brought to a modified thank you
page informing them they have not
met the minimum requirements for
the position.

Candidate Profile
Job-specific Application

Number of questions per page

Diversity

Taleo provides standard EEO1,
EEO2a, EEO2b and EE Diversity
forms. Customers can configure
these standard forms as well as
create custom Diversity forms.

Candidate Profile
Invitation to Self-identify
Job-specific Application

Request More Information

Display all questionnaires on the
same page.

e Yes

e No

Education

ORrRACLE

The candidate can provide
information about their educational
history.

Application - Agency
Candidate Profile
Candidate Profile - Referral
Job-specific Referral

Profile - Agency

Minimum number of education entries
e 0-10

For selection fields, force the user to
specify a value from the selector

e Yes

e No
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Name Description Flow Types Properties
¢ Request More Information
Use this form in this application flow
e Education type forms
eSignature There is no restriction on where e Job-specific Application Use this form in this application flow

the eSignature block can appear.
However, it is recommended to
include it at the end of the application
flow to ensure that the candidate

has entered all required information
prior to electronically signing the
application. If the eSignature block

is included in an application flow, the
former is displayed to candidates
each time they apply even if Autofill
After Initial Submission Enabled

is selected in the application flow
properties. Users can view eSignature
block information if the View the
“eSignature” block information
permission is selected for their user
type in SmartOrg.

e Electronic Signature type forms

Job Sourcing
Tracking

System administrators have the ability e Job-specific Application
to specify if the Source Tracking
block is hidden from candidates if

the source is pre-filled. An example
would be when the source code is
embedded into the URL that redirects
candidates to the Career Section
from a job board. The following option
is available in the properties of the
Job Sourcing Tracking block of an
application flow: Hide the “Source
Tracking” block if it is pre-filled. When
set to Yes, candidates do not see,

in the application flow or, on the
summary page, the Source Tracking
block if the source was pre-filled. Use
this option to not provide candidates
the opportunity to change the value.
When set to No, the Source Tracking
block is displayed no matter what. By
default, the option is set to No. The
Display internal sources on internal
Career Sections private settings
allows the display of internal sources
in the source block of an application
flow.

e Job-specific Referral

Hide the "Source Tracking" block if it
is pre-filled
e VYes

e No

Location Selection

Allows the candidate to identify the e Application - Agency

locations of interest for the job. - .
e Job-specific Application

Select as default location
o Al

e Primary Location

OLF Selection
- One level per
page

ORrRACLE

Allow a candidate to specify work e Application - Agency
preferences such as the job field,

location, and organization. * Candidate Profile

If the full OLF block or portions of e Candidate Profile - Referral

the block are not included in the B o
Candidate Profile type flow, then OLF e Job-specific Application

contextualized information (such as « Job-specific Referral

Display the Organization menu
e VYes

e No

62



Talent Acquisition Cloud
Implementing Career Section

Chapter 5
Application Flows

Name Description Flow Types Properties
contextualized fields for the OLF) will
not be available in the general profile
unless the candidate already has OLF
preferences in their candidate record.
Personal Agents can refer a new candidate, Application - Agency Force candidates to provide a valid
Information - or a known candidate using the ) ) U.S. social security number
Agency candidate's email. Candidate Personal Information e Yes
- Agency
e No
Activate the identification of potentially
duplicate candidates
e VYes
* No
Display the email validation section
in the Personal Information - Agency
block
e VYes
* No
Allow anonymous candidates
* Yes
* No
Use this form in this application flow
Plain Text Candidates can type in or paste in a Application - Agency Number of columns
Resume plain text resume. Number of rows

Candidate Profile
Candidate Profile - Referral
Job-specific Application
Job-specific Referral

Profile - Agency

Minimum number of characters
required in the Resume field

Prescreening
Competencies

Prescreening competencies are
configured in the competency

library and added to a requisition

in the recruiting center. This block
must be included for prescreening
competencies to appear in the Career
Section.

Application - Agency
Job-specific Application

Job-specific Referral

Number of competencies per page
While applying for a job or filling

out a general profile, only show
competencies or questions that have
not been evaluated

e Yes
e No

Display the mandatory statement
checkbox after the detailed format

e Yes
e No

Use this competency assessment
format

e Detailed

e Simple

ORrRACLE
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Name

Description

Flow Types

Properties

e Simple then Detailed format

e Simple then voluntary Detailed
format

When showing competencies in
the detailed format, only show
competencies that reach the
minimum level defined for the
abridged format

e Yes
e No

Display the mandatory statement
checkbox after the simple format

e Yes
* No

Save only competency assessments
when the candidate provides
information about a given
competency.

e Yes

* No

Prescreening

Prescreening questionnaire questions

e Application - Agency

Number of questions per page

Questionnaire are configured on the requisition in " L Mandatory questions
the recruiting center. This block must * Job-specific Application e None
be included for the prescreening e Job-specific Referral .
questionnaire to appear in the Career ¢ Single-answer
Section. e Single and Multiple-answer
o Al
When applying for a job or filling out
a general profile, only show skills
or questions that have not been
evaluated
Profile Profile competencies are configured * Application - Agency Number of competencies per page
Competencies in the competency library in the While applying for a job or filling

recruiting center. This block must be
included for profile competencies to
appear in the Career Section.

e Candidate Profile
e Job-specific Application

* Profile - Agency

out a general profile, only show
competencies or questions that have
not been evaluated

e Yes

e No

Display the mandatory statement
checkbox after the detailed format

e Yes

e No

Use this competency assessment
format

e Detailed

ORrRACLE
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Properties

Name Description

Flow Types

e Simple then Detailed format

e Simple then voluntary Detailed
format

When showing competencies in
the detailed format, only show
competencies that reach the
minimum level defined for the
abridged format

e Yes
e No

Display the mandatory statement
checkbox after the simple format

e Yes
e No

Save only competency assessments
when the candidate provides
information about a given
competency.

e Yes

e No

e Simple

Profile

Profile questionnaire questions are

Application - Agency

Number of questions per page

Questionnaire configured in the question library ) ) Mandatory questions
in the recruiting center. This block Candidate Profie e None
must be included for the profile Job-specific Application .
questionnaire to appear in the Career e Single-answer
i Job- ific Referral
Section. ob-speciiic hetera ¢ Single and Multiple-answer
Profile - Agenc
gency o Al
Request More Information
When applying for a job or filling out
a general profile, only show skills
or questions that have not been
evaluated
References The References block only Application - Agency Minimum number of reference entries

accommodates standard fields. No
user-defined fields can be inserted.

Candidate Profile
Job-specific Application
Profile - Agency

Request More Information

e 0-10
Use this form in this application flow
e References type forms

Referrer Personal
Information

The referrer must enter personal
information about themselves, and
the candidate that is being referred.

Candidate Profile - Referral

Job-specific Referral

Force candidate to provide a valid
U.S. social security number

e Yes
e No

Use this form in this application flow.

e Referrer Personal Information
type forms

ORrRACLE
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Name

Description

Flow Types

Properties

Resume Content

Give the candidate an option to
replace the information in the general
profile with the information entered for
the job submission. If this block is not
present the general profile will always
be updated with the information on
the job submission.

e Job-specific Application

Resume Upload

The block must be alone on its page
before any Attachments, Candidate
Personal Information, Education,
Work Experience or Resume block.

If Resume Parsing is turned on the
candidate has an option to upload a
resume.

The candidate can upload information
from a third party.

e (Candidate Profile

e Job-specific Application

Resume Upload

Offers the candidate the option of
uploading a resume. The block must
be alone on its page before any
Attachments, Candidate Personal
Information, Education, Work
Experience or Resume block.

e Candidate Profile - Referral
e Job-specific Referral

e Application - Agency

e Profile - Agency

Screening

Multiple screening blocks can

be configured on an application
flow. When the screening block is
configured as inline it must be on
its own page, and not co-mingled
on a page with other blocks. For
security reasons, candidates must
enter their login information (user
name and password) before filling
out an assessment. The email sent to
candidates contains a hyperlink that
direct them to the login page.

e Invitation to Self-identify
e Job-specific Application

e Request More Information

Allow candidates to receive
questionnaire information later by
email.

e Yes

e No

Show this block to the following
candidates

e ACE Candidates
e Those who Meet RMI Criteria

e Those who Meet Required
Criteria

e All Candidates

Display Mode
° Pop-up window

e Inline

This service is mandatory (candidates
must click the link to access the
questionnaire immediately or choose
to receive it by email, if the latter is
activated.

e Yes

* No

Service

ORrRACLE
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Name

Description

Flow Types

Properties

e The services available to the
zone.

Send New Jobs
To Candidate

Candidates can choose to receive
an email notification whenever a
new positing matching the profile is
posted.

e (Candidate Profile - Referral
e Job-specific Application

e Job-specific Referral

By default, select the check box:
Accept invitations by Email on career
opportunities matching this profile

* Yes

e No

Shift Availability
Grid

The work shift availability grid

is only activated by default for
applications created for hourly

and campus requisitions. The
information is stored at the profile
level, so once the data has been
completed on one application,

all other applications display this
information. Otherwise, professional
and executive applications do not
show a shift availability grid. The
grid always displays all days and

5 shift periods. Default values are:
Early Morning, Midday, Afternoon,
Evening, Overnight. It is not possible
to remove a day or shift period from
the grid. The grid labels are standard
for recruiters and managers; labels
are only configurable for candidates
and can be configured differently per
application flow.

e Application - Agency

e Candidate Profile

e Candidate Profile - Referral
e Job-specific Application

e Job-specific Referral

e Profile - Agency

Thank You (Job

The candidate is taken to the

e Application - Agency

Display the Candidate Profile

Submission) Thank You page after completing a L ) ) hyperlink
submission. e Invitation to Self-identify . Ves
Job- ific Applicati
e Job-specific Application . No
* Job-specific Referral Display links to these job lists
e Request More Information * None
e Link to Standard List
e Link to Personalized Job List
e Both Links
Thank You The candidate is taken to the e (Candidate Profile - Referral Display links to these job lists

(General Profile)

Thank You page after completing a
submission.

e Profile - Agency

e None
e Link to Standard List
e Link to Personalized Job List

e Both Links

Work Conditions

The work conditions block is only
available for hourly and campus hiring

types.

e Application - Agency

e Candidate Profile

e Candidate Profile - Referral
e Job-specific Application

e Job-specific Referral

Use this form in this application flow
e Work Conditions type forms
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Properties

Work Experience

The information in this section is only
relevant in the case of user-defined
forms that include the Current Job
field. The Properties section of the
Work Experience block contains

the Hide the end date in the case of
current job field among others. The
End Date field in the Work Experience
block is irrelevant when candidates
enter information about their current
job they are typically still employed

in the position. If the value of the
Hide the end date in the case of
current job setting is set to Yes for an
application flow, and a user displays
a job-specific application that uses
the flow, no end date is displayed
for the current work experience.

The default value is No to ensure
backward compatibility. Contingent
workers might know the end date of
their current job (even though they
are still employed in the position).
For this reason, one might choose
to configure contingent application
flows such that the End Date field is
displayed.

e Application - Agency

e Candidate Profile

e Candidate Profile - Referral
e Job-specific Application

e Job-specific Referral

e Profile - Agency

Minimum number of education entries
e 0-10
For selection fields, force the user to
specify a value from the selector
* Yes

* No

Hide the end date in the case of
current job

e Yes

e No

Use this form in this application flow
e Work Experience type forms

Resume file attachments and Taleo Connect

When exporting and importing information about attachments, it is possible to determine if an attachment is a resume or not
using the AttachmentType entity (AttachmentType,Code=RESUME).

When importing information about attachments, it is possible to specify if an attachment is a resume or not, by using TCC
services (with AttachmentType parameter):

e attach-file-to-application-by-type

e attach-file-to-profile-by-type

e attach-recruiter-file-to-application-by-type

e attach-recruiter-file-to-profile-by type

When importing information about attachments, it is possible to specify if an attachment is a resume or not, by using new
operations of the Candidate web service (with AttachmentType parameter):

e attachFileToApplicationByType

e attachFileToProfileByType

e attachRecruiterFileToApplicationByType

e attachRecruiterFileToProfileByType
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#" Note: The system has identified documents uploaded via the Resume Upload (Parsing) block as resumes
since 13B (although this designation was not displayed in Career Section or in the Recruiting Center in 13B).
Consequently, if a zone is migrated from 13B to 13C or a later version, and if Resume Upload (parsing) is in use,
there will be files parsed by the Resume Upload (Parsing) block in 13B that are identified as resumes in the 13C
Zone.

Application Flow Page Properties

Name Name of the page.
Page Title Title appearing in the progress bar box as well as at the top of each page.
Page Header Header that appears in a career section, just above the sentence Required Information is

signaled by this indicator. The page header can contain a maximum of 4000 characters and
can be formatted using HTML options. A page header may contain an image <img /> tag. A
tracking URL can be added to application flow pages via the image tag. Taleo has created three
tokens that can be used by the company to track page hit locations: {ApplicationNumber},
{CandidateNumber}, {RandomNumber}. The following URL has spaces for formatting: <img
src="https://#/a; variableName={ApplicationNumber}; variableName2={CandidateNumber};
variableName3={RandomNumber}?" width="1" height="1" alt=""/>

Display the Ctrl key for multiple selection If you select Yes, the following sentence is displayed in the career section: "Hold down the CTRL
hint key (Command key for Mac) to make multiple selections or to deselect items."

Display the required field hint If you select Yes, the following sentence is displayed in the career section: "Required Information is

* 0

signaled by this indicator *.

Always display this page if the autofil Provided the "Autofill After Initial Submission Enabled" field is set to Yes, a page in the flow can be

option is enabled configured such that if candidates return to an incomplete job application or apply for a new job,
the page is always displayed even if it contains no mandatory fields. Activating this setting for a file
attachment page, for example, ensures that candidates who return to an incomplete job application
have the opportunity to verify which attachments they want to include with the application.

Application Flow Actions
An action is performed by the system when a step is reached by the applicant in the application flow.

An action is added to a page of an application flow. An action can only appear once in an application flow. Actions are
available according to the type of application flow. Actions cannot be added to every type of application flow.

e Job Specific Application available actions:
o Processing Answers for Disqualification questions

o Sending a Job Submission Acknowledgment Letter
o Sending an ACE Candidate Alert Malil

e Job Specific Referral available actions:
o Sending a Referral Acknowledgment Letter
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o Sending a Referral Thank You Letter

o Sending an ACE Candidate Alert Mail
Candidate Profile available actions:

o Processing Answers for Disqualification questions

o Sending a Profile Acknowledgment Letter
Candidate Referral available actions:

o Sending a Referral Acknowledgment Letter

o Sending a Referral Thank You Letter

Request More Information
Invitation To Self Identify

Application-Agency available actions:
o Sending a Referral Acknowledgment Letter

o Sending a Referral Thank You Letter

o Sending an ACE Candidate Alert Malil
Profile-Agency available actions:

o Sending a Referral Acknowledgment Letter

o Sending a Referral Thank You Letter

You can choose to add one of several of the following actions to an application flow. When selecting an action which sends
correspondence to a candidate, it is a best practice to activate the Send this acknowledgment only if the application is
completed property of the action.

Sending a Referral Acknowledgment Letter: The system sends an acknowledgment letter to referrers who reach the
application flow Thank You page and who have submitted a complete job submission.

Sending a Referral Thank You Letter: The system sends an acknowledgment letter to candidates who reach the
application flow Thank You page and who have submitted a complete job submission.

Sending a Profile Acknowledgment Letter: The system sends an acknowledgment letter to candidates who reach the
application flow Thank You page and who have submitted a complete general profile.

Sending a Job Submission Acknowledgment Letter: The system sends an acknowledgment letter to candidates who
reach the application flow Thank You page and who have submitted a complete job submission. You can add this
action to all application flows (external, internal, agency and referral). This is to prevent the candidate from getting a
Thank You after completing a draft or the summary page.

Processing Answers for Disqualification Questions: The system disqualifies or marks the candidates for review if they
do not meet the minimum requirements. The Disqualification Questions block must be placed alone on a page. It

is a best practice to also process answers for disqualification questions on this page. If candidates are disqualified
on this action they will be brought to a modified Thank You page informing them they have not met the minimum
requirements for the position.

Sending an Ace Candidate Alert Mail: When a candidate's profile matches the Ace Candidate profile an email is sent
by the system to the recruiter or hiring manager. The Sending an ACE Candidate Alert action is place on the page
where you want to determine if the candidate is an ACE candidate; this action is often placed on the questions page.

The Send this Acknowledgment only if the application is completed option is located in the properties in the application flow
of the action.
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Application Flow - Other Configuration Tasks

Deleting an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.

Application flow must be inactive or draft.

Configuration > [Career Section] Administration > Application Flows
1. Click Delete located on the same row as the application flow.
2. Confirm Deletion.

The Application flow is permanently deleted from the database.

Deactivating an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.

Application flow must not be used in a Career Section.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Click Deactivate.

The application flow can no longer be selected in a Career Section.

Viewing the Career Sections Associated to an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Click View Associated CS located at the top of the page.

A list of all the Career Sections using the application flow is presented.

Adding a Page to an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.

Application flow must be inactive or draft.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
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Click Edit.

Enter the name of a page in the Add a Page field.
Click Create a Page.

5. Click Save.

»oODN

A new page is added to the application flow.

Removing a Page from an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.

Application flow must be inactive or draft.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Click Edit.
3. Click Delete located on the page to delete.
4. Click Save.

The page is no longer available to the application flow.

Reordering Pages in an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.

Application flow must be inactive or draft.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Click Edit.
3. Under the Flow section, drag and drop the pages to the desired order.
4. Click Save.

Changing the Text of an Application Flow Page Header

The Access the Career Section administration section user type permission grants users access to this feature.

Application flow must be inactive or draft.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. In the Page Ordering section, click the name of a page (name displayed in bold).
3. Click Edit next to Page Properties.
4. In the Page Header box, change the text. You can also format the text with the formatting tools.
5. Click Save.
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Adding a Block to an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.
Application flow must be inactive or draft.

A page must be created.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Click Edit next to Application Flow Properties.
3. Inthe Available Blocks section, select a block.
4. Drag and drop the block in the page. The block appears in the page.
5. Click Save.

The new block is displayed to the candidate when the application flow is used in a Career Section.

Removing a Block from an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.
Application flow must be inactive or draft.

A page must be created.

Configuration > [Career Section] Administration > Application Flows
1. Select an application flow.
2. Click Edit.
3. Drag and drop a block from the Flow section to the Available Blocks section.
4. Click Save.

The removed block is no longer displayed to the candidate when the application flow is used in a Career Section.

Ordering Blocks in an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.
Application flow must be inactive.

A page must be created with block elements.

Configuration > Application Flows
1. Select an application flow.
2. Click Edit.
3. Drag and drop a blocks in the appropriate order on the pages of the application flow.
4. Click Save.

The page displays the fields included in the block in the selected order when the application flow is used in a Career Section.
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Adding an Action to an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.
Application flow must be inactive or draft.

A page must be created.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Click Edit.
3. Drag and drop an action from the Available Actions section to a page.
4. Click Save.

The action is carried out when the application flow is used in a Career Section. If the application flow contains an action which
sends correspondence to a candidate, it is a best practice to activate the Send this acknowledgment only if the application is
completed property of the action.

Removing an Action from an Application Flow

The Access the Career Section administration section user type permission grants users access to this feature.
Application flow must be inactive or draft.

A page must be created.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Click Edit.
3. Drag and drop an action from the Flow section to the Available Actions section.
4. Click Save.

The action is no longer carried out when the application flow is used in a Career Section.

Editing the Properties of an Action in an Application Flow

The Access the Career Section Administration section user type permission grants users access to this feature.
Application flow must be inactive.

Not all actions have properties.

Configuration > [Career Section] Administration > Application Flows
1. Click on the name of an application flow.
2. Click an action.
3. Click Edit next to Properties.
4. Edit the properties. For details, see Application Flow Actions.
5. Click Save.
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Activating the Invitation to Self-identify Message Template

The Access Administration user type permission grants users access to this feature.

Configuration > [Recruiting] Message Template
1. Click the EEQ, Invitation to Self-identify message template.
2. Click Activate.

When an invitation to self-identify is sent, the EEQO, Invitation to Self-identify message template is be used.

Progress Bar

Progress Bar

The progress bar indicates the different steps of the application flow and highlights where the candidates are in the
application process.

The progress bar allows candidates to move to a previous step (page) at any time and make changes during the application
process. Once candidates have completed their job submission, they are taken to a summary page displaying all the
information they provided

The progress bar is displayed by default. You can choose to activate the progress bar for a specific application flow. The
titles correspond to the title of the pages used in the application flow, and you can change them. If the progress bar does not
properly fit in the width of the page, you can adjust it in the main section of the Career Section Theme.

There is one box for each step in the application flow. However, a block that contains multiple pages is displayed as a single
box in the progress bar. For example, if disqualification questions span 3 pages, this is indicated to the candidate (Page X of
3, where X represents the page the candidate is currently on). The previous situation can happen in the following cases:

e eSignature for jobs available in multiple countries.
e Diversity data when there are multiple questionnaires.
e Questions, skills and disqualification questions.

e OLF block which always spans 3 pages.
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Displaying the Progress Bar

The Access the Career Section Administration Section user type permission grants users access to this feature.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Click Edit next to Application Flow Properties.
3. Select Yes form the Progress Bar Enabled option.
4. Click Save.

The Progress Bar is displayed to candidates when the application flow is used in a Career Section.

Changing the Text in the Progress Bar Boxes

The Access the Career Section administration section user type permission grants users access to this feature.

Application flow must be inactive or draft.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. In the Page Ordering section, click the name of a page (name displayed in bold).
3. Click Edit next to Page Properties.
4. Change the text of the Page Title field.
5. Click Save.

Formatting the Text in the Progress Bar Boxes

The Access the Career Section administration section user type permission grants users access to this feature.
Application flow must be inactive.

Configuration > [Career Section] Administration > Application Flows
1. Click the name of an application flow.
2. Inthe Page Ordering section, click the name of a page (name displayed in bold).
3. Click Edit next to Page Properties.
4. Use the Page Header box to change the formatting of the text.
5. Click Save.
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O Career Sections

Career Sections

Career Section
A Career Section is a Web site where candidates can search and apply for a job available in an organization.
There are four types of Career Sections which address different hiring needs:

e Internal: accessed only by current employees or anyone you give access to.
e External: for candidates who are interested in current employment opportunities in your organization.
e Agency: used by recruiting agencies or agents.

e Onboarding Portal: task-oriented career section containing a single tab called "Tasks" where candidates, new hires
or employees can complete their tasks. No job-related information is available.

Career Sections are highly configurable. Before building a Career Section, elements presented in the Career Section must be
created, for example statements such as privacy agreement and eSignature, Diversity forms to collect diversity data such as
gender or ethnicity, user-defined forms, and applications flows. The look and feel of the Career Section must also be defined
with themes and branding.

When the content and design are configured, you are ready to build a Career Section. The Career Sections area in the Career
Section Administration menu allows you to view existing Career Sections, create new ones or duplicate existing Career
Sections, and define options and settings in the different components of the career section.

Configuration
The Access the Career Section administration section permission is required to make changes to Career Sections.

User Type Permission Location

Access the Career Section Configuration > [SmartOrg] Administration > User Types > Recruiting > Career Section
administration section

Best Practices for Career Sections

While creating a career section, keep in mind that a poorly designed one increases the chances that potential candidates will
abandon the job application process. Some sources of frustration that candidates might encounter are: application processes
that are unduly long, password lock issues, reentering information, product stability and the inability to obtain help. Following
some best practices will help you make the application process a pleasant one.
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Reduce Application Process Complexity

Question the complexity of the application process. Candidates are less willing to provide information they don’t see as truly
relevant to the process.

e Does the organization actually use all the information candidates are required to provide during the selection
process?

e Could some information be included in a secondary application flow?

¢ |s asingle job application flow for executives and hourly employees desirable?

e Would you want to complete the entire application process yourself? Would the CEO complete the job application
process?

e \Why use the copy/paste resume box when there is an HTML preview in the application?

Inform Candidates of Password Lock Settings

If the password lock feature, which prevents candidates from signing in to a career section after a specific number of
unsuccessful sign in attempts, is enabled be sure to modify the default error message such that the system displays clear
instructions to candidates as to what to do. The message could include your organization’s Support email address or a link to
a FAQ section. The message should never suggest contacting My Oracle Support.

The following tokens can be edited in TexTool to modify the locked account message:
e 208464
e 298446
e 208533

Create a FAQ

It is highly recommmended to include a career section FAQ on the Web site for visitors or provide the email address of your
organization's Support team. The FAQ link or email address could be placed in the Help section of the job list page or the
Help link that is available on the career page.

Populate the Help Link

A Help link can be added to a career section. The link can point to the custom Help text or the customer's email address.

Give Candidates Extra Features on the Career Section Sign In Page

Enabling the settings that display the “Forgot your user name” and “Forgot your password” links is highly recommended. The
Sign In features on the career section is where the links are enabled.

Create Candidate Friendly Page Layouts

Reduce the need to scroll within a page to view information. For example, forms should be configured to not extend beyond
the established width of the career section. Eliminate the horizontal scroll bar that would otherwise be displayed at the bottom
of the page by limiting the number of fields on a row and adjusting the width of fields and labels (through the CSS style).

It is important to test forms in a career section before deployment.
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Name Application Flow Pages Appropriately for Display

If a page in an application flow has no title (often the case with multilingual customers), the progression bar box is blank. For
this reason, provide page titles in all languages available in the career section.

If the page title is too long, the text extends beyond the box. The recommended maximum length is 25 characters.

Configure Theme for Proper Integration Within the Web Site

Each career section can be assigned a theme. A change to a theme causes a change in every career section that uses it.

A theme should be configured such that the career section pages conform to the organization's other pages. Adjust the
colors and fonts so they are the same as those used in the branding.

Configure the progression bar within the theme so it does not extend beyond the established width of the career section
(720px).

The width of the help panel is configured in the theme. The recommended width of the help panel is between 100 and 200px.
Remove the Help panel entirely by setting its width to Opx.

The colors of the tabs and sub-tabs can be adjusted such that they conform to the Web standards. For example, white tabs
are typically used to indicate a selected tab.

Further Integrate Career Section Into the Web Site Using Branding

Complete the look and feel of the career section by providing a branding file. The branding file should be tested and validated
before being uploaded. Branding that includes JavaScript must be validated by Taleo.

Follow these Career Section Customization Guidelines

Career Sections are highly customizable; display, font, text, colors, etc. can be changed to reflect the needs of your
organization. As a system administrator, you can change several aspects of the Career Section to have it reflect the specific
needs of your organization. To successfully achieve customization, consider the general overview of the Career Section. Keep
in mind that the Career Section is divided into features. To modify an element, you must know to which feature of the Career
Section this element belongs. For example, style formatting is done via the theme feature, i.e. changes to colors, fonts, size
etc. To hide or display a specific element, understand to which area it belongs. For example, use an application flow feature
to hide the application progress bar because the progress bar is displayed in the application flow. Or, use the Career Portal
Pages feature to hide the Personalized Job List tab under the Career Sections section because they belong to the career
portal pages. Change one element at a time, then see the results by previewing the Career Section.

Building a Career Section

The building of a career section consists of the following steps:

Creating a branding file.

Creating statements (privacy agreements).

Creating user-defined forms.

Creating Diversity forms.

Building application flows.

Creating a theme.

Configuring security options for career sections.
Creating the career section and define its properties.

NGO R~ODN A
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9. Configuring career portal pages.
10. Activating the career section.

Career Section Components

Each of the areas that you can configure for each of your Career Sections is described below.

Properties: Each Career Section has its own Properties settings, which include the Career Section code, name, description,
and type as well as different options. For details, see Career Section Properties.

Application Flow Properties: An application flow is a sequence of pages that must be completed by a candidate when
applying for a job or when submitting a profile on a Career Section. Application flows are also used by referrers, recruiters,
hiring managers, and agents to enter candidate profiles, invite candidates to apply for a job, or enter information on behalf of
candidates. You must attach at least one application flow to each Career Section, and you can attach up to four. For details,
see Application Flow Properties.

Career Section URL : You can add different Career Section URLSs to lead candidates to specific jobs or locations; for
example, the URL could take them to a list of marketing jobs in Canada. For details, see Career Section URLs.

Career Portal Pages: The Candidate Career Portal is the applicant-facing aspect of the Career Section. You administer the
Career Portal Pages within each Career Section independently, as the settings within the Career Portal Pages can vary from
one Career Section to another.For example, within the Career Portal Pages area, you can control how the Basic Search
settings allow a candidate to search an organization's job list. For details, see Career Portal Pages.

Security Settings: Each Career Section can have its own specific security settings. Specific settings are configured in the
Security Settings section of each Career Section. Global Security defaults for all Career Sections of a particular type are
accessed from the Career Section Administration page, under Global Security. For details, see Security Setting Options.

User Accounts: System administrators can choose the number of hours during which access codes sent to candidates

by e-mail remain valid. After the number of hours specified has been exceeded, the access codes are suspended. Access
codes can be sent to candidates by e-mail for a variety of reasons: candidates who choose or are required to create a new
user name or password, candidate file creation following employee referrals, imports via Integration. In prior releases, such
access codes remained valid forever. Because the e-mails can remain in candidates’ e-mail accounts for any length of time,
customers can now impose a specific period of time (expressed in hours) after which the access codes are suspended. If
candidates attempt to use an access code that is suspended, they’ll receive an e-mail instructing them to apply for a new
one.

A new setting is available: Validity period for the registration and password email (in hours).

e Minimum value: 1 hour (zero hours is not accepted)
e Maximum value: 10,000 hours (equivalent to 417 days)

e Default: 1440 hours (equivalent to 60 days)

The default value of the setting Validity period for the registration and password email (in hours) is 1440. The length of time
for the setting is expressed in hours. To specify 2 days, for example, the system administrator enters “48”. A different value
can be assigned to each career section. The setting applies to all access codes sent to candidates. For this reason, system
administrators should choose a length of time that accounts for a variety of situations, for example, where candidates use the
Forgot your password feature, where candidates are on vacation when they are referred for a job by an employee, or when
candidates are imported through data integration. An access code that exceeds the time limit is suspended, not deleted,
from the system. Take the case where the validity period of access codes was 8 hours. If candidates used an access code

1 day after receiving it, the code would be rejected. If the system administrator then changed the validity period to 3 months,
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candidates could use the same access code up to 3 months after receiving it and it would be accepted. All access codes,
even those generated in prior releases, are subject to this behavior.

Sign In: You can set up the sign in conditions for candidates; for example, whether or not the "Forgot User Name" link will
show when candidates attempt to log in. For details, see Sign In Policy Options

Self-Registration: You can configure self-registration, which would require new users to provide a password and confirm their
password.You can ask for an email address and activate the Registration Confirmation page in the Self-Registration area. For
details, see Self-Registration Policy Options.

User Name: User Name parameters configure functions such as the number of sign in attempts or the period during which
the system prevents access to an account that has been locked. For details, see User Name Policy Options.

Career Section Properties

Element Description

General

Code The code must be unique.
Career Section codes must not
include multi-byte characters.
This is because the code forms
part of the URL and multi-byte
characters in Oracle Taleo URLs
are not supported.

Name The name must be unique and
cannot be used for any other
career section.

Description A brief description of the Career
Section.

Type e External
* Internal
e Agency Portal
¢ Onboarding Portal

Use anchor on refresh When the option is enabled, if
candidates make a change that
causes the system to update the
page that is currently displayed,
the system refreshes the page
but the candidates remain on
the same section of the updated
page.

Enable the radius search Allows candidates to search for
jobs based on their zip/postal
code. Your organization must be
using Work Locations to support
radius search.

If you enable this feature for
a Career Section, candidates
can enter a zip/postal code
and specify the distance from
the work location for which
they want to search (i.e., 1

to 100 miles or kilometers).
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Element Description

Candidates then select a work
location (only work locations
that contain posted requisitions
are displayed). The system

then presents the positions
available in the selected work
location. Each work location is
displayed as a hyperlink. When
candidates click a hyperlink,

a window opens containing a
Google map of the work location
address. Radius searches are
completed using the zip/postal
code associated with the work
location. If the work site zip/
postal code is not recognized
or the geocoder service is
unavailable at time of query, the
system will use the associated
RSLocations coordinates instead
of the work locations zip/postal
code.

Taleo recommends
implementing this feature

when multiple work locations
are concentrated in a single
geographic area as well as for
audiences where location is an
important driver in employment
(for example, hourly). The radius
search can be used globally (it is
not only for US locations).

Sequence

Before redirecting a candidate
coming from a job specific

URL (from a job board, a job
posting notification, etc.) to a
career section, the system first
evaluates the career sections in
order of sequence number from
lowest to highest.

Display links allowing to
withdraw submissions in the My
Submissions page and in the My
Referrals page

Displays the Withdraw link in
the My Submissions page and
My Referrals page to allow a
candidate to withdraw a job
submission.

Display the link allowing to
deactivate the account in the My
account page

Displays the Deactivate link in
the My Account page to allow
the candidate to deactivate his
or her account.

Enable the RSS feature

Real Simple Syndication, or
RSS, allows candidates to
receive a notification for jobs
corresponding to their job search
criteria.

Mobile Career Section

You can specify if a career
section can be accessed from
mobile devices.
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Element Description

Linked Mobile Career Section You can specify if a career
section can be accessed from
mobile devices.

Display the "Email me a copy" Allows candidates to receive a

link in the Summary Page summary of their submission by
email.

Display Type If you set the Display Type

property to Private, URLs

that do not include a precise
career section code cannot

lead candidates to that career
section. The Display Type
property can also be used to
specify which career sections
are not to be excluded when
jobs are pulled via an integration
process. When customers
migrate to a new version, the
value (Public or Private) specified
for each career section is
maintained. When a new external
career section is created, the
property is set to Public by
default. When an internal career
section is created, the property
is set to Private by default.

Technical Help

Type Content type of the technical
help.

Content Content of the technical help.

Posting

By default, select this Career Specify if you wish this career

Section for posting section to be selected by default

when posting a requisition via
the Recruiting Center.

Default Posting Start Date Indicate the default posting start
date in the Recruiting Center
(Requisition > Posting and
Sourcing tab > Career Sections
> Modify).

Default Posting End Date Indicate the default posting end
date in the Recruiting Center
(Requisition > Posting and
Sourcing tab > Career Sections

> Modify).
Display the job posting date in Specify if you wish to display
the My Submissions page and in the job posting date in the My
the My referrals page Submissions page and the My

Referrals page.

Candidate Communication Agent

Display user-defined job The Candidate Communication
submission statuses in the My Agent must be activated by
Oracle Support. This feature
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Element

Submissions page and in the My

Referrals page

Description

enables candidates to view job

submission statuses and stay
informed of where they are in
an application process. You
can display links that enable
candidates to view their user-
defined job submission statuses
and the View Email Messages
link in the My Submission page.

Display the View Email
Messages link in the My
Submissions page

Allows candidates to see
messages relating to their

job submissions. Messages
can be emails or detailed text
regarding the status of their job
submissions.

URL

Alternate Job List URL

Provides a point of return to the
Job List when the candidate
clicks Exit, Return to Job, email
URL or Forgot Password. See
Career Section URL.

Alternate Candidate Profile URL

Provides an alternate candidate
profile URL. When a candidate
clicks on one of the Profile
URLs, the alternate profile URL
provides an alternate profile link.
This will redirect the candidate
to any other URL of the standard
profiler flow. See Career Section
URL.

Application Flows

Job-specific Application

Application flow that allows
candidates to apply for a specific
job.

Candidate Profile

Application flow that allows
candidate to enter a general
profile.

Job-specific Referral

Application flow that allows
referrers to apply for a specific
job on behalf of a candidate.

Candidate Profile - Referral

Application flow that allows
referrers to enter a general profile
on behalf of a candidate.

Application - Agency

Application flow displayed when
a candidate applies for a job via
an agency portal.

Profile - Agency

Application flow displayed when
candidates complete their profile
via an agency portal.

Allow users to delete their
attachments

Allows candidates to delete
attachments from their profile.
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Email address used to apply If you enter an email address in

the field, candidates will have the
ability to apply via email instead
of going through the application
flow. When a candidate clicks
the Apply button, an email
browser window containing a
pre-populated address opens
and the candidate simply
submits his/her application via
email (instead of going through
the online submission process).
The candidate can apply for

the job while remaining in the
same submission page. Once
the candidate has completed the
email, he/she will remain on the
same page of the career section.

,f Note: This feature applies
only to Basic search and
Advanced search, not to
Faceted Search.

Display a link to the profile in

portal pages

Always force this Career If the setting is set to Yes, the
Section's job specific application current career section's flow
flow is applied when a candidate

applies for a job through the
career section. Note that if the
job is not posted on the current
career section, the candidate is
unable to edit the submission.

If the setting is set to No, the
system locates the first available
career section (according to
Career Section Number and
starting with external ones)

in which the job is posted

and displays that flow to the
candidate even if the candidate
is visiting another career section.

Levels displayed in the Candidate Profile

Job Field Levels Select the levels you want
the system to display in the
candidate profile flow. Levels
available were configured in
SmartOrg.

Location Levels Select the levels you want
the system to display in the
candidate profile flow. Levels
available were configured in
SmartOrg.

Organization Levels Select the levels you want
the system to display in the
candidate profile flow. Levels
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Element Description

available were configured in
SmartOrg.

Authentication Privacy Agreement

Name In the Name list, select the
primary privacy agreement
that will be displayed when
a candidate visits the career
section for the first time. If no
privacy agreement is selected
(that is, you selected Not
Specified in the list), then no
agreement is displayed to
candidates when they initially log

in.
Display dynamically a privacy The privacy agreement will show
agreement at the beginning of up at the beginning of a job

the job submission flow submission flow.

Display the authentication Specify where the privacy
privacy agreement before agreement will appear in the

career section. Possible options
are before the Login page or the
Registration page.

Corporate Brand

Name Corporate brand that will appear
in the career section.

Theme

Name Theme that will appear in the
career section.

Application Flow Properties

Element Description

Job-specific Application This flow is filled out by
candidates who are submitting
their application for a specific
job opening that is listed by your
organization. This type of flow
can also be used by a referrer.

Job-specific Referral This flow allows referrers to apply
for a specific job on behalf of a
candidate.

Candidate Profile This flow does not pertain

to a specific job; rather it
is filled out by candidates
who wish to upload their
job preferences profile so
they can be considered for
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Element Description

future opportunities at your
organization.

Candidate Profile - Referral This flow allows referrers to enter
a general profile on behalf of a
candidate.

Career Section URL

When a Career Section is created, a URL is automatically generated for the Career Section. When candidates access the
Career Section of an organization, they are taken to the URL created for the Career Section.

System administrators can choose the page that is displayed when candidates access the Career Section; the default page is
the Basic Search page.

" Note: The URL cannot be identical to an existing URL, and it cannot contain the word "admin”. Multi-byte
characters in Oracle Taleo Career Section URLs are not supported.

System administrators can provide:

e an alternate job list URL, i.e. when candidates are in a Career Section, the alternate job list URL provides a point of
return to the Job List when candidates click Exit, Return to Job, email URL, or Forgot Password.

e an alternate candidate profile URL i.e. when candidates click on one of the profile URLs, the alternate profile URL
provides an alternate profile link. This redirects candidates to any other URL of the standard profiler flow.

The above two options are available in the Career Section properties.

System administrators can create additional Career Section URLs that can later be added to different areas of the Career
Section or to email correspondence. For example, rather than have candidates start from the job search page, they could
be directed to the portal and log in to the My Submissions page. A specific Career Section URL could be created for this

purpose. When a URL is created for a Career Section, only part of the URL is displayed in the URL column of the Career

Section URL list, this portion must be added to the domain name of the organization to obtain a complete URL.

System administrators can embed a source ID, a media ID, or an event ID to the URL; therefore when candidates apply for a
job, the right source, or media or event is automatically selected.

URL and Source ID: Put the “src=" parameter plus a source ID in the URL. For example: https://abc.taleo.net/
careersection/5/jobdetail.ftl?lang=en&job=51380&src=JB-10088. By doing that, the right source is automatically selected
when a candidate applies for a job. This feature is available for any valid sources. For a list of sources, consult the Sources
feature in the Recruiting Administration module.

URL and Media ID: Put the “src=" parameter plus a media ID in the URL. This parameter can only be used for eQuest.

URL and Event ID: Put the “src=" parameter plus an event ID in the URL. For example: http://v750dev.qa.rsft.net/
careersection/2/jobapply.ftI?job=7397&src=EV-001. By doing that, the right event is automatically selected when a candidate
applies for a job. It provides you the ability to track which events, banners or online campaigns are attracting the most
candidates to your organization career section. Note that event IDs must be valid and active and they must have been
activated in the Sources feature of the Recruiting Administration module. Event IDs are case sensitive. For example, ev-001
and EV-001 are two distinct Event IDs.
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Parameters can be manually added to a URL to direct candidates to a specific Career Section or to filter what is displayed on
the page. For example:

® to have candidates land on a French page, add &art_servlet_language=fr

¢ to have the Career Section visible for internal candidates only, add &csNo=1

e to display only urgent jobs in the job list page, add &u=1

# Note: As mentioned earlier in this section, multi-byte characters in Oracle Taleo Career Section URLs are not
supported.

URL considerations for standard career sections using only Advanced search and linked to a mobile career section

Career Section administrators create career section URLs for a variety of reasons (Configuration > Career Section
Administration > Career Section URLS).

The special situation involves standard career sections for which:

e the Advanced search page is enabled and
¢ the Basic and Faceted search pages are disabled and

e a mobile career section is linked to the standard career section.

In such a situation, it is important to configure any URL for the Advanced search in the standard career section such that the
URL ends with "jobsearch.ftl". E.g. http://customerzone/careersection/careersectioncode/jobsearch.ftl. This might seem odd
given that "jobsearch.ftl" points to the Basic search or Faceted search (both disabled on the standard career section) but

this configuration works well in practice. Because the Basic search and Faceted search are disabled, visitors to the standard
career section are redirected automatically to the URL ending with "moresearch.ftl" and the Advanced search page. Because
of "jobsearch.ftl" (pointing to Basic search or Faceted search) in the standard career section URL and because the Faceted
search page is enabled for mobile career sections, mobile device users are automatically redirected to the mobile career
section and the Faceted search page.

When system administrators use the Preview functionality of the Career Section, the system automatically creates a candidate
in the Career Section with the login information of the system administrator. The system administrator is then logged in to

the Career Section directly using this candidate's account. All changes made in the preview page are also made in the actual
Career Section. The data the system administrator creates in the Career Section is saved under this candidate's name. This
data can later be accessed in the Recruiting Center and deleted.

Security Setting Options

Security setting options can be set in the following places:

e Configuration > [Career Section] Administration > Internal Career Sections

e Configuration > [Career Section] Administration > External Career Sections

e Configuration > [Career Section] Administration > Agency Portals

e Configuration > [Career Section] Administration > Career Sections > Career Section Name

Security setting options can be applied globally to a Career Section type or to a specific Career Section.
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Security Setting Options

Require users to sign in before accessing the Job List

Require users to sign in before accessing job descriptions

Allow users to change their user name

Allow access by internal candidates (employees) only

Log the user out when the last page of the flow has been reached, then display the main Job List if the user attempts to go Back

Use this phone number as hotline for users who encounter login problems

Sign In Policy Options

Sign in policy options can be set in the following places:

e Configuration > [Career Section] Administration > Internal Career Sections

Configuration > [Career Section] Administration > External Career Sections

Configuration > [Career Section] Administration > Career Sections > Internal or External Career Section Name
Configuration > [Career Section] Administration > Agency Portals

Sign In Policy Options

Allow new users to register in system

Display the link "Forgot your user name?"

Display the link "Forgot your password?"

Show explicit error messages to users at login

Display the OpenID option

Self-Registration Policy Options

Self-registration policy options can be set in the following places:

e Configuration > [Career Section] Administration > Internal Career Sections
e Configuration > [Career Section] Administration > External Career Sections
e Configuration > [Career Section] Administration > Career Sections > Internal or External Career Section Name

Self-registration policy options are unavailable for Agency Portals.

Self-Registration Policy Options

Ask new users to provide a password when they register

Ask new users to confirm the password when they register
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Self-Registration Policy Options

Ask new users to provide an email address when they register

Ask new users to confirm the email address when they register

Activate the registration confirmation page

Number of username attempts before closing the session

User Name Policy Options

User name policy options can be viewed in the following places:

e Configuration > [Career Section] Administration > Internal Career Sections
e Configuration > [Career Section] Administration > External Career Sections

e Configuration > [Career Section] Administration > Career Sections> Career Section name

User Name Policy Options

Activate this user name security policy

Require user names that contain at least X characters

Require user names that contain no more than X characters

Career Portal Pages

Once candidates have accessed the Career Section, they have access to portal pages. A career portal page is a page
displayed by clicking either the tabs or the links at the top of the Career Section, below the branding. Career portal pages
each represent a specific area of the Career Section.

Career portal pages allow you to customize each Career Section to the specific needs of your organization. Career portal
pages are highly configurable. You can choose which career portal pages are displayed for a given Career Section. A set a
properties defines each career portal page allowing the customizing of fields, icons etc. to be displayed.

Text in tabs, links, fields and buttons appearing in career portal pages can be changed if the text has a product resource
identification number. See Changing the Text of a Field in a Career Portal Page.

The color and formatting of text, color and background color can also be changed via the Theme feature.
Below is a description of each of the career portal pages:

Basic Search page allows candidates to perform basic searches using criteria such as the job number, the job field, the
location. Basic Search is the default search type. If Basic Search is not selected, the Advanced Search becomes the default.
If Basic Search and Advanced Search are not selected, the All Jobs search becomes the default. If Basic Search, Advanced
Search and All Jobs are not selected, My Job page becomes the default and candidates are required to log in.
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It is not possible to change the order of search tabs. For example, the Advanced Search tab cannot appear before the Basic
Search tab. However, it is possible to disable any search tabs in a Career Section. If all search pages are displayed, the
display order is: Basic Search, Advanced Search, Jobs Matching My Profile, All Jobs.

Advanced Search page allows candidates to perform advanced searches using more criteria than the basic search. For
example, the job number, the job field, the job type, the job status, the location, the work shift availability, the education level,
etc.

Job List page allows for the configuration of standard fields and user-defined fields that are included as columns in job lists.
Job lists can be configured for specific Career Sections. This flexibility enables a Career Section to provide a more effective
job search for specific candidate pools by displaying the most useful information. The inclusion of user-defined fields allows
customer-specific data to be readily available in the list so that candidates do not have to open the job offer to find important
details. User-defined fields can be added to job lists, but they cannot be used to sort lists.

Personalized Job List allows candidates, who have completed a job specific application or a general profile, the access
jobs that match the preferences they have set in their general profile. Candidates simply need to click the Jobs Matching My
Profile link, and they are presented with a list of available jobs. The system administrator can set the criteria that determine
when a match is to be made between a job and a candidate; Only jobs meeting all the specified criteria are displayed in the
Career Section Jobs Matching My Profile page. If a candidate clicks on the Jobs Matching My Profile tab, the candidate is
asked to sign in if he/she has not already signed in. If the candidate has not created a general profile or has not applied to at
least one job, he/she does not see any jobs and the following message is be displayed: “You don't have a candidate profile
for the moment”.

My Job Cart allows candidates to conduct job searches and select jobs that they wish to place in their job cart for later
review.

My Saved Searches allows candidates to select the search criteria they want for a specific job search, run the search, view
search results and then save the search.

My Submissions page allows candidates to have access to information (including the job description and job status)
regarding all of their applications on jobRspecific acquisitions and their draft submissions. Jobs that have been updated since
a candidate last visited the site is highlighted. The candidate has the opportunity to complete or withdraw draft submissions,
and view or withdraw completed ones. Submission status (in the context of career section work flows) and messaging
capability are features available at extra cost to Taleo customers. When the Jobs Matching My Profile page is set to be
displayed, if a candidate clicks on the Jobs Matching My Profile tab, the candidate is asked to sign in if he/she has not
already signed in. If the candidate has not created a general profile or has not applied to at least one job, he/she does not see
any jobs and the following message is displayed: “You don't have a candidate profile for the moment”.

The My Referrals career portal page provides candidates with a single list that brings together all of their respective referrals.
The candidates can create draft referrals and complete them at a later time. They can view their past and present referrals
and withdraw any of them. The ownership period is configurable.

Job Description allows users to display the job title as an hyperlink in the Career Section. When clicking the link, candidates
are brought to a new page containing the complete job description. On this page, candidates are provided a link to go back
to the job submission process. Candidates are returned to the page where they were at and the data they entered before
clicking the link is still there.

Requisition Balloon page displays a hover callout beside the job title containing a short description of the job. Candidates
have the ability to view the job description at any point in time when they apply.

The Search Query Balloon displays a hover callout beside the Basic Search and Advanced Search. This callout contains
search criteria of the last search that was performed.

My Account allows candidates to configure the following account options: Personal information such as first name, last
name, email address, phone numbers, address, social security number; Login information such as user name, password and
security question and its answer; Correspondence preferences.
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My Messages allows candidates to access correspondence directly from the secure message center in the Career Section.

Access Management gives access 1o user-defined labels that can be customized in the following Career Section pages: Sign
In page, New User Registration page, Forgot Your Password page, Forgotten User Name page.

Faceted Search allows candidates to perform searches using dynamic search filters (facets). When the Faceted Search

is activated, it replaces the existing Basic Search page and Job List page and provides candidates with a robust way to
search for jobs. To activate the Faceted Search, the Faceted Search protected setting must be enabled by Oracle Support
(Configuration > [Career Section] Settings).

Basic Search Properties

Property Description

Displayed When set to Yes, displays the Basic Search page in the Career Section.

Display the organization search control When set to Yes, the Organization search criteria is displayed in the Career Section.

Display the search criteria section
expanded

When set to Yes, search criteria in the Career Section are expanded.

When set to No, search criteria are collapsed; to see them, candidates must click Show Search
Criteria.

Enable job invitations through social When set to Yes, the candidate will have an option to share the job listing via social network, or
networks email.

Advanced Search Properties

Property Description

Displayed When set to Yes, displays the Advanced Search tab in the Career Section.

Display the job number search criteria

When set to Yes, the Job Number search criteria is displayed in the Career Section.

Display the job field search criteria

When set to Yes, the Job Field search criteria is displayed in the Career Section.

Display the schedule search criteria

When set to Yes, the Schedule search criteria (Full Time, Part Time, etc.) is displayed in the Career
Section.

Display the job type search criteria

When set to Yes, the Job Type search criteria (Summer Job, Internship, etc.) is displayed in the
Career Section.

Display the location search criteria

When set to Yes, the Location search criteria is displayed in the Career Section.

Display the education level search
criteria

When set to Yes, the Education Level search criteria (Bachelor’s Degree, Master’s Degree, etc.) is
displayed in the Career Section.

Display the travel search criteria

When set to Yes, the Travel search criteria (e.g., Will travel 50% of the time) is displayed in the
Career Section.

Display the organization search criteria

When set to Yes, the Organization search criteria is displayed in the Career Section.

Display the employee status search
criteria

When set to Yes, the Employee Status search criteria (Regular, Temporary, etc.) is displayed in the
Career Section.
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Property Description
Display the job level search criteria When set to Yes, the Job Level search criteria (Entry Level, Team Leader, etc.) is displayed in the

Career Section.

Display the shift search criteria When set to Yes, the Shift search criteria (Day Job, Evening Job, etc.) is displayed in the Career
Section.
Display the keyword search criteria When set to Yes, the Keywords search criteria is displayed in the Career Section. The search

engine returns keywords found in the job title, job description (internal if internal career section, and
external if external Career Section), job qualifications (internal if internal Career Section, and external
if external career section) and job locations. For example, if a candidate types “San Francisco” in the
Keywords field, jobs in this location are returned even if the word “San Francisco” does not appear
in the actual text of the job description or qualifications.

Display the posting date search criteria When set to Yes, the Posting Date search criteria (e.g., Today, Yesterday, Last 7 days, etc.) is
displayed in the Career Section.

Display the urgent need job search When set to Yes, the Urgent Jobs search criteria is displayed in the Career Section.
criteria
Display the following user-defined fields The list contains user-defined fields that can be used as search criteria.

related to the department

Display the following user-defined fields The list contains user-defined fields that can be used as search criteria.
related to the offer

Display the following user-defined fields The list contains user-defined fields that can be used as search criteria.
related to the job

Display the search criteria section When set to Yes, search criteria in the career section are expanded. When set to No, search criteria
expanded are collapsed; to see them, candidates must click Show Search Criteria. By default, search criteria
are expanded.

Enable job invitations through social When set to Yes, the candidate will have an option to share the job listing via social network, or
networks email.

Job List Properties

Displayed When set to Yes, activates the Job List feature.

Always show urgent need jobs on top of ~ When set to Yes, urgent need jobs are displayed first on the search result list of the Career Section.

the job list

“Already applied for this job” icon When set to Yes, the “Already applied for this job” icon is displayed in the Career Section.
displayed

“Urgent Need Job” icon displayed When set to Yes, the “Urgent Need Job” icon is displayed in the Career Section.

Search on multilingual jobs Career sections can be configured such that if job lists contain jobs posted in multiple languages,

candidates and employees can use the "Jobs available in" filter at the top right-hand corner of
search pages to limit the jobs displayed to those posted in a specific language. For example, a
candidate selects the Spanish language from the "Jobs available in" list. The system then displays
the jobs posted in the selected language.

The "Jobs available in" list is displayed in a career section provided:

e Multiple languages are enabled in the career section.
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Property

Description
e The career section includes jobs posted in multiple languages.

¢ |n Configuration, the Basic Search is enabled and the "Search on multilingual jobs" property is
set to Yes on the Job List properties page.

Default number of positions displayed

Possible values are 5, 10, 25.

Default value is 10.

Default Sort Field

Possible values
e Posting Date (Ascending Order)

e Posting Date (Descending Order)
e Job Title (Ascending Order)

e Job Title (Descending Order)

e Schedule (Ascending Order)

e |ocation (Ascending Order)

e | ocation (Descending Order)

Default value is Posting Date (Descending Order)

Job Field Level Displayed

Select the levels of job field to display in the Basic Search, Advanced Search and Search Results.
The system administrator can decide up to which level the Job field is displayed.

Location Level Displayed

Select the levels of location to display in the Basic Search, Advanced Search and Search Results.
The system administrator can decide up to which level the location is displayed. Select the desired
level. For multiple selections, use the SHIFT key.

Organization Level Displayed

Select the levels of organization to display in the Basic Search, Advanced Search and Search
Results. The system administrator can decide up to which level the Organization is displayed.

Enable job invitations through social
networks

When set to Yes, the candidate will have an option to share the job listing via social network, or
email.

Display the job posting date with date
and time. If you select No, only the date
will be displayed.

When set to Yes, the job posting date will display the date and the time.

Display the job unposting date with date
and time. If you select No, only the date
will be displayed.

When set to Yes, the job unposting date will display the date and the time.

Personalized Job List Properties

Property Description

Displayed

When set to Yes, activates the Job Matching My Profile feature.

“Already applied for this job” icon
displayed

When set to Yes, the “Already applied for this job” icon is displayed in the Career Section.

Default number of positions displayed

Possible values are 5, 10, 25. Default value is 10.
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Property Description
Job field level displayed Select the levels to display in the Career Section, The administrator can decide up to which level the

Job Field is displayed. Multiple selections are possible.

Organization level displayed Select the levels to display in the Career Section. The administrator can decide up to which level the
Organization is displayed. Multiple selections are possible.

Location Level Displayed Select the levels to display in the Career Section. The administrator can decide up to which level the
Location is displayed. Multiple selections are possible.

Always show urgent need jobs on top of ~ When set to Yes, urgent need jobs are displayed first on the search result list of the Career Section.
the job list

Search on multilingual jobs When set to Yes, the multiingual job search is activated in the Career Section. When activated,
candidates can access jobs in multiple languages in a single Career Section. This enables
candidates to view jobs that match the search criteria entered, regardless of the language in
which the job is posted. For example, a job is created in English and is not translated into French.
Candidates visiting the Career Section could choose to search for jobs using the French language
option. Links to jobs matching the criteria and available in other languages are displayed. In this
scenario, jobs which are in English are now available to the candidate via a link located at the
bottom of the page. The following information would be displayed: Jobs also available in: English |
French Clicking on English would display the jobs posted in English.

“Urgent Need Job” icon displayed When set to Yes, the “Urgent Need Job” icon is displayed in the Career Section.

Maximum number of jobs displayed in Possible values are Unlimited, 10, 15, 20 and 40. Default value is Unlimited.
the personalized job list

Default Sort Field Possible values
e Posting Date (Ascending Order)

e Posting Date (Descending Order)
e Job Title (Ascending Order)

e Job Title (Descending Order)

e Schedule (Ascending Order)

e | ocation (Ascending Order)

e |ocation (Descending Order)
Default value is Posting Date (Descending Order)

Enable job invitations through social When set to Yes, the candidate will have an option to share the job listing via social network, or
networks email.

My Job Cart Properties

Displayed When set to Yes, activates the My Job Cart feature.

Default number of positions displayed Specify the number of positions displayed in My Job Cart page. Possible values are 5, 10, 25.
Default value is 10.

Default sort field Default value is Posting Date (Descending Order)

Possible values are
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Property Description

e Posting Date (Ascending Order)
e Posting Date (Descending Order)
e Job Title (Ascending Order)

e Job Title (Descending Order)

e Schedule (Ascending Order)

e Schedule (Descending Order)

e |ocation (Ascending Order)

e |ocation (Descending Order)

Location Level displayed

Select the levels to display in the Career Section. The administrator can decide up to which level the
Location is displayed.
Multiple selections are possible.

Always show urgent need jobs on top of
the job list

When set to Yes, urgent need jobs are displayed first on the search result list of the Career Section.
Default value is Yes.

“Urgent Need Job” icon displayed

When set to Yes, the Urgent Need Job icon is displayed in the Career Section.

Default value is Yes.

Job Field Level Displayed

Select the levels to display in the Career Section. The administrator can decide up to which level the
Job Field is displayed. Multiple selections are possible.

Organization Level Displayed

Select the levels display in the Career Section. The administrator can decide up to which level the
Organization is displayed.
Multiple selections are possible.

My Saved Searches Properties

Property Description

Displayed

When set to Yes, activates the My Saved Search feature.

My Submissions Properties

Property Description

Displayed

When set to Yes, activates the My Submissions feature.

Ask reason for withdrawal

When set to Yes, the Career Section displays a field where candidates can provide the reason why
they decided to withdraw their job submission.

Default number of positions displayed

Specifies the number of positions displayed in the My Submissions page.
Possible values are 5, 10, 25. Default value is 10.
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My Referrals Properties

Property Description
Displayed When set to Yes, activates the My Referrals feature.
Ask reason for withdrawal When set to Yes, the Career Section displays a field where candidates can provide the reason why

they decided to withdraw their job submission. Default value is No.

Withdraw Reason is Mandatory When set to Yes, candidates must provide a reason why they decided to withdraw.

Default number of positions displayed Possible values are 5, 10, 25. Default value is 10.

Display to the referrer submissions When set to Yes, referrers can see all submissions of a candidate who they referred and who is still
for which candidates applied by active. Default value is No. See Displaying All Candidate Submissions in the My Referrals Tab.
themselves.

Job Description Properties

Displayed When set to Yes, activates the job description feature.

Enable job invitations through social When set to Yes, the candidate will have an option to share the job listing via social network, or
networks email.

Display the job posting date with date When set to Yes, the job posting date will display the date and the time.

and time. If you select No, only the date
will be displayed.

Display the job unposting date with date When set to Yes, the job unposting date will display the date and the time.
and time. If you select No, only the date
will be displayed.

Requisition Balloon Properties

Property Description

Displayed When set to Yes, a balloon containing information is displayed over the requisition name.

[¢o]
N
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Search Query Balloon Properties

Property Description

Displayed When set to Yes, a balloon containing information is displayed over a search query.

My Account Properties

If no display options are displayed, the Correspondence block is not displayed to candidates on the My Account page. It is
recommended to enable these options and leave candidates the option of deselecting them. On the other hand, disabling
options that are not used is also recommended. For example, if the job posting notifications option is not used, disable it. If
the hiring process relies on notifications to communicate specific data to candidates, consider eliminating the candidate's
ability to deselect that type of correspondence.

Property Description

Displayed When set to Yes, activates the My Account feature.
SSN Validation (United States Only) Activates the US social security number validation in personal information pages.
Candidate Personal Information User- Select which Candidate Perso