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Get Help

Get Help
There are a number of ways to learn more about your product and interact with Oracle and other users.

Get Help in the Applications
Some application pages have help icons    to give you access to contextual help. If you don't see any help icons on
your page, click your user image or name in the global header and select Show Help Icons. If the page has contextual
help, help icons will appear.

Get Support
You can get support at My Oracle Support. For accessible support, visit Oracle Accessibility Learning and Support.

Get Training
Increase your knowledge of Oracle Cloud by taking courses at Oracle University.

Join Our Community
Use Cloud Customer Connect to get information from industry experts at Oracle and in the partner community. You
can join forums to connect with other customers, post questions, suggest ideas for product enhancements, and watch
events.

Learn About Accessibility
For information about Oracle's commitment to accessibility, visit the Oracle Accessibility Program. Videos included in
this guide are provided as a media alternative for text-based topics also available in this guide.

Share Your Feedback
We welcome your feedback about Oracle Applications user assistance. If you need clarification, find an error, or just
want to tell us what you found helpful, we'd like to hear from you.

You can email your feedback to oracle_fusion_applications_help_ww_grp@oracle.com.

Thanks for helping us improve our user assistance!

i

https://support.oracle.com/portal/
https://www.oracle.com/corporate/accessibility/learning-support.html#support-tab
https://www.oracle.com/education/
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https://community.oracle.com/customerconnect/categories/idealab-guidelines
https://www.oracle.com/corporate/accessibility/
mailto:oracle_fusion_applications_help_ww_grp@oracle.com
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1  Introduction

About this Playbook  
Use this playbook to learn how to create a job application flow to gather information from external candidates when
they apply for a job on your external career site.

A job application flow is a sequence of blocks containing fields that candidates complete before submitting their job
application. Blocks can be configured on one page with multiple blocks.

The creation and use of a job application flow involves different personas:

• The administrator creates the job application flow.

• The recruiter selects the job application flow when creating a job requisition.

• The candidate applies to a job by filling the information asked in each section of the job application flow.
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2  Create an Application Flow

Design the Flow  
When you design your flow, make it as easy as possible for the candidates and configure the flow to respond to your
business needs.

Before you get started:

• Look at breaking the information down across multiple pages if it’s more logical.

• Do you want to display a legal disclaimer that candidates need to agree to before they can proceed with their
job application.

• Are there fields you want to hide in some of the blocks.

• Do you want to change the name of blocks.

• For some of blocks, do you want to have several sections.

Create the Flow  
You can create the flow from scratch or, you can use an existing flow as a starting point and use the Copy to Create New
Application Flow action and adapt the flow to your need.

You can create multiple flows to respond to different hiring needs. For example, executive hiring versus hourly
employees hiring. For the scenario, you’ll create a flow from scratch.

1. In the Setup and Maintenance work area, go to Offering: Recruiting and Candidate Experience > Functional Area:
Candidate Experience > Task: Job Application Flow Configuration.

2. On the Job Application Flows page, click Create.
3. Enter basic info about the flow such as the name, code, and description.
4. In the Application Flow Type field, select Apply. This is the type of flow used by candidates to apply to jobs.
5. To add a context for the flow, click Add next to Recruiting Type and select the recruiting type you want.
6. If you want that flow to be the default flow for that recruiting type, select Default.
7. Click Save and Continue.

Create a Version of the Flow  
You can create one or multiple versions of a flow to adapt the flows to your business needs. You can define if the flow is
arranged on one scrollable page or on different pages.

1. In the Versions section, click Create.
2. Enter the version name.
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3. Enter the version start date. You can also select the Start on Activation option to activate the version as soon as it's
ready and activated.

4. Select options for the flow.

◦ o Legal Disclaimer: You can ask candidates to agree with the terms and conditions before they can proceed
with their job application. The legal disclaimer appears at the beginning of the flow. The content of the Job
Application Legal Disclaimer is configured in the Recruiting Content Library.

◦ E-Signature: You can ask candidates to sign their job applications with an e-signature. The e-signature
appears at the end of the flow. The content of the Job Application E-Signature Statement is configured in
the Recruiting Content Library.

◦ Campaign Opt In: You can ask candidates if they agree to receive marketing communications. Candidates
don't have to agree to proceed with their job application. The opt in check box appears with this short
sentence "I agree to receive marketing communications." If an active version of the campaign opt-
in statement is available in the Recruiting Content Library, the sentence is displayed as a link that the
candidate can click to read the full statement. The content of the Campaign Opt In Statement is configured
in the Recruiting Content Library.

◦ One Page Application Flow: Select this option to display the flow on a single scrollable page. If you don’t,
the information will be displayed on multiple pages.

◦ Job Alert Opt In: You can ask candidates if they agree to receive updates about new job opportunities. The
content of the Job Alert Notification is configured in the Recruiting Content Library.

◦ Express Apply: Select this option so that candidates can quickly import their profile information when they
apply for a job.

Modify Fields in Blocks  
For certain blocks, you can modify fields appearing in the blocks. This is done using the Person profile type.

Blocks that can be changed Profile type content section where to change fields in the block

Education Use the Degrees content section to change fields in the Education block.

Experience Use the Previous Employment content section to change fields in the Experience block.

Languages Use the Languages content section to change field sin the Languages block.

Licenses and Certificates Use the Licenses and Certifications content section to change fields in the Licenses and Certificates
block.

Skills Use the Skills and Qualifications content section to change fields in the Skills block.

Work Preferences
 

Use the Work Requirements content section to change fields in the Work Preferences block.

Note:  Changes to this area affect the overall HCM data platform. Before making any changes, you should test the
application flows to view the default fields and analyse if changes are required.

1. Go to My Client Groups > Profiles > Profile Types.
2. On the Profile Types page, click Person.
3. In Content Sections, click the section name where you want to change fields.
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4. In Content Section Properties, decide which fields to display or hide.
5. Click Save and Close.

Create Sections Within a Block  
You can have blocks that have multiple sections to collect candidate data. For example, you could have an Education
block with two sections: Bachelor Degree and Doctoral Degree.

This type of configuration applies to Certification, Education, Language, Skill, Work History, Work Preferences.

1. Go to My Client Groups > Profiles > Profile Types.
2. On the Profile Types page, click Person.
3. On the Edit Profile Type: Person page, click Add Content Section.
4. Select a template from these template:

◦ Certification

◦ Education

◦ Language

◦ Skill

◦ Work History

◦ Work Preferences (multiple sections isn't supported)

5. On the Add Content Section page, enter a name and description for the section.
6. Select the Active option.
7. In Content Section Properties, decide which fields you want to display or hide.
8. In the Content Section Subscribers, click Add then select Recruiting.
9. Click Save and Close.

Add Blocks  
A flow contains sections, and sections contain blocks to collect information from candidates. You design the flow by
adding blocks to sections.

These sections are always displayed in the flow, you can’t remove them:

• Personal Info

• Job Application Questions

• Experience

• More About You

The Contact Information block is the only required block, you can’t remove it.

If you don't add any block to a section, the section isn't displayed to candidates.

For details, see Which blocks can I add to job application flows?

5
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1. To add a block in a section, select a block in the Block Library, then drag and drop it in the section. You can add the
same bock more than once.

2. To remove a block from a section, use the Delete action in the block Actions menu.
3. To move a block within a section, drag and drop the block to the desired place.
4. To move a block to a different section, use drag and drop or the Move To action in the block Actions menu.
5. To reorder blocks within a section, use the Move Right and Move Left actions in the block Actions menu.
6. To change the name of a section, click the Edit icon of the section then change the name.
7. To change the name of a block, click the block name then change the name in the Block Headline field. If you use

many sections within the same block, it's important to have different headlines to help candidates understand what
info they need to provide. Otherwise, all sections will have the same name. For example, for an Education block with
two sections, you could have Bachelor Degree and Doctoral Degree as headlines.

8. To provide instructions to candidates on how to fill a block, click the block name then add instructions. Simple
formatting is supported. For instance, you can add boldface by using the tags <b> and </b> before and after the
text, or include hyperlinks for the candidates to reach externally-hosted web pages if additional information is
required.

9. If you configured sections for a block, select a section. The selector displays sections created in the Person profile
type that have Recruiting as a subscriber. You can select only one section within the same block.

10.When blocks require additional configuration, it’s indicated by an error icon. The icon disappears as soon as the
block setup is completed.

Set Blocks as Required  
You can create rules in Transaction Design Studio to set fields as required in certain blocks of a job application flow.
When fields are set as required, candidates need to complete them to submit their job applications.

This type of configuration applies to Education, Experience, Languages, Licenses and Certifications, Skills, Work
Preferences.

1. Activate a sandbox and page editing at the Site layer in Settings and Actions Menu > Edit Pages > Activate a
sandbox.

2. Go to My Client Groups > Quick Actions > HCM Experience Design Studio > Transaction Design Studio.
3. Select the Define Application Flow Required Fields action.
4. Click Add to create and configure a rule.
5. In the Basic Details section, enter a name and description for the rule, then select an application flow.
6. In the Available Attributes section, select a data source. Fields available for the selected data source are displayed.
7. Decide which fields are required. If a field was set as required at the profile level, the Required setting is disabled.

Also, the Required setting is applied per profile template. This means that if a field is set as required, the required
setting applies to all content sections of that template.

8. Click Save and Close.
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Activate the Version and Flow  
When you're done creating the version, click Save and Activate. The version will be available for use when the start date
you provided is reached, or it will be available right away if you selected the Start on Activation option. A green dot for a
version indicates that the version is currently used.

When you’re done designing the flow, you activate it so it becomes available to recruiters when they create job
requisitions.

Recruiters Select the Job Application Flow for a Job
Requisition  
While creating job requisitions, recruiters and hiring managers select a job application flow.

The flows matching the recruiting type of the job requisition are available for selection as well as generic flows with no
recruiting type. By default, the default flow for the job requisition’s recruiting type is selected automatically.

Candidates Apply Using the Job Application Flow  
When an external candidate looks at a job on your career site and clicks the Apply button to apply for the job, the first
thing the candidate does is enter an email address or phone number. A verification is done in the database to check for
candidate profiles or draft job applications already connected with the candidate's email address or phone number.

• If a record is found, an email or SMS with a 6-digit code is sent to the candidate to validate their identity.
When the identity is validated, the candidate is presented with the job application flow and information
is prepopulated with information from the candidate's last job application. The candidate can change the
information before submitting their job application.

• If no record is found and it's a brand new candidate, the candidate is presented with the job application flow
upon entering an email address or phone number. When the candidate submits their job application, an email
is sent to the candidate to validate the identity and confirm the submitted job application.

Depending on how the application flow was configured, the candidate can import a profile from a third party such as
LinkedIn and Indeed, upload a resume, or manually fill out the application form.

When the candidate uploads a resume, if the candidate is identified as a new candidate, their resume data automatically
populates the application fields, and the resume is attached to the Supporting Documents block if the block is in the
flow. If the candidate has an existing profile, they're asked to authenticate their identity, and then they're offered a
choice to use the existing profile data, or import the information in the newly uploaded resume.
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Express Apply
If you enabled Express Apply and selected the Express Apply option while setting up the job application flow, here’s the
workflow that candidates will use:

• Candidates start their application flow by confirming their identity using an email address or phone number.

• Once their identity is confirmed, they'll see a page where they can either upload a resume or import
information from Indeed or LinkedIn (depending on what's enabled). They can also click a link to manually fill
out their application. They'll be redirected to the standard application flow.

• If there's any missing information after they've uploaded or imported their information, candidates are notified
and shown precisely what fields need to be completed. They can use the arrows on the page to navigate
forward or backward to each issue. Candidates only see the blocks that have missing information. They don't
need to navigate to each page in the application.

• A final page displays blocks where information was imported. It also indicates blocks that don’t have any info.
Candidates can optionally complete those blocks manually.

• Depending on the configuration, if there are any e-signatures or marketing opt-ins needed, those fields also
display.

• If a candidate wants to review all their data, they can click the "review your data" link at the bottom of the page.
They'll be taken to the standard flow to review this information.
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