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Preface

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

Oracle Applications Guides

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.

Diversity and Inclusion

Oracle is fully committed to diversity and inclusion. Oracle respects and values having a diverse workforce that increases
thought leadership and innovation. As part of our initiative to build a more inclusive culture that positively impacts our
employees, customers, and partners, we're working to remove insensitive terms from our products and documentation.
We're also mindful of the necessity to maintain compatibility with our customers' existing technologies and the need to
ensure continuity of service as Oracle's offerings and industry standards evolve. Because of these technical constraints,
our effort to remove insensitive terms is ongoing and will take time and external cooperation.

Comments and Suggestions

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 Oracle Accessibility Learning and 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

Login

Login and Product Access
When users open the Oracle Taleo Enterprise Edition 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 Oracle Taleo Enterprise
Edition product pages are 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 Oracle Taleo
Enterprise Edition 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 Oracle Taleo Enterprise Edition product
and the Display Welcome Center setting is set to "Yes", the product is displayed directly.

Accessing an Oracle Taleo Enterprise Edition Application

You must have received a user name and password from your system administrator.

1. Select the language in which you want to use the application.
2. Enter your user name and password.
3. Click Sign In.

Using the Forgot Password Link

You must have a valid username and email address in your user profile.

1. Click Forgot Your Password?.
2. Enter your username and email address.
3. Click OK.

If the request comes from an authorized user, an email is sent to the supplied address with a code to access the
application.
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You must click the link provided in the email, enter your username and access code, and provide a new password.

The Welcome Center

The Welcome Center is the page displayed immediately after you sign in.
The Welcome Center is organized in these areas:

- The auxiliary navigation bar provides links to the online help and your personal setup options.
- The core navigation bar contains tabs to Oracle Taleo Enterprise Edition products.

- The Quick Access panel provides a "one-click" access to the same products available in the core navigation bar.
It also provides access to specific content such as a requisitions and submissions.

In the central panel, your organization can put information of interest to all product users.

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.

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:

- Search and browse the Knowledge database.
- Obtain product documentation.

- 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.
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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.

Release Notes Message

A pop-up message containing new release information, system improvements, important messages and other
information can be displayed when users log into the product.

The same release notes message is displayed to users regardless of the product.

Once users are logged in, they can turn off the Release Notes message by selecting the Don't display this message again
option. The message will then reappear only when new release information or other important information is available
or if the users clear their browser cookies.

Deactivating the Release Notes Message

The release notes message must have been enabled.

1. Loginto a product.
2. Onthe Release Notes page, select the "Don't display this message again" option.

The release notes message will no longer be displayed until new release information or other important information is
available. If you want to see the release note information again before new released information is available, delete your
browser cookies.

Menus and Navigation Tools

Configuration Menu

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

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

- Central Configuration: This is where system administrators manage content, data, settings, and configurations
that are used across multiple products.

- Specific Configuration: This is where system administrators 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 Configuration menu content may vary.
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Central Configuration

Operations

General Configuration

Selection Lists

Roles

Dynamic Approval Routing

Security

Competencies

Specific Configuration

SmartOrg

Recruiting

Career Section
Onboarding (Transitions)
Performance

Evaluation Management

Reporting and Analytics

Chapter 1
Getting Started

Description

Operation Modes and Release Notes.

Settings and Welcome Center Content.

Standard selections used in different products such as Education Levels, Employee Statuses, etc.

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.

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

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.

Competency tools used in Taleo Performance for Rating Models, Competencies, Guidance Plans, etc.

Taleo Recruiting Administration

The Recruiting Administration menu allows system administrators to fully configure the following Recruiting Center
features.

Element Description

List Format Configuration of candidate and requisition list formats.

Fields Configuration of candidate, requisition, and offer fields, selections as well as custom fields used
in reports. Configuration of department and offer fields layout. Configuration of the candidate file
identifier.
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Element

File Configuration

Process

Correspondence

Embedded Reporting

General Configuration

Source Tracking

Integration

Automated Tasks

Product Resources

Chapter 1
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Description

Creation and configuration of user-defined forms and user-defined files.

Configuration of candidate selection workflows, search fields, matching candidate filters and criteria as
well as matching requisition criteria.

Configuration of message templates and paragraphs.

Configuration of embedded reporting using the Oracle Business Intelligence (OBI) Publisher
technology.

Configuration of Recruiting Center settings, agencies, department and position lists, merge forms,
notifications, requisition types, duplicate check, and center stage.

Configuration of sources.

Configuration of job board accounts, screening services, candidate sourcing services, and exportable
statuses.

Configuration of automated tasks used to delete and archive information contained in the database.

Display of resource ID of user interface labels.

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

Home

Resources

Talent Grid

Sign Out

ORACLE

Description

- If you have access to multiple Oracle Taleo Enterprise Edition products and you click Home, the
Welcome Center is displayed.

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

May include:
« My Setup: Access to personal preferences.

- Training: Access to online training materials.
- e-Learning: Access to eLearning materials.

«  Support: Access to Oracle Support.

- Help: Access to online help.

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

Provides access to Solution Exchange and Knowledge Exchange.

Terminates the session and you are automatically signed out of all products.
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Breadcrumb Trail

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 Icons

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 Items pane 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.

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:

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
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user accesses the application, the user can reset the application and a message indicates the remaining time
before the session expires.

- 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.

System Status

A status indicates the current state of an item in the system. It allows users to create items without making them
available right away and to remove an existing item from use without removing it form the database.

Items can have one of the following statuses:

- Draft: A Draft item can be modified. A Draft item cannot be used. It must be Active before it can be used.

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

- Inactive: When an item is Inactive, only the status can be modified. The only possibility is to go back to the
Active status.

A Draft item can become Active. An Active item can become Inactive. An Inactive item can become Active. However, an
Active item cannot "go back" to the Draft status.

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 Item 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.
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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.

History Events Retention Period Before Deletion

History events are deleted systematically from the system after a certain period of time. This deletion applies to
SmartOrg, General Configuration, Recruiting and Performance.

SmartOrg Item Retention (Months)
User Account (user access) 6
User Defined Selection 12
User 12
Welcome Center Content 12
Seat 12
Coverage Area 12
Message Template 12
Document 12
Paragraph 12
Message 12
User Type 12
Group 12
Configuration Profile 12
User File 18
Organization 18
Organization Level 12
Location 18
Location Level 18
Job Field 18
Job Field Level 18
Business Organization 18
Business Organization Level 18
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SmartOrg Item Retention (Months)
Positions 18
Competency 18
Competency Category 18
Competency Group 18
Competency Context 18
Competency Definition Context 18
Competency Guidance Plan 18
Rating Dimension 18
Rating Model 18
Job Role 18
Job Role Context 18
Job Profile Classification 18
Product Setting 24
General Configuration Item Retention (Months)
Reminder 12
Custom Selection 24
Recruiting Item Retention (Months)
Automated Tasks 24
Taleo Performance Item Retention (Months)
Batch Transaction 0
User-defined Selections 12
Talent Pool Management Center 12
Performance Management Center 12
Chart Configuration 12
Matrix Configuration 12
Competency Goal 14
Pool Item 14

9
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Taleo Performance ltem Retention (Months)
Pool 14
Message Templates 12
Documents 12
Paragraphs 12
Product Setting 12
User Account (user access) 6
Review Text 12
Review Definition 12
Review Cycle 12
Business Goal 14
Business Project 12
Business Theme 12
Business Period 12
Employee Goal 14
Employee Goal Plan 14
Goal Template 12
Succession Plan 14
Development Activity 14
Development Plan 14
Development Plan Template 12
Development Activity 12
Development Activity Category 12
Mentoring Relationship 14
Rating Dimension 12
Rating Model 12
Partners 12

Refine by Filter

The Refine by filter allows users to filter a list of items according to different criteria.

10
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The Refine by filter is available throughout the system. When an item is selected in the Refine by list, users have to enter
data in a field or select an item by which the list will be filtered. The Refresh button must then be clicked to refresh the
list.

Rich Text Editor

The Rich Text Editor enables users to edit and format text contained in competency definitions, correspondence,
requisitions, requisition templates and review forms (definitions, sections and section items). Text formatted with the
editor is presented to users in the TE applications with the specific formatting defined in the editor.
The Rich Text Editor contains standard text processing tools such as:

- cut, copy, and paste functions

- font types and sizes

- bold, italics, and underline

- text and background color

- left, right, and center alignment

- numbered and bulleted lists

- spell checker

Image or Link Insertion

Image or link insertion may only be available via the enlarged view of the editor, accessible when you first click the
Enlarged View icon.

Spell Checker

The spell checker uses the application language, not the content language. The spell checker is available in several
languages.

Internet Explorer 8

Users on Internet Explorer 8 may experience issues with the toolbar icons operating as expected. Users who experience
this issue may either try viewing the page in Compatibility Mode, or use the Rich Text Editor in another browser such as
another version of Internet Explorer or Firefox.

Copying and Pasting Text

When copying content from MS Word and pasting it in the Rich Text Editor tool, some reformatting may be required
due to the complexities of mapping MS Word formatting to the Rich Text Editor. Capabilities supported by the Rich Text
Editor tool are presented in the following table.

Item Description

Bold Full support for the bold style.
Italic Full support for the italic style.
Underline Full support for the underline style.

n
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Item

Heading styles and fonts
Font name (font face)
Font size

Text color

Text background color

Hyperlinks

Bulleted and numbered lists

Line spacing

Images

Tables

Chapter 1
Getting Started

Description

Heading styles as well as fonts used in heading styles are preserved. Fonts not used in heading styles
are treated as a default normal style.

Font names (font faces) are generally preserved, even those that are not part of the Rich Text Editor's
natively supported fonts (Arial, Comic Sans MS, Courier New, Tahoma, Times New Roman, Verdana).

The Rich Text Editor supports seven sizes. A "best guess" font size conversion is done by the system.
Conversion of font sizes may not be accurate in some unspecified cases (depending on browser, MS
Word version, etc.).

Full support for text color.

Full support for text background color.

Full support for hyperlinks.

Lists should be created using the bullets, numbering and multilevel list features in MS Word. List types
that do not conform to the recommended practice are not supported.

The bullet type is preserved (bullet or number), but the symbol (circle, square, etc.) or notation
(number, roman numerals, alphabetical) will be replaced by the browser's defaults.

Numbering continuation between two distinct numbered lists is not supported.

The color of the bullet is not preserved.

Spacing around list blocks is browser-specific.

Indentation level is preserved if made using the indent buttons. Custom indentations made using the

MS Word ruler is not supported.

No line spacing information is preserved. All custom line spacing is converted to a single line. The only
exceptions are:

- Headings: the line spacing is browser-specific.
- Lists: line spacing is browser-specific.
Images are not supported and will not be included.
Table row and column dimensions are preserved.
The presence or absence of borders is preserved.
Colors are not preserved, default is black. Background and border colors are not preserved.
Styles are not preserved, default is solid line.
Custom widths are not preserved, default is 1px.
Custom table and cell widths are converted to their pixel / percent equivalent. This conversion runs

differently, based on the browser being used. This may result in discrepancies from the original table.
Merged cells are preserved.

Recommended Practices for Constructing MS Word Documents to Minimize Reformatting Required When Pasting

Content Into the Rich Text Editor

In general, the less complex the MS Word document is, the less reformatting a user will need to do when copying
content from MS Word and pasting it in the Rich Text Editor. Below are some recommendations for creating MS Word

templates.

ORACLE
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Use the more common fonts that come with MS Word, such as:

+ Arial
- Times New Roman
« Courier New
- Verdana
- Comic MS Sans
Avoid using images in the MS Word template documents, as they are not supported in the Rich Text Editor.

Avoid using the horizontal ruler to customize indent lines, as this type of formatting is not supported in the Rich Text
Editor. Use the standard indent buttons.

Minimize the use of custom line spacing, as this is not supported in the Rich Text Editor.
Avoid using colored bullets in the MS Word template documents, as they are not supported in the Rich Text Editor.

Avoid using custom ruler indentation on bullets, as custom indentation on bullets is not supported in the Rich Text
Editor. Use standard indent buttons.

Avoid mixing bullet types in the MS Word template documents, as mixed bullet types are not supported in the Rich Text
Editor.

Create lists using the standard bullet types, numbering, multilevel list and indent features available in MS Word.

Disabling Icons in the Rich Text Editor

System administrators can disable icons in the rich text editor to reduce complexity or prevent users from including
JavaScript code into requisition descriptions, e-mail notifications or correspondence.

Using the setting Rich Text Editor Disabled Icons (available under General Configuration), system administrators can
disable any or all icons except for the Enlarged View icon. They need to enter the icon code name of the icons that they
want to disable, separated by a comma.

Icon Name Icon Code Name
Source Source

Cut Cut

Copy Copy

Paste Paste

Paste as plain text PasteText

Paste from Word PasteWord

Print Print

Spell Checker SpellChecker
Find Find
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Icon Name Icon Code Name
Replace Replace
Select All SelectAll
Remove Format RemoveFormat
Format FontFormat
Font FontName
Size FontSize
Text Color TextColor
Background Color BGColor
Bold Bold
Italic Italic
Underline Underline
Insert or remove ordered list OrderedList
Insert or remove bulleted list UnorderedList
Decrease indent Outdent
Increase indent Indent
Insert or edit image Image
Align left JustifylLeft
Center JustifyCenter
Align right JustifyRight
Justify JustifyFull
Insert or edit link MyCreateLink
Remove link Unlink
Insert or edit table Table

Note: This configuration applies to the rich text editor in Recruiting and Onboarding. It is not supported in Evaluation
Management, Performance Management and Sourcing.

Understanding Languages

Oracle Taleo Enterprise Edition products are available in different optional languages.
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Not all languages are available for all Oracle Taleo Enterprise Edition products. Languages must be activated by the
system administrator before they can be used in an application.

There are several concepts around languages:

- The application language is the language used for a product. This is the language selected by the user when
signing in the Oracle Taleo Enterprise Edition suite. The language selected defines the language of every Ul
labels and elements of the product.

- The content language is the language of a specific entity. The content language is selected when creating an
entity. For example, it is possible to create a requisition in French even when using the Recruiting Center in
English. The content language of a user is set in the user's account by the system administrator. However,

a user can change this default content language under My Setup > Preferences > Content Language. The
preferred content language is used by the system as the default content language which is the same across all
Oracle Taleo Enterprise Edition products. If a product does not support the same set of content languages, it
will have its own preference configuration.

- The correspondence language is the language used for email messages. The correspondence language
of a user is set in the user's account by the system administrator. However, a user can change this default
correspondence language under My Setup > Preferences > Correspondence Language.

In Oracle Taleo Enterprise Edition products, the languages in which an element (for example, a requisition) is available
are indicated in the Activated Languages field. When creating or editing an element, the user can choose a base
language as well as languages in which the element will be available. The base language of an element is the item's
reference language, usually used as a reference for other languages or fallback display in list mode. The user's preferred
content language is used as the default base language when the user creates an element. The base language of an
element can be changed at any time by the user. A language must be activated before it can be designated as a base
language.

When an element is available in one language, the name of the language is displayed in the list; for example "en".

When only one language is used within a company, there is no special indicator. When an element is available in several
languages, the Earth icon is displayed. Hovering the mouse over the icon displays the languages in which the element is
available.

Requisitions

o Create Requisition. .. ':q

| s | M |glanguage [f ! | K = D v
() ANTO000097
en ANTO000095

Selecting the Base Language

The item must be in Edit mode and the language must be active before it can be set as the base language.

1. Open an item.
2. Select Configure next to the Language drop-down list.
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3. Inthe Language Configuration page, select the Base option for the desired language.
4. Set the language to Active if that is not already the case.
5. Click Save.

The word Base appears next to the language in the Language drop-down list of the item.

You will need to complete the required fields (usually the Name) in the new base language.

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.

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 anitem.
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. C(Click Save.

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

Supported Languages

The languages supported for Oracle Taleo Enterprise Edition 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.

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

- OBIEE: All listed languages are supported except Indonesian (Bahasa), Lithuanian, Malaysian (Malay), Serbian,
Slovenian.
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- Resume Parsing: Resume parsing is delivered using a third party partner service. The functionalities are

delivered as is. Customers needing additional or different resume parsing capabilities should explore partner

services.

Language

Bulgarian

Simplified
Chinese

Traditional
Chinese

Croatian

Czech

Danish

Dutch

English

English (U.K.)
Finnish

French (Canada)
French (France)
German

Greek
Hungarian
Italian

Indonesian
(Bahasa)*

Japanese
Korean
Lithuanian*

Malaysian
(Malay)*

Norwegian
Polish

Portuguese
(Brazil)

Portuguese
(Portugal)*

Locale

bg

zh_CN

zh_TW

hr

cs

da

nl

en
en_GB
fi

f

=

fr_FR
de
el

hu

ms

no
pl

pt_BR

pt

ORACLE

Recruiting and
Onboarding

Available

Available

Available

Available
Available
Available
Available
Available
Available
Available
Available
Available
Available
Available
Available
Available

Available

Available
Available
Available

Available

Available
Available

Available

Available

Performance

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Mobile

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Sourcing

Available

Available

Available

Available
Available
Available

Available

Available

Available

Available

Available

Available

Available

Available
Available

Available

Available

Resume Parsing

Limited
Supported

Supported

Limited
Limited

Limited

Limited

Limited
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Language Locale
Romanian ro
Russian ru
Serbian* sr (sh)
Slovak sk
Slovenian* sl
Spanish es
(Worldwide)

Swedish sv
Thai th
Turkish tr

ORACLE

Recruiting and
Onboarding

Available
Available
Available
Available
Available

Available

Available
Available

Available

Performance

Available

Available

Available

Available

Available

Available

Available

Available

Available

Mobile

Available

Available

Available

Sourcing

Available

Available

Available

Available

Available
Available

Available

Chapter 1

Getting Started

Resume Parsing

Limited
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2 Central Configuration

Operation Modes

Operation Mode
The operation mode can be changed for service, configuration, or implementation purposes.

Three operation modes are available:
- implementation
- maintenance

- production

System administrators have the ability to switch to maintenance mode or production mode for each product individually
or for all. Products supported by the operation mode feature are:

- Recruiting (includes Remote Manager Experience)
« Performance

- Career Section

- New Hire Portal

- Onboarding (Transitions)

For the above products, except the New Hire Portal, system administrators know the number of users using both the
product as well as the administrative area related to the product. Note that candidates/new hires who are doing their
Onboarding (Transitions) processes are logged into the Career Sections, not into the New Hire Portal.

Implementation Mode: The implementation mode is usually only for new customers or new zones (databases). It is
used during the initial configuration and implementation stages of the system. Once the implementation is completed,
the implementation mode is no longer available to system administrators and a request must be made through Oracle
Support. In implementation mode, system administrators can:

- Create, delete and modify the Organization-Location-Job Field structure.
- Create, delete and modify levels in the Organization-Location-Job Field structure.
- Create, delete and modify elements in the Organization-Location-Job Field structure.

If Recruiting is in implementation mode, users cannot connect to the Remote Manager Experience.

f changes need to be made to the structure of the database after implementation, system administrators must contact
Oracle Support and request that the system be put back into implementation mode.

Maintenance Mode: The maintenance mode is a special administrative feature used to protect the integrity of the
database when editing Organizations, Locations, or Job Fields.
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In maintenance mode, the application is inactive. All users, except system administrators, are logged out automatically.
The application displays a message to users as well as to candidates in Career Sections, indicating that the application is
in maintenance mode. If users are logged in and have not saved data they were entering, this data will be lost.

In maintenance mode, system administrators can:

- Delete departments, both via Integration and SmartOrg.

- Delete positions, both via Integration and SmartOrg.

- Import job positions via Integration.

- Modify the Organization-Location-Job Field structure, both via Integration and SmartOrg.

- Modify levels in the Organization-Location-Job Field structure, both via Integration and SmartOrg.

- Edit Organization, Location, and Job Field elements (Element Management), both via Integration and
SmartOrg.

There are no transactions in Onboarding (Transitions) or Performance that require the maintenance mode. If
Onboarding (Transitions) is in maintenance mode and a user is performing a Start Onboarding (Transitions) Process or a
Cancel Onboarding (Transitions) Process action from Recruiting, the transaction will still be scheduled to process.

If Recruiting is in maintenance mode, users can connect to the Remote Manager Experience.

Production Mode: In production mode, all users as well as guests, agents, and system administrators have access to
the application. In production mode, system administrators can:

- View structure elements for Organizations, Locations, and Job Fields.

- Save agencies, both via Integration and SmartOrg.

- Create and edit job templates.

- Select and view positions.

- Create and edit departments.
All tasks listed above can also be performed in maintenance mode and in implementation mode.

To import/export candidates (by Integration) and move candidates in the candidate selection workflow (by Integration),
the system must be in production mode.

Modifying the Operation Mode

The Manage Application Mode user type permission is required.

Configuration > Operation Modes
1. In the Operation Modes page, click Edit.

2. Inthe Operation Mode Editor page, select the desired mode for each product, that is production or
maintenance mode.

3. Click Save.

The selected operation mode appears beside each product. If the system is put in Maintenance mode, users currently
logged will receive a message and will be logged out.
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Release Notes Messages

Release Notes Message

A pop-up message containing new release information, system improvements, important messages and other
information can be displayed when users log into the product.

The same release notes message is displayed to users regardless of the product.

Once users are logged in, they can turn off the Release Notes message by selecting the Don't display this message again
option. The message will then reappear only when new release information or other important information is available
or if the users clear their browser cookies.

Configuring the Release Notes Message Feature

The configuration of the release notes feature consists of the following steps.

1. Creating the release notes message content.
2. Configuring configuration profiles to display release notes information when users access the application.

No default release notes message is provided with the product. A blank page is displayed unless the system
administrator decides to customize the page to present important information to users.

Creating a Release Notes

The Edit release notes user type permission is required.

Configuration > Release Notes

1. Inthe Release Notes page, click Edit.

2. Inthe Release Notes Editor page, write the message. Apply formatting to the text to organize information,
facilitate readability and draw attention to particular passages.

3. Clear the "Do not display release note information" check box.

4. Specify the validity period of the message by indicating the period of time when the message will be displayed.

5. Click Save.

Activating the Release Notes in a Configuration Profile

The Release Notes message must be created.

Configuration > [SmartOrg] Administration > Configuration Profiles
1. Click a configuration profile.
2. Click the Release Notes setting.
3. Click Edit.
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4. Select Yes.
5. Click Save.

Release Notes - Other Configuration Tasks

Editing a Release Notes

The Edit release notes user type permission is required.

Configuration > Release Notes

1. Click Edit.
2. Modify the fields as required.
3. Click Save.

Setting a Release Notes Validity Period

The Edit release notes user type permission is required.

Configuration > Release Notes

1. Click Edit.
2. Set the validity period with the Calendar icon.
3. Click Save.

Chapter 2
Central Configuration

The release notes message is displayed to users when they sign in the application only for the determined period
provided the Do not display release note information is not selected and the Release Notes setting has been activated in

the user's configuration profile.

Displaying a Release Notes

The Edit release notes user type permission is required.

Configuration > Release Notes

1. Click Edit.
2. Clear the Do not display release note information check box.
3. Click Save.

Hiding a Release Notes

The Edit release notes user type permission is required.

Configuration > Release Notes
1. Click Edit.

ORACLE
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2. Select the Do not display release note information check box.
3. Click Save.

Release Notes - Permissions and Settings

Chapter 2
Central Configuration

The following permissions and settings are used for the release notes functionality.

User Type Permission Description

Allows users to edit the release notes message
content in the Central Configuration menu.

Edit release notes

Setting Description

Displays the release note information when No
accessing the application. Once the system

Release Notes

Default Value

Location

Configuration > [SmartOrg] Administration >
[Users] User Types > Configuration > Foundation
Data

Location

Configuration > [SmartOrg] Administration
> [Users] Configuration Profiles

administrator has created the content of
the release notes message, the Release
Notes setting must be set to Yes in the
user's configuration profile.

Deletion Tasks

Employee Information Deletion Task

System administrators use the employee information deletion task to permanently delete information related to former
employees' employment at the organization (as might be required by law in EMEA and other regions).

The Person Model

The following "objects" are associated with a person:

- User Account - to access the system with granted permissions.
- Candidate Account - to apply for jobs through the career section.
- Profile - to store the common profile. Employee and candidate share the same profile.

- Employee - to store employee-related data.
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Employee

Profile
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Candidate

ser

When candidates are hired, a user account and an employee associated with their profile are created:

- As an employee, the profile is maintained through Performance talent profile.

- As a candidate, the profile is maintained through Recruiting and the career section.

Employee Information Deletion Strategy

Employee information deletion task permanently deletes employee-specific data only. The candidate account and
common profile are unaffected. This enables a person to be rehired in the future by the organization. The person can
remain in current pools and succession plans. The candidate account can eventually be deleted through a distinct task if
Recruiting is available in the system.

Deleted

Employee Specific Data

Employee Metrics
Pictures

Job History

Matrix Management

Remaining Tasks

ORACLE

Not Deleted

Other Performance Data

Business Goals
Projects
Sent Feedbacks

History of actions taken by the employee

Profile and Candidate Data
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Deleted

Not Deleted

Compensation History

Goal Plans, Goals, Tasks (aligned

General Profile (Education, Experience, Certifications, Preferences, etc)

goals will be unlinked) . Job Submissions
Performance Reviews & Review . Offers
History

Talent Pools & Succession Plans

Career Plans

Development Plans

Remains as member (now as an external candidate)
User Specific Data

Received Feedbacks

Sent Feedback Requests » Remains in the system but inactive

Employee Information Deletion Rules
Employee-related information can be permanently deleted provided all of the following conditions are met:

The Employee Status of the user account is Former Employee (this is typically achieved by deleting the user
account (status: Deleted)).

The employee must not be the owner manager of positions. A transfer of ownership is required prior to
deletion.

The employee must not be the owner of talent pools. A transfer of ownership is required prior to deletion.

Employee Information Deletion Process
Employee information deletion is a four step process:

1. User account deletion (see Deleting a User Account From the User Account Page, Deleting the User Account of
an Employee Using the Wizard and Deleting the User Account of an Employee Manually).
2. Deletion task creation (see Creating a Deletion Task).
3. Preview of employees to be deleted (see Previewing Employees to be Deleted).
4. Execution of the deletion task (manually or, more often, automatically according to the date and frequency
chosen by the administrator).
Limitations

- No archiving capabilities at this time.

- A user account cannot be permanently deleted from the system.

o User accounts, once deleted, are no longer displayed but remain in the system.
o The user accounts do not contain employee-related data.

- Products for which the data will not be automatically deleted by the employee information deletion task:

o Learn

o Evaluation Management
o Assessment

o Screening Services

o Analytics
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o Any other external products integrated with Oracle Taleo Enterprise Edition

Deleting a User Account From the User Account Page

The Manage user accounts - Including HMRS fields user type permission is required..
Configuration > [SmartOrg] Administration > User Accounts

1. Locate the user in the User Accounts list.
2. C(lick Delete in the Actions column.
3. The action(s) you perform next vary depending on whether the user account is associated with an employee.

o If the user account is associated with an employee who owns requisitions, templates or folders, or was
assigned yet uncompleted actions, or reports to a manager, or has pending tasks or work items, perform
the steps in the wizard.

o If the user account is associated with someone for whom none of the previous conditions applies, click
Yes.

Once deleted, the user account status is set to Deleted and the user account is deactivated.

To permanently delete employee data related to the employee, including employee metrics and all Performance data (as
might be required in EMEA and other regions), see Employee Information Deletion Task.

Deleting the User Account of an Employee Using the Wizard

The Manage users - Including HMRS fields user type permission is required.

Configuration > [SmartOrg] Administration > User Accounts
1. Click the user account you want to disable.
2. Inthe Employee Information section, click Terminate.

The wizard is displayed.
3. Perform the steps in the wizard.

The user account has Deleted status and therefore is no longer displayed on the User Accounts page if Active is selected
in the View field. The Employee Status value is changed to Former Employee.

To permanently delete employee data related to the employee, including employee metrics and all Performance data (as
might be required in EMEA and other regions), see Employee Information Deletion Task.

Deleting the User Account of an Employee Manually

The Manage users - Including HMRS fields user type permission is required.
Configuration > [SmartOrg] Administration > User Accounts

1. Click user account you want to disable.
2. Edit the Employee Information section as necessary.
3. Set employee status to Former Employee.
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4. Provide a termination date.
5. Remove the manager.
6. Transfer direct reports to another manager if applicable.
7. Transfer ownership of talent pools and positions to another user.
8. Transfer pending tasks to another user.
9. Return to the User Accounts page, locate the user account in the list and click the corresponding Delete in the

Actions column.
10. Click Yes.

Once deleted, the user account status is Deleted and the user account is deactivated.

To permanently delete employee data related to the employee, including employee metrics and all Performance data (as
might be required in EMEA and other regions), see Employee Information Deletion Task.

Creating a Deletion Task

The Access Deletion Tasks permission is required (User Types > [Functional Domains] Configuration > Data Lifecycle
Management).

Configuration > Operations > Deletion Tasks

Click Create.

Select Employees, click Next.

Select Permanently delete, click Next.

Click the check box next to each criterion you want to include and click Next.

Enter values for the Name, Code, Status, Start Date, Recurrence fields and click Next.
6. Review your selections and click Finish.

uhWNA

The task is displayed in the Tasks list. If you selected a date and frequency for the task, the task will run automatically on
the dates that correspond to your selections.

Previewing Employees to be Deleted

The Access Deletion Tasks permission is required (User Types > [Functional Domains] Configuration > Data Lifecycle
Management).

Configuration > Operations > Deletion Tasks

1. Inthe Task list, click the task you want to examine.
2. Click Count.
3. Click the x out of y total items link to view the list of former employees to be deleted.
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Global, Product, Regional Settings

Setting
Settings are used to configure features in Oracle Taleo Enterprise Edition products.
There are two types of settings:

- Global settings: Settings that affect multiple Oracle Taleo Enterprise Edition products.

- Product settings: Settings specific to an Oracle Taleo Enterprise Edition product, for example, Recruiting, Career
Section, Onboarding (Transitions), Performance, Reporting and Analytics.

Setting Location

Global settings Configuration > [Central Configuration] Settings
SmartOrg settings Configuration > [SmartOrg] Settings

Recruiting settings Configuration > [Recruiting] Settings

Career Section settings Configuration > [Career Section] Settings
Onboarding (Transitions) settings Configuration > [Onboarding (Transitions)] Settings
Performance settings Configuration > [Performance] Settings

Reporting and Analytics settings Configuration > [Reporting and Analytics] Settings

Settings are configured by system administrators. A default value is set prior to product delivery. System administrators
can modify the value and the change will be applied throughout the product. Certain setting values can be changed by
users. In that case, the value set by the user will override the value set by the system administrator.

A setting has one of the following security levels: Public, Protected, Private.

Security Level Description

Public System administrators can view and change the setting.

Protected System administrators can view the setting, but changes can only be performed by Oracle.

Private System administrators cannot view or change the setting. Only Oracle can view and change the
setting.

Configuring a Setting

The security level of the setting must be Public.
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The Manage Settings user type permission is required.

For global settings:

Configuration > [General Configuration] Settings
For product settings:

Configuration > [Product name] Settings
1. Locate the setting using the Refine by list or the Feature column.
Click the name of a setting.
Click Edit next to the name of the setting.
Make changes.
Click Save.

v A WN

Resetting the Default Value of a Setting

The security level of the setting must be Public.
The Manage Settings user type permission is required.

For global settings:

Configuration > [General Configuration] Settings
For product settings:

Configuration > [Product name] Settings
1. Locate the setting using the Refine by list or the Feature column.
2. C(lick the name of a setting.
3. Click Reset next to the name of the setting.

The default value of the setting is restored and the change is reflected in the product.

Regional Settings

Regional settings are used to configure settings which control the number, date, currency, and language formats for a
locale.

In the Regional Settings page, the Identifier list varies according to languages activated in the Oracle Taleo Enterprise
Edition products. For example, if an organization only supports English (en) and French (fr), the Identifier list will contain
en and fr as well as all specific locale identifiers related to fr and en, that is, fr-FR, fr-CA, en-GB, en-Au, etc.

The regional settings of a locale consist of four elements:

Number: Defines the decimal symbol, digit grouping, maximum number of decimals, negative number format,
etc.

« Currency: Defines the decimal symbol used for currencies, the default currency, the maximum number of
decimals for currencies, etc.

Date: Defines the date format used in the application. A date can be represented by text, number or a
combination of both.
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- Language: With each locale, comes a set of predefined values that are specific to the specified language,
regardless of the country or region.

Configuring the Number Format

Configuration > [SmartOrg] Administration > Regional Settings

1. Click the name of an identifier.
2. Click Edit next to Number.

3. Select a value for each setting.
4. Click Done.

Configuring the Currency

Configuration > [SmartOrg] Administration > Regional Settings

1. Click the name of an identifier.

2. C(lick Edit next to Currency.

3. Select the values for each setting.
4. Click Done.

Configuring the Date Format

Configuration > [SmartOrg] Administration > Regional Settings

1. Click the name of an identifier.

2. Click Edit next to Date.

3. Select a value for each setting. See Date Format Properties.
4. Click Done.

Date Format Properties

Date Format Description

Full date format Date represented by the day of the week, month, date and year. Default is EEEE, MMMM D, YYYY.
Maximum number of characters: 255.

Long date format Date represented by month, date and year. Default is MMMM D, YYYY. Maximum number of
characters: 255.

Medium date format Date represented by date, month and/or year. Default is D-MMM-YYYY. Maximum number of
characters: 255. In the case of regions that do not use commas, periods or slashes with dates, an
additional format is included that is specific to the region. When no date format is selected, the
medium format is the default format used by the application.

Short date format Date represented by date, month and/or year. Default is DD/MM/YY. Short date formats are used for
lists and calendars. Numeric values only.
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Date Format

Shortest date format

Date Format Details

Text

Numbers

Text and Numbers

Date Format Syntax

ORACLE
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Description

Date represented by date and month. Default is DMMM. Shortest date format are used in candidate
files and other lists that include many columns.

Description

A date element that always appears in the form of text, such as days of the week, will be displayed

in long form if four letters are used for its representation. If less than four letters are used, the date
element will appear in an abbreviated form. For example, configuring a date format using "EEE" would
produce "Fri" for Friday, while using "EEEE" would produce the long form "Friday".

The system adds zeros to single numbers in certain cases. For example, if the date element "DD" is part
of the date format, the ninth day of the month will be displayed with a leading zero, thus, "09". If the
date element is "D", however, the system will display "9" without a leading zero.

When the date format element is composed of one or two characters, a numeric value results. For
example, if the date format element is "M" or "MM", the month of February will be depicted as "2" and
"02" respectively. On the other hand, a date format element made up of three or more characters will
result in a textual representation of the date: in the case of "MMM", February will appear as "FEB", if
"MMMM" is used, February will be displayed as "February".

Meaning Presentation Example (US locale)
Year Numeric 2009

Month of the year Alphanumeric July, Jul. or 07
Day of the month Numeric 10

Hour AM/PM (1-12) Numeric 12

Hour of the day (0-23) Numeric 22

Minute of the hour Numeric 38

Seconds Numeric 59

Day of the week Textual Tue, Tuesday
AM/PM marker Textual PM

Hour in AM/PM (0-11) Numeric 0

Escape for text Delimiter ‘

Single quotation mark (twice the escape Literal

character)
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Legal Agreements

Legal Agreement
Alegal agreement is a disclaimer text displayed to users when accessing a Oracle Taleo Enterprise Edition product.

Alegal agreement can be created so that users must agree to abide by before they can log into Oracle Taleo Enterprise
Edition products. The text of such agreement typically reminds all users that the computers they are accessing are
government or private industry owned and must be used in accordance with good security practices.

Alegal agreement is displayed to users when accessing a Oracle Taleo Enterprise Edition product, except the Career
Section. System administrators are responsible of entering the disclaimer text either by typing the text or by pasting
it from another source. They can format the text using HTML features such as bold, italic, color, font type and size,
images, etc.

There is no limit in the number of legal agreements that can be created. However, only one agreement can be active at a
time. It is possible to change the currently active agreement at any time.

If the legal agreement feature is implemented, pages are typically displayed to users in the following order:

- Oracle Taleo Enterprise Edition product list page
Legal Agreement page
User Sign In page

If your organization prefers that users be authenticated as the first step, they can request Oracle to change the
sequence, in which case the Oracle Taleo Enterprise Edition product list page is "protected" and pages are displayed in
the following order:

Legal Agreement page
User Sign In page

- Oracle Taleo Enterprise Edition product list page

Creating a Legal Agreement

The Manage legal agreements user type permission is required.

Configuration > Legal Agreements
1. Click Create.
2. Enter a code and a name.
3. Type the legal agreement text. Apply formatting to the text to organize information, facilitate readability and
draw attention to particular passages.
4. C(lick Save.
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Activating a Legal Agreement

The Manage legal agreements user type permission is required.
Only one legal agreement can be activated at a time.

The legal agreement must be deactivated or draft.

Configuration > Legal Agreements
1. Click the name of a legal agreement.
2. Click Activate next to Properties.

The activated legal agreement is displayed to users if the Show the legal agreement to users at login security policy is set
to Yes. See Showing the Legal Agreement to Users at Login.

Displaying the Legal Agreement to Users at Login

The Manager security policies user type permission is required.

Configuration > Security Policies
1. Click Edit next to Sign In.
2. Select Yes for the Show the legal agreements to users at login option.
3. Click Save.

Deleting a Legal Agreement

The Manage legal agreements user type permission is required.

The legal agreement must be active or draft.

Configuration > Legal Agreements
1. Click Delete next to the agreement.
2. Answer Yes to the message that appears.

The legal agreement is permanently deleted from the database. If the legal agreement was active, it will no longer be
displayed to users when signing in a product.

Deactivating a Legal Agreement

The Manage legal agreements user type permission is required.

The legal agreement must be active.

Configuration > Legal Agreement
1. Click on the name of a legal agreement.
2. Click Deactivate next to Properties.
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The legal agreement becomes inactive. It is no longer displayed when users sign in a product. The legal agreement is
still available in the list of legal agreements.

Security

Security Policy
Security policies are settings related to the security of Oracle Taleo Enterprise Edition products.
Security policy settings are organized into four groups:

- Signin
« User Accounts
- Password

- Forgot Username / Password

The History section provides information on actions performed on security policy settings such as the date and time,
the event, details on the event, and the "actor" (person or system) who performed the action.

For details on each setting, see Security Policy Settings.

Security Policy Settings

Security Policy - Sign In Setting Description Location

Show the legal agreement to users at login. Yes, No (default). Configuration > [Security] Security Policies
Security Policy - User Account Setting Description Location

Number of incorrect sign-in attempts allowed Unlimited, 3 (default), 5, 10, 15, 20, 100. Configuration > [Security] Security Policies
per user before his/her account is locked Determines the maximum number of times

a user can enter incorrect information during
sign-in before the user's account is locked.

Period during which the system prevents access Permanent (default); 2, 5, 10, 15 minutes; 1, 4 Configuration > [Security] Security Policies
to an account that has been locked hours; 1day; 1 week; 30 days.
When creating a user account, send an email to = Yes, No (default). Configuration > [Security] Security Policies

user to confirm registration and password.

Maximum age of Access Codes which are 1t0 1440 (default is 720) Configuration > [Security] Security Policies
accepted for authentication (in hours)

When creating a user account, generate Yes, No (default). Configuration > [Security] Security Policies
automatically a user name.
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Security Policy - User Account Setting

When creating a user account, generate
automatically a password.

User account validation on creation

Security Policy - Password Setting

Allow a password to be valid for X days (leave

the field empty if you want passwords to be
always valid)

When a password change is required, prevent

the reuse of the previous X passwords

Require passwords that contain at least X
characters

Require passwords that contain no more than X

characters

Require passwords that contain at least X letters

of the Roman alphabet

Require passwords that contain at least X
lowercase letters of the Roman alphabet

Require passwords that contain at least X
uppercase letters of the Roman alphabet

Require passwords that contain at least X
numeric characters

Require passwords that contain at least X

characters other than letters and numbers (! # $

B&()*+,-./<=>2@[]_{I}")

Require passwords that contain no more than X

identical consecutive characters

ORACLE

Description

Yes, No (default).

Yes, No (default).
For details, see Details on the "User account
validation on creation" setting.

Description

Number of days before a user must change his/
her password. Putting no values means that the

password is always valid.

Number of password changes required before a
user can use a password that he/she has used
previously. Putting O means that the feature is

disabled. O (default value).

6to 20.

6 to 50. The system will start counting the
number of characters from the maximum
number of characters selected in the setting
"Require passwords that contain at least x
characters". For example, if you selected 10
characters, the system will indicate a possible
value between 10 and 50.

0 to 20. The number of characters cannot
exceed the number indicated in the setting
"Require passwords that contain at least x
characters".

0 to 20. The number of characters cannot
exceed the number indicated in the setting
"Require passwords that contain at least x
characters".

0 to 20. The number of characters cannot
exceed the number indicated in the setting
"Require passwords that contain at least x
characters".

0 to 20. The number of characters cannot
exceed the number indicated in the setting
"Require passwords that contain at least x
characters".

0 to 20. The number of characters cannot
exceed the number indicated in the setting
"Require passwords that contain at least x
characters".

2,3,4,5. The number of characters cannot
exceed the number indicated in the setting
"Require passwords that contain at least x
characters".

Chapter 2
Central Configuration

Location

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Location

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies
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Security Policy - Password Setting

Require passwords that do not contain the
user's first name

Require passwords that do not contain the
user's last name

Require passwords that do not contain the
corresponding user name

Require passwords that do not contain the
user's email address

Security Policy - Forgot Password Setting

Use this method to change passwords

Require X security questions

Require answers that contain at least X
characters (X must be greater than 0)

Number of attempts allowed per user to answer
the security question

Lock a user's account when the number of
attempts allowed to answer the security
question is exceeded

Mask the security answer values

Description

Yes, No (default).

Yes, No (default).

Yes (default), No.

Yes, No (default).

Description

There are several options for users to recover
their password. It can be via an access code,
security questions, or by contacting the system
administrator. For details on each of the option,
see Details regarding the "Use this method to
change passwords" setting.

Possible values are 1, 2, 3.

Possible values are 3, 5.

Yes, No.

Yes, No.
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Location

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Location

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Configuration > [Security] Security Policies

Details on the "Use this method to change passwords" setting
The change password procedure contains six options of authentication:

Options of the "Use this method to
change passwords" Setting

Access Code

Description

address.

Security Questions

An email containing an access code is sent to the user once the user has confirmed his/her email

The user is asked to answer the security questions (from 1to 3) previously entered in his/her profile. If

the answer is correct, the user is invited to enter a new password.

Security Questions and Access Code

The user is asked to answer the security questions (from 1to 3) previously entered in his/her profile.

If the answer is correct, an email containing an access code is sent to the user once the user has
confirmed his/her email address.

Security Questions or Access Code

The user is asked to answer the security questions (from 1to 3) previously entered in his/her profile.

If the answer is correct and the user has an email address, an access code is sent to the user once the
user has confirmed his/her email address. If the user does not have an email address and the answer

ORACLE
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Options of the "Use this method to Description
change passwords" Setting

to the security question is correct, the access is granted to the application and the user is invited to
change his/her password.

Security Questions and/or Access Code When this option is activated, one of the following situation will happen. See the Security Questions
and/Or Access Code Option section.

Contact System Administrator The user is asked to contact the system administrator. Only the system administrator can then
generate a new password and communicate it to the user.

Details on the "Security Question and/or Access Code" option
The change password procedure contains six options of authentication:

The user has an email address Security questions were
activated

Yes Yes The user will have to answer the security questions correctly and an
access code will be emailed.

Yes No The user will receive an access code by email.

No Yes The user will have to answer the security questions correctly to be able to
access the application.

No No The user will be asked to contact the technical support.

Details on the “User account validation on creation” setting
A two-step validation process is available when creating user accounts.

Step 1: When you create a user account, the system checks if the email address is unique among the user account
created in SmartOrg.

- If the email address exists, an error message is displayed.

- If the email address doesn’t exist, the user account is created and is set as Inactive.

Step 2: The user receives an email requesting to activate their account. The email contains a link that the user must use
to activate the account. Once the account is activated, the user can to log in in the system.

This process supersedes the option to send a user’s password by email.

Temporary user accounts created through a candidate onboarding process bypasses the email uniqueness criterion but
must be activated before the user can log in.

This process also works for user accounts created with TCC. The administrator must enable the setting Allow Integration
Sending Email.

Configuring Security Policies

The Manage security policies user type permission is required.
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Configuration > Security Policies
1. Inthe Security Policies page, click Edit next to a topic.
2. Inthe Editor page, select a value for each required setting.
3. Click Save.

Security Message Templates

Security message templates are messages relating to the security of Oracle Taleo Enterprise Edition products. They are
provided by Oracle.

Security message templates are located in the Configuration menu, under Security. For a list of message templates, see
Message Templates Related to Security. System administrators can change the languages available and the wording of
messages. They cannot create new message templates.

To edit security message templates, the Manage Message Templates for email correspondence and reminders
permission is required (SmartOrg Administration > User Types > Configuration > Security Management).

Message Templates Related to Security

Message templates related to security are located in the Configuration menu, under Security.

Message Template Description

Indicates that the password
change request was
received and provides

the user the access code
needed to change his/her
password.

Forgot Password

Indicates that the password
change request was
received and provides a
step-by-step procedure

on how to change the
password.

Password Change
Instructions

Indicates to send a new
password to a user that
was unable to answer
his/her password change
questions, or did not
remember his/her
password and had not yet
specified questions.

Password Change Request

Indicates that the
synchronization of a
specific element with the
network database was
successfully completed.

Standard Notification for a
Successful Network Data
Synchronization

ORACLE

Recipient To Field Content

User account email
address (user tryingtodo a
forgot password).

{Other.UserEmail}

User account email {Other.UserEmail}
address (user trying to do a

forgot password).

Not define by default. PLEASE ENTER A VALID EMAIL ADDRESS
Define by the customer.
(Email probably sent to an

administrator).

Logged user email address  {NdaSynchronizationInfoFields.emailAddress}
(user who requested the

synchronization task).
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Message Template Description Recipient To Field Content
Standard Notification for Indicates that the Logged user email address  {NdaSynchronizationinfoFields.emailAddress}
an Unsuccessful Network = communication with the (user who requested the
Data Synchronization network database could synchronization task).

not be established and that
the synchronization of a
specific element could not
be performed.

Standard notification - Provides information User account email {AccountCreationFields.EmailAddress}
User Account Information = on how to log into the address (user on which the
application (user name, action is done).

access code, URL address).

Standard notification Indicates that a candidate = User account email {AccountCreationFields.EmailAddress}
for a candidate account account was created address (user on which the
confirmation and how to log into the action is done).

application (user name,
access code, URL address).

Standard notification fora = Indicates that the user User account email {PasswordResetInfoFields.EmailAddress}
Password Reset password was reset and address (user on which the

how to specify a new action is done).

password.
Standard notification fora = Indicates that an account User account email {AccountCreationFields.EmailAddress}
registration was created and how to address (user on which the

access it using a user name action is done).
and access code.

Single Sign-On
Single Sign-0On

Single Sign-0n (SSO) enables users to log into Oracle Taleo Enterprise Edition applications using their corporate
credentials.

In an SSO environment, users are authenticated by an Identity Provider (e.g. OIF, ADFS) that is maintained by their
corporate IT department. Both employees and candidates who have access to internal career sections can use SSO to
access Oracle Taleo Enterprise Edition products. SSO cannot be used for external career sections.

Customers who want to use SSO can implement it themselves through the SSO configuration interface. Customers
perform easy configuration steps to enable and support one or more identity providers. The feature supports two flows
to authenticate users:

- Users are authenticated through their company portal, then they access Oracle Taleo Enterprise Edition
products through the portal (Identity Provider initiated flow).

- Users access the Oracle Taleo Enterprise Edition product URL directly and are redirected to their identity
provider for authentication (Service Provider initiated flow).

Customers can configure the authentication request flows, and exit and error URLs for seamless integration with their
environment.
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SSO setup requires:

- An Identity Provider with SAML 2.0 support.

- A user/candidate synchronization feed between the Identity Provider and Oracle Taleo Enterprise Edition. This
can be developed using Taleo Connect Client (TCC).

- A corporate portal (optional).

Information technology professionals (system administrators, implementation consultants, etc.) who are planning on
integrating Oracle Taleo Enterprise Edition with their corporate Single Sign-On (SSO) system should be familiar with:

- Oracle Taleo Enterprise Edition

- SAML 2.0 based SSO

- SSO Identity Provider (IdP) setup
- Taleo Connect Client (TCC)

SSO is only available for new customers or current customers who do not have an SSO setup in their zone. The SSO
configuration screens are unavailable to customers who already have an SSO setup in place.

Single Sign-0On Basic Concepts

|dentity Provider (IdP) and Service Provider

Single Sign-0On (SS0) in Oracle Taleo Enterprise Edition is accomplished through the use of SAML (version 2.0). SAML
provides a mechanism to exchange authentication and authorization data between two trusting entities.

In a generic SAML context, the entities are:

- The Asserting party (or SAML authority)
« The Relying party (or SAML requester)

In an SSO context, the Asserting party is the Identity Provider (IdP) and the Relying party is the Service Provider (SP).
The Identity Provider is the customer's SAML federation server (OIF, ADFS etc.) and the Service Provider is the Oracle
Taleo Enterprise Edition application.

A trust relationship is established between the Identity Provider and the Service Provider. The Service Provider trusts
the information received from the Identity Provider. The information sent is called the SAML assertion. It contains the
identity of the user that has been authenticated by the IdP. Upon receiving the assertion, Oracle grants the appropriate
level of access to resources, based on the identity of the user.

Metadata File

SSO is set up by exchanging metadata files between the Identity Provider (IdP) and the Service Provider (SP).

The SAML 2.0 metadata file format is supported. This metadata file contains information about each SSO entity (URLSs,
protocols supported, certificates etc.). The IdP's metadata file can be imported into the SSO user interface. If any
changes are made to the IdP, the metadata file must be re-imported.

40
ORACLE



Oracle Taleo Enterprise Edition Chapter 2
Implementing Recruiting Central Configuration

Also, metadata files can be generated for the Oracle Taleo Enterprise Edition Service Providers (SmartOrg and Career
Section). These files must be imported into the IdP. A separate metadata file will be generated for each SP-IdP
combination. For example, if the customer has 2 IdPs, then up to 4 metadata files will be generated (2 for SmartOrg and
2 for Career section).

For an example of an Identity Provider metadata file, see Identity Provider Metadata Example.
For an example of a SmartOrg metadata file, see SmartOrg Metadata Example.

For an example of a career section Service Provider metadata file, see Career Section Metadata Example.

Single Sign-On Flows

There are two types of Single Sign-On flows: Identity Provider (IdP)-initiated and Service Provider (SP)-initiated.

Identity Provider (IdP)-initiated Flow

In the IdP-initiated flow, the user logs in first to the IdP. The person then requests access to the Service Provider
(SmartOrg or career section) — often through an SSO Portal. The Identity Provider will initiate an SSO connection to the
Oracle Taleo Enterprise Edition product and provide an assertion. The assertion contains the identity, attributes and
entitlements of the requesting user. Oracle will grant access to the user based on the assertion information.

The image represents an Identity Provider (IdP)-initiated flow.

Customer Environment (IdP) Taleo Environment (SP)
550 Assertion Taleo validates
assertion and retreves
User logs into the identity of
the Idp the user
User is granted

access to designated
products in Taleo

The IdP-initiated flow is the most commonly used configuration.
When SSO is configured, the IdP-initiated flow is activated by default.
Multiple IdPs are supported for IdP-initiated flows. Each IdP can redirect users to the Service Provider (SmartOrg and

career section). The Service Provider accepts request from each IdP as long as the IdP is properly defined.

Service Provider (SP)-initiated Flow

A1
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In the Service Provider-initiated flow, the user accesses the Oracle Taleo Enterprise Edition product (SP) directly. For
example, this can be done by typing the URL of the zone in the browser. The Service Provider then redirects the user
to the Identity Provider. After authenticating the user, the IdP generates and sends an assertion back to the SP. The
assertion contains the identity, attributes and entitlements of the requesting user. Oracle grants access to the user
based on the assertion information.

The Challenge URL setting, depicted in the following illustration, is used to set up a Service Provider-initiated flow.

Customer Environment (IdP) Taleo Environment (SP)

Taleo redirects

user to idp
User acoess the for authentification
Taleo rone LIRL
S50 Reguests is sent
S50 Response
is sent with Taleo validates

assertion and retrives

User logs into the: :I:-nht-.- of
the ldp the user

unigue identifier

User is granted
access to designated
products in Taleo

The customer can choose to optionally activate SP-initiated flow as well.

For SP-initiated flow from SmartOrg, only one IdP can be configured. All SP-initiated requests from SmartOrg are
redirected to this IdP.

For SP-initiated flow from career sections, by default all requests are redirected to a single default IdP. However,
individual career sections can be set up to redirect requests to a different IdP.

The following illustration depicts a single Identity Provider, SmartOrg and single career section:
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SP Initiated
SmartOrg

IdP Initiated
ldP-01

SP Initiated R
Career Section

- Users can access both SmartOrg and the career section from the Idp (IdP-initiated flows).
- When users access SmartOrg directly, they are redirected to the IdP for authentication (SP-initiated flows).

- When users access the career section directly, they are redirected to the IdP for authentication (SP-initiated
flows).

Note: This is the most commonly used configuration.

The following illustration depicts an SSO setup with two Identity Providers, SmartOrg and three career sections:

SP Initiated
SmartOrg
IdP Initiated ' IdP Initiated
IdP-01 IdP-02
»
SP Initiated » Career Section
{ 1
Career Section SF Initiated

2

»  Career Section
3

-« Users can access both SmartOrg and each career section from the Idp-01 (IdP-initiated flows).
- Users can access both SmartOrg and each career section from the Idp-02 (IdP-initiated flows).

- When users access SmartOrg directly, they are redirected to the IdP-02 for authentication (SP-initiated flows).
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- When users access career section 1 directly, they are redirected to the IdP-01 for authentication (SP-initiated
flows).

- When users access career section 2 directly, they are redirected to the IdP-02 for authentication (SP-initiated
flows).

- When users access career section 3 directly, they are not redirected to any IdPs. Instead, they are prompted for
their credentials.

Note: This configuration is very rare.

Challenge, Error and Exit URLs

Challenge, Error and Exit URLs can be defined to configure the destination to which the user will be redirected under
various conditions.

One set of URLs can be configured for each SP (SmartOrg and career section). In addition, individual career sections can
have their own values for these URLs. These values will override the defaults for the career section SP.

Challenge URL
The Challenge URL setting defines the page where the user will be directed to present his credentials. There are two
options:

Default login page: Standard Oracle Taleo Enterprise Edition page. No redirection to the IdP.

- SP Initiated Servlet redirect: The user is redirected to the IdP's login page. This option must be selected to
enable SP initiated flows from SmartOrg and career section to the chosen IdP.
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Customer Environment (IdP) Taleo Environment (SP)

Taleo recognizes

> that wser is
User access the not authenticated yet
Taleo zone URL
Redirects to dp Sent to Taleo Login
IdF's Login screen Taleo Login screen

Access to Taleo

Access to Taleo

Taleo Products

Error URL

The Error URL setting defines the page where the user will be directed when an SSO error occurs. It can be the default

Oracle Taleo Enterprise Edition error page or a custom page defined by the customer. Typical errors that would generate

an SSO error are:

- Locked user account

- Invalid Assertion (generic SSO response issue)

ORACLE
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Customer Environment (IdP) Taleo Environment (SP)
S50 error
S50 User occurs upon login
Client displayed error message Taleo error message
Custom Page Generic Page
Exit URL

This Exit URL setting defines where the Service Provider sends the user upon exiting the application. Three options are
available:

- Default exit page — Display the login screen

- Custom URL - Display a custom page defined by the customer

- No exit page — Display the exit screen
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Customer Environment (IdP) Taleo Envirecnment (SP)

550 User Successful Login

Wser clicks Sign Out

Custom exit

Default exit NO exit

Customer hosted
exit LIRL —

Certificate and Validation

A trust relationship is established between the IdP and the SP when both exchange their respective certificates.

All communications (SAML Request and Response) will be signed by the issuing party. The receiving party will use the
certificate to validate the received communication.

IdP Certificates

The IdP's certificate is usually available in its metadata file. The certificate will be automatically imported when the
metadata file is imported. After import, this certificate can be viewed and managed in the SSO interface. Certificates
can also be manually imported. The certificate can be associated to one or both Service Providers (SmartOrg and career
section). Each certificate will have a validity period defined by a start data and an end date.

Multiple certificates can be imported for an IdP. At least one has to be valid for SSO connections to be established.
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SP Certificates

The SP certificates are available through SP's metadata file. A separate certificate is generated for each SP-IdP
combination.

Validation

Upon receiving an assertion, each Service Provider performs the following validity checks.

- Signature — Validate that the assertion has been signed by the IdP.

- Timeout — Validate that the age of assertion has not exceeded a specified timeout period. The age is calculated
as the time difference between the moment the assertion was received (by the SP) and the moment the
assertion was issued (by the IdP). A timeout period of up to 30,000 milliseconds can be configured.

User Synchronization

The customer must configure synchronization of users between the Identity Provider(s) and Oracle Taleo Enterprise
Edition.

The IdP will identify the user (subject) in the assertion. This user identifier must also be stored in the system. Upon
receiving the assertion, Oracle extracts the user identifier from the assertion and then searches for the user in the
system. Upon finding a match, the appropriate privileges are granted to this user.

Taleo Connect Client (TCC) can be used to import the user identifier into Oracle Taleo Enterprise Edition. A TCC import
file can be created and scheduled for automatic import into Oracle Taleo Enterprise Edition. Both user and candidate
information must be updated. The following fields must be updated with the SSO user identifier:

Employee/Username (for SmartOrg Service Provider)
- Candidate/Credentials/SSOID (for career section Service Provider)
For information about TCC, please refer to the Taleo Connect Client documentation.
Users can also be created manually:

- SmartOrg users: Create the users manually through the SmartOrg interface.

Internal career sections: Use the career section SSO Configuration Wizard. See Career Section SSO
Configuration Wizard.

|dentity Provider Bindings
Identity provider bindings specify the IdP URLs that can be used to perform various SAML transactions.
These URLs will be used by the Oracle Taleo Enterprise Edition Service Providers. It is expected that some bindings will

be identical. The metadata file provides values for these bindings automatically, however, you can edit the values as
needed.
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|dentity Provider Trusted Certificates

Trusted certificates are needed to confirm the identity of Identity Providers. Each assertion received will be validated
against these certificates.

on

IdP certificates included in the metadata file are imported and displayed automatically. Certificates can also be imported

manually in the Identity Provider Trusted Certificates section. Certificates can be chosen to confirm the identity of
Identity Providers for SmartOrg, career sections or both. Afterward, each assertion received is validated against the
certificates.

Configuring Single Sign-On

Recommended SSO Implementation

The Manage SSO configuration user type permission is required. (See: Granting Permission to Manage Single Sign-On
(SS0)).

It is recommended that you enable and test IdP initiated flows before enabling SP initiated flows. If both IdP and SP
initiated flows are enabled at the same time, you run the risk of completely locking out users due to incorrect SSO
configuration.

1. Obtain the metadata file for the corporate Identity Provider from your IT department.
2. Register the Identity Provider in Oracle Taleo Enterprise Edition.
a. Decide which Service Providers (SmartOrg, career section or both) must be activated for this IdP.
b. Initially activate just IdP initiated flows.
c. Set up the exit and error URLs if necessary.
3. Export the Service Provider metadata files from Oracle Taleo Enterprise Edition.
4. Register the Service Providers in the IdP by importing the metadata files.
5. Synchronize SmartOrg SSO user identity (either using TCC or manually).
6. Test IdP initiated access to SmartOrg.
7. Activate SSO in one or more career sections.
8. Synchronize career section SSO identity (either using TCC or the career section SSO wizard).
9. Test IdP initiated access to these career sections.
10. Activate SP initiated flows for the IdP.
11. Test SP initiated access to SmartOrg.
12. Test SP initiated access to career section.

Granting Permission to Manage Single Sign-On

Configuration > [SmartOrg] Administration > User Types > (click user type) > Configuration > [Security
Management] Edit

1. Click the check box next to Manage SSO Configuration.

2. Click Save.
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Users who have the user type will be able to configure SSO.

Configuring an Identity Provider

The Manage SSO configuration user type permission is required.

Configuration > SSO Configuration

1.

N

10.

1n
12

Next to Identity Provider Configuration, click Show.

2. Click Create.
3.
4

SAML 2.0 is the only possible selection. Click Next.

In the Automated Identity Provider Information section, perform one of the following steps:
a. To upload an IdP metadata file, click Browse..., select the file and then click Upload.
b. Type a URL to the IdP metadata file in the corresponding field and click Retrieve.

The Display Name and Entity Id or issuer identity fields are filled automatically.

In the Manual Identity Provider Information section, complete the fields as needed.
o You can change the display name if you wish.

o Inthe Entity Id or issuer identity field, you can enter the identity of the user who was authenticated by the
IdP.

o The UserlD Type refers to the type of identifying information and currently "Loginname”, the login name
of the user in the system, is the only type supported so ensure that "Loginname" is the value displayed.

o The User ID Attribute Name (XPath value) does not require a value.

Click Next.
In the Bindings section , complete the fields as needed and click Next.
You can add certificates manually (in addition to the certificates imported automatically from the metadata file)
by clicking Add.

a. To specify that a certificate be used to confirm the identity of Identity Providers for SmartOrg, career

sections, or both, click the corresponding radio button.

b. Click Browse... and select a certificate file.

c. Click Save.

d. Click Next.
In the Authentication Settings section, you specify whether SAML requests issued by Oracle will be signed,
whether the signature of SAML responses received from the IdP will be validated, and the time period (30,000
milliseconds is recommended) beyond which assertions will no longer be considered valid.
It is strongly recommended to have assertions validated (ensure that the Default SAML Signature check box is
selected).

a. If you want to change the default values, clear the Default SAML Signature check box and make your

selections.

b. Click Next.
In the SmartOrg Configuration section, configure your SmartOrg Service Provider by making your selections.
For details regarding these settings, see SmartOrg Service Provider Settings and Challenge, Error and Exit URLs.
Note: If Default for SP Initiated Flow is set to Yes, it is important to also select Custom Exit Page URL and type a
Custom Exit Page URL in the corresponding field or leave the field empty.
Click Next.
In the Career Section Configuration section, configure your Career Service Provider by making your selections.
For details regarding these settings, see Career Section Service Provider Settings and Challenge, Error and Exit
URLs.
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13. Click Next.

The information headings are displayed. You can click Edit next to a heading to edit the corresponding
information as needed.

14. Click Finish to generate the metadata and certificates for the Service Providers (SmartOrg and Career Section).
If the Service Provider-initiated flow was enabled and the challenge URL was configured, the users will be
redirected to the IdP. SSO will fail, however, because the IdP is not yet configured. Because this can create a

temporary lockout situation, a direct URL is available to bypass SSO as necessary. See Bypassing Single Sign-
On.

SmartOrg Service Provider Settings

Setting Description
Default for SP Initiated Flow - Set this value to Yes if you want to enable Service Provider-initiated flow for the SmartOrg Service
Provider.

- If the value Yes, this IdP will be the default for Service Provider-initiated flows to SmartOrg. All
Service Provider-initiated requests to SmartOrg will be redirected to this IdP.

- If the value Yes and a different IdP was configured at a prior time, the IdP will no longer be the
default for Service Provider-initiated flows.

Challenge URL - Select Default Login Page if you want the general login page to be displayed.

- Select SP Initiated Servlet redirect if you want to enable Service Provider-initiated flow for the
SmartOrg Service Provider. This selection will redirect SmartOrg login requests to the IdP for
authentication.

Error URL - Your selection will determine whether users are redirected to the default error page or a custom
URL whenever an error occurs.

« If Custom Error Page URL is selected, you must specify a complete URL, e.g. http://
exit.corporate.com.

Exit URL - You can redirect users who quit the application to the default exit page or to a custom URL.

- If Custom Exit Page URL is selected, you must specify a complete URL, e.g. http://
exit.corporate.com.

« The Custom Exit Page URL field can also have an "empty value".

- Important - If Server Provider-initiated flow is enabled, type a Custom Exit Page URL or leave the
field empty. Do not use the default exit page option.

Execute Global Logout - Set this setting to Yes. When users log out, all open sessions with the Identity Provider will end.
This is the safest way to log out because it closes the connection to the IdP.
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Career Section Service Provider Settings

Setting Description

Default for SP Initiated Flow - Set this value to Yes if you want to enable Service Provider-initiated flow for the Career Section
Service Provider.

- If the value is Yes, this |dP will be the default for Service Provider-initiated flows to Career Section.
All Service Provider-initiated requests to Career Section will be redirected to this IdP. Note: This
IdP can be overridden for individual career sections. See Configuring Career Sections Individually
for Service Provider-Initiated Access.

- If the value Yes and a different IdP was configured at a prior time, the IdP will no longer be the
default for Service Provider-initiated flows.

Challenge URL - Select Default Login Page if you want the general Oracle Taleo Enterprise Edition login page to be
displayed.

- Select SP Initiated Servlet redirect if you want to enable Service Provider-initiated flow for the
Career Section Service Provider. This selection will redirect Career Section login requests to the
IdP for authentication.

Error URL - Your selection will determine whether users are redirected to the default error page or a custom
URL whenever an error occurs.

- If Custom Error Page URL is selected, you must specify a complete URL, e.g. http://
exit.corporate.com.

Exit URL - You can redirect users who quit the application to the default exit page or to a custom URL.

- If Custom Exit Page URL is selected, you must specify a complete URL, e.g. http://
exit.corporate.com.

- The Custom Exit Page URL field can also have an "empty value".

- Important - If Server Provider-initiated flow is enabled, type a Custom Exit Page URL or leave the
field empty. Do not use the default exit page option.

Exporting SmartOrg Service Provider Metadata Files

1. To download the metadata file associated with a SmartOrg Service Provider, go to: https://ZoneName/
smartorg/sp/metadata.jss?target=EntityID, replacing ZoneName by your Oracle Taleo Enterprise Edition zone
name, and replacing EntityID by the Entity ID value imported from the IdP metadata file.

The Entity ID value is displayed in the Identity Provider Information section for the Identity Provider.
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Registering Service Providers (SmartOrg and Career Section) in
the IdP

1. The metadata files exported in previous steps can be imported into your IdP system (OIF, ADFS etc.). You
should set up a single Service Provider for SmartOrg and a single, different Service Provider for Career Section.
See Configuring Oracle Identity Federation for an example of how to set up Service Providers in Oracle Identity
Federation (OIF).

Deleting an Identity Provider

The Manage SSO configuration user type permission is required.

Ensure that all SSO flows are disabled before deleting an IdP. The IdP to be deleted should not be the default for any
Service Provder-initiated flows.

Configuration > SSO Configuration
1. Next to Identity Provider Configuration, click Show.
2. Click the Delete that corresponds to the Identity Provider you want to delete.
3. Click Yes.

Adding an IdP Trusted Certificate to an Identity Provider

The Manage SSO configuration user type permission is required.

Configuration > SSO Configuration
1. Next to Identity Provider Configuration, click Show.
2. Click the IdP to which you want to add a trusted certificate.
3. Next to Identity Provider Trusted Certificates, click Edit.
4. Click Add.
5. Toindicate what the certificate will be used for, select the appropriate radio button.
The certificate is typically used for both SmartOrg and career sections.
Click Browse... and select the certificate file.
7. Click Save.

o

Deleting an IdP Trusted Certificate from an Identity Provider

The Manage SSO configuration user type permission is required.

Configuration > SSO Configuration
1. Next to Identity Provider Configuration, click Show.
2. C(lick the IdP you want to remove a trusted certificate from.
3. Next to Identity Provider Trusted Certificates, click Edit.
4. Locate the trusted certificate you want to delete and click the corresponding Delete.
5. Click Yes.
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6. Click Save.

Configuring Career Sections Individually for Service Provider-
Initiated Access

The Manage SSO configuration user type permission is required.

Configuration > SSO Configuration
1. Next to SP Initiated Access for Career Sections, click Show.

The screen displays the internal career sections enabled for SSO. For each career section associated with a
specific IdP, the latter is displayed. If no IdP is displayed, this indicates that the career section users will be
redirected to the default service provider.

N

Locate the career section with which you want to associate an IdP and click the corresponding Configure.
3. Select the IdP to which the career section users will be redirected.

The Challenge, Error and Exit URL settings are selected automatically based on the IdP selected. For more
information on these settings, see Career Section Service Provider Settings. You can change these settings as
needed.

Displaying SSO-protected URLs

The Manage SSO configuration user type permission is required.

Configuration > SSO Configuration
1. Next to SSO Protected URLs, click Show.

System administrators can embed these URLs within their corporate SSO portals.

Bypassing Single Sign-0On

1. Copy the following URL and replace the three occurrences of "ZoneURL" with your zone information (e.g.
xyz.taleo.net):

https://ZoneURL /smartorg/iam/accessmanagement/login.jsf?redirectionURI=https%3A%2F %2F
ZoneURL%2Fsmartorg%2Fsmartorg%2Fcommon%2Ftoc.jsf%3Flang%3Den& TARGET =https%3A%2F
%2FZoneURL%2Fsmartorg%2Fsmartorg%2Fcommon%2Ftoc.jsf%3Flang%3Den

2. Paste the edited URL into your Internet browser.

Direct access to Oracle Taleo Enterprise Edition is typically used by system administrators to diagnose SSO
configuration issues.

3. Enter your Oracle Taleo Enterprise Edition user name and password (not the IdP credentials).

You are logged into Oracle Taleo Enterprise Edition directly, bypassing Single Sign-On.

Career Section SSO Configuration Wizard

The Single Sign-On wizard enables internal candidates to link a candidate account to their SSO user identifier.
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This method can be used instead of running a Taleo Connect-based integration feed to populate the SSO user identifier
in the candidate account.

If the wizard is enabled, the first time that internal candidates log into an internal career section through their Single
Sign-On portal, they are prompted to associate their SSO user identifier (profile) with a candidate account. The users
can either create a new candidate account or use an existing account. Upon successfully logging in using the candidate
account credentials, the SSO user identifier is associated with this candidate account by the Single Sign-On wizard. This

operation has to be performed only once. The user will be automatically authenticated in the internal career section for
subsequent logins.

Vielcomae. Yo are igmed in,

Maxd | Chuit |

Welcome to the Candidate Profile Single Log-in Configuration

Pleass spacily & uder name and passwand balow You can ude this usemame and password inhe
futurg o aooess any of the 2one1 candidabe portals, This usemama and password can also be used

35 3 backup maasurg, in case your single log-n sendce prostdarn is down We sugges! you use the
gama login formaion as for your single lg-in

Usé Idenificaian
Limnciafony Seids ans marked wilh an ssfarisi

ELLS 8 Pl

tPasswond

EEE T rE’?
Pomgt v DEEAED

D¢ you alksady have a Candidess Profila?

D) gy | Rave 8 Candeiste Profls and | wosld B 1o siacciate & io oy Ange By-n
Mo |80t have & Candelate Profie bul | wegld Bog 1o creale ong now

Neaa | Quit |

|dentity Provider Metadata Example

This is an example of an IdP metadata file.
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<dsig:HE5035ub]jectlame *CH=ade-£fapl 067 —idm. oracledemns. com OIF Encryption
Certificate</dsig:X5035ubjectiame >
< /d=ig:-H509Data>
< /dsig:KeyInfor
<md:EncryptionMethod Rlgorithre="http://vww.wl.org/2001/04/snlencfrsa-1 5" />
<md:EncryptionMethod Algorithm="http:// fvww_.w3i_ org/f2001/04/xmlenciaeslZB-—chbe™ />
<md:EncryptionMethod Algorithm="http://fvww_.wi_ org/2001/04/xmlencfaeslSZ-cha™ />
<md:EncryptionMethod Algorithm="http:// fvww_.w3i_ org/f2001/04/xmlencfaesise—che™ />
<“md:EncryptionMethod Algorithm="http:// fvww.w3i. org/2001/04/xmlencitripledes—che™ />
< /md :EeyDescriptor>
“md:ArtifactResolutionService Binding="urn:oasis:names:tc:SAML: 2.0 :bindings : S0RD™
Location="https://adc-fapl0&T-idm _oracledemos com/ fed/idp/ soap” index="1" isDefaul t="true" />
<md: SinglelogoutService Binding="urm:oasis:names: tc:5AML:Z2 _0O:bindings:HITP-DBOST™
Location="https://adc-fapl0&T-idm _oracledemos  com/ fed/idp/ samlvi0™ Responselocation="https://adec-
faplleT-idm.oracledemos .cony fed/idp/samlvi0™ />
<md: S5inglelogoutService Binding="urm:ocasis-names: tc:58ML:Z2 _O:bindings-HITP-Redirect™
Location="https://adc-fapll&T-idm.oracledemos .comy/ fed/idp/ samlvi0™ Responselocation="https://fadc-
fapl0eT-idm_oracledemos  com/ fed/idp/=amlvi0™ />
<md:NameIDFormat>urn:oasis names:te: SEML: 1. 1:nameid-format semailbddress</md :Name INFormat >
<md:-NHameIDFormat*urn-oasis tnames:-te: SAML: 1.1 nameid-format -unspeci fied</md:- HNameI DFo rmat>
<md: SingleSigndnService Binding="urm:oasis:names: tc: 5BML:Z2 _0:bindings:HITP-BOST™
Location="https://adc-£fapll&T-idm_oracledemos  com/ fed/idp/ samlvi0™ />
<md: SingleSigndnService Binding="urm:oasis:names: tc: 5ML:Z2 _O:bindings:HITP-Bedirect™
Location="https://adc-£fapll&T-idm_oracledemos  com/ fed/idp/ samlvi0™ />
</md :ITDPS500escriptor >
</md :Entitylescriptor®

SmartOrg Metadata Example

This is an example of a metadata file for SmartOrg.
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<md:EntityDescriptor entityID="http://zlbhawlrsvi.hcm.taleccloud.net/smartorg™
validUntil="2016-05-26T14:54:16.2835Z">
<md:5P550Descriptor AuthnBequestaSigned="true"™ WantisserticnaSigned="true"
protocolSupportEnumeration="urn:casis:names:tc:5AML:1.1:protocel
urn:cadis:namea:to:SEAML:Z. O:protocol™>
<md:KeyDeacriptor use="gsigning">
<ds:KeyInfo>
<ds:KeyName>5SP 550 Key</da:KeyName>
<ds:¥509%0ata>
<d3:¥50%Certificate>MITICTz0CAL ygRWI BAQI T AyVme cMLSc BwD0Y JEoZ I hwcH AQELB QAWFDERMBE GRITUECHMST 3
Jh¥2xl IENwcnBvemFOaW SuMO0wCwYDVOOLEwWROcm 9kMO4 wDAYDVOODEWVI YW x1bz ReFwl xNTRAL M cxN DUO
MTZaFwlxNjAIMiYxNDUOMTZaMDwxGzA ZBgNVELCTE k9vYWN3ZSEDb3Jwb3JhdGlvb JENMA aGR1UE
CxMEUHIwEIDED zawGRA 1 TEAXMFVEFaZWa wgZ 8w DY JE o Z Thw cHAQEBBOADgY 0AM IGJA oGBAN DEFVRH S
Pi+4EidmhinalhdSbhbdpinsxThecltcd zST+KAETBSwmSadC3s0AKy VLY JZENLCOgU P=0C+ L¥ndYn
a+U5TgUp0r3H0] £0GLOVLEEGSc Ewshl PLwh/ nLG63 A0k 9k uMBiCulluL skGYK I jtg3H+cl 9hNO5 g
cTUS0su 1NQU/ AgMBA LG X JBcMF o0 Ca GRAQUF BWwEBEE4wTDEBEEma ZBgEFBOcwA Y Y+a HROcHMEL 3 &
MIVhdZxyc3¥yLohjbS50YWxlb2 NabiVkLmsl dC9zbWFydG 9vZy IvY S NWwLIN0YXR1cySgoiMwDOY J
KoZIlhweNAOELBOADg YEASOMI 35Nkrfelmbas 0gled OMSPS Sv1WGUSTWs YoWLS Egzfei JWwpPeig]
GnrESel dwpxp /gf3z 2xEuCO0IhL+Engz 20albvZIHARnoKA rBukd tWVoWVe S9YEB X6 TVELMLPOTegSY
IPMFAYs £CzC0TbKxE /d2/ 0rG6dVAL 4 relai Plw=< /d3:¥509Certificate>
<d3:¥509I3suerSerials>
<da:¥509IaguerName>CHN=Talec, OU=Prod, O=0racle Corporation</ds:X509I3suerMame>
<d3:¥5095erialNumber>226700441718311375< /d3:X509%5e rialNumber >
</ds:¥508Is3uerSerial>
</ds:¥X5080atax
</da:KeyInfox
</md:KeyDeacriptor>
<md:SingleLogoutService Binding="urn:casis:names:tc:SAML:2.0:bindings :HTTP-POST™
Location="http3a:// /zl5awlravi.hcm.taleccloud.net/smartorg/Saml iasertionConaumerService.
jaa”
Respocnselocaticon="https://zl5awlrasvi .hcm. taleccleoud .net/ smartorg/ iam/accessmanagement /
global Logout . j3f? lang=en™/ >
<md:NameIDFormat>urn:casig:names:te:5AML:1.ltnameid-format:unspecified</md :Name IDFormat >
<md:AsgerticnConsumerService Binding="urn:casis:inames:tc:SAML:2. 0:bindings:HITP-POST™
Locaticon="httpsa://zl5awlrsvi.hcm.taleccloud.net/smarterg/Saml AssertionConsumerService .
jaa™ index="0" isDefault="true" />
<md:AsgerticnConsumerService Binding="urn:casis:names:tc:5AML:1.0:profiles:browser-poat”™
Locaticon="httpsa://zl5awlrsvi.hcm.taleccloud.net/smarterg/Saml AssertionConsumerService .
jaa™ index="1"/>
<md:AsgerticnConsumerService Binding="urn:casis:names:tc:5aML:Z.0:bindings::HITP-Bedirect”™
Locaticon="httpsa://zl5awlrsvi.hcm.taleccloud.net/smarterg/Saml AssertionConsumerService .
jaa"™ index="2"/>
</md: 3P550Descriptor>
<md:0rganization>
<md:0rganizaticnName xml:lang="en">0racle</md:0rganizaticnName>
<md:0rganizaticnDisplayName xml:lang="en">0racle</md:0rganizationDisplayName:>
<md:0rganizaticonUBL xml:lang="en">http:/ /www.oracle.com<,/md: OrganizaticnlUBL>
</md:0rganization>
</md:EntityDeacriptor>

Career Section Metadata Example

This is an example of a metadata file for Career Section.
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<md:EntityDescriptor entityID="http://zlbawlravi.hcm.taleccloud.net/careersection™
validUntil="2016-05-26T14:54:16.000Z">
<md:5P550Descriptor AuthnReguestaSigned="true"™ WantisserticnaSigned="true"
protocolSupportEnumeration="urn:casis:names:tc:5AML:1.1:protocel
urn:cadis:namea:to:SEAML:Z. O:protocol™>
<md:KeyDeacriptor use="gsigning">
<ds:KeyInfo>
<da:KevyName»5SP 550 Kevy</da:KeyName>
<ds:¥509%0ata>
<d3:¥50%Certificate>MITICTz0CAL ygRWI BAQI T TERCZ 22 802 wwDDY JEoZ I hwvcH AQELB QAWFDERMBE GRITECHMST 3
Jh¥2xl IENwcnBvemFOaW SuMO0wCwYDVOOLEwWROcm 9kMO4 wDAYDVOODEWVI YW x1bz ReFwl xNTRAL M cxN DUO
MTZaFwlxNjAIM]YxNDUOMTZaMDwxGzA ZBgNVELCTE krvYWN3ZSEDb3Jwb3JhdGlvb JENMA aGRI1UE
CHxMETHIwZDEOMRAWGA 1 TEAXMEVEFaZWa wgZ 8wDOY JK o Z Thw cHAQEBEOAD gY 0AM T GJACGBAT 1YGi¥n
UEicY¥1l19Rfgd Scg2XldjpzZ4zdgdVnL4d9KYd+Th £ZhNJ00Ewa fCuFqwol T Emroe 8w 4 1 2PME
fulbFDi KekQoWIyTRAgED caBp3nkheZ JHHEx 9ycLgogPzVabduwh] im¥VixUd 9g6eP SwEgt +N4gFE v
¥RIVDzI JeREvAgGMBA LG X JBcMF ozCCaGRAOUF BWwEBEE4wTDEBEEgg rEgEF BOcwA Y Y+a HROcHMELy3 &
MIVhdZxyc3¥yLohjbS50YWxlb2 NabiVkLmsl dC9zbWFydG 9vZy IvY S NWwLIN0YXR1cySgoiMwDOY J
KoZIhweNROELBOADgYERBTijJ) gorOW1gd3) eCERE 1GY9UTEGAh+mplU/ 2R6qPvkil 04bEv toungn
SZ9Wzf1U59k04giexMh5Yalg/eUTgZ2nVucASveipl/zBTC94F9 94wHUACALI vEN+1 Ai 26 YOTHv H
gO3+¥Gb1jdjgEsMe T xi/502uriefPk0d4VwynHY=</d3:¥509Certifi cate>
<d3:¥509I3suerSerials>
<da:¥509IaguerName>CHN=Talec, OU=Prod, O=0racle Corporation</ds:X509I3suerMame>
<d3:¥5095erialNumber>5599173247913206636</d3: ¥5095erial Numbe r>»
</ds:¥508Is3uerSerial>
</ds:¥X5080atax
</da:KeyInfox
</md:KeyDeacriptor>
<md:SingleLogoutService Binding="urn:casis:names:tc:SAML:2.0:bindings :HTTP-POST™
Location="http3a://zl5awlravi.hcm.taleccloud.net/careersection/SamliaserticnConsumerSer
vice.jaa"
Respocnselocaticon="https://zl5awlrsvi .hcm. taleccleoud .net/careersecticon/iam/acocessmanage
ment/globalLogout . jsf?lang=en™/>
<md:NameIDFormat>urn:casig:names:te:5AML:1.ltnameid-format:unspecified</md :Name IDFormat >
<md:AsgerticnConsumerService Binding="urn:casis:inames:tc:SAML:2. 0:bindings:HITP-POST™
Location="httpa://zl5awlravi.hem.taleccloud.net/careersection/SamlAasertionConsumerSer
vice.jas"™ index="0" isgDefault="true"™ />
<md:AsgerticnConsumerService Binding="urn:casis:names:tc:5AML:1.0:profiles:browser-poat”™
Locaticon="https://zl5awlravi.hcm.taleccloud.net/careersection/SamlAsserticnConsumerSer
vice.jaa"™ index="1"/>
<md:AsgerticnConsumerService Binding="urn:casis:inames:tc:SaML:2. 0:bindings:HITP-Bedirect”™
Locaticon="https://zl5awlravi.hcm.taleccloud.net/careersection/SamlisserticnConsumerSer
vice.jga"™ index="2"/>
</md: 3P550Descriptor>
<md:0rganization>
<md:0rganizaticnName xml:lang="en">0racle</md:0rganizaticnName>
<md:0rganizaticnDisplayName xml:lang="en">0racle</md:0rganizationDisplayName:>
<md:0rganizaticonUBL xml:lang="en">http:/ /www.oracle.com<,/md: OrganizaticnlUBL>
</md:0rganization>
</md:EntityDeacriptor>

Configuring Oracle Identity Federation

To register SmartOrg and career sections, begin by logging into Fusion Middleware's Enterprise Manager.
Locate the OIF instance and click it.

Click Oracle Identity Federation.

Click Administration.

P UWNa
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5. Click Federation.
6. Click Add.
a. Click Choose File.

Do not change the displayed values.

b. Browse to the location where the user saved the SmartOrg metadata and upload the metadata to OIF.
c. Click OK.
Select the federation you created and click Edit.
Click the Oracle Identity Federation Settings tab.
Click the icon to the left of the Identity Provider/Authority Settings section to display the section.
In the Identity Provider/Authority Settings section:
a. Set the Default SSO Response Binding to: HTTP POST.
b. Select the check box next to Response with Assertion — SOAP.
c. Select the check box next to Response with Assertion - HTTP POST.
d. Click Apply.

© 0o 03

1

Legacy SSO Deactivation

Customers can deactivate all legacy single sign-on (SSO) configurations and enable the self-serve sign-on.

A setting is available: Legacy SSO Deactivation (Path: Configuration > General Configuration > Settings).

The setting is set to No by default. Changing the setting to Yes has the following effects:

- All Legacy SSO values are permanently erased and cannot be reactivated. As a result, all SSO flows active with
the Legacy SSO setup will stop working.

- Access to the self-serve sign-on interface is granted. Administrators can provide the self-serve sign-on service
to users.

TCC Security
TCC Security

TCC Security allows system administrators to manage the TCC Certificate Authentication feature.

Oracle supports the signing of requests and responses between Taleo Connect Client (TCC) and the Oracle Taleo
Enterprise Edition zone. Both requests and responses get signed through the TCC Security feature. To activate
communication signing, a certificate must be generated in TCC and imported in the Oracle Taleo Enterprise Edition
zone. A certificate must also be generated in the Oracle Taleo Enterprise Edition zone and imported in TCC. Both
certificates are needed for the signing feature to work.

When requests and responses are sent by both TCC and Oracle Taleo Enterprise Edition, they are signed by the sender.
The signature is validated by the receiver before processing the payload.

To use the TCC Security feature, a private setting must be enabled. Once enabled, the system administrator can access
the feature under Configuration > Security > TCC Security.
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The TCC and TEE Certificate Management page is divided into two sections:

- TEE Certificates
- TCC Certificates

TEE Certificates

You can generate, delete, and download TEE certificates. When generating a TEE certificate, you must set the
certificate’s validity start date and end date. An alias is also required to identify the certificate. Only one certificate can
be valid at a given time. You must create validity periods that do not overlap. Once the certificate is generated, you
download it. To complete the certificate setup, the TCC administrator accesses the Certificate Management feature in
TCC and imports the TEE certificate. For instructions on how to import the TEE certificate in TCC, see the Connect Client
User Guide.

TCC Certificates

You can upload certificates created in TCC to validate the signature of incoming TCC requests. Uploaded certificates can
be deleted and downloaded.

Generating a TEE Certificate

The TCC Security feature must be enabled.

Configuration > Security > TCC Security

In the TCC and TEE Certificate Management page, click Generate Certificate under TEE Certificates.
Enter a start date and end date. You must create validity periods that do not overlap.

Enter an alias to identify the certificate.

Click Generate. The certificate is displayed in the TCC and TEE Certificate Management page, under TEE
Certificates.

5. Click Download to download the certificate in TCC.

P UWNa

Once the certificate is downloaded in TCC, you need to import the certificate in TCC. For import instructions, see the
Connect Client User Guide.

Uploading a TCC Certificate

The TCC Security feature must be enabled.
A TCC certificate must be generated in TCC.
Configuration > Security > TCC Security
1. Inthe TCC and TEE Certificate Management page, click Upload Certificate under TCC Certificates.

2. Select the TCC certificate file.
3. Click Upload.
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Network Data

Network Data Management

Network data management gives system administrators limited control over network data elements.

Network data elements are data common to all Oracle Taleo Enterprise Edition products. With network data
management, system administrators can activate, deactivate, filter, and synchronize network data elements within four
network data element categories: certifications, employers, institutions, and programs. The values within each category
constitute the network data elements.

Data element synchronization is done between the customer's database and NDA central, the master data repository.

For example, the Employer network data category contains a list of all the companies in the Oracle Taleo Enterprise
Edition master data repository. These companies are network data elements. A system administrator can activate,
deactivate, filter, and synchronize some or all of the companies.

Activating All Network Data Elements

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg] Administration
[Users] User Types.

This task applies to activating certification, employer, institution, and program network data elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/Institutions/Programs
1. Filter list if necessary.
2. Click Activate All.
3. Click Yes.

The status of all network data elements in the list changes to Active.

All network data elements are added to the respective list in Recruiting, Performance, Onboarding (Transitions).

Activating a Network Data Element

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg] Administration
[Users] User Types.

The status of the network data element must be Inactive.

This task applies to activating certification, employer, institution, and program network data elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/Institutions/Programs
1. Click Activate in the Actions column of the network data element you want to activate.

The status of the network data element changes to Active.
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The activated network data element is added to the respective list in Recruiting, Performance, Onboarding (Transitions).

Deactivating All Network Data Elements
You must have the Manage Foundation Data user type permission at Configuration [SmartOrg] Administration
[Users] User Types.

This task applies to deactivating certification, employer, institution, and program network data elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/Institutions/Programs
1. Filter list if necessary.
2. Click Deactivate All.
3. Click Yes.

The status of all network data elements in the list changes to Inactive.
All network data elements are removed from the respective list in Recruiting, Performance, Onboarding (Transitions).

Data elements in lists that were selected before the element was deactivated remain selected.

Deactivating a Network Data Element

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg] Administration
[Users] User Types.

The status of the network data element must be Active.

This task applies to deactivating certification, employer, institution, and program network data elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/Institutions/Programs
1. Click Deactivate in the Actions column of the network data element you want to deactivate.

The status of the network data element changes to Inactive.

The deactivated network data element is removed from the respective list in Recruiting, Performance, Onboarding
(Transitions).

Data elements in lists that were selected before the element was deactivated remain selected.

Filtering Network Data Elements

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg] Administration
[Users] User Types.

This task applies to filtering certification, employer, institution, and program network data elements.
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Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/Institutions/Programs
1. Select an item in the Refine by list.

The Creation Date is the date the network data element was added to the NDA central database.

If you filter by Creation Date, click the date and use the calendar to select a specific date. Network data
elements created as of the specified date will be listed.

2. Click Refresh.

The filtered items are listed.

Synchronizing the Database with the NDA Central Database

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg] Administration
[Users] User Types.

This task applies to synchronizing certification, employer, institution, and program network data elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/Institutions/Programs
1. Click Synchronize.
2. C(lick OK.

An email is sent to you when the synchronization is complete.

When synchronizing institutions, reference locations are also synchronized because institutions are associated to
reference locations.

Deep Linking

Deep Linking

Oracle Taleo Enterprise Edition supports certain URLs that provide a direct access to Oracle Taleo Enterprise Edition
products. Oracle Taleo Enterprise Edition also supports certain URLs to get access to specific actions within a Oracle
Taleo Enterprise Edition product.

Users can click on a hyperlink in an email, portal or other environments outside Oracle Taleo Enterprise Edition's
application and navigate directly to a screen in the application.

Using the deep linking feature, system administrators can provide URLs to users that directly place the users on the
Recruiting Center home page, directly into the create requisition process, or directly into a specific job requisition or
candidate file.

If single sign-on (SS0O) is used, users are directed directly where the URL points to, without having to go through the
User Sign In page. If SSO is not used, users are first prompted to enter their credentials in the User Sign In page before
being able to access the page defined by the URL.

To create a URL that directs users to a specific action, specific parameters are required. For example, the following URL
directs users to a specific requisition:

https://taleo.taleo.net/enterprise/publicurl/viewRequisition?requisitionNumber=8765&language=en
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Parameter Description Value
<Product URL> Taleo product identifier URL. taleo.taleo.net
<action> Action available for the product. viewRequisition
<parameter1> Parameter identifier. requisitionNumber
<valuel> Key value. 8765
<parameter2> Language (fixed string). language
<value2> Language for users to view the page. If no en

language is specified, the browser language is
used. If no language is specified by the browser,
the default language used is English.

System administrators should evaluate how users are using the product. If specific URLs are appropriate for some
audiences, they should implement them to provide easier product or action access.

Taleo 10 Supported Product URLs

Oracle supports certain URLs that provide a direct access to Oracle Taleo Enterprise Edition (Oracle Taleo Enterprise
Edition) products.

Change the "client.taleo.net" with the actual zone name.

Supported Product URLs

Central Configuration
https://client.taleo.net/smartorg/index.jsf

Note: Users are redirected to the central configuration menu.
Table of Contents page
https://client.taleo.net/smartorg/smartorg/common/toc.jsf
Sign Out
https://client.taleo.net/smartorg/iam/accessmanagement/globalLogout.jsf
Recruiting Center - Home Page
https://client.taleo.net/enterprise/enterprise/flex.jsf

Career Section - Internal
https://client.taleo.net/careersection/x/jobsearch.fti?lang=en
Note: x must be replaced by the ID of the internal career section.
Career Section - Job Application

https://client.taleo.net/careersection/<cs_no>/jobapply.fti?lang=<language>&job=<contest_no_OR_req_id>
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Supported Product URLs

Note: <cs_no> needs to be the number of the career section. <language> needs to be replaced with the language abbreviation code. <contest_no_
OR_req_id> needs to replaced with the requisition number or the requisition identification ID.

Career Section - Job Details
https://client.taleo.net/careersection/<cs_no>/jobdetail.ftI?lang=<language>&job=<contest_no_OR_req_id>

Note: <language> needs to be replaced with the language abbreviation code. <contest_no_OR_req_id> needs to be replaced with the requisition
number or the requisition identification ID.

Career Section - Job Referral
https://client.taleo.net/careersection/<cs_no>/jobrefer.ftl?lang=<language>&job=<contest_no_OR_req_id>

Note: <cs_no> needs to be the number of the career section. <language> needs to be replaced with the language abbreviation code. <contest_no_
OR_req_id> needs to be replaced with the requisition number or the requisition identification ID.

Career Section - Urgent Jobs Only

https://client.taleo.net/careersection/<url code>/jobsearch.fti?lang=<language>&urgent =<true>

Career Section - OLF Criteria

https://client.taleo.net/careersection/<url code>/jobsearch.ftI?lang=<language>&location=<location's ID>

https://client.taleo.net/careersection/<url code>/jobsearch.ftl?lang=<language>&organization =<organization's ID>
https://client.taleo.net/careersection/<url code>/jobsearch.ftI?lang=<language>&jobfield=<job field's ID>
Career Section - Keyword

https://client.taleo.net/careersection/<url code>/jobsearch.ftI?lang=<language>&keyword=<keyword criteria>

Career Section - Expanded Search Panel

https://client.taleo.net/careersection/<url code>/jobsearch.ftI?lang=<language>&searchExpanded=<true or false>

Career Section - Radius Search

https://client.taleo.net/careersection/<url code>/jobsearch.fti?lang=<language>&radiusType=<K or M, for metric/imperial>& radi us=<radius
value>& locationRad=<ID of the location used for radius search>

Career Section - Study Level

https://client.taleo.net/careersection/<url code>/moresearch.fti?lang=<language>&studylevel=<ID>

Career Section - Employee Status

https://client.taleo.net/careersection/<url code>/moresearch.ftI?lang=<language>&employeestatus=<ID>

Career Section - Schedule

https://client.taleo.net/careersection/<url code>/moresearch.ftl?lang=<language>&jobschedule=<ID>

65
ORACLE



Oracle Taleo Enterprise Edition Chapter 2
Implementing Recruiting Central Configuration

Supported Product URLs

Career Section - Will Travel

https://client.taleo.net/careersection/<url code>/moresearch.fti?lang=<language>&travel=<ID>

Career Section - Job Type

https://client.taleo.net/careersection/<url code>/moresearch.ftI?lang=<language>&jobtype=<ID>

Career Section - Shift

https://client.taleo.net/careersection/<url code>/moresearch.ftl?lang=<language>&jobshift=<ID>

Career Section - Job Level

https://client.taleo.net/careersection/<url code>/moresearch.fti?lang=<language>&joblevel=<ID>

Onboarding (Transitions)

https://client.taleo.net/transition/index.jsf

Performance

https://client.taleo.net/orion/flex.jsf?lang=en

Taleo 10 Supported Action URLs

Oracle supports certain URLs to get access to specific actions within a Oracle Taleo Enterprise Edition (Oracle Taleo
Enterprise Edition) product.

Supported Action URLs

Create a requisition

http://client.taleo.net/enterprise/publicurl /createRequisition

Open a specific requisition
http://client.taleo.net/enterprise/publicurl/viewRequisition?requisitionNumber=8765

Note: Instead of requisitionNumber you can also specify the contest number: http://client.taleo.net/enterprise/publicurl/viewRequisition?
contestNumber=TOR0000334

Open a candidate list specific to a requisition
http://client.taleo.net/enterprise/publicurl/viewCandidates?requisitionNumber=8765
Open a candidate file

http://client.taleo.net/enterprise/publicurl/viewProfile?candidateNumber= 5159
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Supported Action URLs

Open a candidate submission
http://client.taleo.net/enterprise/publicurl/viewApplication?applicationNumber=35097

Open a candidate list for managers

http://client.taleo.net/enterprise/publicurl/viewRequisitions

View recruiting tasks

http://client.taleo.net/enterprise/publicurl /tasks

Approve a requisition
http://client.taleo.net/enterprise/publicurl/tasks?type=approveRequisition&requisitionNumber=7317

Extend posting

http://client.taleo.net/enterprise/publicurl /tasks?type=posting&requisitionNumber=8178

Amend an approval path

http://client.taleo.net/enterprise/publicurl /tasks?type=amendApprovalPath&requisitionNumber=7498
Confirm employee presence

http://client.taleo.net/enterprise/publicurl /tasks?type=confirmEmployeePresence&applicationNumber =7322
Complete selection process

http://client.taleo.net/enterprise/publicurl /tasks?type=completeSelectionProcess&application Number=7347
Ready for sourcing
http://client.taleo.net/enterprise/publicurl/tasks?type=readyForSourcing&requisitionNumber=5300
Contribute

http://client.taleo.net/enterprise/publicurl /tasks?type=contribute&requisitionNumber=7517

Sourcing strategy to be defined

http://client.taleo.net/enterprise/publicurl/tasks?type=sourcingStrategy ToBeDefined&requisitionNumber =7537
To be completed

http://client.taleo.net/enterprise/publicurl /tasks?type=toBeCompleted&requisitionNumber=7483

To be filled

http://client.taleo.net/enterprise/publicurl /tasks?type=toBeFilled&requisitionNumber=6477

Duplicate check

http://client.taleo.net/enterprise/publicurl/tasks?type=verify
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Response Center (eShare)

Logging In Before Accessing the Response Center

eShare users must log in before being able to access the Response Center. These users must know their Recruiting user
name and password (or their SSO credentials) to log in and process requests from the Response Center.

Time Zones

Time Zone
Time zones are used throughout the system where a date or time is required.

In the Recruiting Center, dates and time are presented in a manner that takes into account the user's time zone thereby
making dates easier to understand and freeing users from the task of converting the dates themselves.

System administrators can set the default time zone for an entire company. Users who are in the same time zone as
the company do not need to modify their time zone. However, users who are not located in the same time zone as their
company will need to modify their time zone to view information in their own time zone (for interview scheduling, for
example). Time zone changes can be done by users via the My Setup feature if they were granted the permission by
their system administrator.

Note: As a best practice, users should set their time zone under My Setup if they want to have the correct time
displayed.

An example where time zone is used is for scheduling interviews with candidates. When scheduling an interview, the
time zone of the person scheduling the meeting is used as a reference value. This means that the time of the meeting
in the Recruiting Center is displayed according to the time zone selected by the person who scheduled the meeting, but
the time of the meeting in Outlook or Lotus Notes is displayed according to the time zone set in the recipients' Windows
settings.

For example, a user living in San Francisco schedules an interview from 2 p.m. to 3 p.m. Pacific Time. For an attendee
living in New-York, the time of the meeting in Recruiting is from 2 p.m. to 3 p.m. Pacific Time, but the time of the
meeting in Outlook is from 5 p.m. to 6 p.m. Eastern Time.

Another example where time zone is used is for requisition posting. When posting requisitions, the time zone taken into
account is the time zone of the user doing the posting (and not where the requisition is posted).

Daylight Savings Time
The same calculation is used during the daylight savings period across the Recruiting Center.
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Daylight savings time is properly calculated for dates handled across the Recruiting Center. Many dates are time zone

sensitive and as such are converted.

Algorithm to Determine a User's Time Zone

To determine a user's time zone, the algorithm is as follows:

- Use the user's preferred time zone (under Recruiting Center > Resources > My Setup > Preferences > Time Zone
and also under Configuration > [SmartOrg] Administration > User Accounts > select a user account > General

Preferences > Time Zone).

- If the above was not defined, use the user's preferred time zone (Configuration > General Configuration >

Settings > Time Zone).

- If the above was not defined (unlikely), use the user's operating system UTC offset.

- If the above was not defined, use the default time zone (Configuration > [Career Section] Settings).

Time Zones in Oracle Taleo Enterprise Edition

City

Midway Islands, Samoa

Honolulu

Anchorage

Tijuana

Vancouver, San Francisco, Los Angeles
Chihuahua, La Paz, Mazatlan
Edmonton, Denver, Boise, Salt Lake City
Arizona, Hermosillo

Cancun, Merida

Chicago, Winnipeg, Dallas

San Jose, Managua

Regina (Saskatchewan)

Mexico City

Bogota, Lima, Quito, Panama City

Montreal, New York, Washington D.C.

ORACLE

Time Zone Name

Samoa Time

Hawaii Time

Alaska Time

Pacific Mexico Time

Pacific Time

Western Mexico Time

Mountain Time

Mountain US Time

Atlantic Mexico Time

Central Time

Central America Time

Central Canada Time

Mexico General Time

Pacific South America Time

Eastern Time

UTC Offset

UTC -11:00
UTC -10:00
UTC -9:00
UTC -8:00
UTC-8:00
UTC -7:00
uUTC-7:00
UTC -7:00
UTC -6:00
UTC-6:00
UTC-6:00
UTC -6:00
UTC-6:00
UTC -5:00

UTC -5:00
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City

Kingston, Georgetown

Caracas

Asuncion

Cuiaba

La Paz, San Juan

Santiago

Halifax

St-John's (Newfoundland)

Buenos Aires, Georgetown

Greenland, Saint-Pierre and Miquelon

Brasilia

Mid Atlantic

Azores

Cap Verde Islands

Dublin, Edinburgh, Lisbon, London

Abidjan, Dakar, Reykjavik

Casablanca

Abuja, Alger, Kinshasa, Luanda, Niamey, Yaounde
Namibia

Brussels, Copenhagen, Madrid, Paris

Sarajevo, Skopje, Warsaw, Zagreb

Belgrade, Bratislava, Budapest, Ljubljana, Prague
Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna
Cairo

Harare, Pretoria

Jordan

Beirut

Damascus

Gaborone, Harare, Lilongwe, Lubumbashi, Lusaka,
Maputo

Athens, Bucharest
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Time Zone Name

Jamaica Time

Venezuela Time

Paraguay Time

Western Brazil Time
Western South America Time
Chile Time

Atlantic Time
Newfoundland Time
Eastern South America Time
Greenland Time

Eastern Brazil Time
Mid-Atlantic Time

Azores Time

Cape Verde Time

Western European Time
Greenwich Mean Time
Casablanca Time

Western Central Africa Time
South Western Africa Time
Central Europe Time
Central Europe Time
Central Europe Time
Central Europe Time

Egypt Time

South Africa Time

Jordan Time

Lebanon Time

Syria Time

Central Africa Time

Eastern Europe Time
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UTC Offset

UTC -5:00
UTC -4:30
UTC-4:00
UTC -4:00
UTC -4:00
UTC-4:00
UTC -4:00
UTC -3:30
UTC -3:00
UTC -3:00
UTC -3:00
uUTC-2:00
UTC -1:00

UTC -1:00

UTC 0:00

UTC 0:00

UTC 0:00

UTC +1:.00
UTC +1:00
UTC +1:00
UTC +1:.00
UTC +1:00
UTC +1:00
UTC +2:00
UTC +2:00
UTC +2:00
UTC +2:00
UTC +2:00

UTC +2:00

UTC +2:00
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City

Helsinki, Riga, Tallinn, Sofia, Vilnius, Kiev
Jerusalem

Baghdad

Kuwait City, Riyadh

Nairobi

Moscow, St. Petersburg, Volgograd
Tehran

Abu Dhabi, Muscat, Dubai

Baku, Thilisi, Yerevan

Kabul

Bishkek

Dushanbe, Islamabad, Karachi, Toshkent
Calcutta, Chennai, Mumbai, New Delhi
Kathmandu

Almaty, Astana

Dhaka

Novosibirsk

Rangoon

Krasnoyarsk

Bangkok, Hanoi, Jakarta

Irkutsk, Ulaan Bataar

Perth

Beijing, Chongqing, Hong Kong, Urumqi
Singapour

Yakutsk

Osaka, Sapporo, Tokyo

Seoul

Adelaide

Darwin

Canberra, Melbourne, Sydney

Vladivostok

ORACLE

Time Zone Name

Baltic States Time

Israel Time

Iraq Time

Arabian Peninsula Time
Eastern Africa Time
Russia Time

Iran Time

Persian Gulf Time
Caucasus Time
Afghanistan Time
Kyrgyzstan Time

West Asia Time

India Time

Nepal Time

Kazakhstan Time

Central Asia Time

North Central Asia Time
Myanmar Time

North Asia Standard Time
South Eastern Asia Time
North Eastern Asia Time
Western Australia Time
China Time

Singapore Time

Yakutsk Time

Japan Time

Korea Time

South Australia Time
Australia Northern Territory Time
South Eastern Australia Time

Vladivostok Time
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UTC Offset

UTC +2:00
UTC +2:00
UTC +3:00
UTC +3:00
UTC +3:00
UTC +4.00
UTC +3:30
UTC +4:00
UTC +4:00
UTC +4:30
UTC +5:00
UTC +5:00
UTC +5:30
UTC +5:45
UTC +6:00
UTC +6:00
UTC +6:00
UTC +6:30
UTC +7:00
UTC +7:00
UTC +8:00
UTC +8:00
UTC +8:00
UTC +8:00
UTC +9:00
UTC +9:00
UTC +9:00
UTC +9:30
UTC +9:30
UTC +10:00

UTC +10:00
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City Time Zone Name UTC Offset
Brisbane Queensland Time UTC +10:00
Hobart Tasmania Time UTC +10:00
Port Moresby Papua New Guinea Time UTC +10:00
Lord Howe Lord Howe Island Time UTC +10:30
Magadan, Solomon Islands, New Caledonia Central Pacific Time UTC +11:00
Anadyr Chukot Time UTC +12:00
Auckland, Wellington New Zealand Time UTC +12:00
Fiji, Kamchatka, Marshall Islands Fiji Time UTC +12:00
Eniwetok, Kwajalein Date Line Time UTC +12:00
Chatham Islands Chatham Islands Time UTC +12:45
Enderbury Phoenix Islands Time UTC +13:00
Nuku'alofa Tonga Islands Time UTC +13:00
Kiritimati Line Islands Time UTC +14:00

Time Zone Sensitive Dates in the Recruiting Center

Requisition File - External Description Requisition File - External Description Block - Closing Date
Block - Opening Date

Requisition File - Internal Description Requisition File - Internal Description Block - Closing Date
Block - Opening Date

Requisition File - History Tab - Event Dates Requisition File - Posting & Sourcing - Corporate Posting Dates

Requisition File - Posting & Sourcing - Requisition File - Posting & Sourcing - Staffing Agents
eQuest Posting Date

Requisition File - Posting & Sourcing - Requisition File - Posting & Sourcing - Source - Event List - Start Date (View & Edit)
Staffing Agency (Contingent)

Requisition File - Posting & Sourcing - Events in the Candidate Source Tracking Block

Source - Event List - End Date (View &

Edit)

Requisition List - Status Detail Requisition List - Contacted Candidates ("From" in the Callout)

Requisition Template File - Effective From = Requisition Template File - Effective Till (Status)
(Status)

Requisition Template List - Effective From = Requisition Template List - Effective Till

Prescreening Question File - Creation Date  Prescreening Question File - History - Event Date

72
ORACLE



Oracle Taleo Enterprise Edition Chapter 2
Implementing Recruiting Central Configuration

Prescreening Competency File - History - = Prescreening Disqualification Question File - Creation Date
Event Date

Prescreening Disqualification Question File Requisition Action - Share - Date in Printed PDF
- History - Event Date

Requisition Approval Task & eShare - Date
in Requisition Detail PDF (must reflect the
file)

Candidate Action - Schedule an Interview - Candidate Action - Update an Interview - Meeting Date
Meeting Date

Candidate Action - Cancel Interview - Candidate File - Detail - Creation Date
Meeting Date

Candidate File - Basic Profile - Date of
Availability

Candidate File - Attachments Tab - Candidate File - Attachments Tab - Other Attachments
Submission-specific Attachments

Candidate File - Self-Assigned Task List - Candidate File - History Tab - Event Dates
Creation Date

Candidate File - History Tab - Workflow Candidate List - Quick Filters - Since (Effect on filtering)
Event Date

Candidate List - Quick Filters - Last Candidate List - Advanced Filters - Fields of Type Date
Activity Date (From & To) (Effect on
filtering)

Candidate List - Standard Fields of Type Candidate Advanced Search - Date Type criteria
Date

Candidate Workflow Assistant - Workflow = Candidate Workflow Assistant - Self-Assigned Task - Due Date
Event Date

Candidate Workflow Assistant - (Hire Candidate Action - Print/Share - Date in Printed PDF
candidate) Start Date (with the setting

"Ignore Time Zone for Offer Start

Date"=NO)

Task List - Due Date - Task List - Task
Callout (Assignment Date)

Offer Grid - Expiration Date Offer Grid - Created On

Offer Grid - Approved Offer Grid - Extended

Offer Grid - Start Date (with the setting Offer Action - Update Expiration Date
"lgnore Time Zone for Offer Start

Date"=NO)

Offer Action - Update Start Date (with the = Offer Action - Extend Offer Verbally
setting "Ignore Time Zone for Offer Start

Date"=NO)
Offer Action - Capture Response Offer Action - Capture Response (Accepted) - Start Date (with the setting "Ignore Time Zone for Offer
(Accepted) - Accepted On Start Date"=NO)
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Offer Approval Tab - Decision Date & Time Candidate Selection Workflow - Update Start Date (No RSOffer) (with the setting "Ignore Time Zone for

Offer Approval Task & eShare - Date in
Offer detail PDF (must reflect the grid)
(with the setting "Ignore Time Zone for

Offer Start Date"=NO)

Time Zone - Permissions and Settings

Offer Start Date"=NO)

Offer Approval Task & eShare - Date in Candidate Submission detail PDF (must reflect the file)

The following permissions and settings are used to configure the time zone functionality.

Setting or Preference

Time Zone

Default Time Zone

Time Zone

Time Zone

Ignore Time Zone for Offer Start Date

User Type Permission

Access the "Preferences"” section in 'My Set-up'

menu

ORACLE

Description

Indicates the preferred time zone.

Indicates the default time zone for
Oracle Taleo Enterprise Edition products.

This is the preferred time zone set by the
system administrator for a user.

This is the preferred time zone set by the
user.

Ignore the time zone when using the
offer start date. This is a Private setting.
Contact Oracle Support for details.

Description

Default Value

No

Location

Configuration > [Central Configuration]
> Settings

Configuration > [Career Section] >
Settings

Configuration > [SmartOrg]
Administration > [Users] User Accounts
> select a user account > General
Preferences

Recruiting Center > Resources > My
Setup > Preferences

Configuration > [Recruiting] > Settings

Location

For users to have the ability to modify their time Configuration > [SmartOrg] Administration >

zone, the following permission is required. Once [Users] User Types > Recruiting > Other
the permission is granted, users can modify
their time zone in the My Setup feature, in the

Preferences tab.
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Using the Time Zone for the Offer Start Date

By default, the time zone is used for the offer start date. A private setting controls this feature. If you do not wish to use
the time zone for the offer start date, communicate with Oracle Support to have this setting modified.
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5 Foundation Data

Contextualization: Organization-Location-Job Field

The data structure enables each customer to customize Oracle Taleo Enterprise Edition 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:

- Company
- Sector

- Department
- 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:

- Country

- State/Province
- Region

- City

- 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:

- Category
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- Function

- 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, 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 Taleo Enterprise Edition 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 CSW1would 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:
- Organization: Urban transportation

- Location: United States/California/Los Angeles
- Job Field: Bus driver

- Organization: Urban transportation
- Location: United States/California/San Jose
- Job Field: Bus driver

- Organization: Urban transportation
- Location: United States
- 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.

- Location: Canada
- 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.

- Location: Canada

- Location: United States
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- Job Field: Architecture

Mapping

Mapping is essential to the Organization, Location, and Job Field (OLF) concept because it allows the creation of an
association between a custom element and a standard element from an external system.

Through mapping, it is possible to organize and exchange data between two or more systems in a compatible format.
Mapping locations, for example, helps the application to communicate location information to job boards when posting
a requisition. The two systems agree that the data structure location will represent a geographical place such as a
country, a state or a city. The systems are then able to swap information based on a mutually comprehensible data
exchange agreement.

Structure Management

The Structure Editor lets you create and delete organization, location, and job field levels according to your
organization's needs. The structure that you establish in the Structure Editor will form the basis of the Organizations,
Locations, and Job Fields throughout the application.

Creating the Organization-Location-Job Field Structure

The Manage Foundation Data user type permission is required.

The application must be in implementation mode or maintenance mode.

Configuration > [SmartOrg] Administration
1. Click Structure Management under Organizations, Locations or Job Fields.

2. Click Edit.

3. Click Create to add levels.

4. Enter a description for each level.

5. Translate the description into every supported content language.

6. Inthe Displayed column, select the levels that you want to display to the user.
For organizations and job fields, the levels must be displayed in sequence. For example, you can choose to
display levels 1to 3 and not 4, but you cannot display 1, 2, 4, but not 3.

7. Click Save.
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Adding a Level to the Organization-Location-Job Field
Structure

The Manage Foundation Data user type permission is required.

The application must be in implementation mode or maintenance mode.

Configuration > [SmartOrg] Administration
1. Click Structure Management under Organizations, Locations or Job Fields.
Click Edit.
Click Create to add levels.
Enter a description for each level.
Translate the description into every supported content language.
In the Displayed column, select the levels that you want to display to the user.

ou A LN

The levels must be displayed in sequence. For example, you can choose to display levels 1to 3 and not 4, but
you cannot display 1, 2, 4, but not 3.

7. Click Save.

Editing a Level in the Organization-Location-Job Field
Structure

The Manage Foundation Data user type permission is required.
To edit the description of a level, the system must be in maintenance mode.

To edit which levels are displayed, the system must be in implementation mode or maintenance mode.

Configuration > [SmartOrg] Administration
1. Click Structure Management under Organizations, Locations or Job Fields.
2. Click Edit.
3. Make required changes.
4. Click Save.

Deleting a Level in the Organization-Location-Job Field
Structure

The Manage Foundation Data user type permission is required.

The application must be in implementation mode or maintenance mode.
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If you want to delete a level in the Organization structure, you must first move elements that are attached to it to
another level. You cannot delete levels if elements are linked to the level.

Configuration > [SmartOrg] Administration
1. Click Structure Management under Organizations, Locations or Job Fields.
2. Click Edit.
3. Click Delete next to the desired level.

Element Management

The Element Management feature allows a system administrator to view the properties of the Organizations-Locations-
Job Fields structure and to manage their children.

Creating an Element

The Manage Foundation Data user type permission is required.
The application must be in implementation mode or maintenance mode.
Entering a sequence number will overwrite the default alphabetical sequencing available in the system.

For an element to be active, all of its parents must be active. If not, the Active (Pending) status will appear in the Status
column.

Configuration > [SmartOrg] Administration
1. Click Element Management under Organizations, Locations or Job Fields.
2. Click Create next to Children.
3. Complete the fields.
4. C(Click Save.

Editing an Element

The Manage Foundation Data user type permission is required.

The application must be in implementation mode or maintenance mode.

Configuration > [SmartOrg] Administration
1. Click Element Management under Organizations, Locations or Job Fields.
2. Click Edit in the Actions column.
3. Make the required changes.
4. C(lick Save.
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Moving an Element

The Manage Foundation Data user type permission is required.
The application must be in implementation mode or maintenance mode.
Configuration > [SmartOrg] Administration

Click Element Management under Organizations.

In the list of Children, select the element that you want to move.

Click Move.

Specify under which organization you want to move the selected element.
Click Save.

A WND

Deleting an Element

The Manage Foundation Data user type permission is required.
The application must be in implementation mode or maintenance mode.

Configuration > [SmartOrg] Administration

1. Click Element Management under Organizations, Locations or Job Fields.

2. Inthelist of Children, select the desired element.

3. Click Delete.
If the organization, location or job field that you want to delete has elements, you must reassign the elements
to another organization, location or job field. Click OK in the message box. When the selector opens, you
can reassign the elements by selecting a new organization, location or job field. All the elements (templates,
requisitions and candidates) associated to the organization, location or job field are now reassigned to the
organization, location or job field selected above.

Adding a Location or Job Field Element

The Manage Foundation Data user type permission is required.
The application must be in implementation mode or maintenance mode.

Configuration > [SmartOrg] Administration
1. Click Element Management under Organizations, Locations or Job Fields.
2. Click Add next to Children.
3. Select the desired element.
4. Click Select.
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Element Deactivation for Recruiting

Over time, customers might need to deactivate or reactivate certain Organization-Location-Job Field elements in
SmartOrg to ensure that the foundation data structure reflects changes to their business process structure.

Reports mention whether the status of an Organization-Location-Job Field element is Active or Inactive. In addition, if
you deactivate Organization-Location-Job Field elements, they are no longer displayed in the Recruiting Center but if
elements or users are part of requisitions, templates, questions, tasks, candidates, etc. and the elements or users are
deactivated afterward, that information is retained for reporting purposes.

If a parent Organization, Location, or Job Field element is deactivated or reactivated, all child elements are updated to
have the same state as the parent element.

If an Organization-Location-Job Field element is part of a record (e.g., requisition or candidate file) and the element is
deactivated, the system continues to display the element in the record. The Organization-Location-Job Field element
is not displayed, however, in Organization-Location-Job Field selectors (e.g., Location Selector) if a user creates a new
record or edits an existing one. Recruiting Center users can delete a deactivated Organization-Location-Job Field
element from an existing record.

Deactivation is available via Taleo Connect Client (TCC). This can be done by changing the status of the Organization-
Location-Job Field element.

Taleo Connect Client Impact

Deactivation is available via Taleo Connect Client (TCC).

Web Services Impact

Deactivation is available via Taleo Connect Client (TCC).

Career Section Impact

- If an Organization-Location-Job Field element is part of a candidate's profile and the element is deactivated,
the system continues to display the element in the profile. Candidates cannot add a deactivated Organization-
Location-Job Field element to their profile.

- A candidate cannot add a deactivated Organization-Location-Job Field element to a new search.
- A candidate cannot add a deactivated Organization-Location-Job Field element to a saved search.

- If the candidate runs a saved search that includes a deactivated Organization-Location-Job Field element, the
search uses the next higher active Organization-Location-Job Field element; if there is no parent element, the
criteria is excluded from the search.

- If a saved search contains a deactivated Organization-Location-Job Field element, the search uses the closest
active parent element. The deactivated Organization-Location-Job Field element is ignored if no parent
element exists.
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Recruiting Center Impacts

Functionality

Advanced search

Candidate File

Candidate Match

Correspondence

Offers (Competitive/Expectation)

Prescreening and Disqualification
Questions

Requisition Templates

ORACLE

Impact

A deactivated Organization-Location-Job Field element can be included in search criteria. This enables
the user to retrieve candidates whose candidate file includes an Organization-Location-Job Field
element that has since been deactivated.

If a saved search includes an Organization-Location-Job Field element that has since been deactivated,
the element remains part of the search strategy and the search results. The element remains a search
criterion if the search is repeated.

If an Organization-Location-Job Field element is deactivated, it continues to be displayed in a
candidate file.

A deactivated Organization-Location-Job Field element is no longer displayed if the Profile tab is
edited. This is recorded in the History tab.

If a user creates a candidate file or a candidate creates a profile, deactivated Organization-Location-
Job Field elements are displayed in the Organization-Location-Job Field Selector windows.

A deactivated Organization-Location-Job Field element has no effect on source tracking
contextualization.

A deactivated Organization-Location-Job Field element has no effect on LUDS selection
contextualization.

A deactivated Organization-Location-Job Field element is not displayed.

The system continues to use deactivated Organization-Location-Job Field elements for
contextualization of template.

If a Job is selected, it continues to be displayed if it is deactivated afterward.

If a Job is selected, and the Job element is later deactivated, and a user then attempts to edit the Job,
the deactivated Job continues to be displayed and can be edited.

If a Job is deactivated, it is no longer displayed in the Selector window.

Prescreening questions and disqualification questions retain their association with deactivated
Organization-Location-Job Field elements.

A deactivated Organization-Location-Job Field element is not displayed.

Questions associated with a deactivated Organization-Location-Job Field element are only displayed if
the user selects an element and then selects Show all questions.

Questions keep their Active status even if the associated Organization-Location-Job Field element has
been deactivated.

Requisitions and templates retain their association with deactivated Organization-Location-Job Field

elements.

A deactivated Organization-Location-Job Field element is not displayed.
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Impact

Requisitions associated to a deactivated Organization-Location-Job Field element are only displayed
if they are associated with other Organization-Location-Job Field elements whose status is Active.
For example, a Location element has been deactivated but the corresponding Job Field and/or
Organization elements have an Active status.

When editing requisitions and templates that contain a deactivated Organization-Location-Job Field
element, the requisitions retain their Active status.

If users edit the requisition, this action does not affect the requisition's association with the deactivated
Organization-Location-Job Field element.

When editing requisitions and templates that contain a deactivated Organization-Location-Job
Field element, the deactivated Organization-Location-Job Field element is not displayed in the
Organization-Location-Job Field Selector windows (e.g.: Location Selector).

When creating a requisition or a template, a deactivated Organization-Location-Job Field element is
not displayed.

When creating a requisition or a template, a deactivated Organization-Location-Job Field element is
not displayed in Organization-Location-Job Field Selector windows (e.g.: Location Selector).

When duplicating a requisition or a template, a deactivated Organization-Location-Job Field element is
not displayed in Organization-Location-Job Field Selector windows (e.g.: Location Selector).
Competencies associated with a deactivated Organization-Location-Job Field element are only
displayed if the user selects an element and then selects Show all questions.

Competencies retain their association with deactivated Organization-Location-Job Field elements.

Competencies keep their Active status even if the associated Organization-Location-Job Field element
has been deactivated.

A deactivated Organization-Location-Job Field element is not displayed.

When selecting a requisition, a deactivated Organization-Location-Job Field is not displayed.

When selecting a requisition, the requisition can be selected based on deactivated Organization-
Location-Job Field's next highest active parent element.

When creating an Organization-Location-Job Field block, a deactivated Organization-Location-Job
Field is not displayed in the Organization-Location-Job Field Selector window.

When editing an Organization-Location-Job Field block, a deactivated Organization-Location-Job Field
is not displayed in the Organization-Location-Job Field Selector window

When editing an Organization-Location-Job Field, an update is logged on the History tab.

In source tracking, a deactivated Organization-Location-Job Field has no impact on source tracking
contextualization.

In Personal Information LUDS, a deactivated Organization-Location-Job Field has no impact on
element contextualization.
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Configuration Impact

Feature Impact

In view mode, an agency that has a deactivated Organization-Location-Job Field is displayed and the
Organization-Location-Job Field value is displayed.

Agency In edit mode, a deactivated Organization-Location-Job Field is displayed and can be saved.

When adding an agency, a deactivated Organization-Location-Job Field is not displayed in the
Organization-Location-Job Field Selector window.

In view mode, an agency that has a deactivated Organization-Location-Job Field is displayed and the
Organization-Location-Job Field value is displayed.

In edit mode, a deactivated Organization-Location-Job Field is displayed and can be saved.

Agent
When adding an agent, a deactivated Organization-Location-Job Field is not displayed in the
Organization-Location-Job Field Selector window.
In view mode, tasks that include a deactivated Organization-Location-Job Field are displayed and the
Organization-Location-Job Field value is displayed.

Automated Task In edit mode, a deactivated Organization-Location-Job Field is displayed and can be saved.

When adding a task A deactivated Organization-Location-Job Field is not displayed in the
Organization-Location-Job Field Selector window.

In view mode, a deactivated Organization-Location-Job Field is not displayed but is displayed on the
Display Context tab.

Candidate Selection Workflow In edit mode, a candidate selection workflow can be "resaved" with Organization-Location-Job Field if
unchanged.

When adding a candidate selection workflow, a deactivated Organization-Location-Job Field is not
displayed in the Organization-Location-Job Field Selector window.

In view mode, a deactivated Organization-Location-Job Field is displayed.

. - . In edit mode, a deactivated Organization-Location-Job Field is displayed and can be saved anew.
Career Section Diversity Forms

When adding a form, a deactivated Organization-Location-Job Field is not displayed in the
Organization-Location-Job Field Selector window.

In view mode, a deactivated Organization-Location-Job Field is displayed.
Career Section - Job Search Filter When adding a search filter, a deactivated Organization-Location-Job Field is not displayed in the
Organization-Location-Job Field Selector window.

In view mode, a deactivated Organization-Location-Job Field is displayed.

Career Section Organization- Location-Job

Field Associations When adding an association, a deactivated Organization-Location-Job Field is not displayed in the
Organization-Location-Job Field Selector window.

In view mode, a deactivated Organization-Location-Job Field is displayed.

In edit mode, a deactivated Organization-Location-Job Field is displayed and the statement can be
Career Section Statements "resaved" and activated if the Organization-Location-Job Field element has not been edited.

When adding a statement, a deactivated Organization-Location-Job Field is not displayed in the

Organization-Location-Job Field Selector window.
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Impact

In view mode, a deactivated Organization-Location-Job Field is displayed.
In edit mode, a deactivated Organization-Location-Job Field is displayed and can be saved anew.

When creating an URL, a deactivated Organization-Location-Job Field is not displayed in the
Organization-Location-Job Field Selector window.

In view mode, a deactivated Organization-Location-Job Field is not displayed.

In view mode, templates can be retrieved under the next highest parent element of the deactivated
Organization-Location-Job Field.

In edit mode, a deactivated Organization-Location-Job Field is displayed and can be saved.

When adding correspondence, deactivated Organization-Location-Job Field is not displayed in the
Organization-Location-Job Field Selector window.

When editing large selection elements, a deactivated Organization-Location-Job Field is not displayed
in drop-down lists and the value is lost if the user clicks Save. Only the next highest active parent is
displayed in drop-down lists. contextualization.

When adding a custom large selection, a deactivated Organization-Location-Job Field is not displayed
in the Organization-Location-Job Field Selector window.

In view mode, a deactivated Organization-Location-Job Field is not displayed.
In edit mode, a deactivated Organization-Location-Job Field is displayed in the Properties section.

In edit mode, a source tracking configuration can be edited and "resaved" if the Organization-Location-
Job Field has not been edited.

When adding a source, a deactivated Organization-Location-Job Field is not displayed in the
Organization-Location-Job Field Selector window.
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Note: When deactivating Organization-Location-Job Field (OLF) elements, there are certain behaviors that are
important to note. There are some areas where the deactivated elements will still appear for the system administrator
when using the Configuration module. If this is a concern, customers should refrain from deactivating OLF elements
until this changes. It is important to note that the system does effectively hide where appropriate deactivated OLF
elements from both candidates and Recruiting Center users. Specifically, system administrators can still associate
(either via an add or edit action) content with deactivated OLF elements and can still see deactivated OLF elements in
the system administrator OLF tree views in the following areas within Configuration:

Create/Modify Agency (Configuration > [Recruiting] Administration > Agencies)
Create/Modify Agent ( Configuration > [Recruiting] Administration > Agencies > Agents)
Create/Modify Task (Configuration > [Recruiting] Administration > Automated Tasks)

Create/Modify Selection - where elements are mapped to OLF (Configuration > [Recruiting] Administration >
Selection Lists > Large Selections)

Create/Modify Source (Configuration > [Recruiting] Administration > Sources)

Create/Modify OLF mapping to a given candidate selection workflow (Configuration > [Recruiting]
Administration > Candidate Selection Workflow > Workflow > Display Context Tab)

Create/Modify Job Board Account OLF Associations (on the permissions tab during create/modify)
(Configuration > [Recruiting] Administration > Job Board Accounts > Job Board Account Permissions Tab)

Create/Modify Department (Configuration > [Recruiting] Administration > Department List)

In addition, the following tree views within Configuration will still show deactivated OLF elements:

Source list
Department list

Position list
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Organization-Location-Job Field Behavior of Deactivated

Elements

Context

Agency

Agency

Agency

Agency

Agency - generate new posting
PDF Form

Any future object configuration such as PDF
Forms or Screening Services with Organization-
Location-Job Field context

Any future object such as PDF Forms or
Screening Services with Organization-Location-
Job Field context

Any future object such as PDF Forms or
Screening Services with Organization-Location-
Job Field context

Automated Tasks for defined Organization-Location-Job Field contexts

Automated Tasks for defined Organization-
Location-Job Field contexts

Automated Tasks for defined Organization-
Location-Job Field contexts

Automated Tasks for defined Organization-

Location-Job Field contexts

Candidate File

ORACLE

Action

View

Edit

Add

Add

Add

View

Edit

View

Edit

Add

Organization-Location-Job Field behavior if
element is deactivated

Not displayed

Not displayed

Not displayed

Not displayed

Not displayed

Not displayed

Not displayed

Displayed to support historic data integrity

Displayed if current/historic data selected (to
allow re-saving and viewing without affecting
data integrity)

Not displayed
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Context Action Organization-Location-Job Field behavior if
element is deactivated

Candidate File View Displayed to support historic data integrity

Candidate File Edit Displayed if current/historic data selected (to
allow re-saving and viewing without affecting
data integrity)

Candidate File Create Not displayed

Candidate Search - New search Organization-Location-Job Field preferences

Candidate Search - New search Organization- Other Not displayed
Location-Job Field preferences

Candidate Search - Run saved search with View Not displayed
Organization-Location-Job Field preferences

Candidate Search - Run saved search with Edit Not displayed
Organization-Location-Job Field preferences

Candidate Search - Run saved search with Add Not displayed
Organization-Location-Job Field preferences

Career Sections Organization-Location-Job Field

Career Sections Organization-Location-Job View Not displayed
Field association

Career Sections Organization-Location-Job Edit Not displayed
Field association

Career Sections Organization-Location-Job Add Not displayed
Field association

Career Sections URL

Career Sections URL View Displayed
Career Sections URL Edit Displayed
Career Sections URL Add Not displayed
Correspondence

Correspondence in Administration menu View Not displayed

90
ORACLE



Oracle Taleo Enterprise Edition Chapter 3
Implementing Recruiting Foundation Data

Context Action Organization-Location-Job Field behavior if
element is deactivated

Correspondence in Administration menu Edit Not displayed

Correspondence in Administration menu Add Not displayed

Disqualification Questions

Disqualification Library View Not displayed
Disqualification Library Edit Not displayed
Diversity Forms Add Not displayed

Large User Defined Selections (LUDS)

LUDS View Not displayed

LUDS Edit Displayed if current/historic data selected (to
allow re-saving and viewing without affecting
data integrity)

LUDS Add Not displayed

Offer Data

Offer Data View Displayed to support historic data integrity
Offer Data Edit Displayed if current/historic data selected (to

allow re-saving and viewing without affecting
data integrity)

Offer Data Create Displayed if current/historic data selected (to
allow re-saving and viewing without affecting
data integrity)

Prescreening Questions

Prescreening Library View Not displayed
Prescreening Library Edit Not displayed
Prescreening Library Add Not displayed
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Context Action Organization-Location-Job Field behavior if
element is deactivated

Privacy Agreements

Privacy agreements configuration View Not displayed

Privacy agreements configuration Edit Not displayed

Privacy agreements configuration Add Not displayed

Reports

Reporting - Running Reports Other Indicated as "inactivated" in the listing

Requisitions

Requisition file data View Displayed to support historic data integrity

Requisition file data Edit Displayed if current/historic data selected (to
allow re-saving and viewing without affecting
data integrity)

Requisition file data Create Not displayed

Requisition tree view in Recruiting Filter Not displayed

Requisition filter by Manager or Recruiter Filter Not displayed

Requisition Templates

Requisition Templates View Indicated as "inactivated" in the listing
Requisition Templates Edit Not displayed
Requisition Templates Create Not displayed

Automated Tasks

Run automated tasks for defined Organization-  Other Displayed to support historic data integrity
Location-Job Field contexts

SmartOrg - Organization-Location-Job Field

SmartOrg - Organization-Location-Job Field View Invalid; system doesn't allow
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Context

SmartOrg - Organization-Location-Job Field

SmartOrg - Organization-Location-Job Field

SmartOrg - User

SmartOrg - User Admin

SmartOrg - User Admin

SmartOrg - User Admin

Sources

Source.Tracking config/admin

Source.Tracking config/admin

Source.Tracking config/admin

User Groups

User Groups

User Groups

User Groups

User Groups - access to candidate/requisition
data per segmentation rules

Departments

Departments

Departments

Departments

Work Locations

ORACLE

Action

Edit

Create

View

Edit

Create

View

Edit

Add

View

Edit

Add

Other

View

Edit

Add

Chapter 3
Foundation Data

Organization-Location-Job Field behavior if
element is deactivated

Not displayed

Not displayed

Invalid; system doesn't allow

Not displayed

Not displayed

Not displayed

Not displayed

Not displayed

Indicated as "inactivated" in the listing

Not displayed

Not displayed

Indicated as "inactivated" in the listing

Displayed

Displayed

Not displayed
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Context Action Organization-Location-Job Field behavior if
element is deactivated

Work Locations View Indicated as "inactivated" in the list
Work Locations Edit Not displayed
Work Locations Add Not displayed

Performance Flex GUI - Employee

Performance Flex GUI - Employee View Displayed to support historic data integrity
Performance Flex GUI - Employee Create Not displayed
Performance Flex GUI - Employee Edit Displayed

Performance Flex GUI - Position

Performance Flex GUI - Position View Displayed to support historic data integrity
Performance Flex GUI - Position Create Not displayed
Performance Flex GUI - Position Edit Not displayed

Performance Flex GUI - Job Role (Career)

Performance Flex GUI - Job Role (Career) View Displayed to support historic data integrity
Performance Flex GUI - Job Role (Career) Create Not displayed
Performance Flex GUI - Job Role (Career) Edit Not displayed

Performance Flex GUI - Business Organization

Performance Flex GUI — Business Organization = View Displayed to support historic data integrity
Performance Flex GUI - Business Organization = Create Not displayed
Performance Flex GUI - Business Organization = Edit Not displayed
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Department

A department represents a division or service in the company where a future employee will work.

A department is the lowest level of an organizational unit. An example of a department could be a documentation
department where technical writers, translators and editors are working.

Departments are available in:

+ Recruiting Administration menu, under Department List, where system administrators create and edit
departments.

- SmartOrg Administration menu, under User Accounts, when system administrators create a user account.

- Recruiting Center when recruiters create a requisition.

Departments can be imported from a Human Resource Management System (HRMS) in Recruiting using the integration
service or they can be manually created by system administrators. Departments can also be exported, deleted, and
recovered via integration service.

Departments can be linked to organizations and locations.

When creating a department, system administrators can define default approvers for requisitions and offers. Specified
approvers will be selected automatically when users are requesting the approval of a requisition or an offer.

The autofill functionality is available for departments provided the system administrator has activated the proper
setting. Therefore, when users select a department when creating a requisition, the department-related fields will
automatically be filled.

Creating a Department

The Enable Department setting must be activated.

Configuration > [Recruiting] Administration > Department List
1. Click New...
2. Complete the fields as required.

The Department Number must be unique.

The Name field must be translated in every available languages.
3. Optional: Associate the department to an organization.
a. Click Select.
b. Select values for the desired organization levels.
c. Click Done.
4. Optional: Associate the department to a location.
a. Click Select.
b. Select values for the desired location levels.
c. Click Done.
5. Optional: Define preferred approvers for requisitions. Specified approvers will be selected automatically when
users are requesting the approval of a requisition.
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6. Optional: Define preferred approvers for offers. Specified approvers will be selected automatically when users
are requesting the approval of an offer.

7. Specify if the department is always active or if it is active during a specific period of time.

8. Optional: Complete department user-defined fields.

9. Click Done.

The department is available in the Department List page.

Deleting a Department

The Enable Department setting must be activated.

The system must be in maintenance mode.

Configuration > [Recruiting] Administration > Department List
1. Click on a department.
2. C(lick the Delete icon.

The department is no longer available for use and is permanently removed from the database.

Activating a Department

The Enable Department setting must be activated.

The department must be created.

Configuration > [Recruiting] Administration > Department List
1. Click on a department.
2. Specify if the department is always active or if it is active during a specific period of time.
3. Click Done.

The department is available to users in Recruiting.

Deactivating a Department

The Enable Department setting must be activated.

The department must have the Active status.

Configuration > [Recruiting] Administration > Department List
1. Click on a department.
2. Select Inactive.
3. Click Done.

The department is unavailable to users while maintaining the information in the database for reuse.
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Associating a Department to an Organization

The Enable Department setting must be activated

You must create a department before you can associate it to an organization.

Configuration > [Recruiting] Administration > Department List
1. Click on a department.
2. Specify to which organization the department is associated.
3. Click Done.

Associating a Department to a Location

The Enable Department setting must be activated

You must create a department before you can associate it to a location.

Configuration > [Recruiting] Administration > Department List
1. Click on a department.
2. Specify to which location the department is associated.
3. Click Done.

Dissociating a Department from an Organization

The Enable Department setting must be activated.

The department must be associated to an organization.

Configuration > [Recruiting] Administration > Department List
1. Click on a department.
2. Under Organization, click the Clear Selection icon.
3. Click Done.

Disassociating a Department from a Location

The Enable Department setting must be activated.

The department must be associated to an organization.

Configuration > [Recruiting] Administration > Department List
1. Click on a department.
2. Under Location, click the Clear Selection icon.
3. Click Done.
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Department - Permissions and Settings

The following permissions and settings are used for the department functionality.

User Type Permission Description Location

Manage foundation data Allows users to manage departments. Configuration > [SmartOrg] Administration
> [Users] User Types > Configuration >
Foundation Data

Setting Description Default Value Location

Enable Department Activates the Department functionality = No Configuration > [Recruiting] Settings
throughout the system.

Link Requisition Location to Department In requisitions and templates, link the No Configuration > [Recruiting] Settings

Location Location field to the location specified

for the Department. This is a protected
setting activated by Oracle Support.

Link Requisition Organization to In requisitions and templates, link the No Configuration > [Recruiting] Settings
Department Organization Organization field to the organization

specified for the Department. This is a

protected setting activated by Oracle

Support.
Department Autofill Activation Activate the automatic filling No Configuration > [Recruiting] Settings
of department-related fields in
requisitions.
Requisition Action Requires Effective When certain actions are performed in Not Required Configuration > [Recruiting] Settings
Department requisitions, the department must be
effective.
Send Department Information to eQuest  Send the department code to eQuest No Configuration > [Recruiting] Settings
When Posting Requisitions when posting requisitions in order to do

some reporting in eQuest.

98
ORACLE



Oracle Taleo Enterprise Edition Chapter 3
Implementing Recruiting Foundation Data

Position

A position indicates the type of work offered in a requisition. For example, an administrative assistant, a technical
writer, a translator, an editor are all positions within the Documentation department. Positions are mainly used by large
organizations for head count planning and management.

Positions are imported from a Human Resource Management System (HRMS) in Recruiting via the integration service.
Positions cannot be created nor edited by system administrators.

Positions appear in the Recruiting Administration menu, under Position List once the setting Enable Position is enabled.
Position in the Create Requisition Assistant Tool

The Position field can be configured to appear in the Create Requisition Assistant tool when recruiters create
requisitions. For that, the "Enable Position" and the "Select a Position when creating Requisitions (if concept of Position
is activated)" settings must be enabled, and the Position field must be made available in Recruiting (Configuration

> Recruiting Administration > Fields > Requisition). When a recruiter creates a requisition, the list of positions
displayed depends on the recruiter's permissions. If the recruiter can create requisitions without any restriction, then
all compatible positions are displayed and available. If the user's permission is limited to template-linked positions,
then only those are displayed. Note that in prior releases, the Create Requisition Assistant tool would display either the
Requisition Template selector or the Position selector because positions were linked to requisition templates.

Position in Requisitions and Offers

The Position field can be configured to appear in requisitions and offers. For that, the Position field must be made
available in Recruiting for requisitions (Configuration > Recruiting Administration > Fields > Requisition) and for offers
(Configuration > Recruiting Administration > Fields > Offer), and the Position field must be added to the requisition file
(Configuration > Recruiting Administration > File Configuration> user-defined Files) and the offer form (Configuration

> Recruiting Administration > Fields > Offer Field Layout). When the Position field appears in a requisition, the recruiter,
when creating an offer for that requisition, can copy the value originating from the requisition or select a different value.
A different position can be selected for each offer within a same requisition. When a candidate is hired, the position
included in the offer can be exported to the HRMS system for a New Hire record to be created.

I Note: The Position OLF has priority over the Position Template OLF.

Position Settings and Permissions

Setting Description Default Value Location

Enable Position Activates the concept of position No Configuration > [Recruiting] Settings
throughout the system and allows the
auto-filling of requisitions based on
position information.

Select a Position when creating Determines if the user can select a Yes Configuration > [Recruiting] Settings
Requisitions (if concept of Position is position when creating a requisition
activated) and where the concept of position is
activated.
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Permission Constraint Location
Create Requisition - Only from a requisition template or Configuration > [SmartOrg] Administration >
template-linked position (all requisition [Users] User Types > Recruiting > Requisitions

types, except contingent)

-« Only from a requisition template or
template-linked position (contingent
recruitment)

Viewing Information on a Position

The Enable Position setting must be activated.

Configuration > [Recruiting] Administration > Position List
1. Inthe Position List page, click on a position.
2. View the information. Information such as the position ID, position title, Organization-Location-Job Field
structure associated to a position is available.
3. Click Close.

Using Pay Basis

Pay basis values are available in the Recruiting Administration menu, under Pay Basis List.

The following Oracle-sourced pay basis values are available. These pay basis values can be deactivated. For backward
compatibility reasons, the values Yearly (default value) and Hourly cannot be deactivated.

- Biweekly

- Daily

- Hourly

- Monthly

- Semimonthly
- Total

- Weekly

- Yearly

Pay basis values can be imported from an external HRMS system. Contrary to Oracle-sourced values, the only way to
deactivate an imported pay basis, even after it has been used, is via integration. Once deactivated, an imported pay
basis will remain displayed on the Pay Basis list but marked as "Inactive".

For each pay basis, the following information is available:
- Code of the pay basis (mandatory and must be unique).
- Name of the pay basis in all the languages used in the company.
- Annualization factor (mandatory).
- Currency (imported pay basis values only).
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- Worker legal employer (imported pay basis values only).
- Status.

Note: Oracle-sourced values cannot be configured to contain currency and worker legal employer information.

When configuring the offer form, system administrators should position the Pay Basis, Salary (Pay Basis), Annualized
Salary and Currency fields together as a group since they are linked via calculation. Ideally, these fields should be laid
out in the sequence order that most users would expect to enter the information.

When configuring the Compensation block (used by the requisition file), system administrators should allow more space
for the Pay Basis field. The Annualization Factor always accompanies the Pay Basis field and it is displayed underneath.
If not enough room is available, the Annualization Factor value will not be displayed.

Pay Basis in Requisitions and Offers

Recruiters define a pay basis when creating requisitions or offers.

When only Oracle-sourced pay basis values are available in the system, the recruiter selects a pay basis using a drop-
down list. When Pay Basis values have been imported in the system, the recruiter selects a pay basis using a selector.
The Pay Basis Selector page contains both Oracle-sourced values and imported values. The selector provides quick
filters and displays the code, name, and annualization factor (if enabled) of each pay basis as well as the worker legal
employer and currency if those values are set for the selected pay basis (and if these fields are configured as available).

When a Pay Basis value is selected, the corresponding annualization factor (if enabled) is displayed under the Pay Basis
field. When mousing over the value in view mode, a window displays details such as name, code, and annualization
factor (if enabled).

When creating an offer, the recruiter enters a salary in the Salary (Pay Basis) field. The recruiter can specify a Pay

Basis value different than the one defined in the requisition. The recruiter can click the Calculator icon to calculate the
corresponding annualized salary. The system fills-in the calculated value based on the annualization factor. If currency
information is available for the selected pay basis, the Currency field automatically populates with that value and cannot
be edited. If no currency was configured, the Currency field is empty and is editable.

Displaying the Annualization Factor

The Annualization Factor field is a read-only field. The annualization factor is obtained by calculating the annualized
salary off of a salary based on the selected pay basis (or vice versa). For example, if the pay basis is weekly, the
annualization factor is 52 since there are 52 weeks in a year.

System administrators can configure the display of the Annualization Factor field in requisitions and offers. Two
Recruiting settings are available:
Requisition Annualization Factor
- Offer Annualization Factor
By default, the Annualization Factor field is not displayed. When enabled, the Annualization Factor field appears next to

the Pay Basis field in edit and view modes. The Annualization Factor field is displayed for informational purposes only. If
the field is not displayed, the calculator in the offer grid will still consider it in its calculation.
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HRMS Worker Information

HRMS worker-related fields can be imported in Recruiting for use in requisitions, requisition templates, offers,
correspondence, requisition lists and candidate lists.

The following HRMS worker-related fields can be imported:

- Worker Business Unit

- Worker Grade

- Worker Job

- Worker Legal Employer

Once values are imported, they are available to be viewed in Recruiting Administration, under General Configuration.

When a recruiter creates a requisition, the selection of worker-related values is performed via a selector. The selector
provides quick filters to quickly filter the list down to relevant information. When mousing over a selected value on the
requisition, a pop-up window containing details such as name and code is displayed.

When a recruiter creates an offer, the recruiter can decide to specify a worker-related field whether or not it was
originally identified in the requisition. Also, if a worker-related field was specified in the requisition, it is possible to
specify a different value in the offer. A different worker-related field can be selected for each offer within a same
requisition. When a candidate is hired, the worker-related information included in the offer can be exported to the
HRMS system to be included as part of the new hire (or other) record

If worker-related fields are used, they should be positioned together as a group on the requisition and the offer.
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4 Users

Chapter 4
Users

User Account Management

User Account

A user account is created for each user who has access to Oracle Taleo Enterprise Edition applications on a regular or

occasional basis.

User accounts are defined by system administrators in SmartOrg. (Navigation: Configuration > [SmartOrg]
Administration > [Users] User Accounts.) When creating a user account, system administrators define several elements.

Element

Personal Information

Employee Information

Account Information

ORACLE

Description

Basic information such as first name, last name, title, employee ID. The Employee ID field is necessary
in order to create the employee record when being fed over from an external system.

Address information.

Email information. The Email Address and Current logged-in user password fields are mandatory. If
the zone uses Taleo login, the field Current logged-in user password is displayed and you must provide
your credentials to modify the user’s password. If the zone is configured to use SSO, the field is not
displayed.

Phone information.

Department information.

Used for Performance and Dynamic Approval Routing. Once information in this section is provided,
both an employee and a candidate file are created for this user and this operation cannot be reverted.
Note that only employees can be users of Taleo Performance. Fields to complete are:

- Employee picture

- Employee status

- Employee manager

- Organization, Location, Job Role

Any time one of the following events occurs, an entry is added to the Employee History section:
updates to employee status; updates to manager, new organization or location; new job role. An
entry is recorded whether the change was made directly on the user account page, in Performance or
through SmartOrg integration. The Employee History section is only displayed in Show mode.

Contains information such as user name, password, external user identifier.

This is where you can perform actions such as generating a new password, deactivating the user
account, locking the user account, transferring and delegating tasks to another user.
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Element

User Types

User Groups

Coverage Areas

General Preferences

Chapter 4
Users

Description

The Current logged-in user password field is mandatory. If the zone uses Taleo login, the field Current
logged-in user password is displayed and you must provide your credentials to modify the user’s
password. If the zone is configured to use SSO, the field is not displayed.

User types assigned to the user account. Each user account is assigned at least one user type for which
a series of permissions are granted.

User groups to which the user is part of.

Functional domains to which a user has access. For example, development plans and goal plans in
Performance, requisitions and search in Recruiting. Functional domains are tied to Organizations,
Locations and Job Fields. The configuration is not mandatory.

General preferences are assigned to each user account, for example, frequent collaborators and
approvers, preferred content language.

User Account General Preferences

General preferences are assigned to each user account.

A user's general preferences are defined by system administrators in the User Account feature available in SmartOrg.
Most general preferences can be modified by users in Recruiting, in the My Setup feature, to fit their personal

preferences.

Certain user account general preferences are tied to a configuration setting. When this is the case, the setting sets a
value for an entire zone, the user account general preference sets a value for a specific user, then that specific user can
set his/her own personal preference (see table below).

(SmartOrg Administration > User
Accounts > General Preferences)

Accessibility Features

Candidate List Content

Content Language

Note: It is important at deployment to review the defaults for the Default Recruiter and Default Hiring Manager user
preferences in My Setup. By default, if there is no Default Recruiter or Default Hiring Manager specified for a user's
preference, when the user creates a requisition he/she will be automatically listed as the "Recruiter" on the requisition.
If a user has his/her name in the Default Hiring Manager field, this will take precedence and the user will have his/
her name appear in the Hiring Manager field rather than the Recruiter field. For proper behavior of managers, it is
recommended to specify this information automatically upon integration imports of manager User data.

User Account General Preference Setting User Personal Preference Comments
(Configuration > Settings) (Recruiting Center > Resources >
My Setup)
Accessibility Features Accessibility Features
Candidate List Content By default, shows only candidates
that are in selection process (if
relevant).
Content Language Content Language
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User Account General Preference
(SmartOrg Administration > User
Accounts > General Preferences)

Correspondence Language
Country

Default Distance Unit
Default Hiring Manager
Default Recruiter

Default Text Size

Default Theme

Display candidates on first CSW
step

Display Question Details in
Libraries

Enable eShare Email for Response
Center Access

Enable Recruiting Activity
Monitoring

Fax Notification

Frequent Collaborators
Identifier Content

Integration Profile Type

Last Update

Offer Frequent Approvers

Place of Residence

Preferred Non-Electronic Media

Requisition File Automatic Filling

Requisition Frequent Approvers
Selected Item Default Color
Sorting Key

SSO Preferred Application

Language

Tab displayed when accessing a
candidate file from a list

ORACLE

Setting
(Configuration > Settings)

Correspondence Language

Default Distance Unit

Default Text Size

Default Theme

Enable eShare Email for Response
Center Access

Fax Notification

Selected Item Default Color

User Personal Preference
(Recruiting Center > Resources >
My Setup)

Correspondence Language

Default Distance Unit
Default Hiring Manager
Default Recruiter
Default Text Size

Default Theme

Display Question Details in
Libraries

Enable eShare Email for Response
Center Access

Fax Notification

Frequent Collaborators
Identifier Content

Integration Profile Type

Last Update

Frequent Approvers - Offer
Place of Residence

Preferred Non-Electronic Media

Requisition File Automatic Filling

Frequent Approvers - Requisition
Selected Item Default Color

Sorting Key

Tab displayed when accessing a
candidate file from a list

Chapter 4
Users

Comments

See Note above.

See Note above.

Sends notifications to users by fax,
not by email.

Indicates if the user will use the
"automatic filling" option of the
requisition file.

Allows users who log in using
Single Sign-On to change their
application language.
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User Account General Preference
(SmartOrg Administration > User
Accounts > General Preferences)

Tab displayed when accessing a
candidate file in navigation

Time Zone
When managing by candidate
When managing by offer

Workflow Event Notification

Zip Code

Setting
(Configuration > Settings)

Time Zone

Workflow Event Notification

User Account Status

A user account is assigned a status.

User Personal Preference
(Recruiting Center > Resources >
My Setup)

Tab displayed when accessing a
candidate file in navigation

Time Zone
When managing by candidate
When managing by offer

Workflow Event Notification

- Active: Only the name and description can be modified.
- Inactive: Only the status can be modified. The only possibility is to go back to the Active status. Inactive users

cannot be selected.

- Deleted: The user account has been deleted.
- Locked: The user account has been locked. The user cannot access Oracle Taleo Enterprise Edition products.

- Expired:

Employee Information

Chapter 4
Users

Comments

Keeps the user informed of
workflow events by email.

Used in search preferences, with
the location (place of residence)
and last update.

Employee information is specific to Performance and to Recruiting for the Dynamic Approval Routing feature.

Employee information is defined in the User Accounts feature available in SmartOrg.

Certain fields in the Employee Information section are not mandatory. However, when fields in this section are
populated, the Organization and Location fields become mandatory.

If inserting a picture of the employee, the file limit is 20 KB and the only supported format is .jpg. Note that the
uploaded file is cropped from the center to obtain a square (so make sure the picture is correctly centered) and it is then
resized to 48 X 48 pixels which results in about 5 KB.

An employee can have one of the following statuses:

- New: New employees currently in an onboarding process.

- Current: Default value.

- Former Employee

ORACLE
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If no data is entered in the Job Role and Employee Status fields, default values are assigned automatically by the
system, which are Employee and New respectively.

Any time one of the following events occurs, an entry is added to the Employee History section: updates to employee
status; updates to manager, new organization or location; new job role. An entry is recorded whether the change was
made directly on the user account page, in Performance or through SmartOrg integration. The Employee History
section is only displayed in Show mode.

User Account - Other Configuration Tasks

Creating a User Account

The Manage user accounts user type permission is required.

In the Employee Information section, certain fields are not mandatory. However, when fields in this section are
populated, the Organization and Location fields become mandatory.

In the Employee Information section, if no data is entered in the Employee Status and Job Role fields, these fields will be
populated with their default values, Current and Employee.

Configuration > [SmartOrg] > Administration > User Accounts

Click Create.

Specify the language in which you want to create the user account.
Complete the fields in each section presented by the User Account Wizard.
Click Next to navigate between sections.

5. Click Finish.

The user account appears in the User Accounts list.

PN

If the Employee Information section is completed, the user's profile is updated and the person is considered an
"employee." Employees are used in Performance and the Dynamic Approval Routing.

Editing a User Account

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts

1. Click a user account.

2. C(lick Edit next to the section you want to modify.
3. Make required changes.

4. Click Save.
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Activating a User Account

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts

1. Click a user account.
2. Click Activate in Account Information.
3. Click Yes.

Deactivating a User Account

The Manage user accounts user type permission is required.
You need to transfer the user's tasks to another user.

This feature may be useful for contract or temporary workers who assist on a assignment but who may leave and later
return to an organization. When these workers return, you can reactivate the user account without having to reset their
group association (because they are still tied to their user groups).

Configuration > [SmartOrg] > Administration > User Accounts

1. Click a user account.
2. Click Deactivate in Account Information.
3. Click Yes.

Deleting a User Account From the User Account Page

The Manage user accounts - Including HMRS fields user type permission is required..
Configuration > [SmartOrg] Administration > User Accounts

1. Locate the user in the User Accounts list.
2. Click Delete in the Actions column.
3. The action(s) you perform next vary depending on whether the user account is associated with an employee.

o If the user account is associated with an employee who owns requisitions, templates or folders, or was
assigned yet uncompleted actions, or reports to a manager, or has pending tasks or work items, perform
the steps in the wizard.

o If the user account is associated with someone for whom none of the previous conditions applies, click
Yes.

Once deleted, the user account status is set to Deleted and the user account is deactivated.

To permanently delete employee data related to the employee, including employee metrics and all Performance data (as
might be required in EMEA and other regions), see Employee Information Deletion Task.
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Deleting the User Account of an Employee Using the Wizard

The Manage users - Including HMRS fields user type permission is required.

Configuration > [SmartOrg] Administration > User Accounts
1. Click the user account you want to disable.
2. Inthe Employee Information section, click Terminate.
The wizard is displayed.
3. Perform the steps in the wizard.

The user account has Deleted status and therefore is no longer displayed on the User Accounts page if Active is selected
in the View field. The Employee Status value is changed to Former Employee.

To permanently delete employee data related to the employee, including employee metrics and all Performance data (as
might be required in EMEA and other regions), see Employee Information Deletion Task.

Deleting the User Account of an Employee Manually

The Manage users - Including HMRS fields user type permission is required.
Configuration > [SmartOrg] Administration > User Accounts

Click user account you want to disable.

Edit the Employee Information section as necessary.

Set employee status to Former Employee.

Provide a termination date.

Remove the manager.

Transfer direct reports to another manager if applicable.
Transfer ownership of talent pools and positions to another user.
Transfer pending tasks to another user.

Return to the User Accounts page, locate the user account in the list and click the corresponding Delete in the
Actions column.

10. Click Yes.

V0O gJOoUhAWNRA

Once deleted, the user account status is Deleted and the user account is deactivated.

To permanently delete employee data related to the employee, including employee metrics and all Performance data (as
might be required in EMEA and other regions), see Employee Information Deletion Task.

Assigning a User Type to a User Account

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts

1. Click a user account.
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Click Edit next to User Types.
Click Add next to User Types.
Select one or several user types.
5. Click Select.

The user types appear in the User Types list.

P UN

Removing a User Type Assigned to a User Account

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts

1. Click a user account.
2. Click Edit next to User Types.
3. Click Remove next to the user type.

The user type is no longer displayed.

Assigning a user type to the user account.

Associating a Configuration Profile to a User Account

The Manage user accounts user type permission is required.

Each user account is assigned one configuration profile. If no configuration profile is used, the default value of each
setting is used.

Changes made to a configuration profile are applied the next time a user linked to this configuration profile logs in.
Configuration > [SmartOrg] > Administration > User Accounts

Click a user account.

Click Edit next to Account Information.
Choose a configuration profile.

Click Save.

PUWUNA

Assigning a Coverage Area

The Manage user accounts permission is required.
Configuration > [SmartOrg] Administration > User Accounts

Click a user account.

Click Create next to Personal Coverage Areas.

Click Add next to Functional Domains.

Select the desired functional domains then click Select.

Click Save.

If desired, specify organizations, locations and/or job fields for the coverage area.

cCUuhUNA
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If no Organization-Location-Job Field structure is specified, then the coverage area will apply to all
organizations, locations and job fields .

Locking a User Account
Allows a system administrator to lock a user account if, for example, the user was fired.

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts

1. Click a user account.
2. Click Lock in Account Information.
3. Click Yes.

Deactivating the user account.

Transferring the user's tasks.

Unlocking a User Account

Allows a system administrator to unlock a user account if, for example, a user enters an incorrect password too many
times and the system locks the account.

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts

1. Click a user account.
2. Click Unlock in Account Information.
3. Click Yes.

Generating a Password

Allows a system administrator to generate a password for a user if, for example, the user does not have his/her
username handy or does not have an e-mail address to receive a temporary access code.

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts

1. Click a user account.

2. C(lick Generate Password.

3. Specify if you want to send the password in an e-mail. The user will be forced to change his/her password at
next login.

4. Enter your password in the Current logged-in user password field.

If the zone uses Taleo login, the field is displayed and you must provide your credentials to modify the user’s
password. If the zone is configured to use SSO, the field is not be displayed.
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5. Click Yes.

The newly created password displayed on screen is masked with asterisks to protect the information from potential
shoulder surfing attacks. You can momentarily select the "Show password" check box to view the password when it is
considered safe to do so.

Task Delegation
Users may have the ability to delegate tasks to another user for a short preset period of time.

Task delegation is useful during the time a user is on vacation or on a sick leave. When selecting a user (new owner) to
whom tasks will be delegated, the following rules apply:

- The new owner must have the same user type permissions (constraints not included) as the current owner.
- The new owner must be at least in all the same groups as the current owner.

- If the current owner is an eShare user (not a Taleo application user), the new owner must also be an eShare
user.

Note: When a user delegates tasks to an alternate user, if the user is a collaborator on a requisition, the alternate user
must also be made collaborator on that requisition in order to perform the same actions as the user. The system does
not automatically allow the delegated to interact as a collaborator on behalf of the original user.

Delegating Work Items

The Manage user accounts user type permission is required.

For a user to be valid for delegation, the following rules must be applied:

- The new owner must be different from the current owner.
- It is always possible for a Recruiting Center user to be the new owner.

Configuration [SmartOrg] > Administration > User Accounts

Click a user account.

Click Delegate in Account Information.
Select a user.

Select From and To dates.

Click Save.

VEWNA

Transferring Work Items

The Manage user accounts user type permission is required.

If the work items transferred belong to an employee, the designated user must also be an employee.
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The owner of the work items transferred must have the same user type as the designated user.

Configuration > [SmartOrg] > Administration > User Accounts

1. Click a user account.

2. Click Transfer in Account Information.
3. Select a user.

4. C(lick Save.

Tasks have been transferred permanently to another use.

Deleting the user account.

User Type Management

User Type

A user type is composed of a set of permissions from multiple functional domains. These permissions provide access to
various products and control what a user associated to the user type can do.

User types are centrally managed in SmartOrg for all products. Default user types are provided with the system. System
administrators can also create new user types.

Users are assigned a user type and one user can be associated to several user types. For example, the Recruiter and
Administrator user types for Recruiting, and the Manager user type for Performance.

Note:
- Itis recommended to leave untouched the default user types.

- When creating a user type, it is recommended to duplicate an existing user type that has been validated in the
zone already to work properly.

- If possible, use a single user type which combines all necessary permissions.

User Type Permission

User type permissions grant users access to specific features and contexts in a product or application.
Permissions are organized by functional domains (core products):

- Recruiting

- Integration

- Configuration
- Performance

13
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- Grid

- Compensation

- Learning

- Reporting and Analytics
- Mobile

« Common

Functional domains are then separated into sub-domains. Depending on the amount of permissions in a sub-domain,
permissions may be grouped into sections. When permissions are grouped into sections, system administrators can
select the desired section in a drop-down list and quickly see the permissions grouped in that section.

Example of how permissions are organized in a functional domain

Functional Domain Recruiting

Sub-Domain Requisitions

Section Requisition Types

Permission Allow access to professional requisitions
Permission Allow access to hourly requisitions

Permission Allow access to campus requisitions

Permission Allow access to contingent requisitions
Permission Allow access to executive requisitions
Permission Allow access to pipeline - general requisitions
Permission Allow access to pipeline - executive requisitions

Functional domains are displayed in bold when permissions have been granted. Also, the Expand All button allows
system administrators to see at a glance all domains, sub-domains and permissions granted to a user type.

If a system administrator modifies the permissions associated with a user type, the changes affect all users who have
been assigned the user type.

For alist of default user types and their default permissions, refer to the document entitled Default User Types and
Permissions.

Default Recruiting User Types
Default recruiting user types are supplied with the system.

These default user types are the ones recommended by Oracle as a starting point for system operability and represents
traditional usage patterns. It is recommended to leave untouched the default user types. Sourcing database zones come
with these default user types. For existing and migrating zones, these user types can be manually created if desired.
Once created, it is recommended to duplicate an existing user type that has been validated in the zone already to work

properly.
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Code

REC_APPROVER

REC_CONTENT_ADMIN

REC_HIRING_MANAGER

REC_RECRUITER

REC_SYSTEM_ADMIN

Name

Recruiting - Approver

Recruiting - Content Administrator

Recruiting - Hiring Manager

Recruiting - Recruiter

Recruiting - System Administrator

Chapter 4
Users

Description

The Approver does not have access to Oracle Taleo
Enterprise Edition. He is in the system only so he
can be added to approval path and have the ability
to approve requisitions and offers. Depending

on each organization's specific needs, you may
wish to duplicate this user type and remove or add
permissions. This default user type provides a good
starting point for other Recruiting management
roles.

The Content Administrator has permissions for

all content related features such as templates and
questions library as well as for the correspondence
management module.

A Hiring Manager has limited permissions within
the Recruiting Center to manage his own hiring
cycles. Depending on each organization's specific
needs, you may wish to duplicate this user type and
remove or add permissions.

A Recruiter has permissions for most features and
functions within the Recruiting Center, but has
limited ability to manage prescreening libraries
and templates. Depending on each organization's
specific needs, you may wish to duplicate this user
type and remove or add permissions. This default
user type provides a good starting point for other
Recruiting management roles.

The Recruiting Administrator has permissions for
virtually all recommended features and functions
in the Recruiting and Configuration centers.

For a list of all default user types supplied for Oracle Taleo Enterprise Edition products, refer to the document entitled
Default User Types and Permissions.

User Type - Other Configuration Tasks

Creating a User Type

When creating a user type, it is recommended to duplicate an existing user type that has been validated in the zone

already to work properly.

The Manage user types user type permission is required.

Configuration > [SmartOrg] Administration > User Types

1. Click Create.

Enter a code and a name.
3. Enter a description to clarify the intent of the user type.

The description is displayed in the user type selector and listed under the user account definition page.

ORACLE
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4.
5.
6.

7.

Select Active from the Status list so it can be added to user accounts and groups, otherwise select Inactive.
Click Save.

Click the Arrow icon beside the functional domain you want to configure and click Edit to display the user type
permissions.

Select the required view and manage permissions and click Save.

Activating a User Type

The Manage user types user type permission is required.

Configuration > [SmartOrg] Administration > User Types

1.
2.
3.
4.

Click a user type.

Click Edit next to Properties.

Select either Active or Inactive from the Status list.
Click Save.

If changed to Active, the user type can now be associated with a user account or group and the status Active appears in
the User Types list. If changed to Inactive, the user type cannot be associated to any new user accounts or groups, but
will remain valid for those it is already associated with.

Deactivating a User Type

The Manage user types user type permission is required.

The user type must have the Active status.

Configuration > [SmartOrg] Administration > User Types

1.
2.
3.
4.

Click a user type.

Click Edit next to Properties.
Select Inactive in the Status field.
Click Save.

The status Draft appears in the User Types list.

Duplicating a User Type

The Manage user types user type permission is required.

Configuration > [SmartOrg] Administration > User Types

1.
2.
3.

Locate the user type you want to duplicate.

From the Actions column, click Duplicate for the user type.

Change the code, name and description as required.

When you have more than one language, after entering the name for the initial language, click Refresh and

select the next language from the list and click Refresh again. Enter the required value for that language and
then choose the next language, click Refresh and repeat the process.

Click Save.
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On the user type definition page, your actions are displayed in the History section. On the User Types page, the new
user type is displayed and its status is Active.

Editing a User Type Properties

The Manage user types user type permission is required.
Configuration > [SmartOrg] Administration > User Types

Click a user type.

Click Edit next to Properties.

Make the required changes to the code, name and description.
Click Save.

P WNa

Dissociating All Users from a User Type

The Manage user types user type permission is required.
Configuration > [SmartOrg] Administration > User Accounts

In the Refine by field, select User Type.

In the adjacent field, enter a word or part of a word found in the name of the user type you want to delete.
Click Refresh.

Click a name displayed in the User Accounts list.

Click Edit next to User Types.

Locate the user type you want to remove and click Remove in the Actions list.

Click Save.

Repeat steps 4 to 7 for each user who has the user type you want to delete.

NV AR WN

The user type is no longer displayed in the User Types list.

Deleting a User Type

The Manage user types user type permission is required.
You can delete a user type provided no users are associated with the user type.
Configuration > [SmartOrg] Administration > User Types

1. Locate the user type you want to delete.
2. Click Delete in the Actions column.

The user type is no longer displayed in the User Types list.
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Granting a User Type Permission

The Manage user types user type permission is required.
Configuration > [SmartOrg] Administration > User Types

Click a user type.

Click a functional domain.

Click Edit next to the sub-domain.

Select the permissions you want to grant.
Click Save.

VAUWNA

All users assigned with this user type now have the selected permissions.

Revoking a User Type Permission

The Manage user types user type permission is required.

Configuration > [SmartOrg] Administration > User Types
1. Select a user type.
2. Click the functional domain (and in some cases the sub-domain) containing the permission.
3. Click Edit next to the section containing the permission you want to revoke.
4. Clear the check box next to the permission you want to revoke.
5. Click Save.

On the user type definition page, your actions are displayed in the History section. The users who have the user type will
no longer have the permissions you revoked.

User Group Management

User Group

A user group is a group of people who need to have access to the same information for example, a group of people who
works on the same requisitions.

User groups are used in Recruiting, Performance, and Reporting and Analytics.

The creation of groups typically simplifies the work of an organization because each group has access only to the
information that its members need.

One group, called the Main Group, is created by default for all users within an organization. The Main Group's
Organization- Location-Job Field structure cannot be modified.

The creation of user groups by system administrators involves:

Defining a name for the group.
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- Selecting users belonging to the group.

- Defining the coverage areas of the group to specify the product areas to which the group has access, that is
selecting domains and sub-domains and linking them to organizations, locations and job fields.

For Reporting, group creation also involves:

- Creating a folder in Business Objects.

- Selecting groups that have the reporting domain tied to it to define who gets access to the reports within that
folder.

Special rules regarding user groups:

-« Users should be removed from the Main Group after being added to a specific group.

- To gain access to elements associated to a particular group, users must belong to that group.

- It is possible to delete a group only if all its members belong to at least one other group.

- Itis not possible to delete a group if a user is associated to this group.

- Itis not possible to delete a group if elements (such as requisitions) remain associated to the group.

- If a user is removed from a group and the user owns one or more element (such as requisitions) associated with
this group, the elements will appear in red in the system (for example, in the requisition list) to indicate that
there is a conflict.

System administrators have the ability to assign a default user group to newly created users. The Default User Groups
setting, available under the General Configuration settings, can be used to indicate which user group new users will
be automatically assigned. The default user group is automatically assigned only when no user group was manually
assigned during the user account creation process. When the setting value is left empty, no default user group is
assigned when creating new users. See Assigning a Default User Group.

User Group Management

User groups are used in Recruiting, Performance and Reporting and Analytics.

« Recruiting Center

o Itis possible to create a user and to not link the user to a user group. In Recruiting Center, it is
recommended that users belong to at least one user group if they are a recruiting user who creates,
approves or manages requisitions. If a user is authorized to search, the user will be able to view
candidates of all Organization-Location-Job Field structures unless a user group using the recruiting
search domain.

o Search and requisition are independent domains that can be individually applied to a user group.

o If users do not belong to a group linked to the Requisition domain, and they are a Recruiting user, the
user will only see requisitions they own or collaborate on or without restriction (All) if so authorized. The
user will not see information in or by group, even if their user type permission state otherwise — since
there are no groups linked to the user to view. In addition, the user will not see information in or by group,
even if their user type permission state otherwise — since there are no groups linked to the user to view.

- Performance

o Users will only see the data of the domain that belongs to their group, provided they have the proper user
type permission.
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o Itis possible to create a user and not link the user to a group for a given domain. For all sub-domains
(except for the Employee Succession Search) users will not be able to see information in or by group,
even if their user type permission state otherwise — since there are no groups linked to the user to view.
If a user is authorized to search (sub-domain Employee Succession Search), the user will be able to view
employees of all Organization-Location-Job Field structures.

Reporting and Analytics

o The reporting administrator creates documents within the reporting and analytics environment.
These include Web Intelligence Documents, Analytics, Advanced Analytics, Single Dashboards, Tiered
Dashboards, Hyperlinks, Desktop Intelligence Documents and imported files (PDF, XLS, DOC, TXT, etc...)

o Each reporting document is filed into a "folder."
o Each reporting folder can be linked to one or more reporting groups containing the reporting domain.

o Users can belong to one or more groups that have the reporting domain associated, Reporting
Administrator ties these groups to reporting folders where reporting and analytic documents are filed.

o Users only have access to the documents included in the folders to which their group(s) are linked. With
the exception of reporting administrators, if a user has no groups linked to a reporting domain, he/she
will not be able to see any reports.

o When generating a report data presented is still derived by user's access in that application (Recruiting
Center or Performance)

Creating a User Group

The Manage groups user type permission is required.
Configuration > [SmartOrg] Administration > User Groups

1. Click Create

2. Complete the New Group page.

3. If your organization activated more than one language, enter values for each of the other languages, being sure
to click Refresh after you select a new language and before you enter the values for that language.

4. Click Save.

The system displays the user group. If you display the list of user groups, the new user group appears there.

Adding a User to a User Group

The Manage groups user type permission is required.
You must create a user group before you can add users to it.
Configuration > [SmartOrg] Administration > User Groups

1. Click a user group.

2. C(lick Add next to Users.

3. Click the check box next to each user you want to add to the user group.
Click Select.

>

The user is displayed in the Users list.
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Removing a User from a User Group

The Manage groups user type permission is required.
Configuration > [SmartOrg] Administration > User Groups

1. Click a user group.
2. Click Show next to Users.
3. Inthe Actions column, click Remove next to the user you want to remove.
The user is no longer displayed in the Users list. The History section is not updated automatically but if you move to

a different page and then display the user group definition page anew, the action you performed is displayed in the
History section.

If you remove a user from a group and the user owns one or more requisitions associated with this group, the
requisitions will appear in red in the Requisitions list to indicate that there is a conflict. To revert the situation, re-enter
the owner of the requisitions in the group, reassign each requisition owned by this user to a new user who belongs to
the same group, reassign each requisition owned by this user to a group to which the owner used to belong.

Deleting a User Group

The Manage groups user type permission is required.
It is not possible to delete a group if requisitions or templates remain associated to the group.

Configuration > (SmartOrg) Administration > User Groups
1. Inthe User Groups list, locate the user group you want to delete.
2. Click Delete in the Actions column.
3. Click Yes.

The user group is removed from the User Groups list.

Assigning a Default User Group

Configuration > [General Configuration] Settings
In the Refine by field, select Name.

Type Default User Group in the field.

Click the setting name.

Click Edit.

Click Add.

Select one or multiple user groups.

Click Select.

Click Done.

When creating new users, the selected user groups will be assigned if no user group was manually assigned during the
user account creation process.
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Coverage Area

A coverage area is a combination of functional domains, Organizations, Locations and Job Fields that together
determine the scope of information available to a specific user group.

The coverage areas of a group define exactly what kind of information is available to the group's members. A coverage
area typically contains domains (and perhaps subdomains), which are core products, and Organizations, Locations
and Job Fields. The combination of domains, Organizations, Locations and Job Fields associated with a coverage area
determine the scope of information available to the group for that area.

Adding a Coverage Area to a User Group

Allows the system administrator to limit the information available to a user group by specifying core products and
Organizations, Locations and Job Fields.

The Manage groups user type permission is required.
You must create a user group before you can add coverage areas to it.

Configuration > [SmartOrg] Administration > User Groups

1. Click a user group.

2. C(lick Create next to Coverage Areas.

3. Click Add next to Functional Domains.

4. Select the domain/subdomain you want to make available to the user group.
5. Click Select.

6. Click Save.

The domains you selected are displayed in the Functional Domains section of the Coverage Area page.

Removing a Coverage Area from a User Group
Allows a system administrator to reduce the kinds of information currently available to the user group.

The Manage groups user type permission is required.
Configuration > [SmartOrg] Administration > User Groups

1. Click a user group.

2. Click Show next to Coverage Areas.

3. Click Remove next to the coverage area you want to remove.
Click Yes.

The coverage area is no longer displayed in the Coverage Areas list. The History section is not updated automatically
but if you move to a different page and then display the user group definition page anew, the action you performed is
displayed in the History section.

ol
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Adding Organizations, Locations and Job Fields to a Coverage
Area

Allows the system administrator to further define which information will be available to members of the user group
according to organizations, locations and job fields.

The Manage groups user type permission is required.
You must add functional domains to a coverage area before you can add Organization, Location and Job Field values.

Configuration > [SmartOrg] Administration > User Groups

1. Ona Coverage Area page, click Add next to the type of item you want to add: Organizations, Locations or Job
Fields.

2. After the system displays the corresponding selector page, click the check box next to each item you want to
add to the coverage area.

3. Click Select.

4. You can repeat the previous steps if you added Organization elements, for example, and you also want to add
Location and Job Field elements.

The Organization, Location and Job Field elements you added are displayed in the corresponding sections of the
Coverage Area page.

Removing Organizations, Locations and Job Fields from a
Coverage Area

The Manage groups user type permission is required.
Configuration > [SmartOrg] Administration > User Groups

1. Click a user group.

2. Click Show next to Coverage Areas.

3. Click a coverage area.

4. Onthe Coverage Area page, click Remove next to the item you want to remove.

The Organization, Location or Job Field element you removed is not longer displayed in the corresponding section of
the Coverage Area page.

Reducing the Scope of a Coverage Area

You can remove functional domains, Organizations, Locations and Job Fields if you want to reduce the scope of a
coverage area.

Configuration > (SmartOrg) Administration > User Groups

1. Click a user group.
2. Click Show next to Coverage Areas.
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3. Click the coverage area you want to modify.
4. You can perform any of the following steps.
o Toremove a functional domain, Organization, Location or Job Field, click the corresponding Remove in
the Actions column.

o To remove all Organizations, all Locations or all Job Fields, click Remove All next to the corresponding
item.

The items you removed are no longer displayed the Coverage Areas page. The actions you performed are displayed in
the History section of the user group definition page.

Configuration Profile

Configuration Profile

A configuration profile is a set of settings which control how the application behaves for a specific set of users to better
fit the user experience.

It is through the configuration profile that different product behaviors can be achieved such as a streamlined manager
product experience vs. a more robust recruiter product experience. Users may have the same set of permissions which
grant access to specific features, but how a user is presented access to the features is then further controlled by the
configuration profile designation.

In addition to user types (which define user access to specific features via permissions and product access) and user
groups (which further define access to elements and functions based on Organization-Location-Job Field, users are
assigned a configuration profile which defines what they will see in the Recruiting Center.

Configuration profiles are created in SmartOrg. Once created, a configuration profile is assigned to Recruiting Center
users via their user account. Therefore, depending on the user signing into the application, elements displayed to the
user will vary depending on the configuration profile associated to the user.

Three default configuration profiles are provided:

« Recruiter
- Hiring Manager
- Hourly Manager

System administrators can edit the settings for these default configuration profiles and can also create new
configuration profiles. Changes made to a configuration profile are applied the next time a user linked to this
configuration profile logs in. For a list of configuration profile settings, see Configuration Profile Settings.

System administrators have the ability to assign a default configuration profile to newly created users. The Default
Configuration Profile setting, available under the General Configuration settings, can be used to indicate which
configuration profile new users will be automatically assigned. The default configuration profile is automatically
assigned only when no configuration profile was manually assigned during the user account creation process. When the
setting value is left empty, no default configuration profile is assigned when creating new users. See Assigning a Default
Configuration Profile.
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Configuration Profile Settings

Configuration Profile Setting

About Link in Auxiliary Menu
Advanced Search "Save Query" Button
Advanced Search Links

Advanced Search Toolbar

Auxiliary Navigation Bar

Candidate File Creation

Candidate List Format

Center Stage - Separator Line

Center Stage - Welcome Title

Center Stage Configuration

Center Stage Footer Text
Communication Channel - Custom Link

Communication Channel - Custom Link
Tooltip

Communication Channel - Custom Link
URL

Communication Channel - Custom Text
Communication Channel - Custom Title

Communication Channel - HTML Custom
URL

Communication Channel Mode
Core Navigation Bar

Customer Support Section
Customer Support Text

Default "Advanced Search" Field
Configuration

eLearning Section URL
Oracle Support Link in Auxiliary Menu

Recruiting Header Text

ORACLE

Description

Display the about link in the auxiliary menu.

Displays the "Save Query" button in the advanced search page.

Displays the advanced search links.

Displays the advanced search toolbar.

Displays the auxiliary navigation bar.

Indicates the files used to create a candidate.

Candidate list format available for users having this configuration profile.

Display a line between the Welcome title and the content of the main center stage (this line helps to
help distinguish the title from the body portion of the page).

Display the Welcome message when users first log in and are presented the Recruiting center stage.

Determine which center stage combination is used.
Indicates if the center stage footer is displayed.
Contains the link text towards the custom page in the communication channel.

Contains the tooltip text for the link towards the custom page in the communication channel.

Indicates the URL of the custom page in the communication channel.

Contains the text to be displayed in the custom communication channel.
Contains the title to be displayed in the custom communication channel.

Indicates the URL of the HTML custom page in the communication channel.

Indicates the "Communications" channel mode to be used.
Displays the core navigation bar.

Enable the customer support section.

Contains the text to be displayed in the customer support section.

Displays the selection of fields that are available to the user when performing an advanced search.

Indicates the target URL to the eLearning section.
Display the Support link in the auxiliary menu.

Displays the Recruiting header text.
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Configuration Profile Setting

Release Notes

Requisition File Automatic Filling
Requisition File Creation
Requisition List Format

Search Widget

Default Value for the Show Information

Filter

Show information for Filter Visibility

Training Section URL

View or Edit Requisition File

Welcome Center Content

Chapter 4
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Description

Display the release note information when accessing the application, according to the user's profile.
| want to use the "automatic filling" option of the requisition file.

Indicates the files used to create a requisition.

Requisition list format available for users having this configuration profile.

Displays the search widget.

Determines the default value of the Show Information filter which controls the requisitions displayed in
the Requisitions list and center stage channels.

Possible values are: Requisitions | own (default); Requisitions | collaborate on; Requisitions | own or
collaborate on; Requisition in my coverage area, | own or collaborate on; All requisitions.

Indicates whether the context filter control is displayed on the Recruiting requisition list and
homepage.

Indicates the target URL to the training section (Oracle University). The URL is http://
education.oracle.com/pls/web_prod-plg-dad/ ou_product_category.getPage?p_cat_id=356.

File used for viewing or editing a requisition.

Indicates which customized content and layout will be used in the Welcome Center.

Creating a Configuration Profile

The Manage configuration profile user type permission is required.

Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Click Create.

Click Save.
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Click Save.

Provide a code and a name.

Click configuration profile settings and set them as desired.

Activating a Configuration Profile

A configuration profile must have the Draft or Deactivated status.

The Manage configuration profile user type permission is required.

Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

1. Click a configuration profile.

2. Click Activate.

ORACLE

126



Oracle Taleo Enterprise Edition Chapter 4
Implementing Recruiting Users

Associating a Configuration Profile to a User Account

Configuration > [SmartOrg] Administration > [Users] User Accounts

Click a user account.

Click Edit next to Account Information.
Select a configuration profile.

Click Save.
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Deactivating a Configuration Profile

A configuration profile must be activated.
The Manage configuration profile user type permission is required.
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

1. Click a configuration profile.
2. C(lick Deactivate.

Deleting a Configuration Profile

The Manage configuration profile user type permission is required.
The configuration profile must have the Draft or Inactive status.
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

1. Click Delete next to the configuration profile.
2. Click Yes.

Assigning a Default Configuration Profile

Configuration > [General Configuration] Settings
In the Refine by field, select Name.

Type Default Configuration Profile in the field.
Click the setting name.

Click Edit.

Click Search.

Select a configuration profile.

Click Select.

Click Save.

When creating new users, the selected configuration profile will be assigned if no configuration profile was manually
assigned during the user account creation process.
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Configurable Employee Metrics

Configurable Employee Metrics
System administrators have the ability to define their own list of values for employee metrics used in the application.

Employee metrics can be configured in SmartOrg Administration under Configurable Metrics and used across the
Oracle Taleo Enterprise Edition products. System administrators can manage the list of available values offered in the
system for the following standard employee metrics:

Employee Impact of Loss
Employee Potential
Promotability Readiness
Reassignment Candidate
Employee Risk of Loss
The following configuration capabilities are available:

- Creating, deleting, activating, and deactivating values.
Reordering values.

- Changing the code and name of a value.

- Specifying a value as being the default value.

- Adding, modifying and removing the icon representing the value.

Creating a Configurable Metric Value

Configuration > [SmartOrg] Administration > [Users] Configurable Metrics

1. Click a metric.

2. Click Create.

3. Provide a code and a name.
The name is mandatory and multilingual. Set the name in every supported language.

4. Select the Default value check box if you want the value to be the default value for the metric.
A default value is automatically set when an employee is created or modified.

5. Add a metric value icon.

6. Theicon is optional. It allows providing a graphical representation of the metric value. Products that support
this option may display the icon instead of the metric label or both.

7. Click Save.
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Reordering Configurable Metric Values

Configuration > [SmartOrg] Administration > [Users] Configurable Metrics

The display sequence is used to sort elements in the selection drop down when the employee is updated for a given
metric.

1. Click a metric.
2. Click Reorder.
3. Select a value.
4. Click the Up/Down arrow to move the value.

Activating a Configurable Metric Value

To activate a metric value, its status must be Draft or Inactive.
Configuration > [SmartOrg] Administration > [Users] Configurable Metrics

1. Click a metric.
2. Locate the metric value you want to activate and click the corresponding Activate in the Actions column.

Deactivating a Configurable Metric Value

To deactivate a metric value, its status must be Active.

Configuration > [SmartOrg] Administration > [Users] Configurable Metrics

When a metric value is deactivated, products stop offering this value as a possible choice when updating an employee.
However, it has no impact on employees being currently assessed on this value. Even if the value has been disabled,
employees will still show this value until they are updated to another valid value.

1. Click a metric.
2. Locate the metric value you want to deactivate and click the corresponding Deactivate in the Actions column.

Deleting a Configurable Metric Value

A metric value can only be deleted if its status is Draft.
Configuration > [SmartOrg] Administration > [Users] Configurable Metrics

1. Click a metric.
2. Locate the metric value you want to delete and click the corresponding Delete in the Actions column.
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Employee Metrics Settings
Employee metric settings are used to configure how denormalized numerical scores are displayed in products.

Employee metric settings are available under Configuration > General Configuration > Settings.

Employee Metrics Settings Description Default Value

"Competency Rating" Metric Rating Model Indicates the rating model used to determine the available Score
values for the "Employee - Competency Rating" metric.

"Goal Rating" Metric Rating Model Indicates the rating model used to determine the available Score
values for the "Employee - Goal Rating" metric.

"Review Rating" Metric Rating Model Indicates the rating model used to determine the available Score
values for the "Employee — Review Rating" metric.

Metric Rating Display Indicates the display format of rating values, based on a In numeric format
set of predefined formats.

Metric Rating Model Rounding Indicates the rounding percentage used to determine the = 50
rating value corresponding to a given score.

Three employee metrics are using denormalized numerical scores:

- Review Rating
- Goal Rating
- Competency Rating

A numerical score can be represented in various forms:

- As a percentage (%).

« In numeric format (4).

« In numeric format with rating scale (4 [1,5]).
- In text format (Excellent).

- Intext and numeric format (Excellent (4)).
The display format is determined by the Metric Rating Display setting.

- If the setting is 1, then the score is displayed directly as a percentage.

- If the settingis 2, 3, 4, or 5, a rating model must be provided. The Metric Rating Model Rounding also indicates
how to round the value to fit within a value of the rating scale.
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5 Lists and Filters

List Format

List formats allow the display of candidate and requisition information within columns.

Default candidate and requisition list formats are provided with the application. However, system administrators can
create new list formats to better suit their organization needs.

List formats are available in the List Formats page. Recruiting Center users can select (among the list formats

made available by their system administrator) the list format they wish to use to display candidate and requisition
information . They can also create up to three list formats and select columns to display specific information (if
permissions were granted). Columns available to choose from have been previously defined by system administrators.

List Format Context

List formats are organized by context, that is pages in the system where candidate files and requisition files would be
presented to Recruiting Center users.

List format contexts are provided by the system. System administrators cannot create new ones. A context can contain
several list formats. The number of list formats that can be created for a context is defined by Oracle.

Type of List Default List Format Contexts

Candidate - All Candidates by Requisition List
All Candidates by Folder List
All Candidate by Offer List
List of automatically pooled candidates
Requisition Specific Candidate List
Candidate Capture/Possible Duplicates List
Search Results / Advanced Search

Search Results / Quick Search

Requisition = Requisition List

Mini Requisition List

List Format Variation

Variations are used to organize list format contexts.
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Three variations are available. Each Recruiting Center user is linked to a variation via their configuration profile.

Configuring List Formats

The configuration of a list format consists of the following steps.

cUupPUWNDS

Configuring fields so they can be used as column headers in a list.
Creating the list format.

Displaying advanced filters in the list.

Displaying quick filters in the list.

Creating custom instructions for the list format context.
Assigning a list format variation to configuration profiles.

Note: Be aware of the following specific field visibility behavior in candidate lists. Fields can be made visible for
internal or external candidates (via the candidate security level permissions) and fields can be contextualized to
appear only for certain Organizations-Locations-Job Fields or staffing types circumstances. As a result:

- When a field was not made visible to the user for both internal and external candidates, the column will appear

but data will be blank for situations where the user should not see the data.

- When a field was made visible to the user for either internal or external candidates, the column will appear but

data will be blank for situations where the user should not see the data.

- When a field was made visible and available (active) to the user but was not used in the candidate file, data will

be displayed if it exists. (This may happen if the field was supplied on another submission where the field is
present).

- When a field is not present on the file because it was not configured for display in a specific context

(Organizations-Locations-Job Fields or staffing types), data will be displayed if it exists. (This may happen if the
field was supplied on another submission where the field is present.)

Note: If compensation data is hidden from certain user types, it is important not to allow these fields to be available
in the requisition list view context for these user types. If compensation fields are present in a list view, the data will
appear to the user regardless of compensation data viewing permissions. It is possible to hide these fields from select
user populations only by using the list format "variation" concept that is applied to a user's configuration profile.

Configuring a Field as a Column Header in a List

Configuration > [Recruiting] Administration > Fields

1

Click a field category.
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2. C(lick the name of a field.

3. Click Edit Field Availability next to Properties.

4. Under Show Standard Fields, select Taleo Recruiting.
5. Click Save.

The field can be selected to appear as a column header in a list.

Creating a List Format

Configuration > [Recruiting] Administration > List Formats

Click on the Candidate or Requisition tab.
Select a variation in the Show list.
Click the name of a context.
In the Context Details page, under the Formats for this Context tab, click New...
Provide a name for the list format.
Translate the name of the list format using the Languages list located on the top right hand side of the page.
Optional: Enter comments.
Optional: Specify if the list format you are creating will be the default list format for the context.
Choose columns for the list by selecting the check box next to each column name.
Order columns by selecting a number in the Sequence Number column, then click Reorder.
Sort candidate or requisition files that will be displayed in the list according to a specific criterion. Up to three
different sorting criteria can be specified.
a. To select a criterion, click the Up Arrow icon in the Sort By column next to the desired column name.
b. To select a second sorting criterion, click Up Arrow icon in the Then by column next to the desired
column name.
c. To select a third sorting criterion, click Up Arrow icon in the second Then by column next to the desired
column name.
d. To select ascending or descending sorting order, click Up Arrow icon repeatedly.
12. Optional: Select the Group records by first sort criterion option if you want to group files in the list format.
13. Click the Active check box to activate the list format.
14. Click Done.

The list format appears in the Context Details page, under the Formats for this Context tab.
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If you created a candidate list format, specify the candidate file identifier content.

Displaying Advanced Filters

Configuration > [Recruiting] Administration > List Formats

Click the Candidate or Requisition tab.
Select a variation in the Show list.
Click the name of a context.

Select Show Advanced Filters.

Click Done.

The Advanced Filters button is displayed in the Recruiting Center for the selected candidate or requisition list format
context.
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Displaying Quick Filters in a List
System administrators have the ability to configure quick filters available in requisitions and candidates lists.

For a list format context, system administrators can select quick filters amongst a predefined list of filters. See
Candidate Quick Filters and Requisition Quick Filters.

System administrators can define a default value for certain quick filters. These default values are automatically applied
to the list.

If a quick filter is displayed to users, users can choose to edit the default value for the filter.

If a quick filter is not displayed to users, this means that the users will only see candidates or requisitions
according to this default value. As a result, the total number of candidates or requisitions can be different from
what users see on their list.

Example: In the list format "All Candidates / By Requisition”, the system administrator decides to not display the ACE
filter but yet decides to set the ACE filter as a default value. As a result, when users review the candidates list of a
specific requisition, they will see a certain number of candidates. However, if they click the "candidate” number, which
will display the list format "All candidates / By Requisition" for that same requisition, the system will present them with
only the ACE candidates, but will not display the ACE filter and therefore the number of candidates they see are reduced
to only show ACE candidates.

Displaying Quick Filters

Configuration > [Recruiting] Administration > List Formats

1. Click the Candidate or Requisition tab.

2. Select a variation in the Show list.

3. Click the name of a context.

4. Inthe Context Details page, click the Quick Filters tab.

5. Select filtering criteria by selecting the Displayed check box next to each criterion.

6. Optional: You can select a default criterion by selecting the Default Value check box next to the criterion.

7. Order filtering criteria by selecting a number in the Sequence Number column.
For candidate list filters, the configuration option appears repeatedly for every single list format, however,
similar requisition formats such as requisition specific candidate list formats will share the same configuration.
Changing it in one location, will change it in all others as well.

8. Click Apply.

9. Click Done.

Quick filters are displayed in the Recruiting Center for the selected requisition or candidate list format context.

Creating Custom Instructions for a List Format Context

Only one text can be customized by context by language.

The text must be created for all available languages.
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Configuration > [Recruiting] Administration > List Formats

1

2,
3.
4.

5.

Click the Candidate or Requisition tab.
Select a variation in the Show list.
Click the name of a context.

Chapter 5
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In the Step Information field, enter information that could help clarify, for example, the list format options to
Recruiting Center users or explain that other contexts are available for different recruiting circumstances.

A maximum of 1000 text based characters is supported. HTML, rich text format (RTF) and hyperlinks are not

supported.
Click Done.

The text appears in a callout located to the left of the List Format Configuration icon which is available in the top right
hand corner of a list. The callout only appears if instructions are provided. The instructions appear for all lists in the

context.

Assigning a List Format Variation to Configuration Profiles

Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

List Format - Other Configuration Tasks

Selecting a Column for a List Format

OCOVOONOUVAWNRA

Click a configuration profile.
Click the Candidate List Format setting.
Click Edit.

Select a list format variation in the Value drop-down list.

Click Save.
Click the Requisition List Format setting.
Click Edit.

Select a list format variation in the Value drop-down list.

Click Save.
Go back to the SmartOrg Configuration menu.

. Click User Accounts.

Click a user account.
Click Edit next to Account Information.

. Select a configuration profile.
. Click Save.

Configuration > [Recruiting] Administration > List Formats

CURAWNRA

Click the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Formats for this Context tab, click a list format.
Select the check box next to a column.

Click Done.
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Adding a Column to View Completed Submissions

When configuring list formats, system administrators can add a column, called Submission Completed Date, in
requisition-specific candidate lists so that recruiters can view and sort candidate submissions based on the date when a
job submission was completed.

Once the column Submission Completed Date is added to a requisition-specific candidate list, the title of the column in
Recruiting is displayed as Submission Complete.

Job submissions are considered complete when:

- A candidate completed a job submission and clicked the Submit button.
- A candidate (usually internal candidate) refers someone when creating or updating a submission.
- An agent refers someone when creating or updating a submission.

- A recruiter matches a candidate to a requisition (when creating a new job submission or when a match is done
with an incomplete job submission).

- Animport is done on a job submission.
- A candidate is hired on a job submission.

This feature was developed to allow recruiters to look through a list of candidate submissions from top to bottom, where
the candidate submission on the top is the oldest and the one at the bottom is the most recent. In some companies, this
way of screening is mandatory as selection is performed in a first come first serve manner. To do this, the recruiter must
see and sort on the submission completion date (ascending order) such that the oldest submissions are displayed on
the top and the recruiter goes down through the list one candidate at a time. In addition to this, the correct filter must be
activated in order not to include submissions that are not completed.

System administrators should verify if they were using the Submission Creation Date column in list formats to
accomplish a behavior similar to the new Submission Completed Date column. If this is the case, it is recommended to
use the new Submission Completed Date column instead because the Submission Creation Date column can include
candidates that have not completed their submission (either because they saved as draft and never came back or simply
because they simply dropped out of the process.

All candidate (submission) list contexts support the new Submission Completed Date column except for the following:
- All Candidates by Folder
- All Candidates by Offer
- All Candidates by Talent Pool
- Candidate Capture/Possible Duplicates
- List of automatically pooled candidates
- Search results/Advanced search
- Search results/ Conceptual search

- Search results/ Quick search
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Ordering Columns in a List Format

Configuration > [Recruiting] Administration > List Formats
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Click the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Formats for this Context tab, click a list format.
Select a number in the Sequence Number column.
Click Reorder.

Click Done.

Columns are placed in the list according to the order specified.

Selecting a Default List Format

The list format must be Active.

Configuration > [Recruiting] Administration > List Formats

1.
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Click the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Formats for this Context tab, click a list format.
Select the option Default format for this context.
Click Done.

In the Context Details page, under the Formats for this Context tab, a check icon appears in the Default column, next to
the list format. The list format will be applied by default to the list.

Setting Sort Criteria in a List Format

The list format must be created in order to set sorting criteria.

Configuration > [Recruiting] Administration > List Formats

1.
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Click the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Formats for this Context tab, click a list format.

To select a criterion, click in the Sort By column next to the desired column name.

To select a second sorting criterion, click the Up Arrow icon in the Then by column next to the desired column
name.

To select a third sorting criterion, click the Up Arrow icon in the second Then by column next to the desired
column name.

To select ascending or descending sorting order, click the Up Arrow icon repeatedly.
Click Done.
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Grouping Files in a List Format

Configuration > [Recruiting] Administration > List Formats

Click the Candidate or Requisition tab.
Select a variation in the Show list.
Click the name of a context.
In the Formats for this Context tab, click a list format.
Select the option Group records by first sort criterion.
6. Click Done.
Files are grouped in the candidate or requisition list. For example, a system administrator could decide to group

candidate files by cities. As a result, the candidate list could display candidate files grouped by the city of Boston, then
the city of Los Angeles, New York, San Francisco, etc.
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Ordering List Formats

Configuration > [Recruiting] Administration > List Formats

Click the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Formats for this Context tab, select a number in the Sequence Number column.
Click Reorder.

6. Click Done.

List formats for the context are displayed in the specified order.
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Deactivating a List Format

Configuration > [Recruiting] Administration > List Formats

Click the Candidate or Requisition tab.
Select a variation in the Show list.
Click the name of a context.
In the Formats for this Context tab, click a list format.
Clear the Active checkbox.
6. Click Done.
In the Context Details page, under the Formats for this Context tab, a check icon no longer appears in the Active column

next to the list format. Also, the list format is unavailable when users select a list format for a candidate or requisition
list.
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If you no longer want this list format, you can delete it.
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Deleting a List Format

A default list format cannot be deleted.

Configuration > [Recruiting] Administration > List Formats
1. Click the Candidate or Requisition tab.
2. Select a variation in the Show list.
3. Click the name of a context.
4. Inthe Formats for this Context tab, select a list format.
5. Click the Delete icon.

The list format is deleted from the database. It no longer appears in the Context Details page, under the Formats for this
Context tab and it is unavailable to users.

Adding a Column to a Context

Configuration > [Recruiting] Administration > List Formats

1. Click the Candidate or Requisition tab.

2. Select a variation in the Show list.

3. Click the name of a context.

4. Inthe Columns in this Context tab, click Add...
5. Select a field group.

6. Select a field in the Available Fields list.

7. Click Add.

8. Click Done.

The column appears in the Columns in this Context tab. The column is available to Recruiting Center users when they
customize their list formats.

Removing a Column from a Context

Configuration > [Recruiting] Administration > List Formats

Click the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In Columns in this Context tab, select a column.
5. Click Remove.
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The column no longer appears in the Columns in this Context tab. Also, the column is not displayed to users when they
customize their own candidate or requisition list format.

Reordering columns in the context.
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Hiding Advanced Filters

Configuration > [Recruiting] Administration > List Formats

Click the Candidate or Requisition tab.
Select a variation in the Show list.
Click the name of a context.

Clear Show Advanced Filters.

5. Click Done.

The Advanced Filters button is no longer displayed for the selected candidate or requisition list format context.
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Candidate File Identifier

The candidate file identifier is used to specify which candidate-specific information is presented in the Candidate
column of candidates lists.

The candidate file identifier can provide the following information in the form of text or icon:

- Candidate name (first name, last name, middle initial)
Identification number

- Ace Candidate icon
Internal Candidate icon
In Selection Process icon

Referred Candidate icon
The Candidate column is always displayed in candidates lists. System administrators are responsible of defining which

information will appear by default in this column. However, Recruiting Center users can modify the default set by their
system administrator via their personal preferences available under My Setup.

Specifying the Default Candidate File Identifier Content

Configuration > [Recruiting] Administration > [Fields] File Identifiers

Click Candidate.

Select the information you want to display.

Select a sorting key to determine which value will be used to sort the candidate column.
4. Click Done.

Selected values appear in the Record Identifiers page. Also, the elements selected will appear by default in the
Candidate column of candidates lists.

WN ==
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List Format - Permissions and Settings

The following permissions and settings are used for the list format functionality.

User Type Permission Description Location

Create personal list formats for the requisition ~ Allows Recruiting Center users to create Configuration > [SmartOrg] Administration >

list personalized requisition list formats. [Users] User Types > Recruiting > Requisitions

Create personal list formats for the candidate Allows Recruiting Center users to create Configuration > [SmartOrg] Administration >

list personalized candidate list formats. [Users] User Types > Recruiting > Candidates

Access requisition-specific candidate lists Allows Recruiting Center users to access Configuration > [SmartOrg] Administration >
requisition-specific candidate lists. [Users] User Types > Recruiting > Candidates

Setting Description Default Value Location

ltem Requiring Attention icon in Removes the Item Requiring Attention On Configuration > [Recruiting] Settings

Candidate Submissions icon from the candidate file upon some

specific actions performed by a recruiter
or a hiring manager against a candidate,
even if the candidate's file has not been
physically viewed.

Maximum Number of Items in List Indicates the maximum number of items 1000 Configuration > [Recruiting] Settings
displayed in the list (tasks, requisitions,
templates, submissions, etc). The
maximum number of items allowed is
1000. Contact Oracle Support for details.

Maximum Candidate List Columns Sets the number of columns that can 17 Configuration > [Recruiting] Settings
be used in a candidate list format. The
default value is 17 columns.

Maximum Number of UDF for Candidate Sets the number of columns of type 12 Configuration > [Recruiting] Settings
List Columns user-defined field (UDF) that can be

used in a candidate list format. The

default value is 12. Contact Oracle

Support for details.

Item Requiring Attention icon in Removes the Item Requiring Attention No Configuration> [Recruiting] Settings
Candidate Submissions icon when an action has been

performed against a candidate, even

if the candidate's file has not been

physically viewed.

Last Activity Date Default Filter By default, apply the filter "Last Activity = No Configuration> [Recruiting] Settings
Date".
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Setting

Last Activity Date Default Filter Value
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Description Default Value Location

Show only candidate files whose last 30 Configuration> [Recruiting] Settings
activity date has occurred during the last
X days (O=today).

The table below indicates the actions affected by the activation of the Item Requiring Attention icon in Candidate

Submissions setting.

Action

General Actions

Go in the candidate profile
Offer Actions

Create Offer

Make Offer

Cancel Offer

Capture Expectation
Capture Candidate Response
Capture Competitive Offer
Extend Offer

Renege Offer

Rescind Offer

Send Offer

Update Expiration Date
Update Start Date
Request Approval

Amend Approval Path
Decide on Approval
Terminate Approval
Candidate Selection Workflow Actions
Move/Change Status Step
Bypass

Reject

Has Declined

ORACLE

Is the Item Requiring Attention icon removed?

No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes

Yes
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Action Is the Item Requiring Attention icon removed?
Hire Yes
Schedule Interview Yes
Update Interview Yes
Cancel Interview Yes
Mark as Yes Yes
Mark as No Yes
Mark as Maybe Yes
Move all to next step Yes
Move to next step Yes
Revert Yes
Reset Selection Process Yes

Candidate File Actions

Match No
Merge No
Share No
Fill Out Form No
Print No
File in folder No
Compare Yes
Add Comment No
Add Grade No
Attach File No
Send Correspondence No
Find Similar Candidate No
Remove candidate No
Delete Submission Yes
Undelete Submission Yes
Create Screening Request No
Open Candidate Submission Yes
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Column Width in Lists

The width of columns in lists differs whether the column header contains an icon or words.

The width of columns represented with an icon is 26 pixels.

The width of columns represented with a word (field) is set as follows: the word length + the sorting icon length. There
is a minimum default width of 50 pixels. If a column has two fields (like Employer/Title or Step/Status), then the width
would be increased by 30 pixels.

There are exceptions to the above rule. The table lists columns that have a specific hard-coded default width.

Candidate List Column Hard-coded Width
Application LinkedIn ID 70 pixels
Profile LinkedIn ID 70 pixels
Application City 100 pixels
Profile City 100 pixels
Application State, City 100 pixels
Profile State, City 100 pixels
Contest Number, Job Information, Title 170 pixels
Job Information, Title 170 pixels
Application CRI 170 pixels
Profile CRI 170 pixels
Requisition List Column Hard-coded Width
Requisition Active Locales 45 pixels
Requisition Mini Active Locales 45 pixels
Job Active Locales 45 pixels
Requisition Status 100 pixels
Requisition Status Detail 100 pixels
Requisition Mini Status Detail 100 pixels
Job Status 100 pixels
Requisition Recruiter 100 pixels
Requisition Mini Recruiter 100 pixels
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Requisition List Column

Requisition Recruiter Assistant
Requisition Mini Recruiter Assistant
Job Recruiter

Requisition ID

Requisition Title

Requisition Mini Title

Requisition Job Information Title
Requisition Mini Job Information Title
Requisition Mini Title 2

Requisition Mini Title 3

Job Information Title

Maximum Number of Rows Displayed in a List

Hard-coded Width

100 pixels
100 pixels
100 pixels
100 pixels
170 pixels
170 pixels
170 pixels
170 pixels
170 pixels
170 pixels

170 pixels

Maximum number of rows Results displayed if the

returned
Requisitions List 1000
Candidates List 1000
Job-Specific Candidate List 1000
Automatic Candidate 300

Pooling List

Advanced Search Results 300
List

Offers List 1000

Selectors (such as 1000
Organizations, Locations,
Job Fields, Employers,

Institutions, etc.)

ORACLE

maximum number of rows
returned is exceeded

Yes (but, no indication that
the results exceeded the
limit)

No (but a message
indicates to filter the list)

No (but a message
indicates to filter the list)

Yes (but, no indication that
the results exceeded the
limit)

Yes (but, no indication that
the results exceeded the
limit)

No (but a message

indicates to filter the list)

Yes (but, no indication that
the results exceeded the
limit)

Results are sorted if not
all rows can be displayed

Yes. A system sort is
applied using the last
modification date. The user
can then perform a sort on
the 1000 requisitions.

No

The user can perform a
sort.

No

No

No

Alphabetical sort
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Scrollbar available

Yes

Yes

Yes

Yes

Yes

Yes

Yes
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Quick Filter

Quick filters help Recruiting Center users to quickly filter a list down to relevant information.
Quick filters are displayed on the left panel of a page and are available in the following lists:

- Tasks

- Requisitions

- Candidates

- Offers

- Requisition Templates
- Questions

- Interview Questions
- Disqualification Questions
- Competencies

- Evaluation Categories
- Evaluation Questions

- Evaluation Questionnaires

By default, quick filter categories are collapsed and only display selected filtering criteria. When a filter category is
collapsed, you can remove a criterion by clicking the Remove icon to the selected criterion. When a filter category is
expanded, you can remove a criterion by clearing the criterion.

2l i
Quick Filters
Show the following candidates
Candidates | cwn v

| Include inactive requisitions

Since _dﬁ

} Candidates

Referred

F Submissions

} Requisitions
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Quick Filters

Show the following candidates
Candidates | own ¥

| Include inactive requisitions

Since EH

¥ Candidates

|| Interna
efsrred

| Requiring attention

| Active on concurrent requisition

| Mewin selection process

| Inselection process

} Submizsions

} Requisitions
When no quick filter is selected, the list displays all available entries. As soon as one filter is selected, it is automatically
applied to the list and the list refreshes according to the selection made. Users do not need to refresh the list. For

example, in the Requisitions list, if the "Status - Open" quick filter is selected, only open requisitions are displayed in the
list.

Several quick filters can be applied at a time. Some quick filters have a Refresh icon to refresh the related list. Also, when
entering data in more than one field and clicking the Refresh icon or pressing the Enter key, the refresh action takes into
account the data entered in all the fields.

Note: When applying Organization, Location or Job Field quick filters, select the desired value and then click into
another field in the quick filter area to get the list to refresh with the criteria applied.

Displaying Quick Filters in a List
System administrators have the ability to configure quick filters available in requisitions and candidates lists.

For a list format context, system administrators can select quick filters amongst a predefined list of filters. See
Candidate Quick Filters and Requisition Quick Filters.

System administrators can define a default value for certain quick filters. These default values are automatically applied
to the list.

- If a quick filter is displayed to users, users can choose to edit the default value for the filter.
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If a quick filter is not displayed to users, this means that the users will only see candidates or requisitions
according to this default value. As a result, the total number of candidates or requisitions can be different from
what users see on their list.

Example: In the list format "All Candidates / By Requisition”, the system administrator decides to not display the ACE
filter but yet decides to set the ACE filter as a default value. As a result, when users review the candidates list of a
specific requisition, they will see a certain number of candidates. However, if they click the "candidate” number, which
will display the list format "All candidates / By Requisition” for that same requisition, the system will present them with
only the ACE candidates, but will not display the ACE filter and therefore the number of candidates they see are reduced
to only show ACE candidates.

Displaying Quick Filters

Configuration > [Recruiting] Administration > List Formats

Click the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Context Details page, click the Quick Filters tab.

Select filtering criteria by selecting the Displayed check box next to each criterion.

Optional: You can select a default criterion by selecting the Default Value check box next to the criterion.
Order filtering criteria by selecting a number in the Sequence Number column.

For candidate list filters, the configuration option appears repeatedly for every single list format, however,

similar requisition formats such as requisition specific candidate list formats will share the same configuration.
Changing it in one location, will change it in all others as well.

8. Click Apply.
9. Click Done.

Quick filters are displayed in the Recruiting Center for the selected requisition or candidate list format context.

NOoOUuhAWNA

Quick Filters in the Requisitions Lists

Quick filters are available in requisitions lists and mini requisitions lists.
Quick filters in the requisitions list:
Primary Location
- Organization
- Job Field
- Status
Requisition Title
Note: The Status quick filter is considered a multi-select within the same field and acts as an OR filter. For example,

when selecting the Draft and Open status filters, the user will see all requisitions that are either in Draft or Open
status.
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Quick filters in the mini requisitions list:
« Primary Location
- Organization
- Job Field

Candidate List Quick Filters

The table presents the quick filters available in different candidates lists.

Quick Filter All Candidates by All Candidates By All Candidates By Requisition Search Results
Requisition Folder Offer Specific - Quick or
Candidate List Advanced

Candidates - Yes Yes Yes Yes Yes
Internal

Candidates - Yes Yes Yes Yes Yes
Referred

Candidates Yes Yes Yes Yes Yes
- Requiring

Attention

Candidates - In Yes Yes

selection Process

Candidates - Yes Yes
Active on Current
Requisition

Candidates Yes Yes Yes
- Active on
concurrent
requisition

Candidates Yes Yes
- Exclude
disqualified

Candidates - Yes Yes
New in selection
process

Submissions Yes Yes
- Submission

completed

Submissions - Yes Yes
Meet required

criteria

Submissions - ACE = Yes Yes

Submissions - Yes Yes
Assets Met

ORACLE

Chapter 5
Lists and Filters

List of
automatically
pooled candidates

Yes

Yes

Yes
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Quick Filter All Candidates by All Candidates By All Candidates By Requisition Search Results List of
Requisition Folder Offer Specific - Quick or automatically
Candidate List Advanced pooled candidates
Submissions - Yes Yes

Results between %

Submissions - Yes Yes
Creation Date

Submissions - Yes Yes
Completion Date

Submissions - Last  Yes Yes Yes Yes
Activity Date

Submissions - Step  Yes Yes

Submissions - Yes Yes

Status

Submissions - Yes Yes Yes Yes

Employer

Submissions - Yes Yes Yes Yes Yes
Program

Submissions - Yes
Radius

Requisitions - Yes

Status

Requisitions - Yes

Organization

Requisitions - Yes
Primary location

Requisitions - Job = Yes
Field

Requisitions - Yes
Requisition ID

Folder Name Yes

Offer Status Yes

Shift Yes Yes
Offer Dates: Yes

Creation, Start,

Approval,

Expiration &
Acceptance

Note: Candidates quick filters are considered a single select on different fields and the AND operator is used between filters. For example, when
selecting the "Internal" and "Referred candidate" filters, the user will only see the candidates that are both Internal and Referred.
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Quick Filter All Candidates by All Candidates By All Candidates By Requisition Search Results List of
Requisition Folder Offer Specific - Quick or automatically
Candidate List Advanced pooled candidates

Note: The Candidates - Active on Current Requisition filter will display any candidates in an active step/status (excluding any that are in a
rejection, decline, or in hire step/status). The Candidates - In selection Process filter will display any candidates in an active step/status (excluding
any that are in a rejection, decline, or in a hire step/status) and not flagged as disqualified based on disqualification questions.

Quick Filters in the Offers List

Quick filters are available in the offers list.
Quick filters in the offers list:

- Status

o Accepted

o Approval in Progress
o Approval Rejected
o Approved

o Canceled

o Draft

o Extended

o Has Declined

o In Negotiation

o Offer to be made
o Refused

o Rejected

o Reneged

o Rescinded
- Creation Date
- Start Date
- Approval Date
- Expiration Date

- Acceptance Date
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- Candidates

o Internal
o Referred
o Requiring attention

o Most advanced progression status

Quick Filters in the Tasks List

The table presents quick filters available in the Tasks list.

Quick Filter Description

Requiring attention Displays tasks that have the Item Requiring Attention icon. Self-assigned tasks are the only type of
tasks that do not have an ltem Requiring Attention icon because it is always the assignee who creates
the task.

Hide completed tasks Removes tasks that have the Completed status.

Due date Displays tasks for which the due date matches the selected value (All, Next Week, Today, Overdue).
When the option "Exclude task without due date" is selected, tasks without a due date will not appear
in the list.

Task type Displays the type of task selected. If no task type is specified, all task types appear in the list.

Related to Candidate Displays tasks related to the selected candidate.

Related to Requisition Displays tasks related to the selected requisition.

Related to Assignee Displays tasks related to the selected user.

"Tasks assigned to me" filter

The "Tasks assigned to me" filter was created to eliminate the confusion of mixing tasks that users own with tasks that
users might not own, but are for requisitions they own.

The "Tasks assigned to me" filter is available in the Tasks list and Tasks channel. In the Tasks list, the filter is available
in the "Show tasks for requisitions:" drop-down menu. It is the default value when accessing the Tasks list. In the Tasks
channel, the "Tasks assigned to me" link brings users to the Tasks list which displays tasks assigned to them.
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Quick Filters

Show tasks for reguisitions:

Tasks assigned to me

In the Tasks channel, when a task is clicked under Self-assigned Tasks, users are brought to the Tasks list. The "Tasks
assigned to me" value in the Tasks list is selected by default no matter what the "Show the following information" filter
on the home page is set to.

Show information for requisitions:

| collaborate on b

=
| v | Tasks
Recruiting . Total
Tasks assigned to me 8 19
All staffing tasks 0 1
Self-assigned Tasks
Open 0 1
Owverdue 0 1

In the Tasks channel, when a task is clicked under Requisitions, Candidates, Offers, etc., users are brought to the Tasks
list and the value in the "Show tasks for requisitions:" filter is identical to the value selected in the "Show information
for requisitions:" filter of the home page. Example: If "l own" is selected in the home page, then "l own" will be selected
by default in the "Show tasks for requisitions:" filter of the Tasks list. If a group is selected in the "Show information for
requisitions:" filter on the home page, then the same group will be selected in the Tasks list.

Advanced Filter

Advanced filters help Recruiting Center users to filter lists using an expansive set of filtering criteria.
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Both requisitions and candidates lists have an Advanced Filters button in the left panel, at the very bottom of the Quick
Filters panel. Recruiting Center users can select several advanced filter criteria to filter a list. Once criteria are selected,
the criteria are presented to the user across the top of the screen with a Remove icon next to the criteria. When clicking
the Remove icon, the criteria is removed and the list is dynamically updated according to the updated criteria set. User-
defined fields can also be available as filtering criteria.

Candidates

A O el S P More Actions. =

Selected Crileria

[ M | (® | Candidate 24| Req D, Tite 14| Selaction Step, Status Education Lewel Program ¥ =
¥ 1810000097 - Consultant

Smith, John (1T06187620)  Fn §10000097 - Congulant New - To be evalualed - [

Advanced filters are filtering on an already filtered list, that is whatever advanced filter criteria is selected, the list will be
filtered based on what is already displayed in the list.

Example: A user filters a requisitions list using the "Pending", "Open" and "On Hold" status quick filters (he does not
select the Draft status filter). The user then applies the advanced filter "Status Details/Draft". The list will display "No
matches found". In this example, the system first displays all requisitions except Draft ones. Then, from the results
displayed by the quick filters, the system finds those requisitions that are draft.

When using advanced filters for which words must be entered, users can enter partial words. For example, a user could
filter a candidate list with candidates whose first name starts with "cath". The system would retrieve candidates whose

non

first name is "cathy", "catherine" or "cathia".
Advanced Filter - Keyword

}/\Ilhen using the Keyword advanced filter in a requisitions list, the system looks through this content of the requisition
ile:
+ Requisition number
- Requisition title
- Requisition title by manager
- Requisition internal description
- Requisition external description
« Job board summary description
- Internal qualifications
- External qualifications
- Abstract
- Additional information
- Department

- Position
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Requisition/Job Information UDF
- Offer UDF
Department UDF

Displaying Advanced Filters

Configuration > [Recruiting] Administration > List Formats

1. Click the Candidate or Requisition tab.
2. Select a variation in the Show list.

3. Click the name of a context.

4. Select Show Advanced Filters.

5. Click Done.

The Advanced Filters button is displayed in the Recruiting Center for the selected candidate or requisition list format
context.

Show Filter

The Show information for filter allows Recruiting Center users to filter information displayed in a list using ownership,
collaboration or status criteria.

The Show information for filter can appear in the home page, the Requisitions list, Candidates list, Tasks list, Offers list,
etc.

The Show filter:

- Can be configured to be displayed everywhere except on the home page.
- Can be configured to be displayed everywhere including the home page.
- Can be hidden.

Values appearing in the Show filter depend on the permissions granted to the user and on the configuration of the
application. Available values are the same for all three pages where the Show filter can appear. Possible values are:

...lown

... | collaborate on

... | own or collaborate on

...In my coverage area, | own or collaborate on
- All

For example:

If a user's permissions does not allow the user to see requisitions they don’t own, the user will only see the "l
own" value.

If a user's permissions allow the user to see requisitions they don’t own but the collaborator feature is not
available in the company, the user will not see the following values related to the collaborator feature: "l own or
collaborate on", "l collaborate on" and "in my coverage area, | own or collaborate on".
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- If a user's permissions allow the user to see requisitions they don’t own and the collaborator feature is available
in the company, the user will see the following values related to the collaborator feature: "l own or collaborate

on", "l collaborate on" and "in my coverage area, | own or collaborate on".

When displaying the Candidates list, a check box called Include inactive requisitions since appears just underneath the
Show filter. Selecting this check box will add to the Requisitions list the Deleted, Canceled and Filled requisitions.

Displaying the Show Filter

The following settings are used to configure the Show filter.

Setting Description Default Value

Show information for Filter Visibility To set whether the Show filter controlis = Everywhere
displayed on lists and the home page. including in the
If you think users will not need to home page

change the value of the Show filter,
consider not displaying the Show filter to
them.

Default Value for the Show Information = Default Value for the Show Information = Requisitions | own
Filter Filter

ORACLE

Location

Configuration > [SmartOrg]
Administration > [Users] Configuration
Profiles

Configuration > [SmartOrg]
Administration > [Users] Configuration
Profiles
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6 Fields and Selection Lists

Field
Field

The Recruiting Center uses standard fields supplied by the system and which provide standardized information on
candidates, requisitions, offers. User-defined fields (UDFs) can also be created to capture any additional information
required by your organization.

Fields are divided into four categories based on where they are used in the Recruiting Center:

- Candidate
- Department
- Offer

- Requisition

When you click on a category, standard fields for that category are displayed. You can filter the list using the Show Fields
filter. If you click the Show User-defined Fields link, you can see available UDFs. You can also click Create User-defined
Fields to create new UDFs.

Field Category Filter

Candidate - Certifications
Contingent Staffing
Education
Employee Metrics
Evaluation Management
Personal Information
References
Submission

- Work Experience

Offer - All Offer Types
Competitive Offer
Expectations
Offer Terms

Requisition
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Field Category Filter
Requisition - Al

- Department
- Offer

« Requisition

Field Properties

Various properties can be applied to both standard fields and user-defined fields:

- Availability: Where the field is used, that is the Recruiting Center, career sections, the candidate search feature,
the History tab, reports (for UDFs). See Field Availability.

Personally Identifiable Information (in Career Section): This option is available for the Date of Birth, Social
Security Number, and candidate user-defined fields. When the option is selected, if candidates enter a value in
these fields and save the page, the value is no longer displayed in the field and asterisks are displayed in place
of the value on the Summary page. See Masking Values for Date of Birth, Social Security Number and Candidate
UDFs.

- Content Required: The content of a field may be required to save, approve (requisition fields only), or source
(requisition fields only) and users must enter information in the field in order to proceed. If content is not
required, users do not have to enter any information in the field.

- Security Level: Each field is associated to a security level to restrict access or viewing of a field. Security levels
are General, Restricted, or Confidential. See Field Security Level.

- Organizations, Locations, and Job Fields: To make fields relevant to a specific context. See Field
Contextualization.

Exceptions: An exception regarding a staffing type, that is Professional, Hourly, Campus, Contingent,
Executives. See Field Staffing Type Exception.

Default Maximum Number of UDFs

There are limitations to the number of user-defined fields (UDF) that can be created. The default maximum number of
UDFs is 100 per category of fields. Examples of category of fields are Requisition, Candidate, Offer, Department, Work
Experience, Education, etc. There is a limit of 100 reportable UDFs per business entity. If a customer wants more than
100 UDFs, the customer will need to enter a service request with Oracle Support.

Field Availability

Standard fields and user-defined fields (UDFs) can be made available for use in the Recruiting Center, career sections,
the candidate advanced search feature, the History tab, and reports (UDFs only).

The availability of a field varies by field category. The following table indicates where categories of fields are available.

Availability Candidate Requisition Offer Department

Taleo Recruiting Yes Yes Yes Yes
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Availability Candidate Requisition Offer Department
Career Section Yes Yes
Candidate Search Yes
History Yes
Custom Report Universe Yes Yes Yes Yes
(UDFs only)

The Recruiting setting "UDF Tracking Activation" defines the number of candidate user-defined fields (UDF) that can

be tracked when changes are made. Each time a change is made to a candidate UDF of type Personal Information, Work
Experience and Education, a tracking entry appears in the candidate file History tab to track the previous value. A limit
of 20 candidate UDFs can be tracked. Once the limit is reached, system administrators are not able to set more UDFs as
available in "History".

Candidate Submission User-Defined Fields Available in Recruiting Center

When candidate submission user-defined fields (UDFs) are made available to be used in the Recruiting Center, they can
be used in the following areas:

User-defined forms and files: Submission UDFs are available in the Basic Profile, Candidate Personal
Information, and Submission Information 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
user-defined files, Submission Information forms are available under the Basic Profile, Candidate Personal
Information, and Submission Information blocks. Submission Information forms can be used in both profile and
submission contexts. Depending on which context Submission Information forms are being used, the visibility
of submission UDFs is controlled. Even though the form and block contain submission information, submission
information is visible to the users only in a submission context. In a profile context, submission information is
automatically hidden. Note that in a submission context, if a block doesn’t contain any submission information,
the entire block is hidden.

List formats: Submission UDFs can be used in the following list format contexts: All contexts associated to
CSW steps, Requisition-specific Candidate List Global (GLOBAL), All Candidates / By Offer, All Candidates / By
Requisition. Submission UDFs are not available in list formats which are used in profile context.

Auto-progression of candidates: Submission UDFs can be used to create conditions to automatically progress
candidates in the candidate selection workflow. When administrators create a new condition, submission UDFs
are available for selection under Job-specific submission > User-defined Field > Submission Information.

Message variables: Submission UDFs can be used as variables in message templates. The token format is
{Submission.UDF_fieldname} where fieldname is the UDF value.

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 the following areas:

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.
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Field Security Level
Each field is associated to a security level to restrict access or viewing of a field.

When configuring fields, system administrators define how sensitive each field is by assigning the General, Restricted or
Confidential security level..

Security Level Description

General No security, fields can be viewed and edited. It is the most basic security level; most fields have this
level by default.

Restricted Medium security, most users can view the fields, but only designated users can edit them. It is used to
restrict specific users from either viewing or editing the information.

Confidential Top secret security, only designated users can view and edit the fields. This is a confidentiality level
beyond the Restricted security level that can be used to restrict users from viewing and/or editing the
information, especially sensitive information. Two fields are marked as Confidential by default: Social
Security Number and Date of Birth.

Some requisition fields are always visible regardless of their security level. This allows control over who can edit fields,
but does not prevent visibility, important in most cases.

- Requisition ID

- Title

« Primary Location

- Organization

- Job Field

+ Recruiter

- Hiring Manager

The security level of a field is also associated to security level permissions granted for requisitions, candidates

and offers, in view mode and in edit mode. Security level permissions define if users have a general, restricted or
confidential access to fields displayed in the system. Note that for the above listed fields, the security level in view mode
can be configured, but will not apply. Only the security level in edit mode will be applied.

User Type Permission Location

Security level for requisitions (in view Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General
mode)

Security level for requisitions (in edit Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General
mode)

Security level for internal candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
view mode)

Security level for external candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
view mode)
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User Type Permission Location
Security level for internal candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
edit mode)
Security level for external candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
edit mode)
Security level for offers (in view mode) Configuration > [SmartOrg] Administration> User Types > Recruiting > Offers > General
Security level for offers (in edit mode) Configuration > [SmartOrg] Administration> User Types > Recruiting > Offers > General

When defining a user type, system administrators need to decide which security level will be granted for these specific
permissions. Each user type has one of the above security levels associated to it to define if the user type has a general,
restricted or confidential access to information.

The security level of a field can be modified at any time, thus impacting the user types associated to that security level.

At a high level, the user type permissions work as follows:

- Users having the "general" permission access will only see/edit fields set at the "general" security level.

- Users having the "restricted" permission access will see/edit fields set at the "general" and "restricted" security
levels.

- Users having the "confidential" permission access will see/edit fields set at all security levels, that is "general”,
"restricted", and "confidential".

For example, a hiring manager might have a view and edit access to general requisition fields, a view only access to
restricted requisition fields and no access at all to confidential requisition fields, while having a view only access to
general offer fields.

More specifically the behaviors of these permissions are:

- Restricted/Confidential fields in View mode in the file:
If a field is at a higher security level than the user has access to view, the field will not be displayed to the user.
- Restricted/Confidential fields in Edit mode in the file:

If a field is at a higher security level than the user has access to edit, but the field security level gives them
access to view it, then the field will be in read only mode in the edit. If a field is at a higher security level than the
user has access to edit or view, then the field will not be displayed to the user.

- Restricted/Confidential fields on the list:

If a field is at a higher security level than the user has access to view for both external AND internal candidates,
the user will see what he is allowed to see and an empty field will be displayed for the information the user
cannot see. If a field is at a higher security level than the user has access to view for either external OR internal,
but not both, then the column will be displayed and the field will be empty for those candidates that the user is
restricted from seeing the content, whether the field has data or not. As well, grouping by this field on the list
will not be possible in this scenario.

- Restricted/Confidential fields in the advanced/quick filters of a list:

If a field is at a higher security level than the user has access to view for both external AND internal candidates,
then the column will not be available in the advanced or quick filters. If a field is at a higher security level than
the user has access to view for either external OR internal, but not both, then the column will be available in
the advanced or quick filters. If the user filters using this field, then the system will filter as specified for the
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candidate type that they can view, but will not filter the candidate type that they are restricted from seeing the
content and therefore will return all candidates for that type.

Restricted/Confidential fields in the search (Quick/Advanced/Duplicate Check):

If a field is at a higher security level than the user has access to view for both external AND internal candidates,
then the field will not be available in the search.

If a field is at a higher security level than the user has access to view for either external OR internal, but not
both, then the field will be available in the search. If the user searches using this field, then the system will
search as specified for the candidate type that they can see, but will not search the candidate type that they are
restricted from seeing the content.

Restricted/Confidential fields in message templates (correspondence):

If a field is at a higher security level than the user has access to view, then the user will not be able to send a
message template that contains the restricted or confidential token.

Note: Some candidate fields may automatically be set to Restricted or Confidential and should be reviewed and
possibly edited to achieve the desired behavior. For example, by default many related personal information fields
may be set to Restricted, and date of birth and social security number are always set to Confidential. It is important to
review the state of these fields and ensure they are set properly according to the customer desired outcome.

Field Contextualization
Field contextualization resides in specifying the Organization-Location-Job Field structure for a field.

For each field, with the exception of fields set as mandatory by the system, system administrators can choose to define
that a field is only available for a specific Organization, Location or Job Field. This means that outside of the defined
structure, the field will not be visible.

Example: Let's say your organization wants the "Citizenship Status" field to only appear in US jobs. To do that, the
system administrator needs to associate the "Citizenship Status" field to the "United States" location (Configuration
> [Recruiting] Administration > [Fields] Requisition > Citizenship Status > Edit Field Availability). When creating a
requisition, the "Citizenship Status" field will only be available if the location of the requisition is the United States.

The contextualization of candidate fields in Career Sections will display based on the Organization-Location-Job Field
of the requisition for which candidates are applying or based on the Organization-Location-Job Field in the candidate's
record if candidates are in a General Profile flow.

There are two ways for the Organization-Location-Job Field contextualization to get onto the general profile of a
candidate.

- When the Organization-Location-Job Field block is part of the General Profile flow, then the candidate must
make a selection on Organization-Location-Job Field .

- When a candidate applies on a requisition, the Organization-Location-Job Field for that requisition is added to
the candidate's General Profile.

Example: Let's say your organization wants the "Social Security Number" field to appear for candidates applying to jobs
in the US. To do that, the system administrator needs to associate the "Social Security Number" field to the "United
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States" location (Configuration > [Recruiting] Administration > [Fields] Candidate > Social Security Number > Edit Field
Availability). With this contextualization:
- When a candidate applies for a job, the job must have the United States location in order for the Social Security
Number field to be presented for completion.

- When a candidate creates a general profile, the candidate must have the United States location specified in his/
her job preferences for the Social Security Number field to be presented for completion.

- When a recruiter views/edits (if authorized) a job submission, the Social Security Number field will not appear
unless the job associated with the submission has a United States location.

- When a recruiter views/edits (if authorized) a candidate general profile, the Social Security Number field will not
appear unless the candidate's job preferences include a United States location.

Note: The following fields cannot be contextualized or marked with various security level because they are
mandatory to support the requisitions or candidates in the system: Creation Date, Last Modified Date, Requisition
Number.

Field Staffing Type Exception
A field can be associated to a given Organization-Location-Job Field structure for different staffing types.

An exception regarding the staffing type (Professional, Hourly, Campus, Contingent, Executives) can be created for

a field. System administrators can define an Organization-Location-Job Field structure specifically for staffing types
where specific contextualization is required. When doing this, system administrators are able to define new properties
for the field as well as a new Organization-Location Job Field structure for the field for that staffing type.

Examples:
- A customer wants the Shift Availability Grid field to be visible for Hourly job submissions only. This would
be done by modifying the property of the field to not available, and then adding an exception for the Hourly
staffing type where the property for the field is set to available.

- A customer wants to set the Social Security Number field so that it does not appear on any candidate
submissions except for Hourly submissions in the United States. This would be done by modifying the property
for the field to not available, and then adding an exception for the Hourly staffing type where the property for
the field is set to available and has the United States location linked to it.

- A customer wants to allow the designation of whether medical clearance is an employment precondition on
all requisitions in the Medical Testing division except for executive jobs where clearance is only required for
Medical Testing requisitions in China, the United States and the United Kingdom. The customer does NOT want
this field to display in any other contexts. This would be done by making the field available for recruiting, linking
the field to the Medical Testing organization, and then creating an exception for the Executives staffing type
where the property of the field is set to available and is linked to the China, United Kingdom and United States
locations and the Medical Testing organization.

Modifying Standard Fields

The modification of a standard field consists of the following steps.
1. Defining the properties of the field.
2. Associating the field to Organizations, Locations, Job Fields.
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3.
4.

Creating a staffing type exception for the field.
Granting security level permissions for requisitions, candidates, and offers.

Defining the Properties of a Field

Configuration > [Recruiting] Administration > Fields

1.

N

Click a field category.

2. Click the name of a field.
3.
4. Select where the field will be available: Recruiting Center, career sections, the candidate search feature, the

Click Edit Field Availability next to Properties.

History tab, and in reports (UDFs only).

For the Date of Birth, Social Security Number, and any candidate user-defined fields, the Personally Identifiable
Information (in Career Section) option is available. When selected, if candidates enter a value in these fields and
save the page, the value is no longer displayed in the field and asterisks are displayed in place of the value on
the Summary page. See Masking Values for Date of Birth, Social Security Number and Candidate UDFs.

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.

Recruiting Center users will need to enter information in the field in order to proceed. If content is not required,
users do not have to enter information in the field. If a field in a file is mandatory and the user is not authorized
to edit the field because of the security level of the field, an error message will be displayed and the user will not
be allowed to complete the transaction.

Offer fields configured as required only apply in the context of a job offer (Offer Terms). As a result, offer
fields are not required when users are creating other types of offers (that is, current job, competitive offer,
expectations). Also, users permitted to create/edit supplementary offers are able to enter as much or as little
data as they desire, and when creating a job offer they are required to complete any required fields prior to
saving.

Specify the security level of the field, that is General, Restricted, or Confidential.

Click Save.

Associating a Field to an Organization, Location, Job Field

The Enable Field Classification setting must be enabled in the Recruiting settings.

Configuration > [Recruiting] Administration > Fields

1
2,
3.
4.
5.

Click a field category.

Click the name of a field.

Click Add next to Organizations, Locations, or Job Fields.
In the selector, select one or more elements.

Click Select.

The organizations, locations and job fields selected appear in the field page. The field is available in the Recruiting
Center for an Organization-Location-Job Field structure context associated to the same organizations, locations or job
fields. For details, see Field Contextualization.
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Creating a Field Exception

Configuration > [Recruiting] Administration > Fields

Click a field category.
Click the name of a field.

Click Create.

NS A UN

Click Select.

Click Add next to Exceptions.
Select a staffing type from the Staffing Types drop-down list.

If desired, click Add next to Organizations, Locations and/or Job Fields.
Select organizations, locations and/or job fields.

The selected staffing type appears in the Exceptions section of the field page. The field will no longer be available when
creating a user-defined form for a specific staffing type or Organization-Location-Job Field structure of a staffing type.
For details, see Field Staffing Type Exception.

Granting Security Level Permissions for Requisitions, Candidates,

and Offers

The security level of a field is associated to the security level for requisitions, candidates and offers, in view mode and in

edit mode.

This is done using the following security level permissions:

User Type Permission

Security level for requisitions (in view
mode)

Security level for requisitions (in edit
mode)

Security level for internal candidates (in
view mode)

Security level for external candidates (in
view mode)

Security level for internal candidates (in
edit mode)

Security level for external candidates (in
edit mode)

Security level for offers (in view mode)

Security level for offers (in edit mode)

ORACLE

Location

Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General

Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General

Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General

Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General

Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General

Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General

Configuration > [SmartOrg] Administration> User Types > Recruiting > Offers > General

Configuration > [SmartOrg] Administration> User Types > Recruiting > Offers > General
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Granting Security Level Permissions for Requisitions

Configuration > [SmartOrg] Administration > User Types

Click on a user type.

In the Recruiting functional domain, click Edit next to Requisitions.
Select the permission Security level for requisitions (in edit mode).
Set the desired security level.

Select the permission Security level for requisitions (in view mode).
Set the desired security level.

Click Save.

NOUAWN

Granting Security Level Permissions for Candidates

Configuration > [SmartOrg] Administration > User Types

Click on a user type.

In the Recruiting functional domain, click Edit next to Candidates.

Select the permission Security level for internal candidates (in edit mode).
Set the desired security level.

Select the permission Security level for internal candidates (in view mode).
Set the desired security level.

Select the permission Security level for external candidates (in edit mode).
Set the desired security level.

Select the permission Security level for external candidates (in view mode).
Set the desired security level.

. Click Save.
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Granting Security Level Permissions for Offers

Configuration > [SmartOrg] Administration > User Types

Click on a user type.

In the Recruiting functional domain, click Edit next to Offers.
Select the permission Security level for offers (in edit mode).
Set the desired security level.

Select the permission Security level for offers (in view mode).
Set the desired security level.

Click Save.

NOUAWNA

Creating a User-Defined Field

User-defined fields (UDF) can be created to collect information according to specific organization requirements.
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The following types of user-defined fields can be created:

- Text and multilingual text

Number
Date

- Selection

The creation of a user-defined field consists of the following steps:

VAWNRA

Creating a user-defined field of type text, number, date, selection.
Defining the properties of the field.

Associating the field to Organizations, Locations, Job Fields.

Creating a staffing type exception for the field.

Granting security level permissions for requisitions, candidates, and offers.

Creating a User-Defined Field of Type "Text" or "Multilingual Text"

Configuration > [Recruiting] Administration > Fields

1.

Click a field category.

2. Click Create User-defined Field.
3.
a4

In the Type list, select Text or Multilingual Text.
Enter a name for the field.
The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.
Enter help text if you are creating a Candidate field.
The help text will be displayed in the career section directly below the user-defined field, providing candidates
with an explanation of the field. If using multiple languages, you will have to enter a translation of the help text
for those languages. If translations are not provided, the system copies the help text into the other languages
and adds the wording "not translated" at the end.
The help text can contain up to 1000 characters (spaces count as characters). It is recommended, however,
that help text be kept as short as possible to improve readability and to ensure that the text does not compete
against more important information for the user's attention.
Enter a label.
This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.
Enter a short label.
This label name is used in lists. Short Label is not available for Department, Requisition, and Offer user-defined
fields.
Enter information in the Attributes section.

a. Inthe Max. Num. Chars. field, enter a number to set the maximum number of characters in this field.

b. Inthe Width field, enter a number to set the width of the field in terms of characters. For example, a value

of 20 means that the field will be 20-character wide.
c. Inthe Num. of lines field, enter a total number of lines for this field.
d. Inthe Default field, enter the default text that will appear in the Text field when it is displayed. The text
must respect the format settings listed previously.
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9.
10.

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

Creating a User-Defined Field of Type "Number"

Configuration > [Recruiting] Administration > Fields

1.

2
3.
4

8.
9.

Click a field category.

. Click Create User-defined Field.

In the Type list, select Number.

Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.

Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.

Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition and Offer user-defined
fields.

Enter information in the Attributes section.

a. Inthe Specific Number Type field, select a number type: Not Specified, Number, Amount.

In you selected Not Specified, enter in the Num. of Decimals field a number to set the maximum number
of decimals in this field (numeric value only). Decimals count as digits. Therefore, the value entered in
Num. of Decimals must be lower than the number entered in the Maximum field.

b. Inthe Width field, enter a number to set the width of the field in terms of characters. For example, a value
of 20 means that the field will be 20-character wide.

c. Inthe Maximum field, enter a number to set the maximum number of digits in this field, including
decimals.

d. Inthe Default field, enter the number that will appear in the Number field by default. This number must
reflect the settings entered previously. The Default value must be equal to, or higher, or lower than the
maximum number of digits.

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

Creating a User-Defined Field of Type "Date"

Configuration > [Recruiting] Administration > Fields

1.

2.
3.
4.

Click a field category.

Click Create User-defined Field.

In the Type list, select Date.

Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.

Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.

Enter a short label.
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This label name is used in lists. Short Label is not available for Department, Requisition and Offer user-defined
fields.
Enter information in the Attributes section.
a. Inthe First Year in Range field, select the earliest year to be displayed.
b. Inthe Last Year in Range field, select the last year to be displayed.
c. Inthe Display Order field, select the order in which the years will be displayed.
d. Select Day Displayed option to display the day.
Translate the field into all available languages. Languages are available at the upper right of the page.
Click Save.

Creating a User-Defined Field of Type "Selection"

Configuration > [Recruiting] Administration > Fields

1.

2
3.
4

n.
12.
13.

Click a field category.

. Click Create User-defined Field.

In the Type list, select Selection.

Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.

Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.

Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition and Offer user-defined
fields.
In the New/Modified Element field, enter a value for the selection then click Apply.

The newly created value appears in the Available Elements list.

Repeat step 7 for all the values in the selection.

Activate the values by selecting each value and clicking Add.

If you want one of the value to be selected by default, select the value in the Active Elements list, then select the
Default option.

The word Default appears in parenthesis beside the value.

Indicate if you want the selection to be of type single answer or multiple answers.

Translate the selection into all available languages. Languages are available at the upper right of the page.

Click Save.

Defining the Properties of a Field

Configuration > [Recruiting] Administration > Fields

1.
2.
3.
4.

5.

Click a field category.

Click the name of a field.

Click Edit Field Availability next to Properties.

Select where the field will be available: Recruiting Center, career sections, the candidate search feature, the
History tab, and in reports (UDFs only).

For the Date of Birth, Social Security Number, and any candidate user-defined fields, the Personally Identifiable
Information (in Career Section) option is available. When selected, if candidates enter a value in these fields and
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7.
8.

save the page, the value is no longer displayed in the field and asterisks are displayed in place of the value on
the Summary page. See Masking Values for Date of Birth, Social Security Number and Candidate UDFs.
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.

Recruiting Center users will need to enter information in the field in order to proceed. If content is not required,
users do not have to enter information in the field. If a field in a file is mandatory and the user is not authorized
to edit the field because of the security level of the field, an error message will be displayed and the user will not
be allowed to complete the transaction.

Offer fields configured as required only apply in the context of a job offer (Offer Terms). As a result, offer

fields are not required when users are creating other types of offers (that is, current job, competitive offer,
expectations). Also, users permitted to create/edit supplementary offers are able to enter as much or as little
data as they desire, and when creating a job offer they are required to complete any required fields prior to
saving.

Specify the security level of the field, that is General, Restricted, or Confidential.

Click Save.

Associating a Field to an Organization, Location, Job Field

The Enable Field Classification setting must be enabled in the Recruiting settings.

Configuration > [Recruiting] Administration > Fields

1
2.
3.
4.
5.

Click a field category.

Click the name of a field.

Click Add next to Organizations, Locations, or Job Fields.
In the selector, select one or more elements.

Click Select.

The organizations, locations and job fields selected appear in the field page. The field is available in the Recruiting
Center for an Organization-Location-Job Field structure context associated to the same organizations, locations or job
fields. For details, see Field Contextualization.

Creating a Field Exception

Configuration > [Recruiting] Administration > Fields

NS A UN

Click a field category.

Click the name of a field.

Click Add next to Exceptions.

Select a staffing type from the Staffing Types drop-down list.

Click Create.

If desired, click Add next to Organizations, Locations and/or Job Fields.
Select organizations, locations and/or job fields.

Click Select.

The selected staffing type appears in the Exceptions section of the field page. The field will no longer be available when
creating a user-defined form for a specific staffing type or Organization-Location-Job Field structure of a staffing type.
For details, see Field Staffing Type Exception.
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Granting Security Level Permissions for Requisitions, Candidates,
and Offers

The security level of a field is associated to the security level for requisitions, candidates and offers, in view mode and in
edit mode.

This is done using the following security level permissions:

User Type Permission Location

Security level for requisitions (in view Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General
mode)

Security level for requisitions (in edit Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General
mode)

Security level for internal candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
view mode)

Security level for external candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
view mode)

Security level for internal candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
edit mode)

Security level for external candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
edit mode)

Security level for offers (in view mode) Configuration > [SmartOrg] Administration> User Types > Recruiting > Offers > General
Security level for offers (in edit mode) Configuration > [SmartOrg] Administration> User Types > Recruiting > Offers > General

Granting Security Level Permissions for Requisitions

Configuration > [SmartOrg] Administration > User Types

Click on a user type.

In the Recruiting functional domain, click Edit next to Requisitions.
Select the permission Security level for requisitions (in edit mode).
Set the desired security level.

Select the permission Security level for requisitions (in view mode).
Set the desired security level.

Click Save.

NoOUAWNRA
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Granting Security Level Permissions for Candidates

Configuration > [SmartOrg] Administration > User Types
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Click on a user type.

In the Recruiting functional domain, click Edit next to Candidates.

Select the permission Security level for internal candidates (in edit mode).
Set the desired security level.

Select the permission Security level for internal candidates (in view mode).
Set the desired security level.

Select the permission Security level for external candidates (in edit mode).
Set the desired security level.

Select the permission Security level for external candidates (in view mode).
Set the desired security level.

. Click Save.

Granting Security Level Permissions for Offers

Configuration > [SmartOrg] Administration > User Types

NoUhAUWUNRA

Click on a user type.

In the Recruiting functional domain, click Edit next to Offers.
Select the permission Security level for offers (in edit mode).
Set the desired security level.

Select the permission Security level for offers (in view mode).
Set the desired security level.

Click Save.

Field - Other Configuration Tasks

Deleting a Field

Only user-defined fields can be deleted.

Configuration > [Recruiting] Administration > Fields

1.

Click a field category.

2. Click Show Custom Fields.
3.
4. C(Click Done.

Click Delete next to the field to be deleted.
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Dissociating a Field from an Organization, Location, Job Field

The Enable Field Classification setting must be enabled in the Recruiting settings.

Configuration > [Recruiting] Administration > Fields
1. Click a field category.
2. Click the name of a field.
3. Click Remove next to an organization, location, or job field.

The field selected no longer appears in the field page. The field will be available in the Recruiting Center for all
Organization-Location-Job Field structures.

Removing an Exception from a Field

Configuration > [Recruiting] Administration > Fields

1. Click a field category.
2. Click the name of a field.
3. Click Remove next to an exception.

The field is available when creating a user-defined form for a specific staffing type or Organization-Location-Job Field
structure of a staffing type.

Masking Values for Date of Birth, Social Security Number and
Candidate UDFs

The Date of Birth, Social Security Number, and candidate user-defined fields can be configured such that if candidates
enter a value in the field and save the page, the value is no longer displayed in the field and asterisks are displayed in
place of the value on the Summary page.

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

Similarly, if candidates fill out other job-specific applications on the same career section and the corresponding
application workflows contain fields configured for masking, the candidates have to reenter the values if they want to
include them in the job submission. If candidates neglect to reenter the information, a warning message lists the empty
fields and invites the candidates to reenter values.

Candidate user-defined fields that can be configured for masking can be of Text, Multilingual Text, Selection, Date,
Number or Boolean type. The values that candidates enter will be masked in the following blocks of application flows
that include them: Candidate Personal Information, Referrer Personal Information, Personal Information-Agency,
Education, Work Experience, Basic Profile Information.
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Note: Because candidates are obliged to reenter information in fields configured for masking each time they edit
their general profile or apply for jobs, configuring fields in this manner can have a negative impact on the candidate
experience. The inclusion of such fields in "primary" flows is therefore not recommended. Date of Birth, Social
Security Number and candidate user-defined fields configured for masking (if included at all) are more suitable for

"secondary" flows such as Invitation to Self-ldentify and Request More Info.

Masking Values for Date of Birth, Social Security Number and

Candidate UDFs

Configuration > [Recruiting] Administration > Fields
1. Click the Candidate link.

2. Click the Date of Birth field, the Social Security Number field, or any candidate user-defined field.

3. Click Edit Field Availability.
4. Select the Personally Identifiable Information (in Career Sections) option.
5. Click Save.

If candidates enter a value in these fields and save the page, the value is no longer displayed in the field and asterisks

are displayed in place of the value on the Summary page.

Field - Permissions and Settings

The following permissions and settings can be used to configure fields.

Setting Description Default Value

Enable Field Classification Determines if fields can be classified by = No
Organizations, Locations, and Job Fields.

Maximum Number of UDFs This is a Private setting. The maximum 100
number of available custom fields for
any entity of the suite.

UDF Tracking Activation This is a Protected setting. Activates 20
the tracking of changes made to
custom candidate fields relating to the
personal information, work experience
and education. For details, see Field
Availability.

Location

Configuration > [Recruiting] Settings

Configuration > [General Configuration]
Settings

Configuration > [Recruiting] Settings

The following permissions are used to associate the field security level for requisitions, candidates and offers, in view

mode and in edit mode.

User Type Permission Location
Security level for requisitions (in view Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General
mode)

ORACLE

174



Oracle Taleo Enterprise Edition Chapter 6

Implementing Recruiting Fields and Selection Lists
User Type Permission Location
Security level for requisitions (in edit Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General
mode)
Security level for internal candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
view mode)
Security level for external candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
view mode)
Security level for internal candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
edit mode)
Security level for external candidates (in Configuration > [SmartOrg] Administration> User Types > Recruiting > Candidates > General
edit mode)
Security level for offers (in view mode) Configuration > [SmartOrg] Administration> User Types > Recruiting > Offers > General
Security level for offers (in edit mode) Configuration > [SmartOrg] Administration> User Types > Recruiting > Offers > General

Requisition Template Fields

Requisition Template Job Code Field

Requisition templates can be assigned a job code.

Customers not using the Job Code field can deactivate it. When the Job Code field is deactivated:

The Code column does not appear in lists.

The Job Code field does not appear in files, in view or edit modes. It does not appear in the Requisition
Templates list and cannot be included in the configurable Requisition lists.

The Job Code field is not available in selectors.
The Job Code field does not appear in callouts.

Deactivating the Requisition Template Job Code Field

Configuration > [Recruiting] Administration > Fields

1

2.
3.
4.

5.

Click Requisition Template.

Click Job Code.

Click Edit Field Availability.

Do not check the Taleo Recruiting option.

Note that the Security Level and Content Required options cannot be configured. This is why they are grayed
out. Also, no Organization-Location-Job Field contextualization and no staffing type exception can be
specified.

Click Save.

The Job Code field is deactivated and is not displayed in the Recruiting Center.
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Selection

Global Selection List

A global selection list is a list of elements (values) used to define a field, that can be used by several Oracle Taleo
Enterprise Edition products and that can only be viewed and edited.

These global selection lists are available in the Configuration menu, under Selection Lists:

Education Levels
Employee Statuses
- Job Levels
- Job Types
« Schedules
- Shifts
- Travels

- Currencies

Global selection lists can be edited, that is system-defined items can be added or removed. Users will only see the items
selected by the system administrator.

Recruiting Selection List

A recruiting selection list is a list of elements (values) used to define a field, that can be used in the Recruiting Center
and that can be viewed, edited, and created.

The following types of selections are available:

- Small Selection - Standard: A predefined selection provided by the system. The selection provides a few
elements and is represented by a radio button or a drop-down list. These selections can only be modified,
that is elements in the selection can be created, added, or removed. For certain small standard selections (for
example, Advance Notice), system administrators can add and remove pre-defined elements. For others (like
Commission Package, Option Package, Relocation Package and Stock Package), they can create new elements.

- Small Selection - Custom: A small selection created by system administrators to collect information for
specific organization requirements.

Large Selection - Standard: Large standard selections such as Employers, Institutions, Locations are
predefined selections provided by the system. The selection provides a large number of elements and is
represented by a quick search lookup.

Large Selection - Custom: Large user-defined selections (LUDS) are created by system administrators. The
selection provides a large number of elements and is represented by a quick search lookup. LUDS can be
associated to Organizations, Locations, and Job Fields. The only goal of doing a OLF mapping is to filter down
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the list of possible values based on the OLF of the requisition. If there is no desire to filter down the values, it is

suggested not to use such mapping.
Example of Small Selection - Standard

Relocation Package
Standard -

LInknooam

Mew Grads

Standard

Std wireal est

Executive v
Mot Specified -~

Example of Large Selection - Selection with a quick search lookup

Educaticn Program

Example of Large Selection - Selection with a drop-down

Justification
Mew Position -~
Mew Position
Replacement
Modification

Extension

Creating Large User-Defined Selections (LUDS)

The creation of large user-defined selections consists of the following steps:

1. Creating the large user-defined selection.
2. Adding elements to the large user-defined selection.
3. Creating the user-defined field that will display the elements of the selection.

Creating a Large Selection

Configuration > [Recruiting] Administration > [Fields] Selection Lists

1. Click the Large Selections tab, then the Custom tab.
2. Click New...
3. Enter a name and a code.
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4.

o

In the Language Requirements section, specify where descriptions are required. Once the large custom
selection is created (including activated elements), it is no longer possible to edit this section.
o If you select "Require descriptions in WebTop languages", the selection and its elements will be available
in the Recruiting Center only.
o If you select "Require descriptions in WebTop languages and content languages”, the selection and its
elements will be available in the Recruiting Center and Career Sections.
Select Activate effective dating if you want selections to be activated for specific periods of time.
You may associate the selection to the Organization, Location, or Job Field structure. The only goal of doing a
OLF mapping is to filter down the list of possible values based on the OLF of the requisition. If there is no desire
to filter down the values, it is suggested not to use such mapping.
Select Require mapping for every element if you want every element to be mapped to the Associated Structure
Type selected.
Translate the selection into all available languages. Languages are available at the upper right of the page.
Click Done.

Creating an Element for a Large Selection

The large selection must be created first.

Configuration > [Recruiting] Administration > [Fields] Selection Lists

CVOgOUhA,WUNRR
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Click the Large Selections tab, then the Custom tab.

Locate the large user-defined selection you just created.

Click the link (should display 0) located in the Number of Elements column.

In the Selection Element List page, click New...

Enter a code and a description.

Indicate if the element is always active or inactive.

Translate the element into all available languages. Languages are available at the upper right of the page.
Click Add.

Create as many elements as required.

Click Close.

The new elements are added to the large user-defined selection.

Creating a User-Defined Field that Displays the Elements of a
Selection

Configuration > [Recruiting] Administration > Fields

1.

2.
3.
4.

Click on a field category.

Click Create User-defined Field.

In the Type list, select the large user-defined selection you created.

Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.

Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.
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6.
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Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition, and Offer user-defined
fields.

Indicate if you want to display the code, description, or both in the Recruiting Center selector.

Indicate if you want to display the folder tree and the Start Date and End Date in the Recruiting Center selector.
Translate the field into all available languages. Languages are available at the upper right of the page.

Click Save.

Creating Small Custom Selections

The creation of small custom selections consists of the following steps:

1.
2,

Creating the small custom selection.
Creating the user-defined field that will display the elements of the selection.

Creating a Small Selection

Configuration > [Recruiting] Administration > [Fields] Selection Lists

1. Click the Small Selections tab, then the Custom tab.
2. Click New...
3. Enter a name for the selection.
The name must be unique. The name of the selection cannot be modified once the selection is saved.
4. Inthe New/Modified Element field, enter a value for the selection, then click Apply.
The newly created value appears in the Available Elements list.
5. Repeat step 4 for all the values in the selection.
6. Activate the values by selecting each value in the Available Elements list and clicking Add. The values appear in

8.
9.

the Active Elements section.

Order the values using the up and down arrows next to the Active Elements section.

Translate the selection into all available languages. Languages are available at the upper right of the page.
Click Done.

The selection is available under Small Selections, Custom.

Creating a User-Defined Field that Displays the Elements of the
Selection

Configuration > [Recruiting] Administration > Fields

1.

2,
3.
4.

Click on a field category.

Click Create User-defined Field.

In the Type list, select the small custom selection you created.
Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.
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5.
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Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.

Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition, and Offer user-defined
fields.

Indicate the type of answer available: single answer and multiple choice answer.

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

Click Save.

Recruiting Selection List - Other Configuration Tasks

Deleting a Large Selection

The large selection must not be in use.

Configuration > [Recruiting] Administration > [Fields] Selection Lists

1.
2
3.
4.

Click the Large Selections tab, then the Custom tab.
Select a selection.

Click the Delete icon.

Confirm the deletion.

The large custom selection is no longer available under Large Selections, Custom.

Removing an Element from a Large Selection

An element cannot be removed if it is being used.

Configuration > [Recruiting] Administration > [Fields] Selection Lists

1.
2. Locate the desired selection.

3. Click the number located in the Number of Elements column.
4.

5. Click the Delete icon.

Click the Large Selections tab, then the Custom tab.

In the Selection Element List page, select an element.

Deleting a Small Selection

Configuration > [Recruiting] Administration > [Fields] Selection Lists

A WNRA

Click the Small Selections tab and the Custom tab.
Click a selection name.

In the Selection Editor, click the Delete icon.
Confirm the deletion.

Click Done.
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The small selection is no longer available under Small Selections, Custom.

Removing an Element from a Small Selection

An element cannot be removed if it is being used.

Configuration > [Recruiting] Administration > [Fields] Selection Lists
1. Click the Small Selections tab and the Custom or Standard tab.
2. C(lick a selection name.
3. Inthe Active Elements list, select an element then click Remove.
4. C(lick Done.

The element is no longer displayed in the Active Elements list.

Field Layout

Field Layout

Field layout consists in determining the position of standard and user-defined fields in offer forms, requisition files, and
candidate files.

Field layout works differently depending on the type of field.

Offer Field Layout: Both standard and custom offer fields can be positioned in the offer form. The layout consists in
specifying in which category/section of the offer form the field will be displayed (Top Section, General Terms, Bonuses,
Details, Other Terms) and which sequential field position it should occupy.

Offer field layout configuration is available in the Offer Field Layout feature available in the Recruiting Administration.

Department Field Layout: Only custom department fields can be positioned in a department configuration page
(Recruiting Administration > Department List). The layout consists in specifying the line and position where the field will
appear in the department configuration page.

Department field layout configuration is available in the Department Field Layout feature available in the Recruiting
Administration.

Candidate and Requisition Field Layout: To position candidate and requisition fields in a form, you need to create
blocks of information (called user-defined forms) where you can place standard and custom fields intermixed within the
same form.

Candidate and requisition field layout configuration is available in the User-defined Form feature available in the
Recruiting Administration.

Adding a Field to the Offer Form

Offer fields must first be created.
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Configuration > [Recruiting] Administration > [Fields] Offer Field Layout
1. Click Add...
2. Select afield to include in the form.
3. Click Add.
4. Click Done.

The field appears in the Field Layout - Offer page.

Positioning Fields in the Offer Form

Both standard and custom offer fields can be positioned in the offer form.

For custom fields to appear in the Field Layout - Offer page, you must first create them.

Configuration > [Recruiting] Administration > [Fields] Offer Field Layout
1. Inthe Field Layout - Offer page, for each field select a value under Category to specify in which section of the
form the field will be placed.
2. Select a number under Line to specify on which line in the section the field will be placed.
3. Click Apply.

Removing a Field from the Offer Form

Custom offer fields must be included in the Offer form.

Configuration > [Recruiting] Administration > [Fields] Offer Field Layout
1. Select a field.
2. Click Remove.

The field no longer appears in the Field Layout -Offer page.

Adding a Field to the Department Form

Custom department fields must first be created. See Creating a User-defined Field.

Configuration > [Recruiting] Administration > [Fields] Department Field Layout

1. Click Add...

2. Select a field to include in the form.
3. Click Add.

4. Click Done.

Positioning Department Fields in the Requisition File

Custom department fields must first be created. See Creating a User-defined Field.

Configuration > [Recruiting] Administration > [Fields] Department Field Layout
1. Inthe Field Layout - Department page, for each field select the line and position to determine the position of
the field.

182
ORACLE



Oracle Taleo Enterprise Edition Chapter 6
Implementing Recruiting Fields and Selection Lists

2. Click Apply.

Removing a Field from the Department Form

Custom department fields must be included in the form.

Configuration > [Recruiting] Administration > [Fields] Department Field Layout
1. Select a field.
2. Click Remove.
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7 Forms and Files

Requisitions and Candidate Files Configuration

Configuring Requisition Files

Requisition files are created with the combination of multiple forms and predefined blocks grouped within sections.

The configuration of a requisition file consists of the following steps:

1.

N

No AW

Selecting the fields to include in the requisition file. You can use standard fields provided by Oracle or you can
create your own user-defined fields.

Selecting the forms to include in the requisition file. You can modify existing forms or create user-defined forms
from scratch.

Creating the requisition file.

Selecting the situation when the requisition file will be used.

Associating the requisition file to a staffing type.

Associating the requisition file to configuration profiles.

Granting permissions to create, view, and edit requisitions.

Creating a User-defined Field

Configuration > [Recruiting] Administration > Fields

1.
2. Click Create User-defined Field.
3.
4

Click a field category.

In the Type list, select the type of field you want to create.
Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.

Enter help text if you are creating a Candidate field.

The help text will be displayed in the career section directly below the user-defined field, providing candidates
with an explanation of the field. If using multiple languages, you will have to enter a translation of the help text
for those languages. If translations are not provided, the system copies the help text into the other languages
and adds the wording "not translated" at the end.

The help text can contain up to 1000 characters (spaces count as characters). It is recommended, however,
that help text be kept as short as possible to improve readability and to ensure that the text does not compete
against more important information for the user's attention.

Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.
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7.

10.
1.
12.
13.
14.

15.

16.

17.
18.
19.

20.

Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition, and Offer user-defined
fields.

Enter information in the Attributes section.

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

Click Save.

Click Done.

In the list of fields, click the field you just created.

Click Edit Field Availability.

Select where the field will be available: Recruiting Center, career sections, the candidate search feature, the
History tab, and in reports (for user-defined fields).

For candidate user-defined fields, the Personally Identifiable Information (in Career Sections) option is
available. When selected, if candidates enter a value in these fields and save the page, the value is no longer
displayed in the field and asterisks are displayed in place of the value on the Summary page. See Masking
Values for Date of Birth, Social Security Number and Candidate UDFs.

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.

Recruiting Center users will need to enter information in the field in order to proceed. If content is not required,
users do not have to enter information in the field. If a field in a file is mandatory and the user is not authorized
to edit the field because of the security level of the field, an error message will be displayed and the user will not
be allowed to complete the transaction.

Offer fields configured as required only apply in the context of a job offer (Offer Terms). As a result, offer

fields are not required when users are creating other types of offers (that is, current job, competitive offer,
expectations). Also, users permitted to create/edit supplementary offers are able to enter as much or as little
data as they desire, and when creating a job offer they are required to complete any required fields prior to
saving.

Specify the security level of the field, that is General, Restricted, or Confidential.

Click Save.

Click Add next to Organizations, Locations, or Job Fields to associate the field to Organizations, Locations and/
or Job Fields.

Click Add next to Exceptions to create a staffing type exception..

Creating a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

1.
2.

W
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8.

Click Create.

Select a file type and click Next.

Select a form type and click Create. Or, if you want to use the default fields in the form type, select Use the
default template.

Provide a code, a name, and a description.

Add rows, columns and sections using the Toolbox features.

In the Field Chooser list, select fields, then drag and drop them in the desired sections.

Edit the field properties. Select a field and scroll to the Selected Element Properties section at the bottom of the
form.

Click Save.

The form appears in the User-defined Forms list and is available when creating user-defined files.
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Creating a Requisition File

When creating a requisition file, the blocks in the Prescreening section must be placed in the following order: 1)
Disqualification Questions 2) Competencies 3) Questions. Not all sections must be deployed, but when used they must
be used in this relation to one another to ensure users do not encounter errors in the layout of the file.

Configuration > [Recruiting] Administration > User-defined Files

u b WNA

10.
1n.

Click Create.

Select Requisition File in the drop-down list then click Create.

Provide a code and a name.

Provide a description to facilitate future references.

Determine how requisition approval and posting will be handled during the creation process of the file.

o Without Assistants: This is the default value. There is no special behavior.

o With Assistants: When this value is selected, Recruiting Center users will be prompted through the
approval and posting pages upon saving and closing the requisition file provided the requisition is ready
for approving and posting.

Click Save. The requisition file you just created is displayed.
If you want to add information on each of the requisition file tab, click Show next to Tab Management, then click
on the tab name.
The name of a tab in a user-defined file can be modified. You must send the new name to Oracle Support who
will then activate the text for your zone. Contact Oracle Support for further information.
Create sections in the requisition file.
a. Click Edit next to Section Ordering.
b. Type the name of the section in the Add a Section field.
The name of the section is viewable by Recruiting Center users when they are in view and edit modes
within a file as well as in the file's Table of Contents.
c. Click Create Section. The new section appears on the right, under File.
Add blocks to the sections.
a. Inthe Available Blocks section, select a block.
b. Drag and drop the block in the section.
Click Save.
Click Activate.

Selecting the Situation When a Requisition File is Used

The user-defined file must be created and activated.

Configuration > [Recruiting] Administration > Requisition File Setup

1.
2.
3.
4.

Click Edit.

For Requisition 1, select the situation when the requisition file will be used. For example, without posting.
Repeat the same process for Requisition File 2 and Requisition File 3.

Click Save.
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Associating a Requisition File to a Staffing Type

Configuration > [Recruiting] Administration > Requisition File Setup

1. Click Edit.

2. For Requisition File 1, click Add Staffing Type.

3. Inthe first drop-down list, select a requisition type.

4. Inthe second drop-down list, select the situation when the requisition file will be used.
5. Click Save.

Associating a Requisition File to a Configuration Profile

Configuration > [SmartOrg] Administration > Configuration Profiles
1. Click a configuration profile.
2. Click the Requisition File Creation setting.
3. Click Edit.
4. Select the desired requisition file.
5. Click Save.

Permissions to Create, View, and Edit Requisitions
Permissions granted to Recruiting Center users so they can create, edit and view requisitions.

To create requisitions in the Recruiting Center, users must have the following permissions.

User Type Permission Location

Create requisitions Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General
View requisitions Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > General
Allow access to n requisitions Configuration > [SmartOrg] Administration> User Types > Recruiting > Requisitions > Requisition
Note: For a requisition type currently Types

active.

To view requisitions in the Recruiting Center, users must have the following permissions.

User Type Permission Description Location
View requisitions Note that even if users can view requisitions Configuration > [SmartOrg] Administration >
"without restriction", users will not be able to [Users] User Types > Recruiting > Requisitions

view requisitions belonging to requisition/
staffing types that they do not have access to.
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To edit requisitions in the Recruiting Center, users must have the following permissions.

User Type Permission

Edit requisitions

Description

This permission also allows users to enter
comments on requisitions they are allowed to
edit. Users can also cancel requisitions with this
permission.

When users have the Create requisitions
permission but not the Edit requisitions
permission, they will be able to edit a requisition
until it is saved. Once the requisition is saved,
they cannot change any value.

Also, for the Recruiter and Recruiter Assistant
fields contained in a requisition, only users
that have the Edit requisitions permission will
be displayed in the User Selector. Users with
the Create requisitions permission will not be
displayed.

Regardless of the security level for certain
requisition fields while in edit mode, users
with the Create requisitions permission are
able to capture foundation data in the Create
a Requisition tool. Fields in the tool are always
editable regardless of their security level.

Note: The "Edit requisitions" user type permission has two constraints:
- But not if requisitions are in approval process

- But not if requisitions have been approved

Configuring Requisition Templates

Location

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

These two constraints do not take effect in the user's current session; they will apply only at the user's next login. This
is because user type permissions are verified at login to determine what a user can access and the system does not
know of the change until the credentials are verified again. For example, a user has the "Edit requisitions - But not

if requisitions have been approved" permission. If a requisition changes from Draft to Approved during the user's
session, the user will still be able to edit the requisition or attach/remove files in the requisition until he/she logs out
of the system. Likewise, if a requisition was in the approval cycle during the user's login and it then completes the
approval cycle. If that user is not authorized to edit requisitions during the approval process, he/she may need to log
out and back in again in order to regain the edit access to the requisition.

A requisition template is a requisition file containing information that will likely be reused for a similar job position.
Requisition templates are created with the combination of multiple forms and predefined blocks grouped within

sections.
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The configuration of a requisition template consists of the following steps:

1. Selecting the fields to include in the requisition template. You can use standard fields provided by Oracle or you
can create your own user-defined fields.

Selecting the forms to include in the requisition template. You can modify existing forms or create user-defined
forms from scratch.

Creating the requisition template.

Selecting the situation when the requisition template will be used.

Associating the requisition template to a staffing type.

Granting permissions to create, view, and edit requisition templates.

N
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Creating a User-defined Field

Configuration > [Recruiting] Administration > Fields

1. Click a field category.

2. C(lick Create User-defined Field.

3. Inthe Type list, select the type of field you want to create.

4. Enter a name for the field.
The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.

5. Enter help text if you are creating a Candidate field.

The help text will be displayed in the career section directly below the user-defined field, providing candidates
with an explanation of the field. If using multiple languages, you will have to enter a translation of the help text
for those languages. If translations are not provided, the system copies the help text into the other languages
and adds the wording "not translated" at the end.
The help text can contain up to 1000 characters (spaces count as characters). It is recommended, however,
that help text be kept as short as possible to improve readability and to ensure that the text does not compete
against more important information for the user's attention.

6. Enter alabel.

This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.

7. Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition, and Offer user-defined

fields.

Enter information in the Attributes section.

9. Translate the field into all available languages. Languages are available at the upper right of the page.

10. Click Save.

11. Click Done.

12. In the list of fields, click the field you just created.

13. Click Edit Field Availability.

14. Select where the field will be available: Recruiting Center, career sections, the candidate search feature, the
History tab, and in reports (for user-defined fields).

15. For candidate user-defined fields, the Personally Identifiable Information (in Career Sections) option is
available. When selected, if candidates enter a value in these fields and save the page, the value is no longer
displayed in the field and asterisks are displayed in place of the value on the Summary page. See Masking
Values for Date of Birth, Social Security Number and Candidate UDFs.

16. 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.

&
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17.
18.
19.

20.

Recruiting Center users will need to enter information in the field in order to proceed. If content is not required,
users do not have to enter information in the field. If a field in a file is mandatory and the user is not authorized
to edit the field because of the security level of the field, an error message will be displayed and the user will not
be allowed to complete the transaction.

Offer fields configured as required only apply in the context of a job offer (Offer Terms). As a result, offer

fields are not required when users are creating other types of offers (that is, current job, competitive offer,
expectations). Also, users permitted to create/edit supplementary offers are able to enter as much or as little
data as they desire, and when creating a job offer they are required to complete any required fields prior to
saving.

Specify the security level of the field, that is General, Restricted, or Confidential.

Click Save.

Click Add next to Organizations, Locations, or Job Fields to associate the field to Organizations, Locations and/
or Job Fields.

Click Add next to Exceptions to create a staffing type exception..

Creating a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

1.
2.

3.

NOo u b

8.

Click Create.

Select a file type and click Next.

Select a form type and click Create. Or, if you want to use the default fields in the form type, select Use the
default template.

Provide a code, a name, and a description.

Add rows, columns and sections using the Toolbox features.

In the Field Chooser list, select fields, then drag and drop them in the desired sections.

Edit the field properties. Select a field and scroll to the Selected Element Properties section at the bottom of the
form.

Click Save.

The form appears in the User-defined Forms list and is available when creating user-defined files.

Creating a Requisition Template

Configuration > [Recruiting] Administration > User-defined Files

cCUuhWUNA

Click Create.
Select Requisition Template in the drop-down list then click Create.
Provide a code and a name.
Provide a description to facilitate future references.
Click Save. The requisition template you just created is displayed.
If you want to add information on each of the requisition template tab, click Show next to Tab Management,
then click on the tab name.
The name of a tab in a user-defined file can be modified. You must send the new name to Oracle Support who
will then activate the text for your zone. Contact Oracle Support for further information.
Create sections in the requisition template.
a. Click Edit next to Section Ordering.
b. Type the name of the section in the Add a Section field.
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The name of the section is viewable by Recruiting Center users when they are in view and edit modes
within a file as well as in the file's Table of Contents.

c. Click Create Section. The new section appears on the right, under File.
8. Add blocks to the sections.
a. Inthe Available Blocks section, select a block.
b. Drag and drop the block in the section.
9. Click Save.
10. Click Activate.

Selecting the Situation When a Requisition Template is Used

The user-defined file must be created and activated.

Configuration > [Recruiting] Administration > Requisition File Setup
1. Click Edit.
2. Under Requisition Template, select the situation when the requisition template will be used.
3. Click Save.

Associating a Requisition Template to a Staffing Type

Configuration > [Recruiting] Administration > Requisition File Setup

Click Edit.

Under Requisition Template, click Add Staffing Type.

In the first drop-down list, select a requisition template.

In the second drop-down list, select the situation when the requisition template will be used.
Click Save.

vihUN

Permissions to Create, View, and Edit Requisition Templates

Several permissions are related to requisition templates.

To create requisition templates in the Recruiting Center, users must have the following permissions.

User Type Permission Description Location

Create templates Configuration > [SmartOrg] Administration >
[Users] User Types > Recruiting > Requisitions

Modify template information imported from Configuration > [SmartOrg] Administration >
HRMS [Users] User Types > Recruiting > Requisitions
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Note: It is possible to configure the requisition template file to include the CSW designation. If it is not necessary
to specify this field on the requisition template, it should not be included on the Template File configuration. When
not included on the template, the legacy CSW configuration of workflow OLF contextualization will be honored.

If the template contains a CSW field, the CSW defined on the template will override the definition of workflow
contextualization in the CSW configuration area.

To view requisition templates in the Recruiting Center, users must have the following permission.

User Type Permission

View templates

Description Location

This permission only controls the list of Configuration > [SmartOrg] Administration >
templates in the Requisition Templates Library. = [Users] User Types > Recruiting > Requisitions
It does not control template selection within

a requisition, which is based on the selected

requisition type and Organization-Location-Job

Field contextualization.

To edit requisition templates in the Recruiting Center, users must have the following permission.

User Type Permission

Edit templates

Description Location
Note that users are able to create requisition Configuration > [SmartOrg] Administration >
templates even if they do not have the Edit [Users] User Types > Recruiting > Requisitions

templates permission. Users will be able to fill
the new template, save it, and modify it until
the file has been closed. Once closed, it will no
longer be possible for users to modify it.

Configuring Candidate Files

Candidate files are created with the combination of multiple forms and predefined blocks grouped within sections.

The configuration of a candidate file consists of the following steps:

1. Selecting the fields to include in the candidate file. You can use standard fields provided by Oracle or you can
create your own user-defined fields.

2. Selecting the forms to include in the candidate file. You can modify existing forms or create user-defined forms

from scratch.
Creating the candidate file.

P W

Selecting the situation when the candidate file will be used.

5. Associating the candidate file to a staffing type.
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Creating a User-defined Field

Configuration > [Recruiting] Administration > Fields

1.

10.
1.
12
13.
14.

15.

16.

17.

Click a field category.

2. Click Create User-defined Field.
3.
a4

In the Type list, select the type of field you want to create.
Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.
Enter help text if you are creating a Candidate field.

The help text will be displayed in the career section directly below the user-defined field, providing candidates
with an explanation of the field. If using multiple languages, you will have to enter a translation of the help text
for those languages. If translations are not provided, the system copies the help text into the other languages
and adds the wording "not translated" at the end.

The help text can contain up to 1000 characters (spaces count as characters). It is recommended, however,
that help text be kept as short as possible to improve readability and to ensure that the text does not compete
against more important information for the user's attention.

Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.

Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition, and Offer user-defined
fields.

Enter information in the Attributes section.

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

Click Save.

Click Done.

In the list of fields, click the field you just created.

Click Edit Field Availability.

Select where the field will be available: Recruiting Center, career sections, the candidate search feature, the
History tab, and in reports (for user-defined fields).

For candidate user-defined fields, the Personally Identifiable Information (in Career Sections) option is
available. When selected, if candidates enter a value in these fields and save the page, the value is no longer
displayed in the field and asterisks are displayed in place of the value on the Summary page. See Masking
Values for Date of Birth, Social Security Number and Candidate UDFs.

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.

Recruiting Center users will need to enter information in the field in order to proceed. If content is not required,
users do not have to enter information in the field. If a field in a file is mandatory and the user is not authorized
to edit the field because of the security level of the field, an error message will be displayed and the user will not
be allowed to complete the transaction.

Offer fields configured as required only apply in the context of a job offer (Offer Terms). As a result, offer

fields are not required when users are creating other types of offers (that is, current job, competitive offer,
expectations). Also, users permitted to create/edit supplementary offers are able to enter as much or as little
data as they desire, and when creating a job offer they are required to complete any required fields prior to
saving.

Specify the security level of the field, that is General, Restricted, or Confidential.
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18. Click Save.
19. (lick Add next to Organizations, Locations, or Job Fields to associate the field to Organizations, Locations and/

20.

or Job Fields.
Click Add next to Exceptions to create a staffing type exception..

Creating a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

1.
2.

W
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8.

Click Create.

Select a file type and click Next.

Select a form type and click Create. Or, if you want to use the default fields in the form type, select Use the
default template.

Provide a code, a name, and a description.

Add rows, columns and sections using the Toolbox features.

In the Field Chooser list, select fields, then drag and drop them in the desired sections.

Edit the field properties. Select a field and scroll to the Selected Element Properties section at the bottom of the
form.

Click Save.

The form appears in the User-defined Forms list and is available when creating user-defined files.

Creating a Candidate File

Configuration > [Recruiting] Administration > User-defined Files

10.
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Click Create.
Select Candidate File in the drop-down list then click Create.
Provide a code and a name.
Provide a description to facilitate future references.
Click Save. The candidate file you just created is displayed.
If you want to add information on each of the candidate file tab, click Show next to Tab Management, then click
on the tab name.
The name of a tab in a user-defined file can be modified. You must send the new name to Oracle Support who
will then activate the text for your zone. Contact Oracle Support for further information.
Create sections in the candidate file.

a. Click Edit next to Section Ordering.

b. Type the name of the section in the Add a Section field.

The name of the section is viewable by Recruiting Center users when they are in view and edit modes
within a file as well as in the file's Table of Contents.

c. Click Create Section. The new section appears on the right, under File.
Add blocks to the sections.

a. Inthe Available Blocks section, select a block.

b. Drag and drop the block in the section.
Click Save.
Click Activate.
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Selecting the Situation when a Candidate File is Used

User-defined files must first be created and activated.

Configuration > [Recruiting] Administration > Candidate File Setup
1. Click Edit.
2. Under Candidate File, for each situation, select the candidate file that will be used.
3. Click Save.

Associating the Candidate File to a Staffing Type

Configuration > [Recruiting] Administration > Candidate File Setup

Click Edit.

Under Candidate File, for each situation, click Add Staffing Type.

In the first drop-down list, select a requisition type.

In the second drop-down list, select the situation when the file will be used.
Click Save.

i UWN

Configuring the Create Candidate File

The Create Candidate feature is used when a recruiter receives a resume and wants to capture or enter the candidate's
information into the system. The Create Candidate action is available in the Recruiting Center home page (center stage)
as well as in the candidates list via the More Actions menu.

The configuration of the Create Candidate feature consists of the following steps:

1. Selecting the fields to include in the candidate file. You can use standard fields provided by Oracle or you can
create your own user-defined fields.

Selecting the forms to include in the candidate file. You can modify existing forms or create user-defined forms
from scratch.

Creating the Create Candidate file.

Selecting the situation when the file will be used.

Associating the candidate file to a staffing type.

Associating the create candidate file to configuration profiles.

Granting the Create candidates permission (SmartOrg Administration > User Types > Recruiting > Candidates).
When the permission is granted, the Create Candidate action is available in the Recruiting Center.

Granting the Attach a file (general) and Attach a file (on preselected candidates) permissions (SmartOrg
Administration > User Types > Recruiting > Candidates). Users must have the "Attach a file (general)" and
"Attach a file (on preselected candidates)" permissions for the resume parsing option to work properly when
creating a candidate.
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Creating a User-defined Field

Configuration > [Recruiting] Administration > Fields

1.

10.
1n.
12
13.
14.

15.

16.

Click a field category.

2. Click Create User-defined Field.
3.
4

In the Type list, select the type of field you want to create.

Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in problems for
integration with other HRIS applications. Underscores can be used.

Enter help text if you are creating a Candidate field.

The help text will be displayed in the career section directly below the user-defined field, providing candidates
with an explanation of the field. If using multiple languages, you will have to enter a translation of the help text
for those languages. If translations are not provided, the system copies the help text into the other languages
and adds the wording "not translated" at the end.

The help text can contain up to 1000 characters (spaces count as characters). It is recommended, however,
that help text be kept as short as possible to improve readability and to ensure that the text does not compete
against more important information for the user's attention.

Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and hiring
managers in the Recruiting Center.

Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition, and Offer user-defined
fields.

Enter information in the Attributes section.

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

Click Save.

Click Done.

In the list of fields, click the field you just created.

Click Edit Field Availability.

Select where the field will be available: Recruiting Center, career sections, the candidate search feature, the
History tab, and in reports (for user-defined fields).

For candidate user-defined fields, the Personally Identifiable Information (in Career Sections) option is
available. When selected, if candidates enter a value in these fields and save the page, the value is no longer
displayed in the field and asterisks are displayed in place of the value on the Summary page. See Masking
Values for Date of Birth, Social Security Number and Candidate UDFs.

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.

Recruiting Center users will need to enter information in the field in order to proceed. If content is not required,
users do not have to enter information in the field. If a field in a file is mandatory and the user is not authorized
to edit the field because of the security level of the field, an error message will be displayed and the user will not
be allowed to complete the transaction.

Offer fields configured as required only apply in the context of a job offer (Offer Terms). As a result, offer

fields are not required when users are creating other types of offers (that is, current job, competitive offer,
expectations). Also, users permitted to create/edit supplementary offers are able to enter as much or as little
data as they desire, and when creating a job offer they are required to complete any required fields prior to
saving.
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17.
18.
19.

20.

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

Click Add next to Organizations, Locations, or Job Fields to associate the field to Organizations, Locations and/
or Job Fields.

Click Add next to Exceptions to create a staffing type exception..

Creating a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

1.
2.

w
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8.

Click Create.

Select a file type and click Next.

Select a form type and click Create. Or, if you want to use the default fields in the form type, select Use the
default template.

Provide a code, a name, and a description.

Add rows, columns and sections using the Toolbox features.

In the Field Chooser list, select fields, then drag and drop them in the desired sections.

Edit the field properties. Select a field and scroll to the Selected Element Properties section at the bottom of the
form.

Click Save.

The form appears in the User-defined Forms list and is available when creating user-defined files.

Creating the Create Candidate File

Configuration > [Recruiting] Administration > User-defined Files

10.
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Click Create.
Select Create Candidate in the drop-down list then click Create.
Provide a code and a name.
Provide a description to facilitate future references.
Specify if you want to send the ACE Candidate Alert email.
Specify if you want to send the Capture Resume Acknowledgement email.
Click Save. The file you just created is displayed.
If you want to add information on each of the file tab, click Show next to Tab Management, then click on the tab
name.
The name of a tab in a user-defined file can be modified. You must send the new name to Oracle Support who
will then activate the text for your zone. Contact Oracle Support for further information.
Create sections in the file.
a. Click Edit next to Section Ordering.
b. Type the name of the section in the Add a Section field.
The name of the section is viewable by Recruiting Center users when they are in view and edit modes
within a file as well as in the file's Table of Contents.
c. Click Create Section. The new section appears on the right, under File.
Add blocks to the sections.
a. Inthe Available Blocks section, select a block.
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b. Drag and drop the block in the section.
1. Click Save.
12. Click Activate.

Selecting the Situation when the Create Candidate File is Used

Configuration > [Recruiting] Administration > Candidate File Setup

Click Edit.

Under Create Candidate, for each situation, click Add Staffing Type.

In the first drop-down list, select a requisition type.

In the second drop-down list, select the situation when the file will be used.
Click Save.

vihWNA

Associating the Create Candidate File to a Staffing Type

Configuration > [Recruiting] Administration > Candidate File Setup

Click Edit.

Under Create Candidate, for each situation, click Add Staffing Type.

In the first drop-down list, select a requisition type.

In the second drop-down list, select the situation when the file will be used.
Click Save.

vihWNA

Associating the Create Candidate File to a Configuration Profile

Configuration > [SmartOrg] Administration > Configuration Profiles
1. Click a configuration profile.

Click the Candidate File Creation setting.

Click Edit.

Select the desired files.

Click Save.

vihWN

Permission and Field Security Level not Considered when Creating
a Candidate

Recruiting Center users have the ability to create candidates without the restriction of security level permissions and
field security level.

When creating a candidate general profile or job-specific submission (via the Create Candidate action), the file
presented to users will not take into consideration security level permissions in view and edit modes for those users and
will allow them to input data into all the fields no matter the security level permissions granted or the security level set
for the fields.
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Security Level Permission Location

Security level for internal candidates = Configuration > [SmartOrg] Administration > User Types > Recruiting > Candidates
(in edit mode)

Security level for internal candidates
(in view mode)

Security level for external candidates
(in edit mode)

Security level for external candidates
(in view mode)

Security Level - Candidate Field Location
General Configuration > [Recruiting] Administration > Fields > Candidate
Restricted
Confidential

Below is an example of a candidate creation process. In this example, the user does not have security level permissions
in edit and view mode for the First Name and Last Name fields:

- The user selects Create Candidate in the More Actions list.

- When doing the duplicate check before creating the candidate, the user has access to the First Name and Last
Name fields.

- When creating the candidate, the user also has access to the First Name and Last Name fields.

- Once fields have been filled, the user clicks Save or Save and Close. The system does a check to see if all
mandatory fields are filled. If not, the user remains in the create candidate process until he/she fills in all
mandatory fields and clicks Save or Save and Close again.

- When all mandatory fields are filled, the user is then moved out of the create candidate process and into the
edit or view candidate process. All security level permissions are then considered again. As a result, the user
does not see the First Name and Last Name fields in view mode and in edit mode as he/she does not have the
security level permissions for that.

Note that when creating a candidate job-specific submission, if the user does not have access (security level
permissions) to view or edit the candidate file, the system will automatically redirect the user to the Recruiting Center
home page. For example, if the user was creating an internal candidate and he/she is not allowed to see internal
candidates, as soon as the user saves the file (that is, exit the create mode), the system will close the file and take the
user back to the home page.

File
User-defined File

User-defined files are used to build requisitions, requisition templates, and candidate files.
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A user-defined file is a page consisting of sections, each section contains blocks, a block contains forms, and a form
contains fields.

This image illustrates a requisition file. For this requisition file, there is a section called Logistics. A block contains the
form Identification. The form contains several fields such as Requisition ID, Requisition Title, Number of Openings.

Reqguisifion ™ Meris | Aftachments | Pesting and Sourcing | Autopocing Criteria | Histony Reporis

Edit

CHIEOOO0108 Mew Posion
Snabyst fitie by manager
1

[vabdty pencd enabied

Four types of user-defined files can be created:

Requisition File
Requisition Template
- Candidate File
- Create Candidate

When creating a user-defined file and starting with a default, any fields that are part of the default which are inactive
will still appear in the file and will need to be manually removed during the configuration of the file.

Block

Blocks are added to sections of a user-defined file.

When creating a user-defined file, system administrators create sections then add blocks in each section. These blocks
appear as sub-sections within the file. System administrators also define the properties of each block. This is where
they can select a specific user-defined form for a block. For example, three Candidate Personal Information forms are
available. When adding the Candidate Personal Information block to the file, the administrator can choose which of the
three Candidate Personal Information forms will be used for that file.

Some block types have special properties that system administrators can configure.
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Candidate Blocks

Candidate Personal Information
Certification

Education

References

Work Experience

Requisition Blocks

Information

Chapter 7
Forms and Files

Special Properties

Option to force users to provide a valid US social security number.
Option to set the minimum number of entries required.
Option to set the minimum number of entries required.
Option to set the minimum number of entries required.

Option to set the minimum number of entries required.

Special Properties

This block must be one of the first four blocks in the file.

Beside the user-defined forms that are used as blocks of information in a file, pre-defined blocks of information
provided with the system are available and can be incorporated in a file. Some of these blocks have special properties.
Note that the field level content of these blocks is not configurable, but system administrators do have control over the
placement of this information in the file.

System-defined Candidate Blocks

Account information
Additional Information
Contingent Staffing

Cover Letter
Disqualification Questions
Employment Preferences

Job Posting Notification

Prescreening Questionnaire

Prescreening Skills

Profile Questionnaire

Profile Skills

Regulations

ORACLE

Special Properties

None
None
None
None
None
Option allowing the display of the Organization menu.

Option to send by default an email notification whenever a new position matching this profile is
posted.

Option allowing the display of mandatory questions (none, single answer, single and multiple answer,
all).

Option allowing the display of the mandatory statement checkbox. Setting allowing the selection of the
skill assessment format (Simple, Detailed or Combined). Setting allowing to save only skill assessments
when a candidate provides information about a given skill.

Option allowing the display of mandatory questions (none, single answer, single and multiple answer,
all).

Option allowing the display of the mandatory statement checkbox. Setting allowing the selection of the
skill assessment format (Simple, Detailed or Combined). Setting allowing to save only skill assessments
when a candidate provides information about a given skill.

Option allowing the display of the mandatory statement checkbox. Setting allowing the selection of the

skill assessment format (Simple, Detailed or Combined). Setting allowing to save only skill assessments
when a candidate provides information about a given skill.
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System-defined Candidate Blocks

Resume

Screening

Shift Availability Grid
Source Tracking

Submission Medium

System-defined Requisition Blocks

Abstract

Candidate Selection Workflow

Disqualification Questions
Group

Owners

Questions
Regulatory Services
Screening

Skills

Structure

Chapter 7
Forms and Files

Special Properties

Option to define the minimum number of characters required in the resume field.
None
None
None

None

Special Properties

Not in template.

This block is required in a requisition file and the field is always required to save a requisition. This
block is optional for inclusion in the requisition template file, and if included, it will be required to save
a template.

Not in template.
Not in template. This block must be one of the first four blocks in the file.

This block must be one of the first four blocks in the file. In addition, settings allow the display of the
following fields: hiring manager, hiring manager assistant, recruiter assistant, collaborators. Note:
There is no setting to disable the recruiter field, but this can be accomplished by contextualizing the
field so that it only shows up in very limited circumstances. Technically, this field is required to save a
requisition to the database as the recruiter is considered the primary owner, but if the field is hidden
from view, the user creating the requisition will be assigned the role of recruiter behind the scenes. If
the customer has activated Dynamic Approval Routing, the Owners block display the Manager field for
users to be able to route a requisition for approval.

None
None
None

Option to select the simple skill assessment format when the skill assessment format is set to Simple or
Detailed.

This block must be one of the first four blocks in the file. Also, settings allow the display of
organization, work location or job role fields.

Duplicating a User-defined File

Configuration > [Recruiting] Administration > User-defined Files

Provide a code and a name.

Complete any other fields.
Click Save.
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Click Duplicate next to the file.

Provide a description to facilitate future references.
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Editing the Properties of a User-defined File

The user-defined file must have the Inactive or Draft status.

The user-defined file must not be in use.

Configuration > Recruiting] Administration > User-defined Files
1. Cick a user-defined file.
2. C(Click Edit next to Properties.
3. Modify the description.
4. Click Save.

Activating a User-defined File

The user-defined file must have the Inactive or Draft status.

Configuration > [Recruiting] Administration > User-defined Files
1. Click a user-defined file.
2. Click Activate.

The user-defined file status is changed to Active. It can now be selected when specifying the situation when the file will
be used (via the Candidate File Setup or Requisition File Setup feature).

Deactivating a User-defined File

The user-defined file must have the Active status.

The user-defined file must not be in use.

Configuration > [Recruiting] Administration > User-defined Files
1. Click a user-defined file.
2. Click Deactivate.

The user-defined file status is changed to Draft. You can now modify the user-defined file or make it unavailable when
building requisition or candidate files.

Deleting a User-defined File

The user-defined file must have the Inactive or Draft status.

Configuration > [Recruiting] Administration > User-defined Files
1. Click Delete next to the file.
2. Confirm the deletion.

The user-defined file no longer appears in the User-defined Files list and can no longer be used.
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Adding a Section in a User-defined File

The user-defined file must have the Inactive or Draft status.

Configuration > [Recruiting] Administration > User-defined Files
1. Click a user-defined file.
2. C(lick Edit next to Section Ordering.
3. Type the name of the section in the Add a Section field.
The name of the section is viewable by Recruiting Center users when they are in view and edit modes within a
file as well as in the file's Table of Contents.
4. Click Create Section.

A new section appears on the right, under File.

Deleting a Section from a User-defined File

The user-defined file must have the Inactive or Draft status.

Configuration > [Recruiting] Administration > User-defined Files
1. Click a user-defined file.
2. Click Edit next to Section Ordering.
3. Click Delete next to a section.
4. C(lick Save.

The section and its blocks are no longer displayed in the file.

Adding a Block in a User-defined File

The user-defined file must have the Inactive or Draft status.

At least one section must be created in the user-defined file.

Configuration > [Recruiting] Administration > User-defined Files
1. Click a user-defined file.

Click Edit next to Section Ordering.

In the Available Blocks section, select a block.

Drag and drop the block in the section.

Click Save.
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Removing a Block from a User-defined File

The user-defined file must have the Inactive or Draft status.

The block must not be mandatory.
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Configuration > [Recruiting] Administration > User-defined Files
1. Click a user-defined file.
Click Edit next to Section Ordering.
Select a block included in a section located on the right hand side.
Drag and drop the block to the Available Blocks list.
Click Save.
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Modifying the Title of a Section

The user-defined file must have the Inactive or Draft status.

Configuration > [Recruiting] Administration > User-defined Files
1. Click a user-defined file.
2. Under Sections Ordering, click on a section.
3. Click Edit next to Properties.
4. Modify the value in the Title field.
The Title field supports 75 text based characters.
5. Click Save.

The title of a section is viewable by Recruiting Center users when they are in view and edit modes within a file as well as
in the file's Table of Contents.

Modifying the Title of a Block

The user-defined file must have the Inactive or Draft status.

The Title field supports 75 text based characters.

Configuration > [Recruiting] Administration > User-defined Files
1. Click a user-defined file.
2. Under Sections Ordering, click on a block.
3. Click Edit next to Properties.
4. Modify the value in the Title field.
The Title field supports 75 text based characters.
5. Click Save.

The title of a block is viewable by Recruiting Center users when they are in view and edit modes within a file as well as in
the file's Table of Contents.

Modifying the Name of a Tab

The name of a tab in a user-defined file can be modified. The system administrator can send the new name to Oracle
Support who will then activate the text for your zone. Contact Oracle Support for further information.
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Creating Custom Instructions for a Block

Configuration > [Recruiting] Administration > User-Defined Files

Click a user-defined file.

Click on a block.

Click Edit next to Properties.

In the Description field, enter custom instructions.

The Description field supports 4000 text based characters.
5. Format instructions if desired.

6. Click Save.

The specific instructions appear underneath the block title of a file to assist Recruiting Center users in understanding
what they need to do in a specific block of a file.
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Creating Custom Instructions for a Section

Configuration > [Recruiting] Administration > User-Defined Files
1. Click a user-defined file.
2. Inthe Section Ordering section, click on a section title (displayed in bold).
3. Click Edit next to Properties.
4. Inthe Description field, enter custom instructions.
The Description field supports 4000 text based characters.
5. Format instructions if desired.
6. Click Save.

Instructions are only viewable by Recruiting Center users when they are in edit mode within a file. The instructions
appear underneath the section title to assist users in understanding what they need to do in a specific section of a file.

Creating Custom Instructions for a Tab

Configuration > [Recruiting] Administration > User-Defined Files
1. Click a user-defined file.

In the Tab Label Management section, click Show.

Click on a tab.

Click Edit next to Properties.

In the Description field, enter custom instructions.

The Description field supports 4000 text based characters.

6. Format instructions if desired.

7. Click Save.

Instructions are only viewable by Recruiting Center users when they are in edit mode within a file. The instructions
appear underneath the tab header to assist users in understanding what they need to do in the History, Referral and
Attachments tabs of a file.
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Choosing a User-defined Form for a Block

Not available for all block types.

The user-defined file must have the Inactive or Draft status.

Configuration > [Recruiting] Administration > User-defined Files
1. Click a user-defined file.

Under Section Ordering, click on a block.

Click Edit next to Properties.

Select a form in the User-defined Form drop-down list.

Click Save.
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Form

User-defined Form
A user-defined form is a page containing standard fields and user-defined fields.
User-defined forms can be created for these file types:

- requisition files
- requisition templates

- candidate files

Several types of forms are available for each file type. These types of forms are suggested ways of packaging
information and each form contains a default template that system administrators can use to start building the form.
System administrators can also choose to build the form from scratch and ignore the default template. Note that it is
possible to create multiple user-defined forms for each type of form. For example, three different user-defined forms for
references could be created and used for different purposes.

The table presents the types of user-defined forms available for requisition files, requisition templates, and candidate
files.

Requisition Files Requisition Templates Candidate Files

Abstract Additional Information Background Check

Additional Information Budget Basic Profile

Budget Compensation Candidate Personal Information
Compensation Contingent Terms Certifications

Contingent Terms External Description Education
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Requisition Files Requisition Templates Candidate Files
External Description Identification Employee Metrics
Identification Internal Description eSignature
Internal Description Other References
Other Profile Submission Information
Profile Work Conditions

Work Experience

Creating a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

1. Click Create.
2. Select a file type and click Next.

Select a form type and click Create. Or, if you want to use the default fields in the form type, select Use the
default template.

Provide a code, a name, and a description.
Add rows, columns and sections using the Toolbox features.
In the Field Chooser list, select fields, then drag and drop them in the desired sections.

Edit the field properties. Select a field and scroll to the Selected Element Properties section at the bottom of the
form.

8. C(lick Save.

The form appears in the User-defined Forms list and is available when creating user-defined files.

W
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Duplicating a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

1. Click Duplicate next to the form.

The new user-defined form has the same code with the extension (copy).

Previewing a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

1. Click Preview next to the user-defined form.
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Deleting a User-defined Form

The user-defined file must have the Inactive status.
Configuration > [Recruiting] 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 used
in user-defined files.

Activating a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

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

The user-defined form status is changed to Active. The user-defined form can be used when creating user-defined files.

Deactivating a User-defined Form

The user-defined form status must be Active.
The user-defined form must not be in use.
Configuration > [Recruiting] Administration > User-defined Forms

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

The user-defined form status is changed to Draft. The user-defined form is unavailable when creating user-defined
files.

Adding Fields to a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

Click a form.
Select a field from the Field Chooser list.
Drag and drop the field in the desired section.

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

5. Click Save.

PUWNA
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Editing the Properties of a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

1. Click a user-defined form.
2. Modify the Name, Code and Description fields.
3. Click Save.

Editing the Properties of a Field included in a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

Click a user-defined form.

In the Page Content section, click in a field.

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

P UWUNa

Adding a Static Hyperlink in a User-defined Form

Configuration > [Recruiting] Administration > User-defined Forms

Click a user-defined form.

Click a field.

In the Selected Element Properties section, under Field Type, select URL.

In the Selected Element Properties section, under Access Type, select Read-only.

P UWUNa

Access must be set to read-only to ensure the user cannot change the value of the URL.

Adding Custom Instructions to a Field

Configuration > [Recruiting] Administration > User-Defined Forms
1. Click a user-defined form.
2. Inthe Page Content section, click in a field.

3. Inthe Selected Element Properties section at the bottom of the page, enter custom instructions in the
Instructions field.

The Instructions field supports 1000 characters, embedded HTML and hyperlinks.
Note that the Help Callout field is not used in Recruiting.

4. Format instructions if desired.
5. Click Save.

Instructions are only viewable by Recruiting Center users when they are in edit mode within a file. The instructions
appear underneath the field to assist users in understanding what they need to do with certain fields contained in a file.
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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

Access (Editable/ Read Only)

Binding field

Columns

CSS Style

CSS Style Label

CSS Style Instructions

Default Value
Field Label

Field Size

Field Type

ORACLE

Description

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.

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.

Number of columns. Administrator can determine how many columns of fields to display in each area
of each page of the forms.

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.

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

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 of the input field
Input Field Label

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.

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.

- Text Input

- Password Input

- Suggest

- Text Area

» Check Box

- Radio Button

- Drop-down List

» Check Box

- 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.

- Date input
- Date Drop- down list

- Selector
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Property Option

Help Callout

Input Mask

Instructions

Mandatory

Rows

Save Literals

Status (Deactivated /Activated)

Tooltip

Value
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Description

- Read-only Text

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

- Image URL - works the same as the URL, but makes the corresponding image a clickable link.

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

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: 999-99-9999Z|P Code United States: 99999|99999-9999Postal Code Canada: a%a%a9|a%a
9a9|a%9a-9a9Note: Make sure to not add a space before and after the | operator. For example, do not
enter 99999 | 99999-9999

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. Note that the instructions are not displayed
when the field type is "read-only text".

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.

Number of rows available in a text area.

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.

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

Displays the text entered in the input field as a tooltip when the assignee/viewer hovers over the field

in the form.

Area where user input should be entered or where the information saved in a field is displayed.

Candidate and Requisition File Setup

Candidate and Requisition File Setup

The Candidate File Setup and Requisition File Setup features allow system administrators to indicate in which situations
user-define files will be used and to associate user-defined files to staffing types.

ORACLE
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System administrators first define a primary file. Then, if desired, they can set a different file to be used for each staffing
type. If a staffing type is not specified, the default file will be used.

Candidate File Setup

Candidate File

Create Candidate

Purpose

Activated candidate file for viewing and editing general profiles.

I Note: The same file is used for both editing and viewing purposes.

Activated candidate file for viewing and editing job submissions.

I Note: The same file is used for both editing and viewing purposes.

Activated file for the quick creation of candidate profiles (default file).
First activated file for creating candidate profiles.

Second activated file for creating candidate profiles.

Third activated file for creating candidate profiles.

Fourth activated file for creating candidate profiles.

First activated file for creating job-specific submissions.

Second activated file for creating job-specific submissions.

Third activated file for creating job-specific submissions.

Fourth activated file for creating job-specific submissions.

Activated file for creating referrer and candidate profiles.

Activated file for capturing referrer profiles and job-specific submissions.

At least one Create Candidate flow must be activated for the Create Candidate feature to work.

Requisition File Setup

Requisition File

Requisition Template

ORACLE

Purpose

Requisition File 1.
Requisition File 2.
Requisition File 3.

Activated file for creating requisition templates.
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Dissociating a Requisition File from a Staffing Type

Configuration > [Recruiting] Administration > Requisition File Setup

1. Click Edit.
2. Click Remove next to a staffing type.
3. Click Save.

If no other staffing types are associated to the requisition file, the requisition file will be used with all types of staffing.

Disassociating a Candidate File from a Staffing Type

Configuration > [Recruiting] Administration > Candidate File Setup

1. Click Edit.
2. Click Remove next to a staffing type.
3. Click Save.

If no other staffing types are associated to the candidate file, the candidate file will be used with all types of staffing.
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8 Candidate Selection Workflow

Candidate Selection Workflow Key Concepts

Candidate Selection Workflow

A candidate selection workflow (CSW) provides the framework to move candidates through the hiring process in order
to evaluate and find the best candidate for a job.

A CSW includes steps, statuses, and actions a recruiter must go through before hiring a candidate. An analogy can

be drawn between the candidate selection workflow and moving candidate resumes from one pile to another as the
selection progresses and the number of resumes retained is reduced. For example, a candidate submission is analyzed,
the candidate is contacted, interviewed, then selected.

The CSW is created by the system administrator then selected by recruiters when creating a requisition. When
candidates apply on the requisition, the selected CSW is used to track and manage candidates from the time they are
new to the system to the time that they are hired. Candidate files in each step of the CSW can have a status. Specific
actions can be performed on these candidate files depending on the steps and statuses. A set of user type permissions
grant users access to the actions that can be performed in a candidate selection workflow.

The CSW can be displayed to recruiters on a priority basis. The system will sort workflows according to the level of
compatibility and ensure that the most appropriate workflow is displayed when recruiters create a requisition.

Candidate Selection Workflow Step

Candidate selection workflows are comprised of steps that represent the levels that candidates reach as they progress
through the hiring process. A step represents a major stage or event in a candidate selection workflow.

A step in a candidate selection workflow can be mandatory or optional.

If a step is mandatory, the user must take the candidate through the step before moving on to any subsequent
steps. The user will not have access to the subsequent list of steps until the step is completed.

If a step is optional, the user can skip the step entirely and move the candidate on to the next step. Or, the
user can move a candidate conditionally through a step without completing the step in order to move to a
subsequent step, and return to the conditional completion step later to complete it.

Most steps are mandatory and sequential, meaning that they must be completed in the prescribed order. In some
scenarios, a user may be able to move a candidate to a step without completing the current one, but the system will
require that all mandatory steps be completed before completing the hiring of a candidate.

Each step must be finished with a completion status, indicated by an asterisk (*), before a candidate can move to
another step in the hiring process. A completion status completes the step.
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A step can have a Restricted confidentiality level. In many organizations, hiring managers are not involved in the earliest
steps of the candidate selection process. Recruiters are responsible for evaluating new job applications and only submit
qualified candidates to the hiring managers. It is possible to configure steps to prevent hiring managers from viewing
specific selection steps (such as New) in the Recruiting Center Candidates list.

Notifications can be added to steps. This allows sending a message to users to let them know when a step is reached by
candidates.

Note: There is no limit on the number of steps that can be used in a CSW. However, a best practice is to only add
necessary steps.

Candidate Selection Workflow Status

A status indicates the detail or state of where a candidate is within a step.

A candidate can change status during a step but the candidate can only have one status at a time in each step. Statuses
are more flexible than steps as most are optional and do not need to be followed in a certain order. Statuses can be
temporary therefore requiring an additional action from the user or they can complete a step (indicated by *) because
they complete the step by either moving the candidate to the next step or terminating the candidate selection process.

Statuses may have different progression levels:

Progression Level Description

Not Started Indicates that the step has not started yet. Example: For the 1st Interview step, "To be Scheduled" is
a Not Started status because the interview has not been scheduled and the step has not officially
started.

In Progress Indicates that a candidate needs to be moved to other statuses before moving to the next step. The

option "move" is not available to the user at this point. Example: For the 1st Interview step, "Scheduled"
is an In Progress status.

Completed Indicates that a candidate can move to the next step. The "move" option is available to the user at this
point. When selecting the Completed level, the following option becomes available: "Allow completion
even if some activities remain pending". This option allows the move to the next step even if some
activities are still pending from a previous step.

Status change buttons (or shortcut buttons) allow recruiters to change the status of a candidate without having to open
the Action window. A status can be linked to one of these buttons. Only one status can be assigned to a specific button
in the current step.

Button Behavior in the Candidate File Behavior in the Candidate List
Changes the status of the candidate to a completion Changes the status of all selected candidates to a
v status. completion status.
@ Changes the status of the candidate to Rejected. Changes the status of all selected candidates to Rejected.
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Button Behavior in the Candidate File Behavior in the Candidate List

5 Changes the status of the candidate to Under Changes the status of all selected candidates to Under

consideration.

consideration..

Candidate Selection Workflow Action

An action is an event performed on a candidate file during the hiring process.

An action is linked to a specific step of the candidate selection workflow. The action is performed by a recruiter when a
candidate reaches the step of the workflow.

Candidate selection workflow actions are provided by the system. Available actions for a candidate selection are:

Action

Add Comments
Bypass

Change Status
Enter Grade
Move

Reset Selection Process

Revert

Self-Assigned Task

Send Correspondence

Share Candidate in CSW Assistant
Start New Hire Transition Process
Start Onboarding Process

Start Pre Hire Transition Process
Undelete

Update Start Date

ORACLE

Description

Add comments to a candidate file.

Bypass a step in a candidate selection workflow without any restriction.
Change the status of a step in a candidate selection workflow.

Enter or remove a grade in a candidate file.

Move a candidate from one step to another.

Note:

The rules for the "Reset Selection Process" action are not well implemented and for now it is best to
not implement this action. This manual candidate feature is activated via the permission "Reset the
selection process of an existing submission".

Undo the last action in a step.

When a candidate gets to the step where the Self-assigned Task action was added, Recruiting Center
users can select the Create a self-assigned task option in the Change Step and Status window or
Bypass window. If the option is selected, users have to provide a name, due date, description, and
comments for the self-assigned task. The task then becomes available under the Tasks tab.

Send a correspondence to a candidate.

Share a candidate while the candidate is moving in the selection workflow.

Start a new hire process.

Start an onboarding process.

Start a prehire process.

Undelete a candidate file.

Update the start date of a candidate.
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Quialifiers provide a reason or additional information to move a candidate in a candidate selection workflow or to
change the status of a candidate.

Quialifiers are created by the system administrator. When configuring the statuses of a step, the administrator can
specify if qualifiers are optional or mandatory and if one or several qualifiers can be selected by candidates.

When users change the status of a candidate, the qualifiers displayed will vary depending on the statuses linked to the

steps chosen for the selected candidate selection workflow.

For example, a candidate may decline a job for personal reasons. The qualifiers could be:

- Not willing to relocate

- Not willing to travel

- Feels that salary is insufficient

- No reason given

Quialifiers are grouped together into qualifier groups.

Candidate Selection Workflow Example

The example illustrates a candidate selection workflow with six steps and several statuses for each of the steps.

1 Shortcut button to change to a completion status.

@ : Shortcut button to change to the rejected status.

Step 1: New

New Applicant

Under Consideration

Recommended *

Rejected @

Has Declined

ORACLE

Step 2: HM Review

To be HM Reviewed

To be Rejected Post
HM Reviewed

HM Approved *

Rejected @

Has Declined

Step 3: Interview /
Assessment

To Be Interviewed

Invite to Scheduling
Center

Phone Screen

st Interview

2nd Interview

Step 4: Offer

Offer to be Made

Draft

Approval in Progress

Approved

Extended

Step 5: Background
Check

Initiate Background
Screening

Background Follow-Up

in Progress

Background Screening

Completed

Rejected E

Has Declined

Step 6: Hire

Proceed to Hire

Candidate No-Show
(Rescind or Renege
Offer)

Hired *

Rejected @

Has Declined
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Step 1: New Step 2: HM Review Step 3: Interview / Step 4: Offer Step 5: Background Step 6: Hire
Assessment Check
3rd Interview Rescinded

Interviews Completed = In Negotiation

g
Refused

Rejected @

Has Declined
Accepted
Reneged

Rejected @

Has Declined

Reference Model

Steps and statuses must be mapped to a core standard process for reporting and database administration.
The reference model is made up of the following steps:

- New

+ Reviewed

- First Interview
- Second Interview
+ Third Interview
- Testing

- Offer

- Hired

- Rejected

-+ Declined

- Pipeline

- Inactive
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Standard Candidate Selection Workflows

Default candidate selection workflows (CSWSs) are supplied with the system. They can be used as templates to create
customized workflows.

Default candidate selection workflows are:

- Complex CSW
Detailed CSW
Pipeline
Reference Workflow

- Simple CSW

Candidate Selection Workflow Configuration

Building a Candidate Selection Workflow

Building a candidate selection workflow consists of the following steps.

Duplicating an existing candidate selection workflow to fit your organization needs.
Reviewing the steps and statuses included in the new candidate selection workflow.
Reviewing the actions tied to the steps of the candidate selection workflow.
Associating an OLF to the candidate selection workflow.

Associating a requisition type to the candidate selection workflow.

Activating the candidate selection workflow.

CUPAUNA

Duplicating a Candidate Selection Workflow

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Click the Workflows tab.

Click on a candidate selection workflow.

Click Duplicate.

Enter a name for the new candidate selection workflow and translate it in all available languages.

Enter a code, comments, and description.

Select Default if you this workflow to be the default one when users create a requisition.

Review the current steps in the workflow.
a. Remove the steps that are not necessary. Select the checkbox next to a step, then click Remove.
b. Add new steps if necessary. Click Add..., select the desired step, then click Add.
c. Reorder steps if necessary. Select a position (number) in the list for each step, then click Reorder.
d. Review the properties of each step.

"Mandatory" indicates that the step is required to be completed.

NOUARWN

222
ORACLE



Oracle Taleo Enterprise Edition Chapter 8
Implementing Recruiting Candidate Selection Workflow

"Restricted" prevents a step from being visible in the Recruiting Center candidate list for those who do
not have the permission to see restricted steps. If you make a step Restricted, you must also set the
permission "View candidates in steps whose confidentiality level is "Restricted".

"Allow" allows users to move candidates from one step to another and to complete unfinished tasks at a
later time on the selection process.
e. Set notifications so that users receive a message when a step is reached by a candidate. Select a
recipient, then select a message template.
f. Click Done.
8. Click Done.

Reviewing the Steps and Statuses Included in a Candidate
Selection Workflow

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Steps tab.
2. Click on a step that is included in the candidate selection workflow.
3. Review the statuses comprised in the step.

a. Remove the statuses that are not necessary. Select the checkbox next to a status, then click Remove.

b. Add new statuses if necessary. Click Add..., select the desired status, then click Add.

c. Reorder statuses if necessary. Select a position (humber) in the list for each status, then click Reorder.

4. Review the properties of each status.

a. Indicate if the status is the initial status of the step.

b. Determine the step progression level, that is Not Started, In Progress, Completed.

c. Select a status change button that is used as a shortcut to change the status of a candidate directly in a
candidate file.

d. Select the Ask for a qualifier option if you want the user to select a qualifier to motivate the change to this
status. This option is available only if the status has qualifiers defined.

e. Select the Ask for comments option if you want the user to enter a comment when the change is done to
this status.

f. Select the Interview Scheduling Behavior option if you want the system to automatically change the
status once an interview is scheduled for the step. This option is used with the Interview Scheduling
feature only. You can activate the Interview Scheduling Behavior option for statuses related to the 1st,
2nd and 3rd Interview steps. When a recruiter creates a meeting in Recruiting, if the Interview Scheduling
Behavior option is selected in more than one status, the recruiter will have to select the appropriate
status in the Action Dialog window. The Interview Scheduling permission must be enabled.

g. Set notifications so that users receive a message when a status is reached by a candidate. Select a
recipient, then select a message template.

h. Activate the automatic progression of candidates feature if desired and create conditions.

i. Click Done.

5. Make the step available by clicking the Available option.
6. Repeat the above steps for each step comprised in the candidate selection workflow.
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Reviewing the Actions Tied to the Steps of the Candidate Selection
Workflow

Configuration > [Recruiting] Administration > Candidate Selection Workflow

1. Click the Steps tab.

2. Click on a step that is included in the candidate selection workflow.

3. Click the Actions Usage tab.

4. Review the actions tied to the step.
a. Remove the actions that are not necessary. Select the checkbox next to an action, then click Remove.
b. Add new actions if necessary. Click Add..., select the desired action, then click Add.
c. Reorder actions if necessary. Select a position (number) in the list for each action, then click Reorder.

5. Click Done.

Associating a Candidate Selection Workflow to Organizations,
Location and/or Job Fields

The candidate selection workflow must be created.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Workflows tab.

Click a candidate selection workflow.

Click the Display Context tab.

Click Add in the Jobs, Organizations and/or Locations sections.

Select Organization-Location-Job Field elements.

6. Click Done.

The candidate selection workflow is associated to an Organization-Location-Job Field (OLF) structure. When users
create a requisition, only the workflows matching the OLF structure of the requisition will be displayed. When
associating an OLF structure to a candidate selection workflow, the more specific the level of the structure is, the more
compatible the workflow will be with a requisition. Moreover, the system will automatically select the workflow which
provides the highest degree of compatibility with the requisition.

A WN

Associating a Candidate Selection Workflow to a Requisition Type

The candidate selection workflow must be created.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Workflows tab.

Click a candidate selection workflow.

Click the Display Context tab.

Select a requisition type in the Available Requisition Types list.

Click Add

Click Done.

ouhkuwN
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When users create a requisition, workflows are displayed according to the requisition type (professional, hourly,
contingent, etc.) selected for the requisition (instead of all workflows of the company).

Activating a Candidate Selection Workflow

The candidate selection workflow must be created.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Workflows tab.
2. Click on a candidate selection workflow.
3. Select Available.
4. Click Done.

In the Workflows page, a check mark appears in the Available column next to the candidate selection workflow. The
candidate selection workflow is now available to users when creating a requisition.

Candidate Selection Workflow - Permissions and Settings

The following permissions and settings are used for the candidate selection workflow functionality.

User Type Permission Description Location
Permissions related to candidate selection Configuration > [SmartOrg] Administration >
workflows are grouped under Candidate [Users] User Types > Recruiting > Candidates >
Selection Workflow. Candidate Selection Workflow
Choose a candidate selection workflow Configuration > [SmartOrg] Administration >
[Users] User Types > Recruiting > Requisitions >
General
Set candidate selection workflow event dates This permission must be granted if you Configuration > [SmartOrg] Administration >
selected the option "Allow event date entry and = [Users] User Types > Recruiting > Candidates >
modification" while configuring a status. Candidate Selection Workflow
Setting Description Default Value Location
Reset Candidate Selection Reset the candidate selection If the submission has reached the = Configuration > [Recruiting]
Workflow after Candidate Re- workflow to the 1st step/status status Hired, Inactive or Withdrawn = Settings
applies after a candidate re-applies

for the same requisition (after
submission expiration). By default
the candidate's status remains the
same. The CSW will not change if
the submission has reached the
"Offer" step or if an interview has
been scheduled.
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Simultaneous Hiring of Multiple
Candidates

Threshold CSW Step - Hide from
Search
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Description Default Value

Allow users to hire multiple Yes
candidates simultaneously.

The setting is a global setting

that affects all requisition types
(professional, executive, hourly,

etc.). It cannot be activated for

a specific requisition type. As a
recommended practice, customers
should activate this feature to

perform mass hiring.

Indicates the CSW reference model
step at which, once reached,

Minimum Workflow Sequence

candidates will be excluded from
search results (unless the user

type has overriding permission).
Candidates are excluded from
search results once they have
reached the threshold step or when
they are at a step that comes after
the threshold step in the reference
model sequence. Possible values
are:

- Not Specified (candidates are
never excluded from search
result)

- New
Reviewed
Declined
- Rejected
Testing
Offer
- Minimum Workflow Sequence
1st Interview
2nd Interview

« 3rd Interview

Chapter 8
Candidate Selection Workflow

Location

Configuration > [Recruiting]
Settings

Configuration > [Recruiting]
Settings
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Candidate Selection Workflow - Other Configuration
Tasks

Creating a Candidate Selection Workflow

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Workflows tab.
Click New...
Enter a name for the new candidate selection workflow and translate it in all available languages.
Enter a code, comments, and description.
Click the Steps Usage tab.
Add steps to the workflow.
a. Click Add...
b. Select steps.
c. Click Add.
7. Reorder steps.
a. Select a position (number) in the list for each step.
b. Click Reorder.
8. Associate Organizations, Locations and Job Fields to the workflow.
9. Associate a requisition type to the workflow.
10. Click Done.

The candidate selection workflow appears in the Workflows page.

oA WN

Deleting a Candidate Selection Workflow

A workflow being used by another user cannot be deleted.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Workflows tab.
2. Select a candidate selection workflow.
3. Click the Delete icon.

The candidate selection workflow can no longer be used in the Recruiting Center. The candidate selection workflow is
permanently removed from the database.

Deactivating a Candidate Selection Workflow

A candidate selection workflow must be active in order to deactivate it.
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It's important to understand the impact of inactivating a CSW prior to doing so. Consider the following:

If a CSW is used on a requisition when it is made unavailable, candidates may be processed using that workflow
for those requisitions.

It won't be possible to edit and save a requisition using this workflow. The user will be forced to select another
active workflow before the requisition can be saved.

- Users won't be able to create a new requisition using that workflow as it won't be available anymore in the list of
available CSWs.

- The steps associated to this CSW will be removed from the candidates step filter.

- The list formats associated to the CSW step contexts will also be removed.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Workflows tab.
2. Click a candidate selection workflow.
3. Clear the Available check box.
4. C(lick Done.
In the Workflows page, a check mark no longer appears in the Available column next to the candidate selection

workflow. Users can no longer use the candidate selection workflow. The candidate selection workflow remains
available in the database.

It's important to understand the impact of inactiviating a CSW prior to doing so.

Selecting a Default Candidate Selection Workflow

The candidate selection workflow must be activated.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Workflows tab.
2. (lick a candidate selection workflow.
3. Select Default Workflow.
4. C(lick Done.

In the Workflows page, a check mark appears in the Default column next to the candidate selection workflow. The
candidate selection workflow appears by default when users create a requisition.

Adding a Step to a Candidate Selection Workflow

The step must be activated in order to add it to the candidate selection workflow.

There is no limit on the number of steps that can be used in a candidate selection workflow.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Workflows tab.

Click a candidate selection workflow.

Under the Steps Usage tab, click Add...

Select a step.

Click Add.

vk WwWN

228
ORACLE



Oracle Taleo Enterprise Edition Chapter 8
Implementing Recruiting Candidate Selection Workflow

6. Click Done.

Removing a Step from a Candidate Selection Workflow

The step must be included in the candidate selection workflow.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Workflows tab.
2. C(lick a candidate selection workflow.
3. Click the check box next to a step.
4. Click Remove.

The step is no longer included in the candidate selection workflow. A step removed from a candidate selection workflow
is not deleted permanently; it is still available in the Steps page and can be reused.

When you remove a step from a candidate selection workflow, the step becomes inactive. Although the step is inactive,
its order within the step sequence is retained and remains configurable. This is because deactivating a step removes
the ability to move candidates to that step in the future, but it does not remove candidates from within such steps, if
applicable. It is therefore recommended that inactive steps continue to be sequenced logically with respect to other
steps (whether active or inactive) such that, if candidates are in fact in those steps, they can still follow a selection
process that is coherent.

Ordering Steps in a Candidate Selection Workflow

Steps must have been added to the candidate selection workflow.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
Click the Workflows tab.

Click a candidate selection workflow.

Click the Steps Usage tab.

Select a new position (number) in the list next to the step name.

Click Reorder.

UhWNA

Configuring a Step Used in a Workflow

The step must have been added to the candidate selection workflow before configuring it.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
Click the Workflows tab.

Click a candidate selection workflow.

Click the Steps Usage tab.

Click the name of a step.

Review the properties of each step.

"Mandatory" indicates that the step is required to be completed.

"Restricted" prevents a step from being visible in the Recruiting Center candidate list for those who do not have
the permission to see restricted steps. If you make a step Restricted, you must also set the permission "View
candidates in steps whose confidentiality level is "Restricted".

VUhWNRA
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"Allow" allows users to move candidates from one step to another and to complete unfinished tasks at a later
time on the selection process.
6. Set notifications so that users receive a message when a step is reached by a candidate.
a. Select a recipient.
b. Select a message template.
7. Click Done.

In the Workflow Details page, under the Steps Usage tab, a check icon appears in the Mandatory, Restricted and Allow
columns depending of your configuration choices.

Selecting the Default Status of a Step

The step must be created.

Only one status must be defined as the initial status for a specific step.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
1. Click on a step.
2. Inthe Statuses Usage tab, click on the desired status.
3. Select the option This is the initial status for this step.
4. Click Done.

In the Step Details page, under the Statuses Usage tab, a check mark appears in the Initial column next to the status.
The default status is used when a candidate reaches the step.

Creating a Step

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Click the Steps tab.

Click New...

Enter a name for the new step and translate it in all available languages.

Enter a short name (which appears on the Step tab in the Candidate List of Recruiting), code, and comments.
Complete the Step Information field if you want to provide custom instructions for the step.

Only one text can be entered for each step for each language. A maximum of 1000 text based characters is
supported. HTML, rich text format (RTF) and hyperlinks are not supported.

6. Select a reference model. Reference models are used to map steps to reports, emails, EEO status settings in
Regulations as well as to other functions used throughout the application. They are also used to determine the
status that will trigger the Employment Equity Information (USA) recruiting setting.

7. Click the Statuses Usage tab.

The Rejected and Declined statuses are present by default; they can be removed if desired.

8. Add statuses to the step.

a. Click Add...

b. Select statuses.

c. Click Add.
9. Reorder statuses.

a. Select a position (number) in the list for each status.

b. Click Reorder.

uhWN
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10. Click the Statuses Usage tab.
11. Review the actions tied to the step.
a. Remove the actions that are not necessary. Select the checkbox next to an action, then click Remove.
b. Add new actions if necessary. Click Add..., select the desired action, then click Add.
c. Reorder actions if necessary. Select a position (number) in the list for each action, then click Reorder.
12. Click Done.

Deleting a Step

The step must not be used in a candidate selection workflow.
Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Steps tab.

2. Select a step.
3. Click the Delete icon.

The step no longer appears in the list of steps, and information is permanently deleted from the database.

Activating a Step

The step must be created.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Steps tab.
2. Click a step.
3. Select Available.
4. C(lick Done.

In the Steps page, a check mark appears in the Available column next to the step. The step is available for selection
when creating a candidate selection workflow.

Deactivating a Step

The step must not be used by a candidate selection workflow.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Steps tab.
2. Click a step.
3. Clear the Available option.
4. Click Done.

In the Steps page, a check mark no longer appears in the Available column next to the step. The step is removed from
the list of steps available when creating a candidate selection workflow. The step remains in the database.
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Creating Custom Instructions for a Step

Only one text can be entered for each step for each language.
Text must be provided for all available languages.

A maximum of 1000 text based characters is supported. HTML, rich text format (RTF) and hyperlinks are not supported.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Steps tab.
2. Click a step.
3. Enter text in the Step Information field.
4. C(lick Done.

The instructions appear in a callout located within the Selection Workflow area in the left hand side of a page. The
callout displays all step-related instructions for the specific workflow, no matter what step the user has selected. The
provided information regarding a step in a candidate selection workflow can explain to users, for example, the purpose
of the step, what are the next steps in the workflow, etc.

Adding an Action to a Step

The action must be activated.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Steps tab.

Click a step.

Click the Actions Usage tab.

Click Add...

Select an action.

Click Add.
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Adding the Share Action in a Candidate Selection Workflow

Configuration > Recruiting Administration > Candidate Selection Workflow
1. Click the Steps tab.

2. Click on a step that is included in the candidate selection workflow.
3. Click the Actions Usage tab.

4. Click Add...

5. Select the Share Candidate in CSW Assistant action, then click Add.
6. Click Done.

When recruiters select the Change Step/Status action or the Bypass action in the More Actions menu, a Share candidate
option is available in the Candidate Selection Workflow assistant window so that users can share a candidate while the
candidate is being progressed in the selection workflow.

In order to share candidates, users must have the Share candidates permission (Configuration > [SmartOrg]
Administration > Users > User Types > Recruiting > Candidates).
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Removing an Action from a Step

The action must be activated.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Steps tab.
2. C(lick a step.
3. Click the Actions Usage tab.
4. Select an action.
5. Click Remove.

The action is no longer available for the step. An action removed is not deleted permanently, it is still available in the
Actions tab and can be reused.

Reordering Actions in a Step

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab

Click the Steps tab.

Click a step.

Click the Actions Usage tab.

Select a new position (number) in the list next to the action name.
Click Reorder.

VuhWNA

Creating a Status

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Click the Statuses tab.

Click New...

Enter a name for the new status and translate it in all available languages.

Enter a code and comments.

Select a reference model. Reference models are used to map statuses to a core standard process for reporting
and database administration.

Select the option "Allow event date entry and modification" (optional).

This option is used for actions that result in a change of status (that is, Change Status, Move, Bypass, Offer, Hire
a Candidate, Candidate has Declined, Reject Candidate). The results displayed in reports will reflect the actual
dates when events were performed. Users will be able to enter the date when an event was performed, rather
than when it was recorded.
7. Select the option "Activate the corresponding action" if you want the status to be available as an action in the
More Actions list.
This option is available for these statuses: Rejected, Declined, Offer, Verbal Offer, Hired.
8. Add qualifier groups.
a. Click Add...
b. Select qualifier groups.
c. Click Add.

uhWNA
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9. Reorder qualifier groups.
a. Select a position (number) in the list for each qualifier group.
b. Click Reorder.
10. Click Done.

The status appears in the Statuses page.

Deleting a Status

The status cannot be used in a step.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Statuses tab.
2. Select a status.
3. Click the Delete icon.

The status no longer appears in the list of statuses and is permanently removed from the database.

Activating a Status

The status must be created.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Statuses tab.
2. C(lick a status.
3. Select the Available option.
4. Click Done.

In the Statuses page, a check mark appears in the Available column next to the status. The status is available for
selection when creating a step.

Deactivating a Status

A status must be active in order to deactivate it.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Statuses tab.
2. Click a status.
3. Clear the Available check box.
4. Click Done.

In the Statuses page, a check mark no longer appears in the Available column next to the status. The status no longer
appears in the list of statuses available when creating a step. The status remains in the database.
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Configuring a Status Used in a Step

The status must be added to the step before configuring it.

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Click the Steps tab.

Click a step.

Click the Statuses Usage tab.

Click a status.

Indicate if the status is the initial status of the step.

Determine the step progression level, that is Not Started, In Progress, Completed.

Select a status change button that is used as a shortcut to change the status of a candidate directly in a

candidate file.

Select the Ask for a quadlifier option if you want the user to select a qualifier to motivate the change to this

status. This option is available only if the status has qualifiers defined.

9. Select the Ask for comments option if you want the user to enter a comment when the change is done to this
status.

10. Select the Interview Scheduling Behavior option if you want the system to automatically change the status once
an interview is scheduled for the step. This option is used with the Interview Scheduling feature only. You can
activate the Interview Scheduling Behavior option for statuses related to the 1st, 2nd and 3rd Interview steps.
When a recruiter creates a meeting in Recruiting, if the Interview Scheduling Behavior option is selected in
more than one status, the recruiter will have to select the appropriate status in the Action Dialog window. The
Interview Scheduling permission must be enabled.

11. Set notifications so that users receive a message when a status is reached by a candidate. Select a recipient,
then select a message template.

12. Activate the automatic progression of candidates feature if desired and create conditions.

13. Click Done.

NOURWNA
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Adding a Status to a Step

The status must be activated in order to add it to the step.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
Click the Steps tab

Click a step.

Click the Statuses Usage tab.

Click Add...

Select a status.

Click Add.

Click Done.

NOURWNA

Removing a Status from a Step

You cannot remove a status that was selected as the initial status. You must first select another status that will become
the initial status.
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Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
1. Click the Steps tab

Click a step.

Click the Statuses Usage tab.

Select a status.

Click Remove.

6. Click Done.

The status is no longer included in the step. A status removed from a step is not deleted permanently; it is still available
in the Statuses page and can be reused.
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Ordering Statuses in a Step

Statuses must be included in the step before ordering them.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Steps tab

Click a step.

Click the Statuses Usage tab.

Select a new position (number) in the list next to the status name.

Click Reorder.

Click Done.

cuhAUN

Activating an Action

Configuration > [Recruiting] Administration > Candidate Selection Workflow

1. Click the Actions tab.

2. C(lick an action.

3. Select the Available option.
4. Click Done.

In the Actions page, a check mark appears in the Available column next to the action. The action is available for
selection when creating a step.

Deactivating an Action

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Actions tab

1. Click the Actions tab.

2. Click an action.

3. Clear the Available check box.
4. Click Done.

In the Actions page, a check mark no longer appears in the Available column next to the action. Also, the action is no
longer available in the list of actions for selection when creating a step.
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Making Comments Mandatory for an Action

Configuration > [Recruiting] Administration > Candidate Selection Workflow

1. Click the Actions tab.

2. C(lick an action.

3. Select the option Make comment mandatory.
4. Click Done.

In the Actions page, a check mark appears in the Comment Mandatory column next to the action and users will need to
provide a comment for this action.

Creating a Qualifier

Configuration > [Recruiting] Administration > Candidate Selection Workflow

1. Click the Qualifiers tab.

2. Click New...

3. Enter a name for the new qualifier and translate it in all available languages.
4. Enter a code and comments.

5. Select the Available option.

6. Click Done.

The qualifier appears in the Qualifiers page.

Deleting a Qualifier

The qualifier must be deactivated.

The qualifier must not be used in a candidate selection workflow.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifiers
1. Click the Quialifiers tab.
2. Select a qualifier.
3. Click the Delete icon.

Creating a Qualifier Group

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Click the Qualifier Groups tab.

Click New...

Enter a name for the new qualifier group and translate it in all available languages.
Enter a code and comments.

Select the Available option.

Click Add to add an existing qualifier or New to create a new qualifier.

cCUupRUNS
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7. Select at least one qualifier.
8. Click Done.

The qualifier group appears in the Qualifier Groups page. Users have a means to explain why they moved a candidate in
the candidate selection workflow or changed the status of a candidate.

Deleting a Qualifier Group

Quialifier group must not be in use.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifier Group
1. Click the Qualifier Groups tab.
2. Select a qualifier group.
3. Click the Delete icon.

Bulk Move to the Hire Step/Status

Recruiting Center users can move several candidates to the Hire step/status in a single transaction.

When this feature is activated, users are able to select more than one candidate to move to the Hire step/status.
The system performs a verification to see if the number of candidates selected is equal to or less than the number
of positions still open. If additional information is required during the hire action, for example the start date, all the
information entered will apply to all candidates hired in that action.

This feature supports candidate selection workflows with or without the RSOffer step.

Activating the Bulk Move to Hire Step/Status

Configuration > [Recruiting] Settings

1. Click the Simultaneous Hiring of Multiple Candidates setting.
2. Click Edit.

3. Select Yes.

4. Click Save.

Step/Status Change in One Click

Recruiting Center users can use the Next Action feature to access steps and statuses directly in the candidates list
without having to select an action in the More Actions list.

The Next Action column is available in a candidate list format. The Next Action column contains actions that will give
access to the next status or step related to a candidate. Actions available in the new column will allow users to:

- Change the status of a candidate to the next completion status (if the step is not already completed).

Move the candidate to the initial status of the next step if the current step is completed.
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Actions available in the Next Action column are Candidate Selection Workflow (CSW) movements only, either a
- Move to the next step in the CSW.
- Change to the completion status within the current step.

If the current status is not a completion status, the action displayed will be a move (change status) to the first
completion status of the current step. If the current status is a completion status, then the action will be a move to the
next step at the initial status. In a one-step CSW (reference workflow), only statuses configured as a "completion status"
will show up as next steps.

Updating Steps and Statuses for Submissions on
Different Requisitions

Recruiting Center users can select multiple submissions on different requisitions and update the corresponding step or
status.

Recruiting Center users can select several candidate submissions submitted on different requisitions and move them to
the next step, bypass the current step, or change the step's status provided all the submissions are at the same step and
all the requisitions use the same Candidate Selection Workflow (CSW).

Whichever action users want to perform (move candidate submissions to the next step, change a step's status, or
bypass the current step) on multiple submissions, the users require the corresponding user type permission. If users do
not have a particular permission, the corresponding action is unavailable for selection.

If users select multiple submissions and some of them do not correspond to the user type permission that governs

the action the users want to perform, a message at the end of the updating process indicates which submissions were
not updated. Take the case of a user who had a user type that had the Bypass steps: Only if this user is an owner

of the requisitions permission. Suppose the user selected multiple candidate submissions on different requisitions
and all the submissions were at the 1st Interview step. The user then performed the bypass action to advance the
submissions directly to the 3rd Interview step. If the selection included submissions from candidates for whom the user
was a collaborator rather than the owner, the system would generate a message listing the submissions that were not
updated. The submissions of candidates "owned" by the user would be updated to the 3rd Interview step.

If users change the current step of multiple submissions to Hire and some of the requisitions are then filled, a message
is displayed for each filled requisition.

- If there are active offers associated with a filled requisition, the following message is displayed: Once this
operation is completed, all openings available for the requisition {Requisition ID} will have been filled. The
system will then unpost the requisition. However, you must first rescind all other offers extended to be able to
close the requisition.

- If there are no active offers associated with a filled requisition, the following message is displayed: Once this
operation is completed, all openings available for the requisition {Requisition ID} will have been filled. If the
system is not able to unpost the requisition and change its status to "Filled", the requisition will have to be
filled manually and the system will assign a task to {0}. Do you want to hire the selected candidates? If the user
answers "No", the action is canceled; none of the submissions selected initially are updated to the Hire step.

While a user is updating the step or status of a selection of submissions on different submissions, the "Send
correspondence” check box is available for selection if the individual has a user type that has the following permission
and value: Send correspondence (while changing the status of a candidate in a workflow) - Without restriction. If
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the value is instead Only if this user is an owner of the requisitions or a collaborator, the check box is displayed only if
the individual is the owner of or a collaborator for all of the submissions selected.

While a user is updating the step or status of a selection of submissions on different submissions, the workflow Event
Date calendar is available for selection provided that all the submissions selected satisfy the Set candidate selection
workflow event dates permission for the user type assigned to the user. For example, if the setting value is Only if this
user is an owner of the requisitions or a collaborator, the user must be the owner of or a collaborator for all of the
submissions or Event Date calendar will not be displayed.

Configuration

The following permissions are listed because they have an effect not only when a user wants to update a step or status
for a single submission but also when multiple submissions are selected for updating as a batch.

User Type Permission Location

Change submission status Configuration > [SmartOrg] Administration > [Users] User Types > [Functional Domains] Recruiting >
[Candidates] Edit

Move submissions to next step Configuration > [SmartOrg] Administration > [Users] User Types > [Functional Domains] Recruiting >
[Candidates] Edit

Bypass steps Configuration > [SmartOrg] Administration > [Users] User Types > [Functional Domains] Recruiting >
[Candidates] Edit

Send correspondence (while changing the = Configuration > [SmartOrg] Administration > [Users] User Types > [Functional Domains] Recruiting >
status of a candidate in a workflow) [Candidates] Edit

Set candidate selection workflow event Configuration > [SmartOrg] Administration > [Users] User Types > [Functional Domains] Recruiting >
dates [Candidates] Edit

Reverting a Step or Status Change

A permission can be granted to users so they can access the Revert action, which enables them to revert a candidate
submission's progression in the candidate selection workflow.

The permission "Revert step or status change" was created to grant or deny users access to the Revert action in the
More Actions menu. With this permission, it is possible to determine if:

- auser can revert a step or status change,
- auser can revert a step or status change but only if the action to be reverted has been performed by that user,

- auser cannot revert a step or status change.

The following permissions/rules apply on top of the "Revert step or status change" permission. A user granted the
"Revert step or status change" permission will be unable to perform a revert action if one of the existing rules is not
met.

- Users must have the "Change submission status" permission to revert a status change action.

- Users must have the "Change submission status" permission and the "Move submissions to next step"
permission to revert a step change action.
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- Users must have the "View candidates in steps whose security level is "Restricted" permission to see restricted
steps to revert a step change action for which, once reverted, the submission will be on a restricted step.

User Type Permission Location

Revert step or status change Configuration > [SmartOrg] Administration > [Users] User Types > Recruiting > Candidates >
Candidate Selection Workflow

Change submission status Configuration > [SmartOrg] Administration > [Users] User Types > Recruiting > Candidates >
Candidate Selection Workflow

Move submissions to next step Configuration > [SmartOrg] Administration > [Users] User Types > Recruiting > Candidates >
Candidate Selection Workflow

View candidates in steps whose security Configuration > [SmartOrg] Administration > [Users] User Types > Recruiting > Candidates >
level is "Restricted Candidate Selection Workflow

Candidate Progression Status

The candidate progression status indicates the most advanced progression status of a candidate on other requisitions
across all positions where the candidate is being considered.

To see the progression status of a candidate, the Progression Status column must be added to the candidate list
format. Icons are used to indicate the furthest active progression status of a candidate across all positions where the
candidate is being considered. When clicking a progression status icon, a tooltip indicates the active status and a date.
For example: "Most advanced progression status: New (as of 2011-Oct-17)".

Progression Status Icon Description
&~ New
=

a Reviewed
(a-a]

& 8 First, second, and third interview
14, 240, 3
E_'-i.? Testing
Offer

[t
E Hired

' Pipeline

I
g Contact
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In the example below, a candidate has applied to four jobs:

Job Job Status Candidate Status

1 Active for sourcing New > To be reviewed

2 Closed Interview 2 > To be scheduled
3 Active for sourcing Offer > Rejected

4 Active for sourcing Interview 1> To be scheduled

The icon that would appear for this candidate across all contexts would be Interview 1icon because it is the furthest
active progression status on an active job. Both requisition status and candidate status must be active to be considered
for the furthest active progression status.

In the Candidates list, the In Selection Process icon remains available and shows the parallel job applications of the
candidate. In a job-specific candidate list, the progression status icon may be displayed while the In Selection Process
icon may not be displayed if there is only one job application. In the search result list, if the In Selection Process icon
is displayed, the progression status icon is also displayed. If no In Selection Process icon is displayed, the progression
status column is empty.

It is recommended to remove the tracking solution (In Selection Process icon) and to replace it with the Progression
Status feature in general lists (such as search result lists, folder lists) if you allow users to view the content of requisitions
to which a candidate has applied and to which the user has access. In a job-specific candidate list, the In Selection
Process icon is visible only when there is at least one concurrent active job application, and the progression status icon
is visible as soon as there is one active job application.

Threshold CSW Step - Candidates Hidden from Search
Results

The main objective of this feature is to exclude from search results candidates who have reached a specific status to
avoid creating additional applications.

With the following setting, the system administrator configures what "step" in the candidate selection workflow when
reached and still active should prevent candidates from being searched by unauthorized users.

Setting Description Default Value Location

Threshold CSW Step - Hide from Search  Indicates the CSW reference model step = Minimum Configuration > [Recruiting] Settings
at which, once reached, candidates Workflow
will be excluded from search results Sequence

(unless the user type has overriding
permission). Candidates are excluded
from search results once they have
reached the threshold step or when
they are at a step that comes after the
threshold step in the reference model
sequence. Possible values are:
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Setting Description Default Value Location

Not Specified (candidates are never
excluded from search result)

New
Reviewed
- Declined
Rejected
Testing
- Offer
Minimum Workflow Sequence
1st Interview
+  2nd Interview

3rd Interview

The above setting works in conjunction with the following user type permission. The system administrator can specify
which user types can view, through searches, candidates who are being considered on other requisitions.

User Type Permission Location

View candidates in search results even if Configuration > [SmartOrg] Administration > User Types > Recruiting > Candidates > Candidate
the submission status has already reached  Selection Workflow
the threshold step to hide from search

Competitive Workflow Restriction

This feature prevents Recruiting Center users from advancing a candidate in the candidate selection workflow if the
candidate is already in an advanced stage of selection (offer or hire step) for another position.

The system can be configured such that if the workflow for one active submission is advanced beyond the selected
threshold reference workflow step, users are prevented from advancing the workflow of other submissions for this
candidate.

Note that an active submission is a submission where the user is in the step on an active requisition and not at a
terminal that ends the workflow, such as Rejected or Withdrawn. In other words, the candidate is still being actively
considered on an active requisition or the candidate has been hired.

To enable this feature, the following setting must be configured. System administrators must select the reference
workflow step that once reached will invoke blocking the progression on other submissions. If no step is selected, the
function is not activated.

Setting Description Default Value Location
Threshold CSW Step - Prevent Indicates the CSW reference model Configuration > [Recruiting]
Advancing step at which, once reached, Settings

candidates are locked to the
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Setting

Description Default Value Location

submission and cannot be
advanced on other submissions
(unless the user type has
overriding permission).
Possible values are:

Not Specified (candidates
are never locked from the
submission)

Reviewed

1st Interview
2nd Interview
3rd Interview
Testing

Offer

System administrators can grant the following user type permission to bypass this blocking and allow associated users
to advance candidates regardless of other submissions:

User Type Permission Location

Advanced candidates in workflow even if Configuration > [SmartOrg] Administration > [Users] User Types > Recruiting > Candidates
already reached the threshold step on a
different submission

When all of the above has been configured, users will only notice a change if all the following elements are true:

The candidate has two or more submissions.

One of those submissions is active (not rejected or withdrawn), and its workflow has advanced beyond the
threshold step.

The requisition is active or the candidate is marked as being hired.
The user tries to advance the workflow of one of the other submissions from this candidate.

The user does not have user type permission to ignore this restriction.

Note that the Competitive Workflow Restriction feature is complementary to the feature which hides candidates from
search results if they are beyond a threshold step (which is activated by the Threshold CSW Step - Hide from Search
setting). See Threshold CSW Step - Candidates Hidden from Search Results.

Automatic Progression of Candidates

When configuring a status used in a step, it is possible to allow candidates to reach the status automatically when
specific conditions are met.

This is done by configuring the Automatic Progression of Applications feature in the Status Details page. You can create
and edit conditions that will be used to identify candidates who are allowed to reach this status automatically. If setting
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the condition to be based on the Job Specific Submission for the candidate having all the required criteria or not, it is
recommended that the prescreening questions and competencies be mandatory as part of the application process, so
that the automatic progression can progress properly. If a candidate completes the submission but does not answer
the prescreening questions and competencies because they were not mandatory, the candidate will be viewed as not
having the required criteria and could not therefore progress based on that.

Another option for the automatic progression of candidates is based on Screening Services results. Passport is
responsible for handling requests to and from external service providers. It communicates with other modules in
order to maintain requests up to date and interacts with the assessment platform to request assessment evaluations.
The automatic progression of submissions automates the candidate selection workflow process based on the results
obtained by Passport external services.

Activating the Automatic Progression of a Candidate

Requisition and candidate statuses must be active to consider a candidate for the furthest active progression status.

Tracking solution must be removed.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
1. Click the Steps tab.
2. Click a step.
3. Click the Statuses Usage tab.
4. C(lick a status.
5. Select the option Allow candidates to reach this status automatically when the (optional) conditions specified
below are met.

6. Click Create a Condition...

7. Complete the fields.
The list of available condition providers will vary according to the providers selected at your organization.
Information will vary according to service selected. For more information on available services, please contact
Oracle.

8. Click Done.

9. Click Done.

The automatic progression feature is now activated for the status so that candidates can reach a status automatically
when specified conditions are met.

Automatic Progression of Candidates using Fields

Candidates can automatically be progressed in the candidate selection workflow based on certain fields present in their
job submission.

When system administrators configure a candidate selection workflow and define a status usage within a step, they can
create conditions to automatically progress candidates in the candidate selection workflow.

Rules Created with Standard Fields

Specific standard fields in these categories can be used to create automatic candidate progression rules:

- Personal Information
- Work Conditions
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- Work Experience

- Education

- Certifications

- References

- Contingent Staffing

- Evaluation Management
« Other

For a list of specific standard fields supported to create auto-progression conditions, see Standard Fields for Automatic
Progression of Candidates.

Automatic candidate progression rules based on specific fields can be used for different purposes. For example,

to automatically bypass workflow steps for internal candidates. Let's say that a company has a candidate selection
workflow based on the candidate being an internal candidate (employee) or an external candidate. The way the system
knows if a candidate is an employee is based on the Internal Candidate field being selected. When an employee applies
for a job, the system verifies the Internal Candidate field and if the field is selected, the candidate is automatically
progressed to the specified status in the workflow.

Automatic candidate progression rules allow progressing candidates to a later status within the same step. It is however
possible to move candidates to another step by enabling the automatic progression on the initial status of a step. This
way, candidates being on the completion status of a step will be moved to the step where automatic progression is
enabled on the initial status. Note that if there are mandatory steps in between the two steps, the automatic progression
will not occur. This feature also allows to connect multiple automatic progression rules one after the others in order to
move candidates to a later step and progress them to a specific status within that step.

Rules Created with User-defined Fields

User-defined fields in these categories can also be used:

-+ Education
- Personal Information
- Work Experience
- Job-specific Submission
When submission UDFs are made available in Recruiting, they can be used to create conditions. When administrators

create a new condition, submission UDFs are available for selection under Job-specific submission > User-defined Field
> Submission Information.

Important Notes

System administrators must design and test new CSW rules thoroughly as they may lead to undesired behavior if not
used correctly. For the same reason, it is not recommended to use the automatic progression of candidates functionality
to automatically reject candidate submissions.

Standard Fields for Automatic Progression of Candidates

Personal Information

Accepts Job Posting Notifications = Education Level Last Name Resume
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Personal Information

Address (line 1)

Address (line 2)

Advance Notice

Anonymous job submission

Application Medium

Cellular Number

City

Cover Letter

Currency

Work Conditions

Currency

Expected Hourly Pay Rate

Hours per week willing to work

Hours per week, preferred

Willing to work on holidays

Willing to work on weekends

ORACLE

Email Address

Employee Number

Employee Status

Fax Number

First Name

Home Phone Number

Internal Candidate

Job Level

Job Type

Work Experience

Achievements

Current Job

May we contact the supervisor?

Name During Employment

Supervisor's Email Address

Supervisor's Name

Supervisor's Phone

Supervisor's Title

Middle Name

Minimum Annual Salary

Pager Number

Place of Residence

Preferred Job

Preferred Location

Preferred Organization

Prefix

Primary Number

Education

City

Education Level (Achieved)

GPA

GPA out of

Graduated from High School or

GED

Location

Student name while attending the

program
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Schedule

Shift

Social Security Number

Suffix

Travel

Website Address

Work Phone Number

Zip/Postal Code

Certifications

Location

Number/ID

Organization
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References

Email Address

First Name

Last Name

Location

Middle Name

Organization

Contingent Staffing

Agency Requisition Number

Hourly Rate Paid to the Worker

Sales tax must be charged

Staffing Agency Hourly Rate

Worker ID

Worker Type

Other

Prescreening score

ACE candidate

Background Check Consent

eSignature complete

Application State
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Evaluation Management

Completed Questionnaires

Questionnaire Average Score

Phone Number

Relationship

Title

Type

Creating a Rule to Automatically Progress Candidates Based on
Job-Submission Fields

Configuration > Recruiting Administration > Candidate Selection Workflows
1. Click the Steps tab.

Click a step.

Click the Statuses Usage tab.

Click a status.

Select the option Allow candidates to reach this status automatically when the (optional) conditions
specified below are met.

Click Create a Condition...

Provide a name to the condition.

In the Condition Statement section, select Job-specific submission in the first drop-down menu.
Select Standard Field or User-defined Field.

10. Select other elements to create the condition.

11. Click Done.

12. Click Done.

The auto-progression rule is now activated and candidates can reach the step automatically when specified conditions
are met.

v A WN

B B
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Automatic Progression of Candidates using Submission
Medium

Recruiting Center users can see which medium was used to submit information about a candidate initially and which
medium was used most recently.

Submissions for a job can be entered into the system in a number of ways: candidates can apply through a standard
or mobile career section; candidate submissions can also be submitted by way of an agency, a referral, or a match
performed in the Recruiting Center. The candidates are later invited to visit the career section to complete the
application workflow.

The Recruiting Center displays in the Profile section of the candidate file, two fields for medium:

« The Original Submission Medium field indicates the medium used when the candidate submission was
submitted the first time. The Original Submission Medium is read-only.

- The Latest Submission Medium field indicates the medium used for the most recent submission. The Latest
Submission Medium field is updated automatically when a submission is updated using a medium that is
different from the one last used.

Recruiting Center users can manually indicate the most recent medium used by making a selection from the
corresponding list.

System administrators can configure Candidate Selection Workflow (CSW) auto-progression rules such that when the
original or latest submission medium takes on a specific value, the submission advances automatically to a different
step and/or status. This is best explained by an example.

Example: Suppose an organization wanted Recruiting Center users to consider candidates for a phone screening
interview only after the candidates had submitted a fully completed submission that included an e-Signature. Original
submissions that typically contain rudimentary information could originate, for example, from matches performed by
Recruiting Center users, from the recommendations of friends, or from candidates who applied through mobile career
sections. The Original Submission Medium value would be Matched to Job, Referral and Online Mobile respectively. In
all of these cases, the candidates would receive an email message requesting them to visit the organization's "standard"
career section and complete their submission. When the candidates provided a complete submission including an
e-Signature, the value of the Latest Submission Medium would be changed automatically to Online. Suppose that

the organization had configured a CSW such that candidates whose submission medium was Online were advanced
automatically to the Phone screen step and Under consideration status. This would ensure that the candidates at the
phone screening step in the CSW had submitted complete submissions.

System administrators can also configure a list format to have the Original Medium and Latest Medium appear as
columns in candidates list.

Creating a Rule to Automatically Progress Candidates Based on
Submission Medium

Configuration > Recruiting Administration > Candidate Selection Workflows
1. Click the Steps tab.
2. Click a step.
3. Click the Statuses Usage tab.
4. C(lick a status.

249
ORACLE



Oracle Taleo Enterprise Edition Chapter 8
Implementing Recruiting Candidate Selection Workflow

5. Select the option Allow candidates to reach this status automatically when the (optional) conditions
specified below are met.

Click Create a Condition...

Provide a name to the condition.

In the Condition Statement section, select Job-specific submission in the first drop-down menu.
Select Standard Field in the second drop-down menu.

10. Select Submission in the other drop-down menu.

11. Select Latest Submission Medium or Original Submission Medium.

12. Select a medium.

13. Click Done.

14. Click Done.

B B

The auto-progression rule is now activated and candidates can reach the step automatically when specified conditions
are met.

Candidate Selection Workflow Priority

The candidate selection workflow priority ensures that the most appropriate workflow is displayed to the Recruiting
Center user when they create a requisition.

The system can sort candidate selection workflows (CSW) according to the level of compatibility and ensure that the
most appropriate workflow is displayed when a user is creating a requisition.

The system administrator must identify one CSW as the company default workflow. However, the default workflow
will be preselected only if no other workflow is found to be compatible to the requisition or if other workflows are
compatible because they are linked to all Organization, Location and Job Field (all-all-all).

The system automatically preselects the most compatible workflow as follows:
- The system makes the sum of the differences between the levels specified in the workflow and in the
requisition.
- The workflow with the least differences is the one displayed in the Candidate Selection Workflow field.

In case of a tie, the sort is performed on the code of the workflows.

A workflow with no value (Null) for a dimension (Organization, Location or Job Field) will consequently be associated to
all structure elements from that dimension. However, associating a workflow to no specific value (equivalent to all) will
penalize its level of compatibility. Hence, a workflow tied to all-all-all will be much less pertinent than a workflow with
the slightest specificity in its categorization.

Below are examples of workflow using these OLF values:

- Organization: Food Processing/Food Production
Location: United States/California/Los Angeles
- Job Field: Cashier

Workflow 1: There is no difference between the Organization-Location-Job Field information of this workflow and that
of the requisition.
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Code Organization Location Job Field
CsSwW1 Food Processing/Food United States/California/ Cashier
Production Los Angeles
Difference (0) (0) (0)

Workflow 2: Because there is no job field, the sum of the difference is 20.

Code Organization Location Job Field
Ccsw2 Food Processing/Food United States/California/ All
Production Los Angeles
Difference (0) (0) (20)

Workflow 3: There is a difference of one level in the Organization dimension, and a difference of two levels in the
Location dimension, so the sum of the differences is 3.

Code Organization Location Job Field
CSw3 Food Processing United States Cashier
Difference (M (2) (0)

Workflow 4: There is no difference between the Organization-Location-Job Field information of this workflow and that
of the requisition.

Code Organization Location Job Field
csw4 Food Processing/Food United States/California/ Cashier
Production Los Angeles
Difference (0) (0) (0)

Workflow 5: Since no dimension is specified in this workflow, the sum of the differences is 60.

Code Organization Location Job Field
CSW5 All All All
Difference (20) (20) (20)

Workflow 6: Once again, since no dimension is specified in this workflow, the sum of the differences is 60. However, this
is the default workflow.
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Code Organization Location Job Field
CSwWo6 All All All
Difference (20) (20) (20)

Workflow 7: The location of this workflow is not compatible with that of the requisition. This means that this workflow is
excluded. In this example, the workflow that would be displayed in the Candidate Selection Workflow field is Workflow
4 (a_csw4), because even though Workflow 1 (z_csw1) and 4 are tied and have he lowest sum of differences, Workflow 4
will be displayed first when a sort is performed on the code.

Code Organization Location Job Field
Ccsw7 Food Processing/Food United States/California/ Cashier
Production San Jose

Difference

252
ORACLE



Oracle Taleo Enterprise Edition Chapter 9
Implementing Recruiting Candidate and Requisition Search

9 Candidate and Requisition Search

Candidate Search
Candidate Quick Search

The candidate quick search allows Recruiting Center users to quickly find specific candidates.

The candidate quick search is available at the top right hand corner of the Recruiting Center pages. It is available to
Recruiting Center users if settings were configured and if user type permissions were granted.

ﬁr

When performing a candidate quick search, the search engine searches for candidates who applied on a job, submitted
a profile, or are registered but did not apply on a job (could be a person who referred a friend for a job and who had to
register as a new user, or a person who registered while clicking My Account).

The candidate quick search engine searches information in the following fields of the candidate file:

- first name

- last name
middle name

- email address
username

- candidate identification number

When performing a candidate search, users can enter partial names (either the first or last name with the * wildcard) or
complete names in the field. However, a best practice is to enter complete names to obtain better results.

Users can also perform a search with a middle initial if they know the person's full name (example: Sam P Jones). If
searching for someone who's first name contains initials, we recommend entering just the initials (example: Jr. will give
you the following results: Jr., j.r., or JR).

If looking for someone who hyphenates their name, it is not required to enter both names. Let's say Smith-Jones is the
name you are looking for. Entering Smith, Jones, Smith space Jones or Smith-Jones, will bring back Smith-Jones.

The candidate quick search searches for all the search terms in the above mentioned fields. It works only for users
having access to all the fields. For example, if the email field is hidden for a user type, searching by name will not work.
For this reason, the specific candidate search often produces search results that are more relevant than those generated
by the candidate quick search.
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Configuring the Candidate Quick Search

The configuration of the candidate quick search consists of the following steps.

1. Enabling the Search Widget setting.

2. Granting the candidate quick search permission.

3. Setting the security level for the First Name, Middle Name, Last Name, and Email Address fields so that users
can see these fields and search on them.

4. Creating alist format to display search results. You can also use the default list format or modify it.

5. Assigning a list format variation to configuration profiles.

The candidate quick search allows users to search information in the following fields: first name, last name, middle
name, email address, candidate ID. If you do not want these fields to be visible to certain users, do not give them access
to the candidate quick search. Otherwise, they will be able to perform a quick search but no candidates will be returned.

Enabling the Search Widget Setting

Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Click a configuration profile.

Locate the Search Widget setting using the Refine by feature.
Click the Search Widget setting.

Click Edit.

Select the Yes value.

Click Save.

cuplhuNA

Granting the Candidate Quick Search Permission

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

1. Click a user type.

2. Click the Recruiting functional domain.

3. Click Edit next to Search.

4. Select the permission Access candidate Quick and Specific search but find external candidates only.

5. If you want the user type to search for internal candidates, select the permission If access to Quick and Specific
Search is granted, find Internal candidates (in addition to external candidates).

6. Click Save.

Setting the Security Level of a Field

Configuration > [Recruiting] Administration > Fields
1. Click a field category.
2. Click the name of a field.
3. Click Edit Field Availability.
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4.
5.

Select the security level of the field: General, Restricted, Confidential.
Click Save.

Creating a List Format for Quick Search Results

Configuration > [Recruiting] Administration > List Formats

_‘—I
-—

12.

13.
14.
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Click on the Candidate tab.

Select a variation in the Show list.

Click the Search Results / Quick Search list format context.

In the Context Details page, under the Formats for this Context tab, click New...
Provide a name for the list format.
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Translate the name of the list format using the Languages list located on the top right hand side of the page.

Optional: Enter comments.

Optional: You can specify if the list format you are creating will be the default list format for the context.
Choose the desired columns by selecting the check box next to each column name.

Order columns in the list format by selecting a number in the Sequence Number column then click Reorder.

. Sort files in the list according to a specific criterion. Up to three different sorting criteria can be specified.

a. To select a criterion, click the Up Arrow icon in the Sort By column next to the desired column name.
b. To select a second sorting criterion, click the Up Arrow icon in the Then by column next to the desired
column name.
c. To select a third sorting criterion, click the Up Arrow icon in the second Then by column next to the
desired column name.
d. To select ascending or descending sorting order, click the Up Arrow icon repeatedly.
Optional: You can select the Group records by first sort criterion option if you want to group files in the list
format.
Click the Active check box to activate the list format.
Click Done.

The list format appears in the Context Details page, under the Formats for this Context tab.

Assigning the List Format to a Configuration Profile and User
Account

Configuration > [SmartOrg] Administration > Configuration Profiles

_‘—l
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Click on a configuration profile.

Click on the Requisition List Format or the Candi