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HOW TO USE THIS MANUAL

The purpose of thimmanualisi 2 R2 OdzYSy & w9/ w'oridet @ &id Rednt OG A 2 y I £ A (0 ¢
Administratorsandfor trainers to help otheusers of the systenPermission is granted to copy,

distribute and/or modify this document for your educational use. Plea$eritothe UC Recruit Project
Websiteat http://sites.uci.edu/ucrecruit for recentproduct updateghat may rot be includel in this

edition of the guide.

-The! / LNBAYSQa w9/ w!L¢ 5

WHAT YOU NEED TO KNOW BEFORE YOU START

Operating System& Browsers

Recommended operating systems:
Microsoft Windows3.1+or Apple Mac OS X 10+
Other: Recruit's reponsive design is compatible with-tgp-date mobile devices.

Supported browsers:

Automatic updates are always recommended to ensure a secure and modern browsing experience, as
certain technologies may lead to a degraded or otherwise suboptimal browgpryience. Each of the
latest browsers are supported along with backwards compatibility for one full version still supported by
the vendor:

Google Chrome
Mozilla Firefox
Apple- Safari
Microsoft Edge

How to Lognto Recruit

To access AP Recruityouraus K+ @S | !/ w bSOL5% !/ wQad | dziKSydAac
community. The UCR NetlD is assigned to Faculty and Staff when they enter the payroll system,
however it must first be activated. If you have never activated your UCR NetID, instructions are

available athttp://cnc.ucr.edu/NetID/obtaining.html

,2dz fa2 ySSR (2 KIFI@GS |y aaAaySR GNRtS¢ Ay It
have and what actions you can take. If youilogndonlysee News & Updates, you have not been
assigned a role and should contagirecruit@ucr.eddor assistance.
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If you have an activated UCR NetlID, log into to AP Recruit li#jps://aprecruit.ucr.edu/
A link to AP Recruit is also available on UCR AP Recruit Information website:
https://academicpersonnel.ucr.edu/aprecruit

All trainees will be usingP RewitQ & { NJ A yhipg:ApréciuiiluSr.eduliraining

1.hy wSONXzA G Q& ot S QWA SE SOIAMRYAYAad NI G2 NER
2. When prompted, authenticate with yoeampus Iand password.

UNIVERSITY OF CALIFORNIA  Recruit

Welcome to Recruit

'vy

-~ UC Faculty & Administrators

The News & Updates Page
TheHomepagewith news and updates the same for aflaculty andadministratar roles

,2dzQftf ({y26 e2dz FNB f233SR Ayid2 wSONHzZA G o6& 221
log out of the system.

Thetop meruchoicess A £ £ RA FTFSNJ RS kde iA Récyiiflf yobi ghly seitHe Nezd & NI &

Updatespage you have not been assignadyrole and should contagtour Academic Personnel office
for help.

ORMNIA Recruit Recruitments Waivers Exemptions. Approvals Admin Reports Help Hello, Darkwing Duck - Logout

UserRolesin Recruit

Recruit Admirstratorsand User Managerare the primary supporters for endsers and thevill
managemostrole assignmentsCommittee chairseditors, reviewers andapproversare assigned their
roles on a recruitmet-by-recruitment basis by theepartmentanalystwho is in charge of
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administeringthe recruitment

Therole you are assigned Recruitdetermines the tasks you can perform

Recruit Administratorsare the primary supporters fall other usersand have the most Admin
tool accesand all the accessghts of the roles listed below.

Recruit User Manageract as gatekeepers, assigning, editing and removing user roles for others.

DepartmentAnalystsadminister all aspects of the recruitment from start to finish. Theate
the recruitmentsfor their departments, complete the search plan, publish the recruitment, assign
search committee rolesnanagehe applicant filesand submitreportsfor approvals

School Analysthave the same access rights as the Department Analyst but on the School level.

Commitee Chairgrimarilyreviewand managehe applicantsChairsare able taseeincomplete
applications markapplican&t I & daljdz-r ft AFASRE 2NJ adzyljdzr €t ATASRE .
applicant statuses, etc. Chairs also may add/edit portions o0eN@lzA G YSY (1 Q& Ay T2 N |
information that is part of the Search Plan and/or Search Report.

Committee Editorshave the same access rights@asmmitteeChairs[At UCR: This is assigned to
the Affirmative Action Compliance Officer (AACO)].

SearchCommittee Reviewerprimarily review and manage the applicants. Thayeviewing
rightsto completedapplicationsand may commenor flag applicantsThey have viewing rights to
I NBONMXzA G YSY G Q& EheiiF areditols, fiefivgrs have daiireadaygcessight.

Equity AdvisorsThis role is oftera step in theapproval workflow foiSearch Planandthe reports.

These senior level faculty members hawewing rightdo completedapplicatiorsfor a given
recruitmentand canpreview orcreate Applicant Pool, Shortlist, and Search Reparid have

I 00Saa (2 U(KSHLRNG IR FEYRSHB{ NI OST @YSGSNI yQa

Central AP Analystmoles are generally assigned to those in the central office who oversee
academic persanel activities for the campus. When assigned to the Recruit tool, they have read
access to all open or completed recruitments, waivers, and exemptions.

Diversity Analystsoles are generally assigned to administrators who oversee the campus equity

and far hiring practices. When assigned to the Recruit tdwythave viewing rights to view

completed application$or all recruitments across the campus. Diversity Analyaitgreview or
createApplicant Pool, Shortlist, and Search Repartd have access2 (G KS | LILX A Ol y i &
NBLEZ2NISR ISYRSNE NI OS> @GSGSNryQa aidliddza IyR R

Traineris a role that gives permission to create fake recruitments for use in the Recruit training
site. This timesavingdmin tool also creates a pool of fake apphts along withrsample applicant
filesto helpemulate the online application process.
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Approversarethoseresponsible for overseeing the Search PRpplicant Pool Reports, Shortlist
Reports, Search RepsriWaivers requests and Exemptions requesiprovers are either system
assigned or assigned by analysts on a recruitabgrtecruitment basisThe following pprover
stepsmaybe assigned ta particularworkflow:

Committee Chairf-acultyPrincipal Investigatoiffirmative Action RevieweBDepartment Chair,

Unt5 ANBOG2NE 9ljdzAiGte ! ROA&A2NE 5StkyQa !ylrfeads:
Diversity Office Directohcademic Personnehcademic Personnel Directgkcademic Senate,
Budget OfficeYice ProvostProvost, Executive Vice ChareelChancellar

Approverc Final Authority(for Search Waiversnly) The very last required person listed in the
workflow is the final authority and will ultimately make the final decision on the search waiver
request. This approver has the ability tppaove the search waiver or decline [\t UCR: The
Recruit Administrator will preassign an approval workflow.]

WORKSPACES: RE CR U HIBGIERS, COLUMNS, AND
SORTING

Controls such as filters, columns, and sorting help you find and organize thieedde-haystack
information on content rich pagesy grids

Grids appear everywhere in Recruit: on the recruitments page, the applicantkdistl] applications
page for waivers and exemptionte approvalsdashboard andin several admirstrator tools.

This section explains how to use workspaces to customize your filters, columns, and sort settings.
Optionally, you may name your workspaces and then call them up to use for a particular task or query
in the future.

Adjusting the Workspace fronthe Grid
 Filtersdisplayon a horizontal band at the top afgrid. Thisisthé 2 2 NJ & LJ OB th&dlA 6 0 2 Y

YARRES 2F GKS NAoOo2Yy> e&l22deENI 23SNJ gl KyARD KO t FAAA {0 S
eliminate the filter completely. Or adjust its attribiie | YR Of A O1 a! LRI GSd¢

Senate / Non-senate: Non-senate ~

Senate ment

@ Non-senate
e

m Remaove
1 The spinner indicates thgrid is adjusting.
1 Organize columnBy dragging the vertical bars on tieelumn header.

1 The columrbeing sortedwill be highlighteda darker color)
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1 Most columns are sortable, and this is indicatgdthe double arrow$®eside the column
header Click the arrows toeversethe sort order.

1 Shiftclick another columifior multiple column sortingThe precedence of sorted colunwwl
beindicated by the numbers beside the arrows.

1 When any change is mado the filters or columns, thabbon will indicate that this is an
Gy alworkdpace

Reset to DefaultSeeing unexpected results or just want to start anew? Hover over the end cap and
OK223&S a5S¥FldzZ i 62NJ]aLl OSoé

(O Unsaved workspace - Academic year: .
SAVED WORKSPACES

Default workspace

Filters & Columns Management

To add and manage filters and columns and for more complex sodiicy,thebutton, Edit filters &
columns found on the right side of the ribbon.

&8 Edit filters & columns

The workspace editor opens:

1 Use theFilterstab to add and manage more filters.
1 Use theColumnstab to add and manage more columns.
1 Usethe Sorttab for multipleor complexsorting.

FiltersEditing

1 On the Filters tab, click the plus sym\ﬂl to add a new filter. Or, to subtract a filter, click

il Remove

§ There are many filters to choo$®m, sotypeinak®k ¢2NR Ay GKS a{ SI NOK
€2dz R2y Qi FAYR gKI G 22dzOQNBE f221Ay3 F2NO®
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1 Adjust the attributes of the filters.

T

Whatever thechange, scroliown and clickpdateat the bottom of the modal.

Columns Editing

T

T

Click the Columns tab in the worksge editor.

To add a column to your workspace, drag it from Eiddensection to theShownsection. To
remove a column from your workspace, drag it from 8lgownsection to theHiddensection.

1 You can also drag columns to rearrange the order in witely aippear.
1 ¢K§NJ§ I NB Yl y & c“)zt, dzvyavdz C)fgzzaé T ooRE & 2 IR:
FASER AT é€2dz R2yQuUu FTAYR 6Kl U €2dzQNE {221 Ay13
1 Whatever the change, scroll down and cligfzidate at the bottom of the modal.
SortEditing
1 Click the 6rt tab in the workspace editor.

T

T

T

T

[ £ A01 GKS a! dicRthenanmelbé colininyoisortl y R
You can slide them around for priority.
You can also reverse their sorted order.

Whatever the change, scroll down and cligfidate at the bottom of tre modal.

Hidden sorted columns

L

N>

YF1Sa Yz2ald aSyasS G2 0S adz2NB &2d2Q@dS FRRSR 0K

it IS possible to sort hidden columns. When you do so, Recruit tells you abwithithis indicator:

Some of the sort columns are hidden.

jor: Open ~ ns

vk

Y
-

The full sort precedence is:
1. EXR# [ a
2. Approval status
3. Effective start date (hidden)

Savingyour workspace

Save your queries if you want to call up the same settings later.




UCRecruit User Manual

Hover over the end cap on the workspace ribbon uh& popover appears.

Give your workspace a hame.

/ ftA01 GKS ! RR #2NJ] aL) OS¢ odzidzy o6Sft2¢6 Ald
The end cap will reflect thhname.

If you make a change to your named workspace, the popover will warn you.

a s wnhpRE

Rename or remove saved Workspaces

To rename:

1. Hover over theend cap on the workspace ribb@s before.

2. Find the name of the workspace you wish to rename.

3. Place your cursdn the box below and begin typing the new name.

4. | t A0l GKS awSyl YS¢ odzit2y o0St26 Add ¢KS

(0p))
<,
P

Toremove

1. Hover over the endap and click thdeleteo dzi 1 2y @ |, 2dzQf f 6S a1 SR {2

» Year-End Reporting @

Note: The Default workspaceis2 O1 SR F YR Ol y Qi ©6S NBYylFYSR 2NJ
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Part 1: Recruitments

ALL RECRUITMENTS" AP PLICATIONS

The "All applications" link at the top of the recruitments page allows users to locate any particular
applicant in any of the recruitments within their scope.
Re®NHzA 144 OF NBFdzZ t &8 RSaA3aIySR a02LIS t S@St NBGSI T a
example, demographic information is shown only to Diversity Analysts, Equity advisors, and Recruit
admins.

1. Atthe top of the recruitments page, clitke link, "All applications".

2. Adjust the information using the workspace ribbon across the top of the grid.

Starting a Search

CREATE A NEW RECRUITMENT

1. dickRecruitmentsin the top menu.

Recruit Recruitments =~ Waivers

2. Click the button, "Create new recruitment plan."

Create Mew Recruitment Plan

The button @ens a modal, a form that requires jukree pieces of upfront information:
Fields Description

Recruitmentname Give it a unique, descriptive name, something that matches your ad ¢
and also incorporates your unit's name. This is particularly helpfihe
applicant who may be applying to more than one "Assistant Professor|
position, e.gAssistant Professor in Experimental Condensed Matter,
Department of Physics

Home department Choose from the dropdown list. This department will manage the
recruitment process.
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Accept applicants? Keep the default button selected, "Accept Online Applicants”. This wil
give you the full functionality of Recruit.

Accept online applicants

3. Confirmtoclosethemoddly R G KS NBONMzZA GYSyd 0S02YS&a | a5l

About "Diversity Survey Only'ecruitments
When you choose not to accept applicants, it means:

the hiring unit intends to collect and manage the applicant pool via the legacy paper process or

by an outside job application service apart from the University of California sanctioned UC

Recuit.

it will be the responsibility of the analyst in charge of the search to distribute the survey on

diversity to all applicants without the help of distribution and reporting tools within the system.

This type of recruitment isot recommended Checlkwith your Academic Personnel Offiae
aprecruit@ucr.edu if you are considering this.

Note: You will be given a chance to configure your recruitment for online applicants even if
"Diversity Survey Only" was mistakenly created.

PROCESSING A SEARCH PLAN

Your draft recruitmentis confirmed in the status row on the top of any Search Info page.

1. Expand the checklist to see what is missing.

Fill out the remaining required fields before submitting the search plan for approval. See checklist

Solid orange dots indicate when information is needed.
Green dots with checkmarks indicate when information is complete.
Click the correspating "Add now" links to enter the information.

Before submitting the search plan for approval, please complete the following:

Details
General information s Show less
Search breadth must be provided ¢ Add now
Initial search allocation must be provided » Add now
Contact information s Show less
Mailing address must be provided e Add now
@ Faculty/staff contact must be provided e Add now
@ Public contact must be provided e Add now

@ Help contact must be geevited dd now
Dates must be provided w
Title information must be Prexided™® Add now

T_ = muet he nrovided e Add now

2. Then work your way through the menu tabs on the left of the screen, completing all required
fields.
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Information to add to a Search plan (alphabetical list)

Fields

Approved search
area

Dates

Description

Faculty/staff
contact

Fields of Study

Help contact

Information URL

Initial search
allocation

Description

The FTlentifier. e.g. Medieval Studies

Choose which format of recruitment you wish to create, an IRD/Open until filled or an
Open/Close/FinaM/hat is the difference?

Add a description in the text field provided. The description appears to applicants on the
apply page and the wording should be the same or similar to that used in all advertisem
This field offers Markdown syntax, a format for writing fee Web that makes it possible fol
you to use bold, italics, headers, links, and other formatting elements. The description w
locked once the Search plan is approvébor UCR: See tHREVC and VPAP memo dated
3/20/15 for additional information that must be included in addition to the EEO tagline.]

Used by the search committee, other analysts, and théegy$o contact you about this
recruitment. It is not visible to applicants.

Fields of study are used when generating f@licant Pool and $itlist reports a core
feature of Recruit. All applicant pools must be compared against the national availability
which is associated via the fields of study.

Applicant questions asked using the "Contact us" form will go here. Nelgliery point or
name will be exposed to applicants using the form.

This optional field is the Web address where more information can be found about this
recruitment. And for applicants who are applying online for tenured positionslittkisvill be
available to them on Recruit's apply page.

Choose whether this position is newly allocated or if it is beidgsted from a previous
academic year.
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Job Location

Mailing address

Planned search
recruitment
efforts

Public contact

Rank/Step

Requirements

Salary control
number

Salary range

Search breadth

Title information

An optional field for the city and state where th@ee will work. This information shows up
in the Search plans and Search reports, as well as in the columns on the recruitment gri

The mailing address that applicants may use.

Describe all planned effts to reach a broad and inclusive applicant pool.

Used when Recruit sends email to References or Applicants.

Optionally track the rank/step for the recruitment. This information shows up in Search
and Search reports, asell as in new columns on the recruitment grid.

What the applicants will need to provide in the way of references and documents.

When a new position is funded, it is given a salary control number. This field allows that
number to be tracked along with the recruitment to help with record keeping.

This information shows up in Search plans and Search reports.

Choose whether this is an open or a specialized search. An open search is general and
specialized search is one that is targeted.

The Title code field permits an unlimited number of codes to associate with the recruitm
Academic Title Codes map directly to salary scales and also determine the availability d
used inapplicant pool diversity reporting. The section is locked once the Search plan is
approved to ensure that the codes are not retroactively changed to suit a particular
candidate.
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DATES FORMATS
Use the Search plan submission checklist or the inlinelrdibn on the recruitment's Details page to
set up dates.

IRD/Open until filled

The analyst sets the open date, initial review date (IRD), and final date during the Search plan phase
and adds subsequent review dates later if no suitable candidate hasfbeed or when deemed
necessary by the committee. The IRD and additional review dates are clearly stated to applicants on
the Apply page. Committee reviewers evaluate applications that are completed within review date
windows.

Choose this format for a loaginning search in which pools of applicants are gathered and

evaluated separately at different times.

Choose this format when the ad states "Open until filled".

Choose this format for the flexibility of extending the final date.
IRD/Open until filled

Key features of IR@pen until filled:

The Open date is the date that applicants can begin applying. The Open date locks when
the first applicant applies.

The Initial review date locks when the first applicant applies.

Final dates don't lock.

The Analyst can add review datasce the current review date has passed (11:59PM
PST), thus extending the search.

Review dates may be marked "Private". Private review dates are not displayed
anywhere to applicants.

When an applicant completes in time, they'll no longer be able to madéy

application. At that point their application is in the hands of the committee and can no
longer be changed.

The final date is not a review date! Applicants who miss the review date(s) will still be
able to apply and work on their application until #final date but will only be seen by
reviewers if another review date is added.

Search reports may be created after any review date has passed.

Open/Closed/Final (OCF)

The analyst sets the open, close, and final dates during the Search plan phasarBatearly stated
to applicants on the Apply page. Applications are visible to committee reviewers as soon as they are
complete.

Choose this format for a orteme search that will complete when the vacant spot(s) are

successfully filled.
Open/Close/Final
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Key features bOpen/Closed/Final:

o The Open date is the date that applicants can begin applying.Open date locks
when the first applicant applies.

o The Close date is when new applicants are no longer accepted. Only a Recruit Admin
may change the Close date after tkeare applicants.

o The Final date is when the recruitment is no longer available to applicants. The Final
date doesn't lock.

o Final dates must be equal to or greater than the Close date. Final dates may be used as
a grace period to allow existing applicanextra time to modify their applications.

o Search reports may only be created after the final date has passed.

Complete the Search Plan

THE DETAILS TAB

Navigate to theDetails pageThe Details pageummarizes the recruitment. All designated
committee membes and approvers can view this page but only analysts can edit the information
that is displayed.

v

Sectionswithind 5 SG I A f & ¢

RecruitmentQ & & Dyinaimaily changing status boxes appear at the top of the Details page
that help the analyst know what thayeed to do next. The prompt guides the analyst through
the Search plan approval process and all the way to the end of the search.

Public URLA unique web address for the recruitment is displayed in a box at the top of the
page. Click the link to see hdhe apply page looks to applicants. Distribute this link for job ads,
postings, electronic mailings, and links on other websites.

Inline editing. Clickany Edit buttonon the pageThebutton opens a corresponding modal
editor to makecontentchanges. Ithe recruitment is in a state where a field can't be changed,
a padlock appears next to the field. Roll over the icon to reveal a tool tip.

Content areas:
General Information  Edit

Edit the position name, department, salary control # proposed salary, etc.

Contact Information  Eedit
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Customize how vaous parties can inquire about the recruitment.

Description | Edit

Add a description in the text field provided. The description appears to applicants on the apply
page and the wording should be the same or similar to that used in all advertisements.

Include the Equal @portunity/Affirmative Action Employer tag line (EEO).
Addthe public URL.the unique web address for ads, postings, and links on other websites.

Dates Edit

Edit the open, close, final dates, add review dates, or change date format.

Title information @ Edit

The Title code field perngtan unlimited number of codes to associate with the recruitment.
AcademicTitle Codes map directly to salary scales and also determine the availability data used
in gpplicant pool diversity reporting.

Internal Analyst Notes  Edit

Add and edit any special notes to keep with this recruitm@ihis section never locks.
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REQUIREMENTS
This is where the analyst configures what the applicants will need to provide in the way of references
and documents

Optional means applicants will be asked for thile but will be complete even if they do not upload it.

Requiredmeans applicants will be asked for tfile andwill not be complete until they upload it.

The requirements cannot be changed once thstfapplicant applies!

Referencesequirements

1. Click the button to configure the reference requirements.

2.

Choose a reference type

Choosda\onewhen applicants will not be asked for any references.

ChooseOnly contact informationwhen applicants will be asked name references to
complete their application. The references will not be asked to provide letters unless the
analyst requests them.

Choosd_etters of recommendatiorwhen applicants will be asked to name references,
and the applicant must request lette to complete their application.

Choose numbers

Select the number of required and optional references.

Reference visibility

Leave this at the default OR...

restrict reference viewing to certain members of the search committee. This flexibility is
important if departments wish to exclude any graduate students who may be serving on
their search committee.

Show references tas theonly attribute of the references requirement section that
remains editable after the first applicant applies.

Expand theedit thank you emailtemplate. This is the email message that will be sent to
references once the system detects an uploaded letter. Annotate the template if you wish.

> Edit thank you email
Confirm to close the references modal.

Documentsrequirements

1. Click theGet startedbutton to configure document requirements.

& Get started

2. Recruit has provided a default, recommended list of documents to request from applicants:
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Curriculum Vitae (Required)

Cover Letter (Optional)

Statement of Research (Optional)

Statement of Teaching (Optional)

Statementof Contributions to Diversity (Required)
Misc./ Additional (Optional)

After clickingGet Started document requirements are fully configurable:

Add Use the Add button to add more document
requirements one-by-one.

Reorder Using your mouse, drag the icon to the left of any
document to rearrange the order. This will be the
order applicants will see when they apply.
Analysts can reorder documents up until the first
applicant applies.

Edit Click the Edit link to change the name of any
document, modify the description, or change the
document from required or optional. Analysts
may edit document requirements up until the
first applicant applies. Note: To ensure the
curriculum vitae document is properly appended
to reports, please only use: CV, Curriculum Vitae,
Resume, or Resumé.

Delete Click the Delete link beside any document and
confirm its deletion when asked. Document
requirements can be deleted by the analyst up
until the first applicant applies.

3. Analysts must complete document requirements carefully, as the documents requirement
section will be lockednce the first applicant applies. If you need to collect additional
information from applicants later, it will only be possible to add optional documents.
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DIVERSITY

National availability data will display in the Diversity tab of the Recruit applicatised on the fields of study entered by th
analyst, and tenured or netenured data ishown based on whether or not the title codes applied to the recruitment are
Senate or Nofsenate.

The availability data used in Recruit is based on national datada@y UCOP. Prior to the 2018 academic year, UCOP
retrieved this national availability data from NOREq://www.norc.org). NORC processed data that was retrieved throug
the annual SED (survey of earned doctoratesiich is a survey funded by the NSF (National Science Foundation).

For the 2018 academic year and on, UCOP has retrieved national availability data from RTI International (Research
Institute International https://rti.org). Like NORC, RTI processes the same information that is retrieved from the SED.

Prior to 2018, national availability data for Law was based on data from the American Association of Law Schools. Th
had not updated their national availdity data for several years, and in the 2018 academic year UC Recruit began utiliZ
availability data from IPED&tfps://nces.ed.gov/ipeds). The IPEDS completion survey surveys first professional degree
awarded between 1996010 for Tenurediata, and 20122015 for Nortenured data.

Prior to 2018, Librarian data was sourced from the American Libraries Association. However, several years ago the A
stopped updating their data. In the 2018 academic yagalability datawas updated with data from IPEDS Completion
{dz2NBSez YIFaGSNRE 2N) KAIKEWMBRSINBSE g NRSR 6SiG6SSy

Committee chairs, editors, reviewers, and approvers can thevDiversitysection,but Analysts will
complete the information.Chars and editors can edit the Equity Advisor Role located in this section.
This section includes:

Icons indicate whether the information is part of the seaptén or searchreport. Roll over a badge
with your mouse to reveal the helper text as shown here:

This information appears in the

| searcr P I
Availability demographics

Click theEditbutton. A modal opens tpickthe Field of Study that best matches the
recruitment. Multiple field of study may be added. Click 8eve changebutton.

A tabledisplayshe chosenfield(s)of study along with theorresponding national
availability data that is provided via the UC Office of the Presi(ka® orange box
above)

If the recruitment has multiple fields of study, the table will show an average that takes
into account the number of individuals in eaiéld. Fields of study with more
individuals will have a bigger impact on the overall average than fields with fewer
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individuals.
African
Field of study Male Female American Hispanic
Campus: Biometrics and biostatistics 48.3% 51.7% 4.7% 1.8%
C : Busi dministrati d
AMPUs: BUSINESS admInIStration an 68.4% 1.6% 6.8% 2 g%
management
Average @ &64.7% 35.3% &6.4% 2.6%

Pooldemographics

The Pool demographics table shows the diversity of the pool as the search progresses.
Watch for any larg shifts from one row to the nextWhen there are too few responses,
the percentages are suppressed.

Affirmative action goal

Identify the affirmative action goal for the title series in the campus academic
affirmative action plan by indicating which grapre underutilized on the campus for
the specific job grouping.

Affirmative action goal

Learn more about your unit's AA goals
None
American Indian
Hispanic
African American
Asian
Native Hawaiian/Other Pacific islander
Two or More Races/Ethnicities
Minority
Women
Individuals with a Disability
Protected Veteran

Equity advisors.
The name(s) of the department and/or school Equity Advisor that has been designated
by a Recruit administrator will appear here. If not designated, this area will b&.blan

Equity advisor role
Optionally usehis field to write a description of the role the above stated equity

advisor will play in this search.

22.



UCRecruit User Manual

ADVERTISEMENTS

This section is for all documentation related to advertising. Committee chairs, editors, resieavet
approvers can view this section and analysts can edit the section. Chairs and editors can also edit the
Search & Recruitment Effort fields and upload ad documents.

Icons indicate whether the information is part of the seaptén or searchreport. Roll over a badge
with your mouse to reveal the helper text as shown here:

This information appears in the
recrutment's seanch plan

[ seancrruan D
This section includes:

Planned search & recruitment effortdJse this field to describe all planned efforts to reach a
broad and inclusive applicant podlote: This field is requed to submit the Search plan and it
becomes locked after approvals. Locking helps ensure that the efforts will not change based on
what happens during a search. For minor editing only, the lock may be overridden by a Recruit
Administrator.

1. Click to add tk missing information.

2. Fill'in the free form text field and click to confirm.

Planned search & recruitment efforts

Describe all planned efforts to reach a broad and inclusive applicant pool, including any
specific actions you will take to reach underrepresented minorities, women, protected
veterans, and individuals with disabilities. Specifically state what efforts will be made to
reach groups that are underutilized according to the Affirmative Action Plan.

& This field will be locked after the search planis approved.

Candidates will be recruited via outside advertisements, solicitation of colleagues
at various major universities, and networking at prafessional mestings.

Broad marketing of position through postings on the campus website and other
Actual search & recruitment effortsReturn to this field later to enumerate all efforts taken to
reach a broad and inclusive applicant pddbte: This field is required to geratethe Applicant
pool report, Shortlist report, and Search report
1. Click to add the missing information.
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2. Fill in the free form text field and click to confirm.

Actual search & recruitment efforts

Enumerate all efforts taken to reach a broad and inclusive applicant pool, including any
specific actions you took to reach underrepresented minorities, women, protected
veterans, and individuals with disabilities. Specifically state what efforts were made to
reach groups that are underutilized according to the Affirmative Action Plan, If some of
the planned efforts were not undertaken, please state what actions were taken instead,
and explain why.

The mailing lists for the Women in Math Psych and Women in Cognitive Sciences
were targeted to help increase the number of female applicants for this position.
At our annual conference in DC, attending faculty reached out to attendess to

Ad DocumentsUpload your ad drafts and final ad copy here. Files must be a .pdf, .&a, or
image. The comments field may be used in any way that may be helpful for your approvers.
1. Move to the Ad Documents area on the page.
2. ClickUpload

O Upload

Choose the file from your computer.
Name the uploaded document
Place a comment if needed.
ClickUpload He when done.

S

Upload ad document

* File (miust be a.pdf. .txt, or image)
Browse... Ad-text-short.pdf
Description of uploaded file

Short ad copy

Comment

Our shortened version.

HERC categoryelect which category and area of expertise best fits the recruitment from the
list of choices. This information is for the office or person approving the Plan to know which
category is needed for the best visibility for ygab posting in HERC.

1. Move to the HERC category area on the page.

2. ClickAdd.

+ Add
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3. Select a category from the dregown list and click to confirm.

HERC Category

HERC Category
[ select HERC Category
| Q
‘ Architecture/Preservation/Planning
Arts/Humanities
‘ Aviation
Biological/Biomedical Sciences

Business/Finance

Communications/Journalism

Cammterfinfarmatinn Srisnree

Ad sourcesList the various places where your recruitment will be advertised.
1. Move to the Ad sources area tine page.
2. ClickAdd.

+ Add

3. Name the ad source in the space provided and click to confirm.

Ad source

Please enter one ad source at a time.
* Mame

‘Western Journal of Higher Ed

Ad EvidenceReturn to this area when you can provide proof that an advertisement was
placed. For OFCCP (Federal audits), copies of actual ads will be needed. Uplodeiece may
be .pdf, .txt, or an image file.

1. Move to the Ad Evidence area on the page.

2. ClickUpload

& Upload

Choose the ad source from the drojpwn list.
Choose the file from your computer.

Name the uploaded document

Place a comment if needed.

S

25.



UCRecruit User Manual

7. ClickUpload He when to confirm.

Upload evidence of advertisement

* Ad source

‘Western Journal of Higher Ed O

* File (must be a pdf, .txt, or image)
Browse.. Ad-evidence.png

Description of upleaded file
Owr ad used in Jowrnal

Commant

Oectober 2018 posting.

mc “.1':(.:

Search sourcesThishardO2 RSR f A4 O2NNBalLRyRa (2 GKS OK2
surveys. As applicants submit their surveys, the number of responses displayed here will change
dynamically, assisting you in your outreaaforts.

QUALIFICATIONS

This section is to document the qualifications required of all applicants and should be reflected in the
wording in all advertisements for the recruitment. Qualifications must be-cmmparative, objective,
relevant and verifiableAnalysts, committee chairs, or editors may add/edit this section up until the
Search plan has been approved.

Icons indicate the information is part of the Search plan. Roll over a badge with your mouse to reveal
the helper text as shown here:

This information appears in the
recruitment's seanch plan

| sEarcH PLan L
1. For eachsction, clickAdd.

+ Add

2. Once the BASIC, ADDITIONAL, and PREFERRED fields are filled in, the "Add" buttons will be replaced by "Edit'
buttons.

Qualifications
Basic qualifications [ =Ew0) @ Edit

Must possess Ph.D at time of application.

Additional qualifications [FELLLL) @ Edit

Record of extramural funding.

Preferred qualifications @ Edit

Quality research.
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3. The fields will no longer be editable after the Search plan has been approVéds restricts
the ability to retoactively change the recruitment's goals to suit a particular candidate. Lock
icons appear to cue you along with a tool tip when the locks are rolled over.

4. To override the locks in order to fix minor errors, contact a Recruit Administrator.

SELECTION PROCESS

This section is for analysts, chairs, or editors to documend@®BRELATE®riteria and the
O2YYAGUSSQa LXIYy F2N) GKS aStSO0GA2y 2F OFYRARI {8
may not edit them.

Icons indicate the information is part of the seaflan Roll over a badge with your mouse to reveal

the helper text as shown here:

Thes information appears in the
recruitment's seanch plan

1. ClickAdd beside the fieldsOnce the information is added, the "Add" buttons will be replaced
by "Edi" buttons.

+ Add

This section includes:

Selection CriteriaQutline the evaluation and selection

Selection Process criteria the committee will use to evaluate the applicants.
Sy w These should be jotelated and consistently applied to all
Current knowledge and/or teaching experience in the topic of )
Residential Real Estate. appl |Cants .
Selection Plan Edit
I:Lﬁﬁ;l‘lﬁiﬁlﬁiﬂ‘iiifii?fn_",i,ﬁ?i?i:i::iiva':i;.y Selection PlanDescribe tle steps the committee will use
ot toran enden 1 eateronmes®e |t evaluate the applicants in order to arrive at the finalist(s)
Specializations add e.g. inperson/phone/or Skype interviews, voting
« mortgage capital procedures (if applicable), etc. If reference letters are to be

* government-assisted financing

e encescins solicited via Contact Info Only, describe atawktage it will
occur and for which applicants (shortlisted oric.).

SpecializationsYou may create a custom list for applicants to match their area of expertise
when they fill out their application. Then the search committee will be able to sqticgmnts
based on these seffelected specializations.

There are two types of specializations lists:

List (optional for applicants)Applicants will optionally be able to pick as many
specializations from the list as they desire. Or they can choose kapite.

List (opticnal for applicants)
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Ranked list (required for applicantsfpplicants must pick a primary specialization and
may also pick a secondary and tertiary specialization from the list.

Ranked list (required for applicants)

In order to create lists faster, Recruit supports copying/pasting whole lists frony man
other programs. Just put each specialization on its own line before you copy/paste.
Specializations will be locked once the first applicant applies.

COMMITTEE

This section is where analysts assigh committee roles on a recruitthgmecruitment

bass so when the members log into Recruit, they will have the proper access to
recruitments and applicants. Any committee member and approver named in the Search
plan can view this section but only analysts may assign or change roles for committee
members.

Icons indicate the information is part of the searéfian. Roll over a badge with your
mouse to reveal the helper text as shown here:

Thes indormation appears in the
eryitment's search plan

The Committee Member's Roles

The designation between "Core" members and "Additional access" helps to satisfy annuahgeport
requirements for the Office of the President regarding applicant pools and search committee
demographics. "Core" members are actual members of the search committee to be named in the
Search plan. "Additional" people may be overseers, added later department deems this
necessary.

Core Chairflave complete management rights to the applicants' files, although many of these
tasks may be delegated to the department analyst or staff editor. Like analysts and editors,
chairs are able to see all applicantegardless of whether the applications are complete or not.
Add'l Chairs may be added later (e.g. after plan approval) and will have the same access
rights as their counterpart.
Faculty Editordrave the same access rights as Chairs and are able $b mssiaging the
applications.
Add'l Editors are usually staff personnel designated to assist the analyst. They will have
the same access rights as their counterpart.
Core Reviewerbave readonly rights to only completed applications. However, Admins & u
the Edit button to grant Reviewers disposition permissions, allowing reviewers to disposition
complete applications.
Add'l Reviewers may be added later and will have the same access rights as their
counterpart.

28.



UCRecruit User Manual

Quickadding Committee members

The Add bubn is a quick way to add members one at a time.

1. ClickChoose a rolen the Core committee part of the page.
2. Highlight a role from the selection list.

Choose arole =
| Q
Editor
Reviewer
3. {0FNI SyGSNAy3a GKS LISNA2YyQa FANRG 2N fFad ylI

4. Clickthe Add Button after selecting a role and a finding a user.
5. The name will be added in the appropriate section.

Adding Committee members in Bulk

Add faculty from entire departments at once using an extended search.
1. Click theAdd membersbutton.

+ Add members (# Manage existing members

Search bychool and by department.

3. Alist of the department's faculty names appear.

4. Beside the department name, use the drdpwn selector to assign a role to all department
faculty at once.

Committee Chair
Editor (Faculty)

Additional Chair
Additional Editor (Staff)
Additional Reviewer

Mo access

5. Beside an individual faculty's name, you may assign a different ralg tre dropdown
selector.
ClickSave & Donéo confirm.

7. To change the role or remove altogether, click "Manage existing members."

# Manage existing members
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Documentation

This section is for analysts, chairs, or editors to archive and retrieve various materials associated with
the recruitment. Any approver named in the recruitment can view this section but can't edit it.
Reviewers do not have access to this section.

Accepted file types: Files must be .pdf, .txt, or images.

Icons indicate whether the information is part of the sefaplan or searchreport. Roll over a badge
with your mouse to reveal the helper text as shown here:

Thes information appears in the
recruitment's seanch plan

This section includes:
Search plan documentdJpload any additional required materials as part of the search plan
(for example, an organizational chad &ssist in verification of the position classification). As
the badge indicates, these documents will be included in the search plan.
1. Move to the Search Plan Documents area on the page.
2. ClickUpload

O Upload

3. Choose the file from your computer (.pdf, .txt, oriamage).
4. Describe the uploaded file.
5. Add a comment if needed.

Upload Search Plan Documents

* File (must be a .pdf, .txt, or image):
Choose File wp-embed-edwards.png

Mame of Description of uploaded file:

Organizational chart

Comment:

To verify position classification,

Letters and MemosLetters and memos typically include the search committee report, and the
letter from the department chair to the dean that discusses the proposed candidate.

1. Move to the Leters and Memos area on the page.

2. ClickUpload

O Upload

3. Choose the file from your computer (.pdf, .txt, or an image).
4. Give the item a name.
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5. Add a comment if needed.
6. Optionally associate the item with an applicant's name using the-dawn selector.

Upload Letter or Memo

* File (must be a pdf, .txt, or image):
Chavse File | w Af-on apply.png
Mame of letter/memo:

Dean’s letter to the chair

Comment:

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod

tempor incididunt ut labore
Fs

Interview Materials. All documentation resulting from interviews must be retained and
uploaded into Recruit. For example: standardized questions used for interviews, evaluation
tools used, and notes taken during applicant interviews and verbal reference checks[Atc.
UCR:SeeVPAP Memo 5/201%egarding Interview Materials and Search Reports.]

1.
2.

L

Move to the Interview Materials area on the page.
ClickUpload

& Upload
Choose the file from your computer (.pdf, .txt, or an image).
Give the item a name.

Add a comment if needed.
Optionally associate the item with an applicant's name using the-dayn selecor.

Upload Interview Material

* File (must be a .pdf, .txt, or image):
Choose File | TH Documents-i...estions.pdf

Mame of file:

Research paper questions-Dr. Burke

Comment:

These are specific guestions related to Dr. Burke's research paper

Associate file to an applicant (optional):

Burke, Winston = | »

Disposition reasons
Disposition reasons justify why applicants didn't move forward in the hiring process and will be an
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important component of the final Search report.

This section displays default disposition reasons that will be used later gmassapplicants. Analysts
may customize the list of reasons. The icon indicates the customization is part of the Search Plan to be
submitted for approval. Roll over a badge with your mouse to reveal the helper text as shown here:

Thes information appears in the
recrygitment’s search plan

Customize dispositionelasons

If needed, Analysts may customize the list up until the Search Plan has been apphdV¢dR:
Custom reason must be approved by EEAA (formerly OFSAA). Caitawtativeaction@ucr.edufor
assistance.]

1. Click "Add custom dispostion reasons."
Add custom disposition reasons

Add up to 5 custom reasons.

Save Changes

The custom reason appears at the top of the list
To edit, click "Manage custorsasons."

ok DN

Suppress disposition reasons

If needed, Analysts may suppress any of the reasons up until the Search Plan has been approved.

1. Click "Manage suppressed reasons."

[# Manage suppressed reasons

2. Uncheck a reason to suppress.
3. Save Changes
4. To edit, click "Manage suppressed reasbns

Disposition status panel

As time marches forward in the lifecycle of the search, use this helper panel to show the number of
applicants needing disposition reasons. Click on one of the links to be taken directly to the disposition
reasons assignment &&n for those applicants who are missing reasons. If there are any completed

F LILJX AOFyia ¢K2 KFE@S @S0 G2 06S YFENJSR Fa aSSiéa 2
that as well.
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Applicant Disposition Status

Qualifications Disposition status
Meets basic qualifications 1 applicant is missing reasons
& Does not meet basic qualifications There are currently no applicants who require disposition reasons

Unknown qualifications 1 applicant must be marked as Meets or Does not Meet basic qualifications

Multi -level Recruitments

MULTHLEEVEL RECRUITMENDEFINED

A multtlevel recruitment is a type of recruitment that requires applicants to select a level during the
application process. This is typically used for open rank recruitments.

What is a level?
A level includes a set of titlodes, reference requirements, and document requirements that are

configured by the department running the recruitment. Each level is assigned availability cohorts based
on the title codes assigned to the level.

When is a multilevel recruitment approprate to use?

Multi-level recruitments will allow an analyst to assign different document and reference requirements
for applicants within the same recruitment. It is typically used for open rank recruitments, but the
analyst should consult with their cemtroffices for further information.

How do the reports change with mulgvel recruitments?

Search plans, Applicant pool reports, Shortlist reports, and Search reports are subdivided by level, with
levelspecific information displayed accordingly.

HOWTO CREATA MULTILEVEL RECRWENT

Creating a multlevel recruitment is similar to creating a normal recruitment, only with a few extra
steps.

1. Create a recruitment for online

Create Mew Recruitrment Flan
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2. Click the Edit button in the Title ImMimation section.

Title information @ edit

3. Click the buttonMake thisrecruitment multi-level
F Make this recruitment multi-level

4. Enter:
1 Level name
1 Applicant instructions (define purpose of instructions)
9 Title codes for this level
1 Add another level
1 Reorder the level§f desired)

5. ClickSave changes
MULTI-LEVEL RECRUITMENT CHANGES

Yes, but only up until the Search plan has been approved. Once the Search plan is completely
I LILINE GSRZ GKS NBONHzA GYSy G-levellregraitnends S a6 A § OKSR o6 C

1. Click the Edit button in the Title Information section.
2. A01 GKS awSyY290S tS@gSté¢ tAylo

Can an applicant switch their level?

,Sasx rta t2y3 A GKSANI FLIWIXAOFGA2Y Aa adAatt SRADG
Recruit displays an alert message before they confirm the change.

1. Appliant logs into their application.

2. At the top of every page of their application, the level is displayed. When clicked, a
confirmation box appears.

3. Unneeded documents for the new level will be removed.

4. All references (contacts or letters) will be removedire NRf Saada 2F ¢KSGOKSNI 4K
the new level.

[y GKS RSLI NIYSyYydG agAlaOK |y | LILX AO

,Sad 1y LW AOFYG GKFGQa o0SGGOSNI adzAGSR F2NJ I RA
the search. Switching levels willnofaf OG0 G KS | LILX AOlIyiGQa adl ddzax |y
YR NBOASG 6AYR26> SOSY AT (GKSe& KIFIZSyQi LINROARS
Syadz2NBE FIFANI KANAY3I LINF OGAOS&T wSONHzAlavel MIA £ £ 2y &
references and reference letterwill be deleted when there is a level switch
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1. Gotothel LILX A Ol yiQa NBGASg LI IS

2. Click the link in thé&elected level boxAdmins may make the switch and analysts may only
make the switch if it is permittedybthe campus.

Selected level: Level 2 - Assistant Professor @

3. Read the text instructions and choose the level desired. Save the changes.

Note: When the recruitment is still open, coordinate the switch with the applicant and instruct
them to make the switch themselves.

Approvals and Publishing

SUBMIT PLAN FOR APPROV AL

Analysts submit the search plan for approval after providing all necessary information based on the
department's search business practices. Recruitment plans (draft recruitments) must be approved
before the recruitment becomes viséto applicants or the search committee.

Access Recruit

Click the Recruitments tab in the top menu bar.

Find the recruitment and click the Search info link or its JPF#.

At the top of the Detad screen, click the link "submit it for approval".

A wnhPE

@ Checklist complete (4/4). When the search plan is ready, submit it for approval.

5. There may be a systeassigned workflow containing a list of approver's roles in a progression.
If you think this workflow is incorrect, stop here and report this using the contact link.
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10.

11.
12.

13.

Otherwise, clickfes, submit for approval

Are you sure you want to submit this plan for approval?

Search plan checklist complete. Your department may require that additional fields be
filled out before the search plan can be approved.

> Show search plan checklist

A new approval will be created for this plan.

The approval will use the workflow "Everything!”, which includes the following steps:

1. Faculty Principal Investigator
2. Committee Chair

If this is not the correct workflow, please contact Support.

Yes, submit for approval [SIEes]

The Approval Request screen opens.
ClickDownload planto see a PDF of the search plan. This proposed plan will be what your
approver(s) will review.

& Download plan
Click the buttonlL.eave a commento communicate with approvers through Rat.
# Add acomment

Specify PersorEach step must have at least one person assigned. In some cases, the system
automatically takes care of this. For example, the Diversity Office may already-pepguated
with a person's name. For all steps that are not labelethwiperson's name, click the link,

N . & Specify person
Specify person' .

Enter the person's email address, campus ID, or name into the box.

ClickAdd.

Remove specified persorfex: "l typed the wrong user name here; let me fix that.") To remove

a name you have specifiediall the "Remove" link. Analysts can not remove names that were
automatically assigned by the system and should contact a Recruit administrator if they believe
a name appears in error.

Assign alternates(ex: "I know he's on sabbatical; let me fill in théerim chair.”) If you name

an alternate approver, only one person needs to approve. Click the "Add alternate approver"

& Add alternate approver

link.

[At UCR: This may be assigned by the Recruit Analyst with the exception of EEAA, APO & VPAP
roles.]
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14. Enter the person's email address, campus ID, or name into the box.

15. ClickAdd.

16. Add steps/Augment steps with additional stepgex:"We also need the PI's vote.") Click the
"Add step” link.[At UCR: Diversity Office and APO roles cannot be modified. Contact
aprecruit@ucr.eduf you need assistance.]

© Add step
17. Choose a role from the list.

Add Step

Who can approve this step?

Committee Chair

Equity Adwvisor

Faculty Principal Investigator
Department Chair
Department Director

Dean

Diversity Office I

e N .

Optional ApproversOptional approvers are merely overseers or proofreaders,
designed to be another pair of eyes. If they neglect to approve the plan, it is
incongequential to the flow of the plan. Optional approvers will never see the approval
request in their "To Do" bin and the analyst must send them the direct link to the
approval screen. To assign an optional approver, uncheck the d&agqltiredbox.

18. ClickSave changes

19. Don't forget to specify a person for the new step. Click the "Specify person” link.

20. Reorder Steps(ex: "let's not bother the Dean until the PI says yes.") Click the "Reorder steps

link. &Reorder steps

21. Enter the person's email address, campus ID, or natoetie box.

22. ClickAdd.

23. > CommentsCheck back often to expand the chevron (>) and this will display any comments
left by others.[At UCR: Use the comments text box for search plans that require revision; do
not approve the plan if it needs revision.]

Automatic Approver EmailsAt each step, Recruit sends email to approvers that their approval is
needed,and the submitter recees a copy.

The email includes a direct link to the approval screen where approvers may download the
plan, comment, and approve.
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When Recruit detects an approval, the next in line is notified.

After the last step approves, Recruit sends a notificatioth®submitter with next steps to
take.

Approvers may choose to opt out of email notifications.

Additional Email NotificationsOptionally use the "Notify approvers" button for further

communications along the workflow. For example: to prod the approveravéio G { Ay 3 (22 f
0KS LISYRAY3I ILIINRPGSNE Fo2dzi ¢gKIFGdQa O2YAy3a GKSAN
might need to know about.

1. Click the "Notify approvers" button.

E4 Notify Approvers

2. Type the message and choose whom to send it to.
3. Click "Sendrmail".
Notify approvers
Your message will be sent via email to the specified approvers, and saved as acomment.

Remember that approvers are automatically notified when it is their turn to approve.

Message

Committee members are now named in the search plan. Thank you for pointing out this
missing information. Please review and approve.
-Anna

Send to

All approvers those viho have appr

Previous approvers those who have already approved
© Current approver thoss who are next is

Pending approvers those who have not yet approved

APPROVER'S TASKS

The following are the steps for any faculty or staff who are named as approversSiBARCH PLAN,
APPLICANT POOL REPORT, SHORTLIST REPORT, SEARCH REPORT, WAIVER, or EXEMPTION.

There are two quick ways to reach the approval sore

1. Look for an email from Recruit, Subject: UC Irvine Approval Request
Follow the link provided in the message where you will be prompted to login to Recruit.
Once logged in, the approviedquestscreen appears, where the user wélview,
approve, or omment on the recruitment plan.
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2. Or bypass the email and log into Recruit directly
Access Recruit
If you are nexin lineto approvew S O NMewsi&lfpdates pagdisplayshe approval
link(s)

(D_1 approval request is available for your review »

3. The link openg personalized "To Do" approval dashboard. The list may be filtered, and
columns may be added.

Type Read status  Name Approvers Requested on Last approved Updatedat .
Applicant Pool Report @ Recruitment - Bronze 2 (JPFO0155) ¥ Committee Chair May 21, 2014 3:39pm May 21,2014 3:39pm
Appeoval detads (V2] Sexrch indo Equi!yAthr Analyst Bronee

4. Find the name and cligk The approval request screen opens.

The Approval request screenReview, approve, or comment.

Approval Request

Approval requested for a Applicant Pool for Newbie Kablooie IRD (JPF00678)

E X ILECE L Bl & Approve report as committee chair

Approvers - - 0/2 required have approved = & Notify approvers

Step Person

O Committee Chair Required Fidel Hodkiewicz <mervin.gorczany@pfefferbradtke.info>
Newbie Kablooie IRD

Equity Advisor Required Edward Equity Advisor <ap-no-reply@recruit.ap.uci.edu>
recruit

Download buttort Thisopens a PDBf the report for your reviewAfter reviewing the
document, return to the approvals screen in Recruit.

Approvebutton: 2 KSy @&2dz Of AO] G2 | LILINP@Ss @&2dzQf f K
cannot be undone. The department analystl be notified of your decision by email.

Approvingthe reportLJt  OSa GKS | LILINRBGSNRa yIFYS Ay | 3
icon to cue the analyst and any other approvers that this report has passed the review.
‘ Equity Advisor Required Abagail Predovic
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Approver commentsApprovers my leave comments requesting any necessary
modifications.

The comment is recorded in the comment section on the approval request screen where
F£f FLIINRBISNE OFlYy NBFIR 2yS y20KSNRa 0O2YYy
Comments trigger a headgp email to the Analysivho submittedthe report.

1. Enter your comment by clicking the button
® Add a comment
2. Enter text in the fielgprovided.

3. To confirm, click the buttodd comment Comments may not be removed or
edited.

Add comment

Gal NJ I LILINE @I f Fdr approvéd wRa serifl &poitsizbidkt#partments for
changes, use the "Mark approval as read" feature.

1. Type your comment in the text field provided.
2.Thené¢ A O1 (GKS 02EX dal N] | LILINRGIE | a NBIRE

Mark approval as read

3. To confirm both your comment and the flaglick:

Add comment

hy @2dzNJ & ¢ 2s page, gprovalsndalBedds read will alert you whgrkK S NB Qa |
change

f  With anindicatorappearinghA y (0 KS awSIF R adl Gddzaé¢ O2f dzvy d
1 The indicator switches from grey to radhen a change is made to the report.

In the example below, the user marked the SeaddB LJ2 NIi a NBI Ré ' yR OK
pending.
CKS {K2NIfAad wSLERNI 6Fa YIFINJSR aNBIFRE Iy

Read
status

N

Type

Shortlist Report m

¢CKS dGal N} FLIWNRGFE |a& NBFRE FEl3 YIeé 0SS NBLIS
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1. Return to the approval request screen.
2. Remove the flag with the button, Marlpproval as unread.
3. Then create a new comment and flag.

[-) This approval was changed on Movember Bth, 2017, after you marked it as read on Movember 7, 2017, Mark approval as unread

PUBLISH AN APPROVED PLAN

Publishing controls whether the recruitment is in a draft state, or ready to be shown to applicants.
When a recruitment is not published, it will not be shown to applisamder any circumstances. If it
is, then the recruitment will be shown to applicants within the specified open/closed dates.

Access Recruit

Click the Recruitments tab in the top menu bar.

Find therecruitment and click the Search info link or its JPF#.
At the top of the Details screen, click "Publish now".

NP

All approvers have approved. Publish now

5. Confirm that you would like to publish the recruitment.

Really publish?

This will convert this planinto a recruitment.

* The search committee will see the recruitment immediately
« Applicants can apply to the recruitment immediately, as it opened on Mar 16,
2015

Cancel

Unpublishing:This flexibility built into Recruit allows an authorized user (typidhkk department
analyst) to pull the recruitment back to a plan. Unpublishing does not remove any approvals so if
changes are made, analysts may need to soliegpproval offline. AnUnpublishlink appears at the
top of the Details screen and is avaie up until the first applicant applies.

@ Published on Jun 1, 2018 by Peter School AnalysteUnpublish

Editing Recruitments

WHEN AND HOW TO EDIT

The flexibility of Recruit allows analysts and admins to edit many parts of the Search Plan, even after
approvals.

Your own department's business practices should déctaihen it is prudent and necessary to
edit infomation that has already been approved, just as you would in a paper prdsess
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advised, once a person in a role has approved the recruitment's Search Plan, there is no re
approving it by that same person irhat role. For that reason, it's advised to use the
comments section to document any edits that occur after a plan has been approv&dJCR,

if you wish to change thesearch plarafter approvals, please conta@precruit@ucr.edu

EDITING A PUBLISHED RECRUITMENT
Once a recruitment is published, the final PDF of the approved Search Plan is availdbleritwrad.
This is a snapshot in time; a historical record of what was approved.

If changes are made to the recruitment of any kind after it is published, the change will not be
reflected in the PDF.

EDITING REQUIREMENTS AFTER APPLICANTS AP PLY

Until the first applicant applies, analysts may edit reference and document requirements.

After the first applicant has applied, changing requirements is restricted in order to ensure an
equitable process.
It will only be possible to add lateptional documents. Thigs done on theRequirementpage.

Adding late, optional documents

After the first applicant has applied, changing requirements is restricted. lbmWilbe posible to add
late, optional documents in order to ensure an equitable process. The new document will lock as soon
as it is added, and no further changes may be made.

Return to theRequirementspage.
Notice the locked indicator. Notice that all documents in the list are-editable.

& FIRST APPLICANT
3. Click the buttonAdd optional document

Documents <+ Add optional document

. Name the document.
5. Use the text field if you want to briefly describe it for the applicant
6. An email will be sent to all applicants encouraging them to log in and upload their file. Use the
text field if you want to annotate the automated message.
7. View an example of the automated notification email:

Subject: UQRverside AP Recruit: Optional Dasnent Requested
Hello <Applicant Name>,

You are being sent this email because you applied to the following position at the University of
California, Irvine:

Recruitment: Professor of Lorem Ipsum

Department: Department D
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Please note that the hirjpdepartment has requested that you provide a new, optional document:
<Optional document title>

You have until <date> to provide this document. Log into your application here:
<Link to log in to applicant dashboard>

More information from the hirig department:
<Custom text provided by department>

If you have any questions, please contact the hiring department directly:
<Link to contact form for applicants>

Thank you for your interest in the University of California, Irvine.

8. Click the buttonAdd new locked document

9. Verify the new, optional document appears in the list of document requirements.

RECRUITMENT CROSS-LISTING

Sometimes academic positions are shared between units (Departments or Schools) and this is often
described in the advert&snent. Recruit can "crodsst” recruitments which will result in:

The recruitment can only be managed by the analyst of the home department. Analysts from
crosslisted units will not have analyst access.

The recruitment is displayed beneath the name of tieene department and the crosslisted
unit(s) on Recruit's apply page.

The applicant's dashboard displays the name of the home department and the crosslisted
unit(s).

hyOS I OFYRARIGS A& LINRPLRASRX wSONHz it@a hFF S

indicate the allotment of salaried time.
Analysts may crodsst between units for which they have access. For example, School analysts may
crosslist between any department within their School.

1. Alead analyst first creates the recruitment. This ré&onent now belongs to a home
department.

2. Return to the Details section of the recruitment.

3. Use the Edit button next to General information.

General Information  Edit

4. Click the link, "Add crosslisted unit".
=+ Add crosslisted unit
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5. Place the cursor in the "Crosslisted Units" field and select from tbp-down list of unit
names. You may add as many as needed.
6. ClickSave Change®s confirm.

Note: If the list doesn't show the unit you wish to cregst, contactaprecruit@ucr.edu for assistance.

SWITCHING THE DATE FORMAT

If you do not have Recruit Admin access rights, you will not be able to accomplish the following.

Changing the recruitment format may have an impact on existing applicants. Please consider carefully
before making the switch and codsr notifying existing applicants using Recruitsk email feature

Always verify the dates look correct on the recruitment's Details screen and the applicanyspagpl
Be sure to read the help section @ates formatgo learn the difference between IRDs and OCFs.

Return to the Details page of the recruitment.
Click the inle Edit button next to Dates.

Dates Edit

3. The Edit dates modal opens. Click the button for the format you want.
4. If changing from OCF to IRD, admins can change it anytime.
5. If changing from IRD to OCF, admins can change it anytime until a Search report is generated.

DELETING RECRUITMENTS

In the event that a recruitment was created in error, analysts can delete it if the Search Plan has not
already been submitted for approval. Once it has been submitted for approval, only a Recruit
administrator is able to delete theecruitment.

1. Find the recruitment and click either the "Search info" link or the JPF number.

2. Click "Delete recruitment” in the menu on the left. Confirm deletion or contact the admin to
delete.
When deleting recruitments, please keep in mind the following:

Deleted recruitments do not show up on any reports.

Deleted recruitments do not show up on the apply page to applicants.

Deleted recruitments cannot be restored, even by a Recruit administrator.

When deleted by a Recruit administrator, an email is sethéoanalyst to that effect.

When a Search is Finished
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CONCLUDING A SEARCH
Analysts will return to this section when the search is ready to be concluded to specify how the
recruitment ended so that its history and yeand reports can reflect the outcome

1. Access Recruit
2. Click the Recruitments tab in the top menu bar.
3. Find the recruitment in the list and click the "JP" number or the "Search info" link.

JP# Name Depart

|PFO0258 } Rerum Ut Recruitment Departr

Pipplicants (86) Reports
4. From the Search info menu, click "Conclusion.

SEARCH OUTCOME
At the top of the Conclusion page is the "Search outcome section.” This is where to tell Recruit how
things went with the search.

1. Click the buttonSelect the outcome of this search

Search Outcome # Select the outcome of this search

2. Make a selection from the outcome choices. Add a ndteen clicKsave changes

Search Outcome

What was the outcome of this search?

© Candidates hired: One or more applicants were appolnte

Our pool search was successful.

No candidates hired: The search proposed one or more candidates but none were hired
No candidates proposed: The search did not result in amy proposed candidate
Canceled: The entire search is canceled {e.g., due to lack of funding)

Other: The search ended for some other r

PROPOSED CANDIDATES
The panel in the middle of the page displays any candidates that have been put forward as potential
hires. This tool directs analysts to pull the candidates into their final statuses in preparation for the

45,


http://localhost:3000/analyst/help#access
http://localhost:3000/analyst/help#access

UCRecruit User Manual

conclusion of the search.
@ Proposed candidates

These applicants have been put forward as potential hires, and should reach final statuses before this recruitment can be concluded.
Update 2ll candidates to Hired, Declined offer, Campus declined to make offer, or Withdrawn after proposed candidate.

Applicant Status Appointment Start Date Employee ID
@ Bridget Krajcik Withdrawn after proposed candidate @
@ Nathan Stanton Campus declined to make offer @
@ Sterling Waters Offered @
@ Sherman Jerde Declined offer @
@ Wendy Klocko Hired @ May 31, 2017 7654323

1. Roll over the orange dot for instructions. Update all the candidates displayed in the panel to
Hired Declined offerCampus declined to make offer Withdrawn after proposed candidate

Sterling Walters needs a final
status.

Sterling Walters
2. Use the link beside the candidate forsgastatus updating.

Recruitment closing

Use this section for recruitments advertised as "Open until filled". Analysts can request early closure
from an administrator, which will prevent new applicants from applying while you finish up reports and
approvals When everything is done, the recruitment can be concluded.

1. IntheRecruitmentclosingg SOl A2y > Of A01 GKS ftAy{1Z éwSldzsSal

Recruitment closing

The applicant pool will close on Sep 30, 2018 at 11:59pm when the close date passes = Request pool closure

2. Explain why the pool should be closed early and an administrator will review your request and
assist you.

Recruitmentconclusion

The last section on the page is where analysts or admins will conclude the search.

1. When the conclude button is not clickable, a checklist indicates that information is missing. For
example, it may cue you to update a candidate to "hired" onvpie the explanation explaining
a canceled search outcome. Follow the corresponding link(s) to reach the missing data fields.
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Recruitment conclusion E conclude recruitment

Mot vet concluded. Before concluding the recruitment:

@ Search outcome must be provided » Change outcome

All proposed candidates must be given final statuses = Add now
@ At least one candidate must be given the Hired statuses « Add now
& All hired candidates must have appointment start dates = Add now
@ All hired candidates must have employee ids = Add now

2. Once all items in the list are checked, click on the but@onclude recruitmentind confirm.

Recruitment conclusion = = Conclude recruitment

3. Note: Administrative review mgabe required to conclude searches with outcomes marked
"Cancelled"or "Other."

4. The date and person who concluded the recruitment is logged. If concluded by mistake, it may
be reopened.

Recruitment conclusion

The recruitment was concluded on Mar 24, 2017 by Ana Analyst = Reopen recruitment

5. Once concluded, the recruitment is no longer visible to any seavoimittee member,
approver, or applicant. Returning applicants may log into their applications, but may not make
any changes.

INACTIVE RECRUITMENTS

Before search conlcisionwas developed in Recruit, analysts marked finished searches, "Inactive.”
While this action effectively took the recruitment out of the view of the committee and applicants, it
didn't give Recruit any information regarding the outcome of the search.

Concluding the search is the new "Inactive"

Analysts no longer need to make recruitments inactive. Concluding a search takes care of that for
them.

The legacy "inactive" searches

Central offices may request that department analysts conclude their legactive searches for
reporting or audit purposes.

From the Recruitments page...
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1. List the inactive recruitment(s) using ti®nclusiorfilter.
2. Update the conclusion filter by clearing all checkmarks except "Inactive".

Condusion: Mot yet concluded

Mot yet concluded
Candidates hired

Mo candidates hired

Mo candidates proposed
Cancoled

Other

Inactive

i

3. Follow the steps foconcluding a search
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Part 2: Applicant Pood and Individual Applicants

The Search Plan has been approved, published and applicants have begun apptgtegthe
applicant poofrom the Recruitmentspage

| Recruit Recruitments =~ Waivers

1. Click theApplicantdink beneath the name of the recruitmeniote: The applicant count in
parenthesis is the total number of people who hamplied For reviewers, the number represents
completedapplications

JPFO1035 Professor of Musicology

Searchinfo Applicants (6) Reports

Another way to reach the applicants is tigplicanttab found at the top ofaNJ O NHzA det&ilS y (i Q &
page

Search info Applicants (&) Reports

2. The applicant list openblarrow the list or adjust the data using any of the following tools:

1 SearchZero in on a particular applicant or attute using the search box.

1 Columns:Many columns are sortable. Click directly on a column hetalsort.

1 Filters:Filters display on the horizontalorkspace ribbonlocated at the top of the data grid. In
the middle of the ribbon, you'll see which fileeare active. Hover or click on any filter to quickly
update it.

1 Edit workspaceUse theEditfilters & columnsbutton to customize your filters and columns.

£ Edit filters & columns

1 Manage workspaceThink of a workspace as a combination of particular filters, columns, and
sorting. Hover or click the end cap of the workspace ribbon to create & name a workspace,
rename, or delete it.

1 Refertothesectiore 2 NJ & 1LJ OSaY wSONHzZA GQa. CAt GSNEEZ [/ 2f dz

Take a Tour!
Forastepoy-3 0 SLI AYGUNRRdAzOGA2Y (12 wWSONHAGQA 62NJ] aLl OSa

. . . (10 Tour
side of your screen, just below your login nar
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Downloading Applicant Data

Academic units want to report on and learn fromthelt 8§ KANAY 3> | YR wSONMzA G
data make doing so easy. Use filters, columns, and sorting to get at and use the data housed in Recruit
and analyze it in Excel.

Recruit will create a commR S £ A Y A URBFR\pplicRritsSHE#HHHHHH##.cSY consisting of all the

data within the workspace on the page. Depending on your web browser, the file will: (1) open
automatically in Excel, (2) go to a download directory on your computer, or (3) present a message

asking you to either open or save the=fil

& Download This Data & Download Mames & Addresses

WORKING WITH THE APPLICANT LIST

Mark asread: Quickly check off which applicatigou havereviewed. The feature is available to all
users with applicant viewingghts. heckmarks are private and not viewable by one another.

1. Locate the aplicantor applicantan the list and pt a check in the empty bar their row.To select
all applicants at once, check the master box at the top of the column.

2. Qick theReadbutton in the row at the top of the list of namesd St SO0 awSI| Rdé

Read~

+ Read
® Unread

3.When Read is selectedF aBNBE SY AYRAOF 02NJ gAf € | LIISFNI AYy GKS |

4
4. If modified since you marked it as read, an alert icon will appear in place of th“e green checkmark.
/ KSO1 GKS LI AOlIyGQa 23 F¥2NJ GKS SEF OO OKFy3S3

@I

Hide / Unhide an aplicant: Recruit nevedeletest y | LILJX A OF G A 2y 0 This featureA RS ¢
is only available to Analysts, Committee Chairs, and Editors.

Note:! &S GKAa (22f &L} NAy3IfeEH 2 KSy @2dz KARS |y |
fact, theonly good reason to use this tool may be ifapplicant has applietb the sameposition
twice.
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1. Locate the applicant or applicants in the list and put a check in the empty box in their row.

2. Clickthe Visibility button in the row at the top oftie listof names Y R a4 St SOU &l ARRSYy ®¢

Wisibility -

& Hidden
@ Not hidden

Add aPersonal Note:This is a way to jot yourself a note about an applicant. The feature is available
to all userswvho can view the applicant®ersonal Notes are privateonly YOU can view, edit or
remove you note.

1. Click the link, "Add" in the Personal Note column beside the applicant's name.

2. Compose your note (up to 255 characters) in theqpgox that appears.

3. A truncated note appears in the Personal Note column. To read it in full, roll ovéh iyour mouse.

no /f A O4djusiybinbtd.E R88z2 0 2NJ SNI 48 GKS GSEG FyR Of AC

Personal Note [0 Personal Note

My number one choice
Add bec...

/ KSO1 GKS !:Chadekxh®tliméstafps of i@ actions that have taken place on/within an
FLILX AOFyidQa LI AOFGA2Y ®

w/ f ASO 1a [[32@ £ tAY1] 0 St Zhen fead thé IDQLa]hd?cIGBE ijfv(ﬂ”léhéyouﬁﬂe fihBhkd.
Paucek, Patrj

= Llog O Download

52gyf2FR GKS | LILX ADDYVIQESRabDEA SV ABRE Ay F2dzyF
open aPDF bundle of all y | LILModu®énis i Q &

Paucek, Pary{

Log & Download

Progess dotsRoll overthecole®D2 RSR R2Ga 0SSy S| K quickvisuabfmiiah OF y (1 Q&
requisitesaredoneand what is stilheededin orderto be a complete applicatiotWhen a requisite is
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fulfilled, the corresponding dots fill in solidly.

Pach

i= log & Download

Applicant is not visible to theeviewer (icon) Roll over this icon to quickly determine why that
applicant is not being shown to the search committee.

Applicant Not shown to reviewers: applicant
is hidden

Steele, Rusty

SEND BULK EMAIL

Use a template to compose a single message to send to one or more appli€ahtsAnalysts, Chairs
and Editors have this tool.

1. Locate the applicant or applicants in the list and put a check in the empty box in their row. To
select all applicants at once, check the master box at the top of the column.

2. ¢ KS y Of A0 «a ﬁiﬁqfrd?w at thizftop of Sherlist bfingmesh
= Send bulk email

3. Atemplate opens:

Email Applicants

To:

2 applicants
* Replies should be sent to:

"Joan Dept Analyst" <joananalyst@uci.edu>

* Subject:
Thank you {ApplicantName}

Variables: Click on avariable to insert into the subject
Applicant first name Applicant last name Applicant fullname Applicant completed date Recruitment
name Username

* Body:

Helle,

4. ¢KS AGCNRY$¢ f AYS -iR&seritzidnast, Chair ai Kdior).fif 2hi3 Eh& iR edited,
then the actual message received by the applicant will appear to come from thatrperso

5. To personalize the template, you may insert variables into the subject line or message body, for
example: {ApplicantName}, {Username}, {ApplicantCompletedDate}, {RecruitmentName}, etc.

6. / tA0]1 Gt NBOASSHG 9YIAfED
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It A0

G{SYR 9YI Af £A 86 KASYWY SNAH I RieSH 8¢ KyAzal & RO (AMy2 yii K

second log item notes when the message leaves the queue and is handed off to the campus

email server.

7. LYy

contact the applicant once more.

ADD AN APPLICANT

iKS NI NB OF as
I LILIX A Glloy (K& (O Y LIdz&
the sender (analyst, chair, or editor) so they can correct the email address and attempt to

GKSY

SYI Af

Iy
ASNWSN) aKz2dzZ R

I LILJhoAb® hojed iRthe SY I A |

0S O:

Occasionallanalystsmay needo create an application on behalf of someoi@hairs and editors also

have this ability.

1. [ 20 4GS

GKS NBONMHZA GYSyYylQa

fAadg 27

2. Click the buttonAdd applicantlocated on the horizontal bar at the top of the list.

=+ Add Applicant

3.CAtt Ay

Contact Information

* First name:
* Email:

* Mailing address:

4. At the bottom of the form, decide to what extent you want the applicant to be involved in their

Santa ica, CA 54321
e e e e e e e i e e oo i

= Download names & addresses

& Download as CSV

i K Ss canmadilivfofmatidn)ldiégle©ihfofniaon, current employmesit;.

e -
Degree Information

* Vartty amalk * Highest degree:

* Institution:

Current Employment Information
* Amiliation/university:

* Job title;

application by checking the boxes provided.

Motify applicant that application is in the system

e e e e e e A S\ o S e s ot

* Date obtained:

@ Activate application. Send the applicant instructions to the email address above on how to login,
manage their application, and take the diversity survey.

* SeeAppendix B NotificationsSent to Applicantg
a! 00Saa

I YR

aly

1. Click one of the buttons to finish adding the applicant.

FLILX AOF A2y KI &

L2dzNJ P LILX AOIF GA2Yy dé
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Add & Manage Now Add & Add Another Add & Done Cancel

T Add & Manage NowChoose this button when youafinished with the required information.

Add & Add Another:Choose this when you have more applications you would like to add.

T Add & Done:Choose this when you are finished with the required information. You may return
to manage the application later.

1 Carcel: Choose this if you do not want this application to be added.

=

2. Locate the added applicant in the list and click directly on the nafagfy the information in the
G! 002dzyi | 00Saaé¢ aSOlA2yd

Account access

No

Yes, sent on Nov 11, 2016 at 10:10pm
Not activated Resend activation email
Apr 17,2013

Apri17,2013 at 1:17pm

Seth Roby (sroby@uci.edu)

STATUSES AND SHORT-LISTING

One of the most important was/to categorize applicants in terms of workflow and reporting is by
keeping the applicant's status up to date. It ensures that the search committee is always aware of an
applicant's current state. It ensures accurate diversity reporting. It provides theffite of the

President the data needed for recruitment and retention reporting.

Only analysts, committee chairs, and editors have the ability to update statuses.
PLIRFGAY 3 1T LW AOCLyGaQ {GFGdzaSa

1. In the applicants list, locate the applicant's statughe Status column. If you do not see the column,
you may need to enable it by using the Change Columns button.

For a definition of the status, roll your mouse over the help icﬂ Then click directly on the status.

Complete @ Now 3, 2015 2:36pm

Add kiku_maruda_17004 Maruda, Kiku phd
yale

/& Manage (= log & Download
H® hNE Of A 01 -eliTheéreviewdcibeh @Veglditi2a cuyeht ¥tatus. Click on the status.

Basic qualifications: Does Not Meet Status:( Complete @

Last updated: Oct 28 2014 at 8:5Tpm  Mark as Read
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3. Choose the desired status from the popup menu and click)fhgate statusbutton.

Update status for Lionel Rice e Facilis Reprehenderit Quibusdam
Recruitment (JPFO0160)

© Complete (current): Require

Serious consideration: Ap;
Recommend for interview: Applicant rec
Interviewed: A

Soft offer extended: A ver
Declined soft offer:

Proposed candidate: 2
Offered: Appr
Accepted offer: Ap
Declined offer: Approv
Hired: App
Withdrawn: Ay

Update status [SERI

4. If you are selectin§oft offer extended Proposed candidateOffered, Accepted offer or Hired, you
may also enter offer details by clicking on the "Add offer information” link. You'll be able to add
multiple appointments if needed too.

Proposed offer

+ Add offer information

Proposed offer

Appointment 1 © Remove

* Department

Blah Department

* Recruitment title

1724: ASST PROF IN RES-HCOMP

Step Percent time

3 100 %
Anticipated start date Starting salary

Mar 1, 2016 EITI $ 105,000 .00
Discipline

Bark beetles

+ Add another appointment

1 Choose the department.
1 The title code will autdill. But if multiple title codes have been assigrte the recruitment, use
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the drop-down menu to select the title code to associate with the appointment.

Fill in the other fields (Step, %time, Start date, Salary, Discipline).
When updating tdHired, the appointment start date and employee ID are reqdifields.

= =

Hire details
* Appointment start date * Employee ID

1 If offers have multiple appointments for example 50% Full Professor of Physics / 50% Associate
Professor of Statisticsi KSy Of A01 GKS fAy{1Z ! RR IYy2GKSNJ ||

+ Add another appointment

When satisfied with the information ented, clickUpdate status.The offer information is editable by
returning to update the status.

Decline Reasons

Sometimes a shortlisted candidate backs out. When updating an applicant from Proposed Candidate,
Offered, or Accepted Offer tbeclinedor Withdrawn, choose a reason from the list provided.

D Declined offer: Appr
Hired: A

MNeed to choose a status not listed here? Show all statuses

chasons given for declining N
Family reason - child care
Family reason - elder care
Family reaso
mily re
amnily re
Cost of liv
Cost of living - housing
Salary
Benefits/reti
t g load)
stitutionfempl
ity, diversit
Decline reasons explanations

Withdrawn Applicants

When applicants want to remove themselves from consideration, their statuses should be updated to
G2 AGKRNY gy dé LT GKSe@ gSNB LINBE DA 2 detifdr eepodifg2 NI £ A & (0 S
purposes and for compliance with the OFCCP.
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MEETS BASIC QUALIFICATIONS

Completed applicants must be marked as "Meets" or "Does Not Meet" the basic qualifications.

T Marking the applicants is needed in order to produce accurate diyenegporting to meet the
requirements of the U.S. Department of Labor/ Office of Federal Contractor Compliance

Programs (OFCCP).

T Marking the qualified applicants helps the committee zero in on the applications to review.
T Only analysts, committee chairs,daditors have the ability to mark the applicants.

Determinewhether completedapplicantsare qualified for the position or not, based on objective,
non-comparative, relevant, and verifiable criteria (such as having a PhD within a required field of
study) Revisitthe Qualifications section to see what qualifications were establishethéor
recruitmentbefore making the judgemen€ontact the campus Diversi®fficefor help if you are
unsure about assessing qualifications.

On the list of applicants pagase your workspace ribbon to adjust your filters
for Qualified, Unknown, Unqualified, or Entire pool

Applicants found in this category

1.0 aAy3 GKS

Your workspace =

Basic gualifications:
Meets | Does Not Meet

Read: Visibility:
Read  Unread Hide | Unhide

Personal Note Applicant

Add Medhurst, Jeff
=log & Download

Add Fadel, Darron
=log & Download

Add Rippin, Zane

I &A O

Highest Degree

PhD in Molestias
West Alan Institute

Ph.D.in Tenetur Quia Consequatur
Leuschkestad College

MAin Maxime
Kaelabury School

Kl @Sy niarkedgEGheck in regularly
and mark any new, completed applicants gfiedl or unqualified.

vdzl t ATFAOF GA2Y A

Complete @; Recommend for

Send Bulk Email

Current Position Status

Grant School

East Lauriane School

MNorth Giovanna College

Complete @

Complete @

Complete @

FAEGSNI 2y

interview @; Soft offer extended® T Edit workspace

Last Updated

Jul 25,2017 10:33am

Jun 19,2017 9:20am

Jun 19,2017 9:20am

G§KS N

1 Say, for example the basic qualification is a PhD. Find an applicant with a PhD in their Highest
Degree column and put a check in the empty box inrtiheaw.

1 Sometimes the qualifications involve more than a highest degree, such as the PhD example

IABSY KSNB®
been met.

,2dz YI é

yYySSR (2

NEGASg GKS |

2. Check the box beside the applicant name that yosimiomark To select all applicants at once,
check the master box at the top of the column.

S7.
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3. ClickMeets or Does Not Meet This moves the applicant to the appropriate category.

Basic qualifications + Bi

5 Meets
L) Does Not Meet

Quialified

Applicants found inhis category(color codedgreen)are thoe who have been marked as meeting the
basic qualificationsTheirresponses to the diversity surveyll be used irthe diversity analysis reports
produced laterThis is the default view of the LILJ Ap@de Wit oinmittee reviewers will conduct
their work from this view.

M® aAy3a GKS . FaAO0 vdzZ t AFTAOF EAz2ya FTALGSNI 2y (1KS

Your workspace Qualified Complete @; Recommend for interview @; Soft offer extended ® | ¥ Editworkspace = |

Read: Wisibility: Basic qualifications: Disposition reasons:
Read  Unread Hide | Unhide Unknown | Does Not Meet Send Bulk Email Assign Reasons

Personal Note Applicant Highest Degree Current Position Status Last Updated

Add Mead, Margaret Ph.DinSequi Larsonside College Recommend forinterview@  Jun 19,2017 9:20am
Lake Travon Institute

Zlog & Download

Add Wilderman, Augustus Ph.D West Viva Institute Soft offer extended @ Jun 19,2017 %:20am
Windler Research Division

Elog & Download

Add McKenzie, Jason Ph.D.in Perferendis Quos Et Brodyfort School Complete @ Jun 19,2017 %:20am
South Terryfurt Research Division

From the Qualified view

1. Check the box beside the applicant name that you wistméok To select all applicants at once,
check the master box at the tagf the column.

2. { AYyOS &2dzOQNB I f NB I Udknowd gf DaekNet Meeatale fydurfohlyScRoic&A S & 5
Basic qualifications = B

? Unknown

L) Does Mot Meet

Note: You can revert gualifiedapplicant back tainknownif you discoverequireddocumentshave
been deleted from thepplication.If the required document is reiploaded, the applicanuill
automaticallyy 2 @S o6 O] @£ avdzZ £t AFASR

Unqualified
Theunqualified categorycolor codedgrey)contains applicants who have been marked as "ot
meet basic qualification&ln this state they wilhot be considered for the position.

A

M® !'aAy3a GKS . FaA0 vdzZa t AFAOFG®»2ya FAEOGSNI 2y (K

N
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& Download This Data &= Download Names & Addresses [0 Change Columns + Add Applicant

Search

Your workspace ~ Unqualified Complete @; Recommend for interview @; Soft offer extended @ ¥ Editworkspace

Read: Visibility: Basic qualifications: Disposition reasons:
Read | Unread Hide = Unhide Meets  Unknown Send Bulk Email Assign Reasons
Personal Note Applicant Highest Degree Current Position Status
Add Hickle, Wilfrid Ph.D.in Incidunt West Veronicachester Research Division  Complete @

Cormier Institute

Elog & Download

From the Unqualified view

Last Updated

Jun 19,2017 9:20am

1. You may decide you need to move applicants out of this cate@rgck the box beside the

applicant name thayou wish to recategorize.

2. SelectMeets or Unknown. This moves the applicant to the appropriate category.

Basic qualifications = B

¢ Meets

? Unknown

Entire pool

You can also mark applicants from the entire pool viewor-coded blue).

1. Using the Basic Qualifications filter on the ribbon, €le & 9 y G A NB

West Alan Institute
= log & Download

Add Fadel, Darron Ph.D.in Tenetur Quia Consequatur East Lauriane School
Leuschkestad College

Elog & Download

Add Rippin, Zane MA in Maxime Morth Giovanna College
Kaelabury School

Elog & Download

Add Kautzer, Joey MPhil Goldner Institute
Franciscoburgh College

=log & Download

From the Entire pool view:

Complete @

Complete @

Complete @

Your workspace Entire pool Complete @; Recommend for interview @; Soft offer extended @ | ¥ Edit workspace:
Read: Visibility: Basic qualifications:
Read | Unread Hide = Unhide Meets = Unknown = Does Not Meet Send Bulk Email
Personal Note  Applicant Highest Degree Current Position Status Last Updated
Add Medhurst, Jeff PhD in Molestias Grant School Complete @ Jul 25,2017 10:33am

Jun 19,2017 9:20am

Jun 19,2017 9:20am

Jun 19,2017 9:20am

Li2 2t d¢

1. SelectMeets, Unknown, or Does Not Meet This moves the applicant to the appropriate category.

Basic qualifications = B1

) Meets
? Unknown

L) Does Mot Meet

What does the search committee se&2viewers wilbe able to filteby the same coloicoded
categoriesHoweveronly analysts, committee chairs, and editbesve the ability toy’ I NJ|

gualifications asvieets, Unknownor Does Not Meet

I LILIE A Ol
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ASSIGNING DISPOSITION REASONS

Disposition reasons are an important component of the Seegpbrt and are essntial in the event of
a campus audit.

Disposition reasons may only be assigned by Analysts, Committee Chairs, or Editors. Reviewers can be
given this permission by the analyst in the committaelding section of the recruitment.

Dispositionreasons mussbe assigned to ALL applicants, both qualified and unqualified
f ¢KS RA&aLRaAGAZ2Y NBlLazya FT2N dzyljdzr t AFASR | LILJ
viable candidates for the position.
f The disposition reasons for qualified applicants will jusiifit @ G KS& RARY Qi Y2@S
hiring process.

Using the Basic Qualifications filter on the ribbon, seléktqualified.” Follow these same instructions
for the "Qualified':

If no names appear, please return to thection of this manuaMeets Basic Qualificationie learn
how to markthe qualified applicants

1. Locate the applicant(s) and put a check in the empty box in their row. To select all applicants at
once, check the master box at the top of thdwuan.

2. With the applicants selected, click the "Assign disposition reasons" button in the actions row at the
top of the list of names.

bk Assign disposition reasons

A work screen opens with your selection of names in & list
Assign reasons onby-one:

1.Placeyourcursoyi G KS | LIJX AOFyidQa | R2l OSyidi o2E FyR &St
2. Multiple reasons are permitted.

3. Optionally use the comment field if needed.

4./ t A01] G52y S¢ G2 NBOdzNY G2 (GKS LI AOlIYy(d L2t o

Assign Disposition Reasons Werw nndl updiated disposition reasons and comments are saved sutomatically | IIVEH

arked as Meets basic qualifications
selected 1 cants available

B Applicant Status Disposition Reason| 1] Comment

= Pulblication record shows some deficiencies Publication was not current.
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Assign reason bulk:

For large pools, it may be fastto mark reasons for multiple applicants at once. Follow these same
instructions for assigning multipsommentsat once.

1. On the work screen, click this button, found at the top:

Edit disposition reasons for selected applicants -

2. Check the reason(s) from the selection list.
This time, the digosition reason(s) will be applied to all checked applicants at diYoet may still
SRAG AYRAGDARdzZ f -byodief A OF yiQa NBIF&azya 2yS

Applicants marked as Meets basic qualifications Edit disposition reasons for selected applicants =

4 applicants selected 101 applicants available
A, File warrants additional info via Skype
@ Applicant Status
Alternate for position
@ | Farrel, Brenda Complete @ B. As a result of Skype interview, not as strong,..
© Will be added to 2 applicants. ‘D undo
@ Duplicates or significantly overlaps existing area of
strength in department/school/college
™ Fay, Emily Withdrawn after recommend for interview

™ Interview showed some deficiencies
© Will be added to 3 applicants. D undo

Job talk showed some deficiencies

Lacks sufficient clinical experience
® Herzog, Adalberto Complete

Lacks sufficient contributions to diversity/cultural

nnnnnnnnnnnn

od / fAO]l a52ySé¢ G2 NBUOGdNYy (G2 GKS LI AOFYyG LkR2f

EDITING APPLICATIONS

Only analystschairs, andeditors haveread/write access to manage thapplications

T LYtAYS SRAO odzid2ya 2y GKS | LI AOlFIyidQa NBOA
¢ 1ff OKIy3aSa INB (NI} O1SR Ay GKS LI AOlIyiGQa
1 Changes are visible to the logged in applicant.

~h (N

Accessing thepplications

1. Locate the applicant in the list antdak directly on thename
Steele, Rusty

2.'aS UKS AytAyS SRAG odzitd2ya 2y GKS LI AOL yi
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Update personal information

Update the applicant's personal information such as eansername, contact information, degree and
employment information, etc.

1. a2@S (2 GKS a&a! o62dzié aSOtAaAzy 2F (GKS | LI AOI yi

Rusty Steele

Professor Extraordinair, Yale

Basic qualifications: Unknown Stat

About | @ Edit

Rusty Steeld
rustysteele

rusty@blah.

qqqqqq

2. Clickthe inlined 9 Rbuttbs.
3.al1S8S OKIy3aSa 2y GKS F2N¥ FyR a{!l @S
Adjustingspecializations

1. a2 @S G({2LISIESH faA T F GA2Yy €
Note:¢ KAa aSOuAzy g2yQi

A ax

Specializations = @ edit
Violin
Guitar

2.1 f A0 (K »YMANEY da

3. Update the specializatoh NS & &St SOGSR o0& GKSSBWEX AOFyd |

Update specializations for Rusty Steele

Any changes to selected specializations will be visible to the applicant.

# Violin
Guitar

Piano
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ManagingapplicantQ documents

Replacing alocument

1. In the Documents section, clithe inlined 9 RA (G ¢ 0 dtiein@ng of th& doduReéht you
wish to replace.

Documents ¢ viewer

[Y Download (Required) | (# Edit
2. ClickrReplace/Remove

Curriculum Vitae 0150

Curriculum Vitae

[ PDF-misc.pdf © Replace/Remove

3. Select &Removal StrategyBy default,

"Replacdile” is selectedNote: The

GwSLI I OS¢ Fdzy OO A2y | Comcumvie IZND G KS
. . . . . . [ PBF-misc.pdf O Restore

application. The application will remain

completed and in its current search window

Curriculum Vitae

Removal strategy

Replace file Remove file

Remove the existing file and replace it with an updated version. The file will be replaced
without disturbing the application. The application will remain completed and in its
current search window. This action cannot be undone, and the removed file will be gone

4. Now, verify the Document location. forever.
/| K22aS dhdziaARS wSQ Poomentioaton JuaS AT
artwork, novels videos, etc. have been — SRt
. - This document will be stored in UC Recruit and available to the search committee
received and are available to the search | cecvoncaiy
committee on request. File

Browse... | Nofileselected.

5. Browse for the file. Descripsion

Yada, yada, bing bam.

6. Optionally provide a description of the
replaced file.

Cancel

7. Click the buttongYes, delete the old file
and replace it with the new orie
Removinga document
To delete an applicant's document completely, use the "remove" strategy.

Note: Removing a required document (such as a required CV) from a completed application will
YEN] GKS LXK AOFYdG aLYyO2YLIX SGSdé mitged & Merg age(d S |
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review dates, this will push the applicant into the later review window, potentially jeopardizing
their standing with committee reviews.

1 Longlisted applicants (Seriously considered) ahdrtlistedapplicants will not be
disturbed.L y 2 (0 KSNJ ¢ 2 deRtaafile withaQtjeopardiZing thé shortlist status
or review window position

1 Manuallycompleted applicants also will not be disturbed when removexuired files

1. Click theRemove filebutton.
2. Read the warning!

Thew Ny Ay3 2y GKS €S & aKz2gy FyedAyYS &2dzQN]
0KS NRARIKG Aa aKz2gy o¢KSYy NBY2QAy3 || FALS gAff
window.

Curriculum Vitae
Curriculum Vitae

Curriculum Vitae
. . i D Restore
Curriculum Vitae

CSVpef ‘O Restore Removal strategy

Removal strategy Replace file Remove file

Replace file Remove file

Are you sure you want to delete Una Applicant's Curriculum Vitae? This
application was completed in a review window, and deleting this file would
pull the application out of censideration until the current window closes on Oct 9,
20146. This action cannot be undone, and the removed file will be gone forever. If a
new file is available, you should use the replace functionality instead.
» Deleting this file will make Una Applicant's application status incomplete
* They will be removed from their review window

Are you sure you want to delete Due Applicant-Italiano's Curriculum Vitae?
This action cannot be undone, and the removed file will be gone forever. If a
new file is available, you should use the replace functionality instead.

* They will not be visible to the search committee, even if you later replace the
file

Yes, delete  [ethl]l

Yes, delete the file and mark incomplete [S=hiE=

Add adocument

1. In the Documents sectionfcA O] RIRE S 0 dZi (itBeyhissing doduRént
Documents @ viewer

(Required) 4 Add

+ Add

2. The "add document" modal opens. The document location is preselected to "Inside Recruit."

] K2248 ahdziaARS wSONHMZAGE 2yfe (2 AYRAOFGS AT
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3.

4.

and are available to the sedrcommittee on request.

Cover Letter

Document location

Inside Recruit Outside Recruit

This document will be stored in UC Recruit and available to the search committee
electronically.

File

Browse...  Nofile selected.

Description

m Carc';.l

Browse to the file on your compute(Most documents will be uploaded as PDF files. But other

valid file types include: zip, jpg, rar, tif, mov, bmp, 3gp, png, wmv, m4v, mp3, mp4, psd, swf,
tiff.)

Provide a description of théocument(this is optionall) Yy R Of A O] d&! RR¢ (2 O2

Managingl Y | LJLJfeferéricessileders

Reference requirements are always set to one of the following:

1.
2.
3.

None(the applicant is not required to provide references)

Only contact inbrmation (The applicant must provide references' names and addresses.)
Letters ofrecommendation(The applicant is required to provide references and they must
notify their references that a letter of recommendation is needed.)

Department analysts, chairand editors have complete manage rights of the references and the
letters of recommendation. You may add, edit, or delete a reference. You may Upload letters that
arrive outside the system. You may send a letter request to references if the requirearents

G/ 2yal OG0 LY®E2NXIGA2Y hyf e

Add a new reference

1.

y GKS wSTFSNByOSa aSoOiAazys OfAO1 GKS a! RR NEB-

+ Add reference

2. Provide the name of the reference, email, mailing address, affiliation to the applicant, and any

other optional information.

3. Youmayupload KS NBEFTSNBYy OSQa thvdiabeSNI I & GKA& GAYS A

Reference letter

Browse... | Nofileselected.
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Remo\e a reference
Remove a reference with caution. Any letter associated with the removed reference will be gone

forever. If the application was completed in a review window, removing the eafsx could pull the
application out of consideration.

1. Removd: NXB T SNEBy Edit refietencglisk. i KS &
&= Edit reference

2./ £ A OReniov€S o60dzii (G 2 y @

3. Read the screen warning and confirm when you are ready.

Edit a reference

Edit the information about a reference wittaution. Editing the reference's email address could
prevent the reference from logging into Recruit.

1. / £t A0] GKS d9RAG NBFSNByOSe tAyl®
&= Edit reference

2. Edit as necessary.
3. Read the screen warning and confirm when you are ready.

Requesta letter from a reference

Note: When the requirement is "Letters of recommendation,” the applicant makes the request as part
of their application process. But when the requirement is for "Only contact information," then analysts,

chairs, or editors may issue the request for letters.

1.In the References section, click the lidkw S lj dzS ZZ NJt SwaISdF a i | AL Ay ¢

3 Edit reference < Request letter + Upload letter
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2. An email template opens. The message body
and signature fields are editable. Expand the | SendLetter Request
links to reveal the embedded Log In o
information or Confidentiality Statement. George Stamos <george@blahbla>

Subject

3. Wheny dz | NB NBI Reéx Of A

Request for letter of reference for Xavier Breath

Body

The Confidentiality StatementAt the time of letter Dear George Stams,

upload, References are reC]UII'Ed tO dlglta”y Certlfy tha You are invited to submit a letter of reference for Xavier Breath for the position of
they have read the UnlverS|ty Of Ca||f0|’n|a's Statemen Mar Bth Professor Extraordinary Survey Banner at the University of California.
SpeCIfylng the degree Of Confldentlallty befOI’e f”e |S Eo;;g;r;g‘ormauonabouttheaosmon.seehttpszﬂdemo.recruut.ap.ucu.edufapply
accepted
» Logininformation..

G!' tGK2dZAAK | OFYRARFGS YI & NI st Syida 2
of evaluation in accordance with California law and University | = Thankyeuforyourtime.

policy, your identity will be held in confidence. The material mg = oarwing buck

available will exclude the letterhead, tegnature block, and et ot aloraia

material below the signature block. Therefore, material that

would identify you, particularly information about your
relationship to the candidate, should be placed below the
signature block. In any legal proceeding or other situaition N

which the source of confidential information is sought, the ‘CL '

' YAGSNERAGE R2Sa Ada dzivyzad G2 LINRPGSOG (GKS ARSyidAide 27 a

> Confidentiality statement..

Upload a letter

If a letter arrives via email or snail mail, the file may be uploatiezttly into the references seatn.
Remember to thank the lettewriter and include the Confidentiality Statement.

A

1. Inthe References sectiof A O1 G KS fA¥{1 X a! LI 2R fSGG§SNWD
+ Upload letter
2. Browse for the file on your computer it. Upload only PDFs or supported media file types.

Deletea letter

1. nGKS wSTSNByOSa aSourazys OftAO0O]l GKS fAYyl=Z a58

@ Delete letter

5

2./ ftA01 a,Sazr RSEtSGS ftSHGUSNE (2 O2yFTANXYO

Note: Deleting a letter has no bearing on the completion of the application. Another letter may
be uploaded in its place.
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Comments andlagsmanagement

Commentsprovide the method for reviewers to offer an opinion or discuss the applicants. Comments
are displayed publically to the entire search committee. Management of comments are restricted.

l.a2@S G2 GKS a/2YYSylas aPpays
LT &2dz 4SS |y SRAG odziGz2ys uK
contact the owner outside of the system and &is& ownerto delete

aA2Yy 2y GKS LI AC
S O02YYSyi 068 2y3a

Flagsare intended to be a unique set of labels applied to applicants to help caegthem.An
applicant may have multiple flags but each flag must be unique.
1. a2@S (2 GKS oalCKS$ FJRBILIASOVKRZYa NBEGASg LI ISP

2.l ylrfteadar OKIANRZ YR SRAD2ZANB®|IXyEA RFt §KS lay 2
Hint: Rollover the flago reveal theowner of the flag.

3. By default, flags are displayed to the rest of the search committee. However analysts, editors,
and chairs may privatize flags dgding anew flag andzy OKSO{ Ay 3 da5AaLIX &

Flags

Display to reviewers 4 Addfag

Scheduling/managing a \iis

The visit/seminar feature is an amenityRecruit. Schedule one main evédot any shortlisted
applicant.Schedule naltiple eventsthat areassociated with the main visit. The information is
displayed to reviewers.

1.
2.

2 NeinéahdildcaBeRhe VisillSEnfin@risettioman their review screen.
Y12 GafOKSRdzS || GAaAlG 2N ASYAYIl N®

O( O(

1 Iye aKk
1 GKS tA

Visit/Seminar

Schedule a visit or seminar
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3. Entera title, main eventdate, asummary}l Yy R Ol yHoini theéi f& i a
Schedule a visit or seminar
*Title
Interview
*Main event date

Jan 31,2017

s Add summary...

Summary

Candidate will come to campus for a day.

« Add candidate bio...

Candidate bio

Leading anthropologist at Harvard University. ‘

4. When finished,t A 01 & { OKSRdzZ S QA aAlG DE
5. To scheduleadditional eventsassociateds A 1 K G KS YI Ay @Mddevedie Of A O1 G |

Contact Katheryn Smith V with any questions about this visit/seminar

Title Interview # Edit
Summary

Bio

Candidate will come to campus for a day.

Leading anthropologist at Harvard University.

+ Add event

6. Enter the event title, location, and time into tierm./ £ A O1 d&a! RR S @S

Add event for visit/seminar

Event title

Housing tour

Location

University Hills

Start

10:00am o] Feb 27,2017 =]
End

11:00am (o]

Feb 27,2017 =]
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Managingoffer details

TheProposed offer panalisplays only foshortlistedapplicaits that have an offer proposdtor more

information about adding the offer proposaSsS
guide.

iKS

4

2800 A 2y 3 A GiAyiTes Sy Iy

RSO AT a EiFofidty OSOEAGE2IYA yITY R TYRSINE 1Gfiern (R

¢2 SRAU U0OKS
Title Step Department
1301: ACT ASST PROF-AY-1/9 1 Department D
[# Edit offer

Percent time

100.00%

last updated Jan 30, 2017

Other manageindicators

Hidden applicant indicator
Learn more about hiding an applicant in the sectior

¢22fa G2 !'asS oAGK (GKS
mhmprniimw;hiddenfmm
Lt e ntative, Hickle School
31, 2017 at 10:47am

Status: Comy

Hidden: @ Basic qualifications: Unknown

Applicant added indicator
[ SINY Y2NB AVRRIAKY 4 $ii]

Account not activated.

Applicant can not login
unless activated.

Added applicant: B2

blogy, U of Chicago
®»
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Part 3: Reporting

APPLICANT POOL AND SHORTLI ST REPORTS

Analysts magreatetwo types of diversity analysis reports and solicit approvals by key people whom
they will identify through avorkflow list. Typically Department analysts creatie reports and submit

them for approvalsHowever, central campus Diversity Analysts, and campus Equity Advisors may also
preview or evercreate reports for their own use. The central campus Diversity Analyst has the option
to override the default dataset (based on title code/hiring type) toateea report using different

availability data.

The Applicant Pool Report

The Applicant Pool report may be thought of as an interim report. It shows aggregated results from the
diversity data collected from applicants who completed their applicatiomsk the survey, and have

0SSY YIFINJSR a aaSSita .1FaA0 vdZa tAFAOIGA2YyAdE ¢ K
This report is intended to be reviewed and approved before anyone is put on the shortlist.

The Shortlist Report

The ShortlisReport shows the same results that are in the Applicant Pool Rgpostthe aggregated
diversity data for the short listed applicantsThose who are designated as report approvers will have
access to all information on this report.

See samples of bothe Applicant Pool Report and the Shortlist Repetbw.
Creating the Reports

1. Fromthe main Recruitmenpage, locate the recruitment and click the lifkeports

PFO0594 Associate Professor-Cardiovascular
Search Info Reports  —effe——

2. Or click theReportgab from the Search Info screen or from the top of the list of ayapits.

Reports
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3. On the Reports screen, click the type of report you wish to create.

Applicant Pool

Shortlist

Search Report

4. ClickPreviewto see the report before creating it. Make any changes necessary.

5. Click the button to create the report you need.

+ Create New Applicant Pool Report

+ Create New Shortlist Report

6. Asummary appearClickCreate Reponvhen ready.

Recruitment Properties

Recruitment
Job#
Department
Salary control #
Field of study
Title codes

Report type

Diversity data set

Applicant Pool Statistics

#meets basic
# does not meet basic

#basic qualifications unknown

#onshortlist

Create Report [SERTE]

Demo 4-3-15 Multiple search reports
JPFO0160

Department of Omnis Occaecati
477372

Campus: Algebra

1100: PROF-AY
Shortlist

+ Applicant Pool ‘

Tenured / SOE

16
2 will not be included in report

0 will not be included in report. Consider
reviewing before creating a report

5

Report Type Drop down menu shows either Applicant Pool or Shortlist

Applicant Pool StatisticsThis region displays the numberaimpleted
FLILX AOFyida sK2 KI@S 6SSy YIFN]SR
have submitted their surveyrodiversity. These survegkers will be the
only applicants in aggregated results, making this report in compliance
with the US Department of Labor. If the count is zero, you must go bau
and mark the applicants who meet the basic qualifications. Thatdou
shortlisted applicants is shown in this region too.

Note: Ford { dzNJJ SrécruBmémits(those that have not been
configured for online application management), a field is provided for t
Analyst to type in the number of applications receivedsid¢ of Recruit:

Applicant Pool Statistics

#online applicants 0

# applicants:

27

7. Asuccess messagenfirms the report has been created.

Mew Report Successfully Generated.

8. ApplicantPool andShortlistsections indicate the status of the reports.

f¢KS a5F0S DSYSNI (SR
fThea 526yt 2 Ré¢

fAYy]1 2LISya |

O2f dzvy 1SSLA |
t5C 2F (GKS

NHzy y A y 3
NB LJ2 NIi ©

12
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fColorO2 RSR 062ESa AYRAOFGS GKS &Gl ddza 2F GKS LI NJ

Jan 14, 2015
Submitted on Jan 13, 2015
+3 00 @9

Q, Approved & Download
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Applicant Pool Report

Shortlist Report

JPF01105 Super Best Job 2017

Another Math Department /ASchool of Aliquid BC Dee » Contact: Kim Gerrard

JPFO1105

Super BestJob 2017
477372

ASchoolof Aliquid BC Dee
Another Math Department

Campus: Algebra
Campus: Accounting

Jul10,2017-Jun 1,2018

Search & recruitment efforts

Plan to work like sled dogs.

We worked our fingers to the bone.

Applications & response rate

Survey not taken

Survey taken

26 1
z 2
] 0
0 0
Demographics
Other Academic Positions

2010-20 14 Campus data; 20 15 Health Sciences data;
2002 ALAdata

001900: ACT ASSOC PROF-SFT-VM

Applicant Pool Report - JPFO1105 - Super Best Job 2017 - 2017 - 2018

Total

27 96.3%
4 50.0%
0 0.0%
0 0.0%

;2011 Lawdata; 1983 -

Response rate

Shortlist Report - JPF01105 - Super Best Job 2017 - 2017 - 2018

JPF01105 Super Best Job 2017

Another Math Department /ASchool of Aliquid BC Dee » Contact: Kim Gerrard

Position

JPFO1105
SuperBestJob2017
477372

ASchool of Aliquid BC Dee
Another Math Department
Campus: Algebra

Campus: Accounting

Jul10,2017-Jun 1,2018

& recruitment efforts

Plan to work like sled dogs.

‘We worked our fingers to the bone.

Survey not taken Total Response rate

26 1 27 96.3%
2 2 50.0%
o 1 o 00%
o 0 o 00%
Demographics
Other Academic Positions

2010-2014Campus data; 2015 Health Sciences data; 20 11Lawdata; 1983 -
2002ALAdata

001900: ACT ASSOC PROF-SFT-VM

Mfrican Native  Minority
Male Female American Hispanic  Asian  American  Total®  White
740% 260% 25% 2.7% 6.7% 02% 120% B84.9%
570%  43.0% 6.3% 3% 15.2% 07%  256%  719%
65.4% 346% 4.4% 30% 110% 05% 18.9% 78.3%
African Native  Minority
Male Female American  Hispanic Aslan American Total* White
52.9%  471% 174%  217%  348% 174% 913%  B7%
i e a2 (528 ey (er2y iz G
African Native  Minority
Male Female American Hispanic  Asian  American  Total®  White
333%  29.6% 148%  185%  29.6% 148% TIB%  74%
8r2m tara7 wizn ts2n (820 e avzn  an
Gender Ethnicity
Gender decline to Gender Ethnicity decline to Ethnicity
state state  noresponse
430% 333% 37% 85.2% 11.1% 37%
(17an i wwan 2y wan i

* The availability percentage for Minarity Total includes multiple-race/ethnicity
responses. The overall total may also contain additional small groups that do not have
their own categories.

** The average takes inta account the number ofindividuals in cach ficld of study,soa
field of study with many individuals will have a biggerimpact on the overall average

than a field of study with fewer individuals.

Generated Dec 18,2018 at 3:54pm

* The minority total includemdividualswho selfreported multiple
racelethnicity.2 K Sy vy dzY 6 &Idliip: TRBe/Whdiselected
multiple race/ethnicity are not included in the other individual

race/ethnicity groups (not in AfAm, Hisp, Asian, NaAm), so the only pl

they are counted is in the minority total.

Therefore: Minority=AfAm+Hisp+Asian+NaAm+Mult.

***The average takes into account the number of individuaésaoh

Page2

African Native  Minority
Male Female American Hispanic Asian  American Total* ‘White
740% 260% 25% 2.7% 6.7% 0.2% 120% B49%
570% - 6.3% 15.2% 0.7% 25.6% 71.9%
65.4% 44% 11.0% 0.5% 18.9% 78.3%
ican Native Minority
Male & rican  Hispanic Asian  American Total* ‘White
52.9% @ 7.4% 21.7% 348% 17.4% 91.3% 8.7%
o v e Wl e o v fhe
66.7%\ 200% 200% 0% 0.0% 80.0% 200%
66.7% 33.3% 200% 200% 0% 0.0% 80.0% 200%
e Ve el us 251 o) o ws
African Native Minority
Male Female American Asian  American Total* ‘White
33.3% 29.6% 148% 29.6% 148% 778% 74%
oan yolod frid Py feri
33.3% 16.7% 16.7% 16.7% 33.3% 0.0% 66.7% 16.7%
i o i 2 o Pl
333%  167%  167% m 33.3% 00%  667%  167%
e v v v o e (v
Gender Ethnicity
Gender decline to Gender Ethnicity decline to Ethnicity
responded state noresponse responded state noresponse
63.0% 33.3% 3% 852% 111% 37%
e w72 van prved Ve ven
50.0% 50.0% 00% 833% 16.7% 00%
e s o8 16 it s
500% 50.0% 0.0% 833% 16.7% 0.0%
i el o 5161 o w6

* The availability percentage for Minority Total includes multiple-race/ethnicity
responses. The overall total may also contain additional small groups that do not have
their own categorics.

** The average takes into account the number of individuals In cach field of study.so
field of study with many individuals will have a biggerimpact on the overall average
than a field of study with fewer individuals.

Applicant
Windler, Brennan
Mead, Margaret
Crist, Arvid
Emmerich, Flo

Hansen, Garrison

Kemmer, Margarita

Field of studyso aField of studwith many individuals will have a bigge

impact on the overall average tharFéeld of studyith fewer individuals.

74.



UCRecruit User Manual

REPORT APPROVALS

Submit APPLICANT POOL REBORIBHORTLIST REPSMRMreviewby designated approvers.
1. Move to theApplicant Pool or Shortlistection

Applicant Pool
Shortlist

Search Report

—

2. Savedreportsare listed by the date/timethey weregeneratedCf A O1 GKS f Ay {1 X & { dzo
apprad | f o€

Report Approval # of "Meets Basic" applicants Response Rate @

May 4, 2016 at 10:48am * Submit as new approval 4 100.0%

3. Aconfirmation box opensvith asysterdr 3 aA Ay SR g2N] Ff 26 O2y il AyAy3
progression. If you think this workflow is incorrect, stop here and report this usin§upport
contact link. Otherwise, click,es, submit forpproval . [At UCR, there is a prassigned approval
workflow. Contactaprecruit@ucr.eduf you need assistance.]

Are you sure you want to submit this report for approval?

This report will be submitted for a new round of approvals.

Using workflow "Working flows-Regression Test", which includes the following steps:

1. Committee Chair

2. Equity Advisor

If this is not the correct workflow, please contact Support.

Yes, submit for approval [SEhisE

4. Make sure all roles are assigned names of people in those roles. $ipeeify a person/At UCR:
Mandatory approvers are prassigned by the Administrators.]

5. Add any additional steps or alternate approvers if needéd UCR: This may be assigned by the
Recruit Analyst with the exception of EEAA, APO & VPAP roles.]

6. * The Comments section is for approvers but you may also use comments if you need to

communicate with your approvers.

Automatic Approver EmailsAt each step, Recruit sends email to approvers that their approval is
needed and the submitter receives a copy.

1 The email includes a direct link to the approval screen where approvers may down&oespirt,
comment, and approve.
1 When Recruit detects an approval, the next in line is notified.
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1 After the last step approves, Recruit sends a notification to the submitter with next steps to take.
1 Approvers may choose to opt out of email notifications.

Additional Email NotificationsOptionally use the "Notify Approvers" button for further

O2YYdzy AOI GA2ya Fft2y3a GKS 62N Ft26d C2NJ SEI YLIX S3
f2y3s 41Ny GKS LISYRAY3I I LILINE @S Nt a changedhiat peviolisi Q&  C
approvers might need to know about.

All emaildgnclude a direct link to the approval screen where approvers may download the report,
comment, and approve. When the system detects an apprqval, the next in line will be notdfeed. S
Appendix Ag | 2 ¢ ! LILINE @S NdEl! LINSY WEEONHA Gé&b 20 AFTAOFGA2Yya

CAEAY3 wSLERNI& LY CfAIKGE

Scenario The analyst has submitteah @pplicant Pool or Shortliseport for approval but an approver
along the way finds a mistak&he analyst can correttie report, replace the current versicand pick
up where it was left off in thepprovalworkflow.

1. First, make all necessary changes to correct the report.
2. On the Reports screen, click the Applicant Pool or Shortlist section.

3. Click the corresponding button to creadmew report.
+ Create New Applicant Pool Report + Create New Shortlist Report

4. The new reporis added to the list, distinguished bye date/time it was generatedlo replace

A > s oA

NBLEZ2NIO FfNBFR& Ay GNIXyaaxd oAGK GKS O2NNBOGSF
ORIGINAL REPORT.

Report Approval # of "Meets Basic" applicants Response Rate @

May 3, 2016 at 2:15pm

May 5, 2016 at 11:05am e Submit as new approval 16 100.0%

16 100.0%

5. Selectyourreplacementreport from the dropdown meny identified by the date/time it
was generated.
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6. Notea reason for the updaten the box provided.

Are you sure you want to update the report being approved?

Replace with:

Choose a new report

May 5,2016 at 11:05am  1000%

16 applicants; 1 on shortlist

The report already submitted for approval (0/2) as the Applicant Pool will be updated;
this will continue the existing round of approvals with the updated report.

+ All comments and approvals will remain
+ Approvers will now download the new report
* Acomment will be added in your name to note the change

Please note the reason for the update:

This will be used in your comment.

Cancel

What updating the approval does:

1 New approvers in the workflow will downlodke new, replaced report.

1 A comment on the approval screen will be added to document the change. All original comments are
retained too.

1 Email notices inform previous approvers that the report they approved was updated. Previous
approvers will not be reqgued (or able) to reapprove.

When an Applicant pool report or Shortlist report is updated, the activity is logdggaéh the
O2YYSyila aSoOotAazy 2y (KS NBLRZNI Q& IhaltiNBmit was & ONEB S
updated along with a link tthe previous report.

SEARCH REPORTS

Search Report Components

[At UCR: A Search Report is required to be submitted for review and approval 30 calendar days after
a search izompleted (hire is finalized, search is cancelled or search has failed). Search Plans for the
following Academic Year will not be processed for approval until all previous yearsl8AY or later)
completed recruitments have an approved Search Report ¢@ &ind have been made inactive. For
additional information, refer toAP_Recruit Trainingl) Search Report Guidelineand (2) Search

Report Checklist and User Guideg 2 NJ | O 2 LJ@ neroregakdfig Seardh Ré&pért
Requirements, click here:

http://cnc.ucr.edu/aprecruit/vpap _memo_regarding_aprecruit_search_report requirements| pdf

7.
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The following is a list of the components to be bundled into a Search Réfuch of this information
will have been input as part of the Search PB@.as thorough as possible to ensapgprovals.

1. About this recruitment:¢ KS NB LJ2 NIi Q& eKefal irfoSridfiofttiee yedrhithghtinanie,
the academic year in which the recruitment was createhartment andschool name, recruitment
period, etc.

2. Search OutcomeCandidate hiredNo candidates hiredNo candidats proposedor Canceledvill be
recorded in this section of the repoiftthe information has been provideathen concluding the
recruitment

3. Proposedcandidates:Any applicant put forth aa potential hirewith a status of Poposed
Candidate or beyond, will be recordién this section and their GMIl be appended to the report.

4. Evidencs of advertisements:Verification of ad publication and/or payment will be recorded and
appended to the report. Ad sources are documenteghart of the Search plan and proof should be
uploaded into the Advertisements section of the recruitment.

5. Letters & Memosif uploaded into the Documentation section, any letters or memos will be
identified in this section and appended to the report.

6. Interview materials:If uploaded into the Documentation section, any interview notes will be
identified in this section and appended to the report.

7. Searchandrecruitment efforts: Planned search recruitment efforts and Actual search recruitment
efforts willbe automatically pulled from the Advertisements section and included in the report.

8. Applicant DispositionApplicants' names and their corresponding disposition reasons and/or
comments will be automatically included in the report. **Disposition reasoesrequired to
produce a search report but this feature may be deactivated for Open/Closed/Final recruitments.

Creating Search Reports
1. dick theReportgab from the Search Info screen or from the top of the list of applicants.
Search info Applicants (&)

2. ChooseSearch Repofrom the reports menu.

Applicant Pool
Shortlist

Search Report
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ClickPreviewto see the report before creating it. Make any changes necessary.

ClickCreate New Search Report

& Create New Search Report | -

Before creating a Search Repdrecruit reminds you if there is any missing informati®ee
previous sectig = a{ S+ NOK wSLEBNTf 2 @ YILRY SLNMNE S LI2ZYRA Y 3
reach the data fields and provide the missing information.

Current reports

Report
MNo current search reports. Before creating a Search Report:
@ Fields of Study must be selected »

Actual Search Efforts must be entered « Add now
Final Date must have passed

. Then return to theCreate New Search Repdsutton and try again

L 2dzQf f 6S L@repoii SR G2 GAGE S
Hint: Some analysts title their reports with the name of the applicant who will be hired, though this
is just a suggestion. Title your report anything that makes tracking easier for you.

If your recruitment has review dates, select the review date window yah v show for this
report.

If any applicants are missing disposition reasons, Recruit reminds you. So click on the link to return
to the disposition status panel and assign them to the applicants.
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Create search report

information abo

files uploaded to the Dc

* Report name

* Include applications who completed on or before

Jun 30, 2016 « 21 applicants

Before creating a search report for this application period:

17 applications need disposition reasons « See details

10. When you see an active butto@reate Search Repqryour report is ready to generate. Click the
button and Search repowmill appear in your listing as theurrent Report

SEARCH REPORT APPROVALS

SubmittingSearch repo# for approval$ollowsthe sameprocess asubmitting Applicanpooland Shatlist
reports.

Live-Updating

Search reports updatia real time. This means you can make changes to the information contained in
the Searctreport andthe approvers will see those changes as soon as they hapiban the last
approver signs off, Rectuisnapshots the PDF so if you want to run another Search Report or make
other changes, you can do so, and the PDF will still be around to see what was approved.

1. Update any of the components of the report as needed.

2. Then return to the Searateports sceen and choos&earch Repoftom the reports menu.
Applcant Fool

Shortlist

Search Report

3. ClickPreviewk Y R & 2 dzQf f a8l e edideolizNI OK Il y3Sa
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4. Optional: Consider sending an Rlbut the changeo the approversClick Notify Approvers and
type a message to email them.

E4 Notify Approvers

Review D& Changes on Search Reports

If the wrong review date window was selected when you created the Search report, you may change it
dzy GAf GKS FAYILIE FTLIWINRGIE Aada NBOSAOSR® ¢KS NBLIZ2N

1. Find the report in thdisting.

2. Cick theEditbutton beside it. (The button is available omiyen approvals are pendijg

srtest2 # Edit Pending * View approval request
CUtrent search renort =Ive Undating ( ) Bproved s 4 camments

3. The Edit Search report screen opens.

4. Use thedrop-down menuand pick the correct review da@nd Save

Edit search report

Search reports can be renamed until the final approval is received.
*Report name

It's a New Day Search Report

* Include applications who completed on or before

Jul 8, 2015 = 0 applicants

Apr 2,2016 = 6 applicants

Nar 1 2015 (nrivata) a § annlicante

5. Optional: Consider sending an FYI| about the changfeet@pprovers. Click Notify Approvers
and type a message to email them.
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THE END OF THE SEARCH

Conclude the search

Once the recruitment has run its course, analysts will specify how the recruitment ended so that its
history and yeaend reports ca reflect the outcome.

1. From the Recruitments pagendl the recruitment in the list and clickn it.

JPF01035 Professor of Musicology
Search Info Applicants (3) Reports

2. From the menu, clickConclusion

SEARCH INFO

Details

Diversity
Advertisements
Qualifications
Selection Process
Committee
Documentation
Disposition Reasons

Conclusion

Return to thed / 2 y O f semlionéf thié user guide and read the imsttions for concluding a
search

LYl OGABSE
Concluding the search is the new Inactiv&nalysts no longer need to make recruitments inactive.
Concluding a search takes care of that for them.

The legacy "inactive" searches

Central offices may requesitat department analysts conclude their legacy inactive searches for
reporting or audit purposes.

1. From the Recruitments pagput a checkmark next to "Inactive" in the filters pantMake sure no
other checkmarks are in the conclusion section offitier panel.

Inactive

Then follow the steps for concluding the search.
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Part 4:SearchWaivers

Departments occasionally have a need to hire candidates and bypass the normal search process.
Generallythe person is being hired because of their skills, agause to someone already recruited
through an open recruitment, as a Pl with their own salary funding, as a remarkable individual (Nobel
Laureate), as an urgent need fill, or as a UC Presidential Post Doc Fellow.

Recruit lets analysts create search veas, providing a variety of information. Analyatg then able to
submit the waiver request for approval (much like search plans/search reports/etc.). Afterwards, a
"final authority" can approve or decline the request.

Waivers will only be approved ieitain circumstances. Pleasentact your central office of diversity
for waiver guidelinesSearch waivers that do not comply with the guidelines will not be approved.
Submission of a waiver request does not guarantee approva

1. ClickWaiversin the top menu bar

Recruitments Waivers Exemptions Approvals

2. All waivers that you have access to view will be listed in a grid.
Permissions: Who sees wltat

1 Department analysts see all waivers created under their department name.
1 School analysts see all waivers created in every departmenintieir school.
1 Approvers see all waivers they have been named to approve.

Note: Search waivers are associated with a unique search waiver request number (SWR).
While the SWR# relates to a single candidate, a candidate could potentially have morenéhamaiger
in the system.

3. Narrow the list or adjust the data using any of the following tools:

1 SearchZero in on a particular waiver or attribute using the search box.

1 Columns:Many columns are sortable. Click directly on a column hetalsort.

1 Filers: Filters display on the horizontalorkspace ribbonlocated at the top of the data grid. In
the middle of the ribbon, you'll see which filters are active. Hover or click on any filter to quickly
update it.

9 Edit workspacelJse theEditfilters & columnsbutton to customize your filters and columns.

& Edit filters & columns
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1 Manage workspaceThink of a workspace as a combination of particular filters, columns, and
sorting. Hover or click the end cap of the workspace ribbon to create & name a workspace,
rename, or delete it

1 Refertothe sectiore 2 NJ & LJ OSaY wSONHzZA GQ&a. CAf GSNEZ [/ 2f dz

Take a Tour!
Forastepoy-3 0 SLJ AYGUGNRRdAzOGA2Y (12 wWSONMzA G Q& o 2opllightlJr OS &
side of your screen, just below your login name.

(10 Tour
Downloading waiver data
I OF RSYAO dzyAaita élyild G2 NBLR2NI 2y YR fSFENY FNRY

data make doing so easy. Use filters, columns, and sorting tatgetd use the data housed in Recruit
and analyze it in Excellick:

Download as CSV

Recruit will create a commBR S A Y A (wa\Rrsyywrhd8&###cse O2yairaidAy3a 2F | f
within the workspace on the page. Depending on your web browser, the file witipéh)

automatically in Excel, (2) go to a download directory on your computer, or (3) present a message

asking you to either open or save the file.

CREATE A NEW WAIVER

1. ClickWaiversin the top menu bar.

2. Click the buttonCreate New Search Waiver

© Create Mew Search Waiver

3. Gaher all necessary information to process the waiver request. The following is a list of the
informational fields needed to process a waiver request:

Position Information Description

Position working title This is the name of the waiver in the systerisTield can't be blank.

Home department This department will manage the waiver process. This field can't b
blank.

Academic Year This is the year that the waiver request was initiated and is require
order to begin the waiver request. This figdn't be blank.
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Position Duties

If known, describe the duties of the position, along with any
associated areas of responsibility. This field is required before
submitting the waiver for approval.

Affirmative Action goal

Identify the affirmative actiomgoal for the title series in the campus
academic affirmative action plan by indicating which groups are

underutilized on the campus for the specific job grouping. This fielg
required before submitting the waiver for approval.

Candidate Information

De<ription

Candidate name

Place the name of the candidate in this field. This field is required
before submitting the waiver for approval.

CVv

Browse and upload the candidate's CV. This field is required befor
submitting the waiver for approval.

Canddate currently
employed by the
university?

{StSOG &, Sa¢ AF GUKS OFyYyRARIGS
Select No if they are not. This field is required before submitting th
waiver for approval.

Current employee ID

LT &, Saé¢ O da\pidvigelte empbyéed ID. Af@is field is
required before submitting the waiver for approval.

Effective date of initial
appointment to current
position

LT &, Saé¢ OdzZNNByiGfteé SYLX 28SRI ¢
appointment. This field is required @k submitting the waiver for
approval.

Current appointment
Department

L ¥ daurrénilysemployed, select the department. This field can't |
blank.

Title, Step, Percent time,
current appointment start
date and end date

LF &, Saé
appointment.

O dzNSNgply thi$ igfornSatohJabaud tBeRtrren

Candidate email addresses

List all known email addresses for the candidate. This field is requ
before submitting the waiver for approval.

Candidate qualifications

Discuss the qualifications remad to successfully fill the position, an
how the candidate meets those qualifications.

Appointment

Information

Description
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Proposed appointment

Only add the appointments for which the search waiver is being
requested. Appointments that do not regeila search waiver should
not be added. This field is required before submitting the waiver fo
approval.

Department Select department to which the candidate will be appointé&His field
can't be blank.

Title Select one title code from the listhisfield can't be blank.

Step Provide a step for this appointment

Percent time

Enter the percent of time for this appointment.

Proposed appointment
start date

Enter the start date for this appointment.

Proposed appointment eng

date

Enter the end dat for this appointment.

Add another appointment

Use this link to add another appointment.

Justification Description
Information

Categorize the type of waiver by selecting from the corresponding
Category menu. The choices are divided by Senate Faasl Non Senate

Faculty and Other Academics. Choose "Other" if an option doesn't
appear in the menu and explain using the free text field. This field
required before submitting the waiver for approval.

Grant Information

Note: The fields for grant iormation display only when the category
isNonSenate Facultgnd Other Academics Pl/e€Ri/Leadership
Status

Funding agency

Add the name of the grant funding agency.

Grant number

Add the grant number.

Salary from grant

Add the salary that was awarddrom the grant.

Percent time working on
grant

Add the % time the candidate worked on the grant.
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Grant documentation Add the grant documentation. The uploaded files will be appendeq
the PDF and visible to the approvers. Files must be uploadguifs .
.xt, or images.

Justification narrative Provide a narrative explanation detailing the reasons for the searc
waiver, and include details about why it is not possible to conduct
open search for the position. This field is required before submgtti

the waiver for approval.

Waiver duration How long is the waiver valid? Set an expiration date.

Expiration type Select an appropriate expiration type based on whether the waivel
will be Timelimited (temporary) or Permanent. Refer to the search
waiver guidelines for more information about which types of waiver
qualify for each expiration type.

Expiration date For Timelimited types, type an expiration date or use the date
selector. If the appointment continues after the waiver expires, a n
waiverwill be required. This field is required before submitting the
waiver for approval.

Effective date Type a date or use the date selecthiote: The appointment may not
start before the waiver effective date. This field is required before
submitting the vaiver for approval.

History Description
Discovered candidate There's nothing to add here. Recruit automatically looks for places
history which the candidate's employee ID or any known email addresses

have appeared.

Added history Manually add hiwrical data through the added history feature.
Note: It's not necessary to repeat any discovered candidate history
this section.

The information appears on the waiver PDF.

JPF#, SWR#, EXR#, or otl If a recruitment, waiver, or exaption has been entered into the
reference number Recruit system (and it's not in the Discovered candidate history
section), include the reference number in the box provided.
Otherwise, provide an alternate identifying number to help with
tracking.

Candidate name Placethe name of the candidate in this field.
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Position Include the position or working title.

Department Select the name of the recruiting department from the dvdpwn list.

Source type Select recruitment, waiver, or exemption. Provide the dates, apgiro
status, etc.

Documentation Description

Section

Supporting Documents Browse and upload one or more additional documents that helps
supports the waiver request with evidence. The uploaded files will
appended to the PDF and visible to the apprevéiiles must be
uploaded as .pdf, .txt, or images.

Description of uploaded filg§ Provide a short description of the supporting document.

Comment If needed, leave a comment about the document.

Tools SectionActivity Log and Delete

Waiver

Activity log All users with access to the waiver nsgethis
tracker, showingexactly when certain steps of
the waiver process were completed and who w
involved.

Delete waiver In the event that a search waiver was created

error, analysts can delete thesearch waiver.
Waivers can be deleted by analysts only if it he
not already been submitted for approval. Once
has been submitted for approval, only a Recru
administrator is able to delete the waiver.

Waivers cannot be undeleted, even by admins

SEARCH WAIVER APPROV ALS

Waiver approvals work similarly to the other types of approvals in Recruit.
1 Approvers named in the workflow receive notification emails.
1 Approvers may download the PDF, look it over, and leave a comment if they find deficient
areses.
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PDFs are "live updating.” This means that any changes made to the PDF while it is under review
takes place in real time.

If all approvers havapproved the waiver, Recruit "snaghots” the document for the electronic
record.

Note: Waivers will only beapproved in certain circumstance®lease contact your Academic
Personnel Office to review the search waiver guidelines before submission. Search waivers that do not
comply with the guidelines will not be approved.

1.
2.

= =4 -8 -4 -2

Open the waiver by clicking anywhere thre waiver's row.
The status of a waiver is found at the top of its screen, marked by Draft, Pending, Approved, or
Declined icons.

When the search waiver is ready, submit it for approval

Draft: The waiver hasn't been submitted for approval.

Pending: The waiver has been submitted and is pending approval(s).

Pending Final Decision: The waiver has been approved and is ready for the final decision.
Approved: The waiver has been approved by all approvers named.

Declined: The waiver has been declined byfthal authority

ThePreview waiver requesbutton is available any time a new waiver is created and it opens
the mostrecentversion of thesearchwaiverinaPDF¢ KS a5 NI Fi ¢ & G4 SN)I NJ
showing across the document disappears ont@g@gprovers have voted.

Preview waiver request PDF

SUBMIT WAIVER REQUE ST FOR APPROVAL

1.

ook w

When you feel the search waiver is readickthe linkin the status barSubmit it for approval
[At UCR: The Recruit Administrators will pessign the approval workflow per
college/school/unit.]

When the search waiver is ready, submit it for approval

. If the waiver is incomplete, a checklegppears Follow the corresponding "Add Now" kmto

reach the missing data fieldsd provide the missing information.

Candidate name must be provided « Add now

Try again!Return to the status bar andick the link againSubmit it for approval
When the waiver is complete, a list of approver's steps appears.

Cancel if the workflow seesincorrect. Otherwise, clickes, submit for approval
The approval request screen opens.
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As with all approvals, a namnmeustbe specifiedor each stepor the approval workflow will stall.

In most cases, the system automatically takes care of thrseXample, the Diversity Office may
already be pregpopulated with a person's nameind maybe twdthe second name is an alternate

For any step that is not labeled with a person's name, click the link, "Specify person” and add the
person. & Specify person

. [At UCR: Mandatory approvers are pssigned by the Administrators. Contagprecruit@ucr.edu
if you need assistance.]

Communicatingwith approvers

Add a commentPermanently attach a comment to this waiver request. Approvers will see your
comment when they log in.

Automatic Approver EmailsAt each step, Recruit sends email to approvers that their approval is
needed and the submitte(analyst) receives a copy.

1 The email includes a direct link to the approval screen where approvers may download the PDF,
comment, and approve.

As soon as Recruit detects an approval, the next in line is notified.

After the last step approves, Recruitnsks a notification to the submitter (analyst) with next steps
to take.

1 Approvers may choose to opt out of email notifications.

)l
)l

Additional Email notificationsOptionally use the "Notify approvers" button for further

communications along the workflow. (exd.Jt SayY (2 LINPR GKS | LILINE OSNJ 4K
0KS LISYRAY3 FLIINPISNRE |o02dzi 6KFGQa O2YAYy3I GKSAN
might need to know about.

Changing the Approval Workflow

Analysts camake changes to the apgvalworkflow, but only until the final authority makes a final
approval or declined decisio®eethe following sectionFinal Authority/Final Decision

1. Assign alternates. (example: "I know he's on sabbatical; let me fill in the interim chainl) iiame
an alternate approver, only one person needs to approve. Click the "Add alternate approver" link

& Add alternate approver

[At UCR: This may be assigned by the Recruit Analyst with the exception of EEAA, APO & VPAP roles.]

2. Addadditionalapproversteps. (example: "We also would like tbemmittee chairto see this."”) Click
the "Add step” link and select a role &ald to the workflow.

© Add step
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Note: When a step is added, itisquired by default. Uncheck "Required" and the approver
becomes optional. Think of optional approvers as overseers or proofreaders, designed to be
another set of eyes. If they neglect to apprdahe waiver, it is inconsequential to the overall
approval process.

3. Reorder Steps. (example: "let's not bother the Dean until the Committee Chair says yes.") Click the
"Reorder steps” link.

3¢ Reorder steps

[At UCR: Diversity Office and APO roles cannot be modified. Comrtactcruit@ucr.eduf you need
assistance.]

Fnal Authority / Final Decision

The last requiregberson in theapprovalworkflow is theFinal Authorityand will ultimately make the
final decision on the search waiver requeBhe final authority has the ability tpprovethe search
waiver ordeclineit. They are the only approver who has both actmritons:

Z——

Like any approver, thérfal authority may jump ahead of others with theirvatt(Kk S& R2y Qi K @8
gl Al dzy (At EvenifalBprevickSappxadveiisdgihioved the waiver, the final authority can

override the decision with a declinBnal authority approvers will be able to leave a final decision note
regarding their decisioriTheirnote updatesii KS g+ A SNRa t 5Co

The following actions by the final authority will trigger an emathanalyst:
1 When he final authority approves, arall prior steps have also been approved, an email is sent
to the analyst to that effect.
1 When the final authority declines th&aiver, an emaiis sentto inform the analyst

Locked Waivers
Once fully approved or declined, search waivers are locked fasther changes. However the analyst

will still be able to add the hiring outcome and conclude the waiver. Central office comments can also
still be added. When locked, a banner appears at the top of the waiver screen:

The waiver has been approved (2/2)

A final decision has been made and this waiver has been locked
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Waiver Conclusion

Concluding avaiver indicates that the entire waiver process is complete and provides the central
offices (admins) with the information they need for reporting (hire status and employee ID).

Analysts will be sent an email reminder based on the waiver's effectiviedstte, with the subject line,
Please conclude your search waiver.

1. Click theConclusiornab in the menu.

e e

1

2. Complete the Hiring outcome section.
a. If the candidate was hired, select "Yes" from the dropdown list. Enter the appointment start
date and employedD.
b. If the candidate was not hired, select "No" from the dropdown list and briefly explain the
reason.

Approval request
Central office

Final decision

Conclusion

e

3./ tA01 4/ 2yO0tdRS 41 AGSNE yR O2yFANNO

B Conclude waiver

 Concluded waivers NEy Qi RA&LI I @SR 2y GKS gFA@BSNE 3INAR
1 Approvers will not see concluded waiverstireir queue.
1 Concluding a waiver is reversible.
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Part 5: Exemptions

[At UCR, as of January 2017, this feature has NOT been deployed. Live date to be determined.]
Departments occasionally have a need to bring in academic personnel who are exempt from a search.
Recruit lets analysts create exemption requests, providing a variety of informatiotyséswill then

be able to submit the exemption request for approval. A "final authority” will ultimately approve or
deny the exemption request.

If you need more guidelines to determine if an exemption is right for yxine, contactyour Recruit
administator orthe campus centrahcademic Personnéffice.

1. ClickExemptionsin the top menu bar.

Recruitments Waivers Exemptions Approvals

2. All exemptions that you have access to will be listed in a grid view.
Permissions: Who sees witat

1 Department analysts see all exemptions created under tiierartment name.
1 School analysts see all exemptions created in every department within their school.
1 Approvers see all exemptions they have been named to approve.

Note: Exemptions are associated with a unique search exemption request number (EXR)he/hile t
EXR# relates to a single candidate, a candidate could potentially have more than one exemption in
the system.

3. Narrow the list or adjust the data using any of the following tools:

1 SearchZero in on a particulaexemptionor attribute using the searchox.

1 Columns:Many columns are sortable. Click directly on a column hetalsort.

1 Filters:Filters display on the horizontalorkspace ribbonlocated at the top of the data grid. In
the middle of the ribbon, you'll see which filters are active. Hoveslick on any filter to quickly
update it.

9 Edit workspacelJse theEdit filters & columngbutton to customize your filters and columns.

& Edit filters & columns

1 Manage workspaceThink of a workspace as a combination of particular filters, columns, and
sorting. Hover or clicthe end cap of the workspace ribbon to create & name a workspace,
rename, or delete it.

1 Refertothe sectiore 2 NJ & 1LJ OSaY wSONHzZA GQa. CAtf GSNEEZ [/ 2f dz

Take a Tour!
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Forastepby-a 1 SLI AYGINRRdAzOGA2Y (G2 wSONMHzZA G QA 62NJ aL) OSa
side of your screen, just below your login name.

(1 Tour

Downloading exemption data

Academic units want to report on and learn from their past hiring, and\Bed 0 Q&4 YSG K2R 2 7F
data make doing so easy. Use filters, columns, and sorting to get at and use the data housed in Recruit
and analyze it in Excel. Click:

Download as CSV

Recruit will create acommB S A Y A i@Rptidhdyfyinddi#s#tcse O2y aAldhda Ay 3 27
data within the workspace on the page. Depending on your web browser, the file will: (1) open
automatically in Excel, (2) go to a download directory on your computer, or (3) present a message
asking you to either open or save the file.

CREATE ANEW EXEMPTION

1. ClickExemptionsin the top menu bar.

2. Click the buttonCreate New Search Exemption

4 Create new exemption

3. Gather all necessary information to process the exemption request. The following is a list of the
informational fields needed to process an exemption

Position Section Description

Category Categorize the type of exemption by selecting from the correspondit
menu. Choose "Other" if an option doesn't appear in the menu and
explain using the free text field.

Home department This department will maage the exemption process.
Effective start date EntertheLJ2 & A G A 2 y Q & datesli Thé&B dates/répresent ®hen
Effective end date the windowopens,and the candidate isxpectedo be working.

Candidate Section Description
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Candidate name

Plce the name of the candidate in this field.

CVv

Browse and upload the candidate's CV.

Employment status

SelectCurrent Past or RetiredUC employee and provide the location
and employee ID number if askeelectNever a UC employee or
Unknown ifapplicable

Candidate email
addresses

List all known email addresses for the candidate.

Appointment Section

Description

Department Select department to which the candidate will be appointed.
Title Select one title code from the list.
Step Provick a step for this appointment.

Proposed appointment
start date
Proposed appointment
end date

Often these dates are the same as the Effective start/end dates. Bu
could differ. For example, if the Effective start/end spans a year, the
actual appointmenmight be for only one quarter.

Percent time

Enter the percent of time for this appointment.

Add another appointment

Use this link to add another appointment.

History

Description

Discovered candidate
history

There's nothing to add here. Recruittamatically looks for places in
which the candidate's employee ID or any known email addresses
appeared.

Added history

Click button to add as much information you have on any recruitmel
waiver, or exemption put forth in the past for this candidatote: It's
not necessary to repeat any discovered candidate history in this sec

JPF#, SWR#, EXR#, or
other reference number

If a recruitment, waiver, or exemption has been entered into the Re(
system (and it's not in the Discovered candidaigtory section), include
the reference number in the box provided. Otherwise, provide an
alternate identifying number to help with tracking.

Candidate name

Place the name of the candidate in this field.

Position

Include the position or working tel
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Department

Select the name of the recruiting department from the didpwn list.

Source type

Select recruitment, waiver, or exemption. Provide the dates, approv
status, etc.

Additional Details
section

Description

Additional information
abou the position or
candidate

Provide any additional information regarding the position or candida
This is optional.

Department comments

Any department comments can be added to this section. This is
optional.

Documentation
section

Description

Suppating documents

Browse and upload one or more additional documents that helps to
support the exemption request with evidence. The uploaded files wi
appended to the PDF and visible to the approvers. Files must be
uploaded as .pdf, .txt, or images.

Description of uploaded
file

Provide a short description.

Comment

Leave a comment about the document.

Tools SectionActivity Log and

Delete Exemption

Activity log

All users with access to the exemption may see this
tracker.

Delete exemption

In the event that an exemption was created in error,
analysts can delete all record of @eletion is only
possible if it has not been submitted for approval.
Once it has been submitted for approval, only a Rec
administrator is able to delete an exemption.
Exemptions cannot be undeleted, even by admins.

EXEMPTION APPROVALS

Exemption approvals work similarly to the other types of approvals in Recruit.

1 Approvers named in the workflow receive notification emails.
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1 Approvers may download the PDF, look it guaerd leave a comment if they find deficient
areas.

1 PDFs are "live updating." This means that any changes made to the PDF while it is under review
takes place in real time.

1 Once all approvers have voted on the exemption, Recruit "saps” the documentdr the
electronic record.

1. ClickExemptionsin the top menu bar.
Find the exemption in the list.
3. Open the exemption by clicking anywhere on the row.

N

4. The status of a exemption is found at the top of its screen, marked by Draft, Pending, Approved,
or Decined icons.

When the exemption is ready, submit it for approval

Draft: The exemption hasn't been submitted for approval.

Pending: The exemption has been submitted and is pending approval(s).

Pending Final Decision: The exemption has been approved and is ready for the final decision.
Approved: The exemmin has been approved by all approvers named.

Declined: The exemption has been declined byfihal authority.

= =4 4 4 -2

5. ThePreview exemption request PDibutton is available any time a new exermpt is created
and it opens the most recent version of the exemption in a PDF. The watermark diagonally
across the document disappears once all approvers have voted.

Preview exemption request PDF

SUBMIT EXEMPTION REQUEST FOR APPROVALS

1. Click the link in the status baBubmit itfor approval

2. Alist of approver's steps appears. If the workflow seems incorrect, cancel and contact support.
Otherwise, click "Yes, submit for approval.”

3. The approval request screen opens.
Each step must have at least one person assigned. In mess$ dhe system automatically takes care

of this. For example, the Diversity Office may already bepopulated with a person's name and
perhaps an alternate.
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1. C2NJ Fye aidSL) GKFaG Aa y20 t106StSR ¢A0GKddlI LISNE
the person.
& _Specify person

Communicating with approvers

Add a commentPermanently attach a comment to this exemption request. Approvers will see your
comment when they log in.

Automatic Approver Emailsit each step, Recruit sends email to approvers that thepreyal is
needed and the submitter (analyst) receives a copy.

1 The email includes a direct link to the approval screen where approvers may download the PDF,
comment, and approve.

As soon as Recruit detects an approval, the next in line is notified.

After the last step approves, Recruit sends a notification to the submitter (analyst) with next
steps to take.

1 Approvers may choose to opt out of email notifications.

1
1

Additional Email notificationsOptionally use the "Notify approvers" button for further

commuh O GA2ya Ft2y3 (GKS 62N Ft26d 69EI YLI Say (2
GKS LISYRAY3I FLIINRPISNE Foz2dzi 6KIFIGQa O2YAy3a GKSAN
might need to know about.

Changing the Approval Workflow

It is possible for analysts to redesign the established workflobwut only until the final authority
votes.

& Add alternate approver- ynow she's on sabbatical; let me fill in the interim chair.”) If you name an
alternate approver, only onegrson needs to approve.

©Addstep  Aygment the workflow with additional steps(example: "We also would like the
Committee Chair to see this.") Click the "Add step” link and select a role to add to the workflow.

Note: Added steps areequired by default. When you uncheck "Required" the approver becomes
Optional. Think of optional approvers as overseers or proofreaders, designed to be another set of
eyes. If they neglect to approve the exemption, it is inconsequential to the overall approval
proces.

%G Reorder steps "let's not bother the Dean until the Committee Chair says yes.")
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Final Authority / Final Decision

The very last required person in the workflow is thaal Authorityand will ultimately make the final
decision on the exempin. The final authority has the ability approvethe exemption ordeclineit.
They are the only approver who has both action buttons:

EyT——

[A1S Ftye |LIINPOSNE GKS FAYFf FdziK2NAGE Yl & 2dzvL
gl AG diyeid thrh. Evenlif@lBprevious approvers approved the exemption, the final authority can
override the decision with a decline.

Using the menu itemfrinal decisionthe final authority may edit their note regarding their decision.
Theirnote isreflected y G KS SESYLIiA2yQa t5Co

Approval request
CEinal decision )

Conclusion

The following actions by the final authority will trigger an emath®analyst:

1 If the final authority approves, and all prior steps have also been approved, an email is sent to the
analyst to that effect.

1 If exemption is delined, an email will be setd inform the analyst

Exemption Conclusion

Concluding an exemption indicates that the entire exemption process is complete and provides the
central offices (admins) with the information they need for reporting (hire statnd employee ID).

lylrfeadaga Attt oS aSyd Fy SYFAf NBYAYRSNI oFaSR 2
line, Please conclude your exemption

1. Click the Conclusion tab in the menu.

Approval request

Final decision

(Conclusion )

2. Complete the Hiring outcome section.
a. If the candidite was hired, select "Yes" from the dropdown list. Enter the appointment start
date and employee ID.
b. If the candidate was not hired, select "No" from the dropdown list and briefly explain the
reason.
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A N A

3./t A01 a/ 2y Of dzRS ESYLIWiA2Yé YR O2YFTANNO®

B Conclude exemption

ConcludelSESYLIiA2ya | NByQil RAaLX I &@8SR 2y G(KS SESYL
Approvers will not see concluded exemptions in their queues.
Concluding an exemption is reversible.

E

Appendix A

HOW APPLICANTS USE RECRUIT

Browsing applicantfocate the recruitment on Recrdta | LJLJltérnately,tHe$ will clickthe
direct linkwhichis providedwhereverthe position is advertised.

N They create their ApplicantID (unique username and password).

N They fill in their contact information, highest degree information, currenpayment information,
SGO0d ! FGSNI Of AOTAY3I a4/ NBFEGS ! O02dzyiizé GKS@& |

N They provide files and referencd3ocuments must be uploaded as PDF files. Other valid file types
include: zip, jpg, rar, tif, mov, bmp, 3gp, png, wmv, m4p3nmp4, psd, swf, tiff.

fApplicants returning to modify their application will log in on the apply page with their username and
LI a3 ¢62NR® a2RAFTAOIGAZ2YEA YIeé 6S YFIRS (G2 |y L
an IRD recruitment, the x@ew date acts as their final modification date.

TApplicants who have forgotten their passwords may change it on the apply page by clicking the link in
GKS t23Ay 02EX GC2NH20G &2dzNJ LI 4362 NRKE

TApplicants may apply for multipl@ositions;however,each positn requires its own ApplicantlD
(unigue username and password).

ga/ 2y al oG 'a¢e tAyl1a FLIWSENI AY aSOSNIt f20FGA2ya
technical questions are sent automaticallythee Recruitechnical support lineAll others are
sent to the recruiting department.

Online Help docs are available to applicants both when they are logged in or not logged into their
accounts.

¢CKS !'LIWX AOlIyidQa 5FaKoz2l NR
Once all requirements are fulfilled, the application is completed and tremoimes visible to the

committee reviewers. The Application Status on the Dashboard displéydzo YA (1 G SR® ¢

Recruit will send a confirmation email when the application is comp&te. Appendii.
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# My Dashboard + My Information + MyFiles

+ My References

© Diversity Survey

Application Status: Submitted

» Want to apply to another position? See below.

Need Help?

Help documentation
Contact position support

Want to apply for another position?

1. Logout from this position

You must create a new, separate ApplicationiD for each position you apply to:

Recruitment Status

Last day to make changes was Tuesday, Feb 21, 2017 by 11:59pm (Pacific Time)
No further changes may be made to your application as it has been sent to the committee

Learn more about UCI

UCI Homepage

UCI Today - news and events

UCI employment information

> Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act

> Pay Transparency Policy Statement

2.Click "Browse other recruitments or log back in" to see the list of open recruitments
3. Locate the position to which you would like to apply and click the “"Apply to this position™ link
4.Create a new account with a different user name for the new position

My Information. ¢ KS I LILIX A OF y (i Qa @eatraglophient hfgraioh) | G A 2y =  Odz
specializationshighest degree information, and account information is editable by the applicant using

idKS

a! LR

z

-GS¢

6dzii2ya

Name
Email
Phone
‘Website
Address

Contact information

+ My Information

Update

Maneuver, Heimlich
maneuver@blah.bla
Not provided

Not provided

8789 Southern Route
Les Angeles, CA

v MyFiles v MyReferences

© Diversity Survey

Current employment information

Affillation/University  UCLA
Title Dean

Highest degree information

Highest degree
Institution
Date obtained
PhD advisors
Dissertation

PhD

ucLA

1992

Not provided
Not provided

Account information

Username  heimlichmaneuver » Change username
Password  Not displayed = Change password

My Files.Applicants upload the necessarf f6 &
Ay R20dzySyi

YI At

dza A y 3
AL L o{ @

¥
t2adl f

YR | o Myinformation  © MyFiles o My References
Curriculum Vitae Notuploaded

Your most recently updated CV.

Cover Letter Notuploaded

Statement of Research Not uploaded

v Alternate Submission Information
Department Address
029458nLKILK Hall
uci

© Diversity Survey

K S. If@an dpjilicant Reesto? & €

YIAfZ GKS
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My References2 KSy [/ 2y Gl Of
information satisfies the requirement.

LYFT2NXYIO0A2Y hyftfe

Ad NBIj dza NB

When letters are a requament, the applicant will be expected to provide the contact information AND
request the letter A completed application isot contingent on the receipt of the letters. In other
words, applicants have fulfilled the requirement for letters once they hageiested them. Applicants
may renotify their referencesat any time, even after the recruitment is officially closégplicants

can see when letters have beeploaded butwill not be able to view them.

Some applicants may usehird-party dossier setiee, such as Interfolio for their reference letters. In
these cases, the applicant mystovidethe dossier service email address instead of the reference's
personal email addresa the My References sectio®nce "Request letter of recommendation” is
pressed, the dossier service will be sent the request for that letter and will be able to upload it.

# My Dashboard My Information © My Files © My References 0 Diversity Survey

Please request 1 letter of reference

Frieda Crump
Not yet requested

Request letter of reference Edit reference

Delete

title Dean of Admissions
affiliatl... Colleague
email friedacrump@blah.edu
phone P08-675-4543
address 809809 Someplace Place
Darvis, CA

I LILX A Divergity Suivey! LILIXE A OF yia NBI R
diversity survey

time, even after the recruitment is officially closed.

# My Dashboard + My Information O My Files 0 MyReferences 0 Diversity Survey

Submit diversity survey = not yet submitted

The purpose for the requested information is to meet the University's legal obligation as a Federal contractor. The information you provide will be kept
confidential and will remain in the Office of Equal Opportunity and Diversity. See note below.

Privacy Notification: The state of Californiz Information Practices Act of 1977 requires the University to provide the following information to individuals
asked to supply personal information about themselves. Information is requested in compliance with Revised Order No. 4 issued pursuant to Executive
Order 11246, and with other applicable Federal requirements and relevant implementing regulations. The infor mation will be used by various University
departments for statistical analysis and administration of campus affirmative action and personnel programs. It will be given to State or Federal agencies if

renuired by lawe Fuenishine the infi There |

inn nn this farm s unluntar nonenalty for not ing this s

I 6 2 dzi

G§KS 5AOSNAAIGE

|- cgfiplete theshort survey.Applicants may submit their Diversity Survey at any
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Invitation to Self-ldentify Gender, Race and Ethnicity

The categories listed below are consistent with federal reporting requirements. A definition of the categories is linked to the values listed below. Please select
the category that you most identify with, or for which you believe most people would identify you. Should you have questions about these categories, please
do not hesitate to contact the Office of Equal Opportunity and Diversity: 103 Multipurpose Science & Technology, Irvine, CA 92697-1130; Phone: (949)
824-5594; Email: oeod@uci.edu. The information you provide will be kept confidential and will remain in the Office of Equal Opportunity and Diversity.

Gender
In addition, select one or more of the following racial categories that best describe you, if applicable.
Male
AMERICAN INDIAN OR ALASKA NATIVE
Female Aperson h f the original peoples of North and South America (including Central America) who maintains cultural identification
throug] nt
Decline to state

ASIAN

Chinese/Chinese Ar How did hear about the position?
Are you Hispanic or Lating M po

A person having orlg HERC - Higher Education Recruitment Consortium
YES, | am Hispanic or Latino . .
Filipino/Pilipino inside Migher [ducation Website Voluntary Self-Identification of Disability
Mexican/Mexican Americ A person having orig UCI Website

Disabilities include, but are not limited to:
A person of Mexican cultu|

Biindness  Autism Bipolar disorder Post-traumatic stress disorder (PTSD)
Deafness  Cerebral palsy Major depression Obsessive compulsive disorder
Latin American/Latino A person having orig Posted Announcement Cancer HIV/AIDS Multiple sclerosis (MS) Impairments requiring the use of a wheelchair
Diabetes Missinglimbs -
A person of Latin America 3
P Korean/Korean Amv Chronicle of Higher Education Epilepsy  Muscular dystrophy
Other Spanish/Spanish Ay Apersonhavingorlf ., prosessional journal / Bulletin Please check one of the boxes below:
A person of Spanish cultur Pakistani/East India Oth Yes, | have a disability (or previously had a disability)
NO, | am not Hispanic or Latif A person having orig T — No, | don't have a disability
Vietnamese/Vietna i dort wish to sswwer
Decline to state
A person having orig
T " Reasonable Accommodation Notice
Other Asian
Federal law requires employers: a if you require a reasonable accomm
A person having orig or to per job. Examples of bl & a change t work procedures,
using asign language interpreter, or using
BLACKORAFRICANA ,
A person having origins ) Section 503 of the Rehabilitation Act of 1973, as amended. For bout this form or bl of 3

Do you believe you belong to any of the ¢

of Labor's Office of Federal Contract Compliance Programs (OFCCP) website at wwwdol goviofcc.
NATIVE HAWAIIAN Of Yes, | identify as one or more of the PUBLIC BURDEN 1 to the Paperwork Reduction Act of 1995 no persons are required to respond to a collection of information unless sud
valid OMB control rumber. This survey should take about § minutes to complete.

Aperson h ns

No, | am not a protected veteran

e e

e T e

HOW REFERENCES USE RECRUIT

As part of the application process, the Applicant initiates an email request to their references IF letters
of reommendation are a requirement. The system sends the email along with instructions to the
Reference to log into Recruit and upload a letter.

Uploading a letter of reference

1. References receive an email with the subject line, "UC Recruit: Letter oéRefdRequested”
2. The Reference is instructed to log into Recruit one of two secure ways:

f)'aAy3a GKS 9Fae [23AYy [AY]l hwX
1 Using their email address with a token combination

3. After logging into the system, the University of California Confidenti@téyement is displayed on
the screen. The Reference must check the box beldsfiire they can proceed.
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Welcome to UC Berkeley AP Recruit — Submit a Letter of Reference

You are logged in as My Colleague — if this is not you, log out

Read & accept Upload Done!
confidentiality statement letter of reference

Although a candidate may request to see the contents of letters of evaluation in accordance with
California law and University policy, your identity will be held in confidence. The material made
available will exclude the letterhead, the signature block, and material below the signature
block. Therefore, material that would identify you, particularly information about your
relationship to the candidate, should be placed below the signature block. In any legal
proceeding or other situation in which the source of confidential information is sought, the

University does its utmost to protect the identity of such sources.

I, My Colleague, have read and understand the confidentiality information above

Accept & Continue | or cancel

4. Referencewiill upload theirletters, or they maytype themin. There is no editingapability,but
references may overwrite their previous lets by logging in as before and replacing their letters.

Provide Letter of Reference

References may upload one file.

The files must beJR F Q &

The files must be less than 2MB in size.
Letters are also accepted as plain text
(without any formatting).

A letter cannot be edited &r submission,

* You will not be able to edit your letter after submitting it, but you will be able to provide a new one.

* Applicants can not view your letter in Recruit, but will be notified that you have submitted it.

Letter is for Josephine Applicant, applying for My Test Position in
Information & Computer Science-Deans Office - Donald Bren School of
Information and Computer Sciences.

= =4 —a -9

Upload letter as PDF Type in letter & Letters are also ﬂ

Lt ofrference must ba 3 POF fils o ahsr supsceted mecia tpe | ACCEPtE 25 text. but References can provide a replacemer
If you are unable to upload your letter, you can manually enter it by clicking the tab, above 1'[ Applicants Cannot VieW the |etterS in
e Recruit butwill be notified that they have

been submitted.
1 Recruit automatically sends a message
thanking the Reference for their
Aot o gl ' | contribution. This email isditable by the
Analyst when they are configuring the
recruitment for online applicant
management.

Optional Comment

Dear Search Committee..

HOW APPROVERS USE RECRUIT

These instructions are for any faculty or staff who are named as approvers for a SEARCH PLAN,
APPLICANT POREPORBHORTET REPORSEARCH REPOWRIVER, OR EXEMPTIUiMere are
two quick ways to reach the approval screen:

1. Look for an email from Recruit, Subject: UC Recruit: Approval Request [namecafitment].
w For the exact wording, see AppendixBb 2 G A FA QI @iRr2 y AILINRY S NBE D€
w Approvers are prompted to log into Recruiith a direct link given in the email
w The approval screen appearhere the user wilview, approve, or comment on the item.
w Approvers may opbut of future notifications using the link in the exh

2. Or bypass the email and log into Recruit directly
w Navigate tathe Recruithome page Yy R Of AO1 a!/ CIlF Odzt Gé& 3 ! RYAY.
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w Once logged in, the Home screen will display the link to any pending approvals:
(_1 approval request is available for your review

w The link opens personalizedapprovaldashboard filterable by the type of approvaClick on
the name of the recruitment to open the approval request screen.

Your workspace - Dashboard: ToDo -~ Type: SearchReport ~ Readstatus: All v #§ Edit workspace

Search Report (Your role: Diversity Office)

Facilis Reprehenderit Quibusdam Recruitment
Department of Laboriosam Delectus » Submitted for approval Aug 14, 2014 at 9:05am by Kim Gerrard

Search Report (Your rsity Office)
(M Nowhie Racrantio - IRD

The approval request screen:

Approval Request

Approval reguested for 2 Shortlist for Super Best Job (Arts-Drama) (JPF00277)

& Download report & Approve report as dean

» Approvers - 0/1 required have approved &4 Notify approvers

Comments -0 @ Add a comment

No comments

Download button:opens a PDF of the plam report.

Leave a comment buttontf you find that thereport is deficient, leave a comment for the
submitter. The comment is recorded in the comment section. Optionally, check the box "Mark
approval as read" on the comments screen and Recruit will place an alert on your approval
dashboard when the item is chged, queuing you to review it again. Your comment also triggers
an email to the report submitter, allowing the submitter to better monitor the comments and
make any necessary modifications.

Comments - 3

Please consider addressing affirmative action goals)

Cancel E@Markapproval as read

Approve button:to approve the plaror report.

> ApproversThe expanded chevron (®)splays the identities of any other approvers named in the
workflow. The arrow indicates who is the next person in line to appr&ail over the icons with
your mouse to see the approval date and time.

> Commentsexpand the commits arrow toread comments left by others
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HOW COMMITTEE REVIEWERS USE RECRUIT

Committee reviewers log in using the UC Faculty & Administrators link on the RECRUIT homepage

A Quick Guidéor faculty reviewers may béownloaced from the Homepage.

© Need Help

Quick Guides

* Approvers

* Faculty Reviewers

* Department Staff

Check out the doecumentation or
contact support

TheRecruitmentsmenuleads to alrecruitments forwhich the reviewer has been assigned access.

Recruit Recruitments Waivers |

Reviewers may linto the NB O NHzA { Y SafidiaRaio the SpplicakttpdolThe number in
parenthesis is the total number abmpletedapplicatiors.

PFD2452 Associate or Full Professor - Computational Neuroscience
Search Info Applicants (48)

Applicant Pools

Many of the same toolshat analysts usare available to ReviewerSee previous sectianMare Tools
To Use With the Applicant LdsE

For reviewers, thepplicant pool opens to thgreen,Qudified view. This view represents all
completed applicants who have been identified as meeting the basic qualificalibasanalyst, editor
and/or committee chair mark the qualified and unqualified applicants.

JPF00250 Officia Natus Excepturi Recruitment

Stephanie Paucek

mm)plicanls «can no longer make changes. Review applicants. Search plan PDF
Search info Applicants (15)

& Download This Data & Download Names & Addresses M Change Columns Search

Your workspace ~ Qualified | ¥ Editworkspace

Read:
Read = Unread

Personal Note  Applicant Highest Degree Current Position Status Last Updated
Add Kirlin, Adela Ph.D.in Sequi Modi Keeling Research Division Complete @ Sep 21,2016 12:15pm
Kessler College
=log & Download

Add Mead, Margaret Ph.D. Lake Demetris School Hired @ Sep 21,2016 12:15pm
Bahringerfort School

Elog & Download
Add Pacocha, Florence Doctorate Lake Ruthe College Complete @ Sep 21,2016 12:15pm
West Fredton School
= log & Download

Add Hickle, Lauren MPhil Predovic Institute Complete @ Sep 21,2016 12:15pm

Sawayn School e g
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To review individual applicationssviewe's click on the name of agpplicant in the list. Théollowing
view opens:

Margaret Mead

T . 1 Return to List of Applicants
Central Security Liason, Marlenmouth Institute

Basicqualifications: Meets  Status: Recommend forinterview@  Lastupdated: Apr 13,2017 at 2:31pm | Mark as Read

Visit/Seminar Wednesday, May 31st, 2017 Review

Contact Ms. Arlene Langworth with any questions about this visit/seminar Personal note Not shared wi

Lirnit personal notes to tho:

ed. All personal notes become part of the

e Meetand Greet # Edit
m v Thisiswhere the candidate comes to campus for the interview and tour.
o Dr.Mead is renowned in her field. My number one pick.

search record and may be accessed through a public records request or during an audit.

@ Edit personal note
+ Add event

Public comments The entire committee sees these

About @ Ed

Limit comments to those that ar elated. A

nts become part of the search

record and may be accessed through a public records request or during an audit.
Name  Margaret Mead

Username  novawolff3 Dr. Mead's research would be a good contribution to our department.
Email  aptestmail+evelyn-0a5x30000q@uciedu
Address 18413 Sidney Mountains (& Editcommen t

Aniyahside, Hawail 47004
e Juris Doctor in Nihil at Vandervort Scheol (2016-04-06 09:50:44 -0700)
s Mr. Telly Beer, Morton Hirthe

D 7 Fearof Crime and Urban Sprawl: Application of Wireless Mesh Networks., Flags The entire committee sees these, unless they're hidden
ent position  Central Security Liason, Marlenmouth Institute
™ lorem bixabay x
Specializations | & edit Display to reviewers 4 Addflag

Specializations  Pariatur nam dolores
Quia impedit temporibus
Consequatur quasi cupiditate

Documents @ viewer

e [B Download (Required) | & Edic
Notyet provided |4 Add

h Notyetprovided |4 Add
g  Notyetprovided |4 Add
[® Download (Required) | [ Edit
itional  Not yet provided |4 Add

Letters of Reference 2-4 required | 4 Add reference

umJr. @3 Edit reference [3 Download letter @ Delete letter
Culpaut recusandae sunt

n EEditreference [J Downloadletter W Delete letter
Aut itaque sunt minima inventore.

The Parts of the Application:

1. Visit/Seminart If a Visit/Seminar has been scheduled (by the analyst, editor or chair), the summary
and schedule will appear at the top ofethieview screen.

2. Aboutt The About section contains the information provided by the applicant.
9 Degree/Institution/Date
9 PhD Advisors
9 Dissertation title
9 Email address
1 Personal website
9 Phone
9 Mailing address
1 SpecializationsAnalysts can adjust applicastlected specializations. Changes will be
applicantfacing, and wilappear in the applicant's log.

3. Specializationg This section displays the LILJX A O ksglatt€ispecial&dtidn(sirom a
customized list that had been established as part of&d# O NHzA (0 Y Sy (i Yéu mayfiketi A F £ & S
applicants by specializations on the pool view screen.
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4.Documentst ThissectioO2 y il Aya GKS LI AOFyidQa NBIjdzA NBR 2
methods to reviewing the documents:

1 Viewer:The Viewe button opens the applicant's documents within the browser fraiKete:
Browser versions and third party PDF readers may affect the use of the viewer.

7 Viewer

1 Download lirk: Click on the hyperlinked filename to download the document to your
computer.Note: ths method downloads potentially sensitive information to your machine. Use
with care.

Download

1 Download PDF BundleThe Download PDF Bundle button appears in the Review section on
the screenThis is the recommended method to view all documents and lebteesstitial
pagesare placed irbetweeneach document with the title and armgther information about the
document (if available

4. Letters ofReference

ITRSTSNBYyO0SaQ yI YSa aré ardquirkneitapehicioelotv khéd dotudenis S NA
section.

1 If the letter has been supplied, it is viewable via any of the three methods mentioned above.

1 If the applicant has requested the letter, this will be indicatéd S G G SNJ NBIj dzS&d G SR 6
dzLJ 2 RSR¢ @

1 If the applicant has not yet requested a letter, tidl be indicateda [ SGGSNI 2F wS TS NI
NBIjdzSai SR @

5. Review Personal Noter This feature is available to all reviewers and not viewablethgr
committee membersNotes should be limited to those that are joflated, as they become part ofeh
electronic record.

6. Public Comments Commentsare displayed to the rest of the search committee. They should be
limited to those that are jobelated, as all comments become part of the electronic record.

wGomments are enteredn the box providednd by clickinghdd Comment

wh gy SND& vy I Y-Stamplappéar td othéra béIBw the comment.

wOne commentis permittedper applicantYoumay return and add more text, but it is still
considered one comment.

wOwnersmay remove their commernty clickingedit Comment(and erasing it).

wThere is no limit on the number of characters permitted in the comment field.

7. Flagg Hagsare intended to be a unique set of labels applied to applicants to help categorize them.

wFlags are entered in the box providedaby clickingAdd Flag
wFlag? ¢ y Sbidedisplay on rollover
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w Flags are by default, displayed to the rest of the search commiiete: Analysts, committee
chairs, and editors mayrivatize flagon a per applicant basis.
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NOTIFICATIONS SENT TO APPLICANTS

1. Application Started

Automatically sent to applicants when they start their application.

Thanks the applicant for applying.

Includes the application edit deadline.

If the recruitment includes review dates ("IRD"), the message inclédde® Sy & dzNB T dz
O2y&ARSNI A2y O2YLX SGS o0& WNBOASS RIGS6dE

T ¢NF O1TSR Ay GKS LI AOlIyGQa 230

= =4 4

Subject: UC Recruit: Application Started

Dear[applicant name]

Thank you for starting an application for [Recruitment name] at the University of Calif¥ia,
<<< INSERTED FOR IRD RECRUITHENT >

To ensure full consideration, please complete your applicatiomewewdate].

<<<END OF TEXT FOR IRD RECRUITMENT>>>

YourApplication Details

Your username: [usaame]
Login link: [Link to applicant login

Recruitment Namefrecruitment name]
Department:[department name]
School{school name]

<<< INSERTED FOR IRD RECRUITMENT if submitted after the review date has passed >>

Note that at this time no additionakview dates have been scheduled, so your application may or may not be considered by the
search committee.

<<<END OF TEXT FOR IRD RECRUITMENT>>>

You may continue to modify your application until [Date]. After [Date], no further updates are allowed.

Questions?

If you have any questions about your online application or the process, please contact us.
[Link to contact fornp
Thank you for your interest in the University of California, Irvine.

UC Recruit Team
University of CaliforniaXYZ

2. Application Complete

1 Automatically sent to applicants a few hours after they complete their application.

1 Wil be suppressed if applicant was manually completed by the hiring department's analyst.

1 Includes the applicationdst deadline.

1 Includes a reminder to take the diversity survey if the system detects it has not been taken.
@)
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T ¢NF O1SR Ay GKS LWL AOlIyGQa 230

Subject: UC Recruifpplication Complete

Dear [applicant name],

<<<< INSERTED ONLY IF SURVEY HAS NOT BEEN SUBMITTED >>>>

Please complete a oAgage survey to help us meet our obligation as a federal contractor.
[Link to Diversity Survey]

<<<<< END OF TEXT FOR THESNGNEY TAKERS >>>>>

Thank you for successfully submitting your application!

Application Details

Position Name: Adolescent Psychology Assistant Professor
Depatment: Psychology & Social Behavior
School: School of Social Ecology

Usernamem ! LJLJXE A OF yi Qa dzA SNy I YS8
Status: Submitted
Login linkiLink to applicant login

You may continue to modify your application until [Date]. After [Date], no further updateallaveed.

Questions?

If you have any questions about your online application or the process, please contact us.

[Link to contact forrh

UC Recruit Team
University of CaliforniaXYZ

3. Application Confirmationand Survey Request

1 Automatically sent to all completed applicants who have not taken the survey.
1 Sent 45 days before the edit deadline (a final date or review d&ie).

T ¢NFO1SR Ay GKS FLWX AOIy(iQa 230

4. Application Completion Deadline Approaching
1 Automatically sent to incomplete applicants approximately 3 days before the edit deadline
(a final date or review date).
T ¢NFO1SR Ay GKS FLIWX AOIy(iQa 230

5. Applicationhas been submitted on your behalf
1 Initiated by the analyst, committee chair, or committee editor from thed Applicant toal
1 May be sent only once.
1 Informs the appliant that an application has been created on their behalf and they have
been added to the podD
¢NF Ol SR Ay (GKS FLIWX AOFIy(iQa 230

=

Subject: UC Recruit: An application has been submitted on your behalf
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Dear [applicant name],

An application has been established on your behalf for the position noted below and is
at the University of Califoraj Irvine.

Position Name: Assistant Profess@tmospheric Chemistry
Department: Chemistry
School: School of Physical Sciences

[Analyst signature]
University of CaliforniaXYZ

6. Accessrour Application
1 Initiated by the analyst, committee chawr committee editor from thedAdd Applicant toal
1 May be sent multiple times.
f LYF¥F2N¥a GKS LI AOFYyd GKIFG Fy LI A Géed A2Y
added into the pool.
Includes instructions for the applicant on how to access their application.
Includes a 7hour expire link.
¢NF Ol SR GKS LI AOFIy(iQa f230

= =4 4

Subject: UXYZRecruit: Access Your Application
Dear [applicant name],

The applicatiorihat was created in your behalf is ready for your inspection and/or management.

Position Name: Assistant Professéttmospheric Chemistry
Department: Chemistry
School: School of Physical Sciences

To access your application, log on within 72 hours lyguthe following link:

[Link to log iff

This will direct you to a page displaying your ApplicantID (login name) with an opportunity to choose a confidential pa$ss/bnt
will expire in 72 hours.

[Analyst signature]
University of CaliforniaXYZ

\I

. Optional Document Requested
Existing applicants are informed of an additional requisite.
Using theEdit Document Requirements tqahe analysts the only user who may establish
the additional requisite and initiate the email.
Custom text may be provided.
The email instructs applicants to log in and provide the new, optional document.
¢NF O]l SR Ay (KS LI AOlIYyGQa 230

= =

= =4 =

Subject: UQcampus]Recruit:Optional Document Requested
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Hello [applicant name],
You are being sent this email because you applied to the following position at the University of Ca]famigyis]

Recruitment Assistant ProfesserAtmospheric Chemistry
Department: Chemistry

Please note that the hiring department has requested that you provide a new, optional document:
[Optional document title]
You have until [date] to provide this document. Log into your application here:

[Link to log irto applicant dashboard

[Custom ext provided by department]

If you have any questions, please contact the hiring department directly:
[Link to contact forrh

Thank you for your interest in the University of California.

[Analyst signature]
University of California, XYZ

8. Passwod Reset

TLYAGAFGSR o6& FLIWIX AOFY(d dzaAy3a GC2NH2G @ 2 dzNJ

9 Provides instructions to reset@.
1 Includes a 7zhour expire link.

9. Notify applicants in lulk email correspondences (Subject line is customizable)

1 Initiated by theanalyst, committee chair, or committee editor by using 8end Bulk Email

tool.
1 Fully customizable text.
1 Sent only to selected applicants.
1 Optional variablesnay be inserted into body that include: ApplicantFirstLastName,

UserName, CompletionDate, RecruitmentName, ApplicantAddress, RecruitmentAddress,

ContactAddress.
1 Tracked in the applicant's log.

NOTIFICATIONS SENT TO REFERENCES

=

. Letter of Reference Reasted

z

=a

2T NBO2YYSYRIGAZ2Y ®E
Asks the reference to log in and submit a letter.
UC Confidentiality Statement is included.
Applicant may personalize their message.

= =4 4

final date.

LYAGAFGSR 6@ ILIWKEAOIYG Fa LINI 2F LI AOI G

Appicantcanred SY R G KS NBIjdzSad FFGSNI GKSANI NBOASH
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z

T ¢NF O1SR Ay GKS LWL AOlIyGQa 230

2.RequestF 2 NJ [ SGGSNI 2F wSFSNBYOS F2NJ ¢ LILX AOFyiQ
1 Initiated by the analyst, chair or editor and sent to selecte@rmefces.

1 Provides instructions to submit a letter.

1 UC Confidentiality Statement is included.
1
1
1

NE TS

C\
S
w»

CKA& loAfAdGE A& 2yfeée | @FrAflrofS AT
Analyst, chair or editor may +gend at any time.
Tracked in the appligali Q& f 23 @

Subject: UC Recruit: Letter of Reference Requested
Dear[Reference name],

You are invited to submit a letter of reference for [applicant name] for the position of [recruitment name] at the Unigérsity
Californig XYZ

At your convenienceglease consider providing this letter by emailing ifdepartment address].

Please read the University of California's confidentiality policy regarding external letters of recommendation:

Although a candidate may request to see the contents of lett¢svaluation in accordance with California law and University
policy, your identity will be held in confidence. The material made available will exclude the letterhead, the signatyreruoc
material below the signature block. Therefore, materiaktwauld identify you, particularly information about your relationship f
the candidate, should be placed below the signature block. In any legal proceeding or other situation in which the source o
confidential information is sought, the University dagsutmost to protect the identity of such sources.

Thank you for your time.

[Analyst signature]
University of CaliforniaXYZ

3. Thank you for your contribution
1 Automatically sent once the reference uploads the letter.
1 Confirms and thanks the refemee for providing a letter.
T LYF2N¥a NBFSNBYOS (KIG GKS tSOGGSNI O2dzZ R 0©S
hired.

Subject: UC Recruit: Thank you for your contribution
Dear [Reference name],

Thank you for submitting a letter of recommaation. Your letter is now available ¢ine for viewing by the faculty search
committee.

We would like to include your letter in the appointment file when an offer of employment is extended. If you have any
concerns about this, please contast: y Isfnam& &n@ email]

[Analyst signature]
University of CaliforniaCampus XYZ
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NOTIFICATIONS SENT TO APPROVERS

1. ApprovalRequest

(for recruitment plans, recruitment reports, search waivers, or exemptions)
Automatically sent to approvers who are nextline in the workflow.
lylrfeaiQa FNBE OOQRO®

If a step is approved before it is the current step, the email is suppressed.

= =4 =4 8 -8 9

NEljdzSaG§SR AyadSFR 2F NBIdzA NSERDE

If there are multiple people listed in a step (alternates), all receive the email simultaneously.

The email template for optional 4INE GSNE KI @S aft A3IKite& RAFTFSN

1 When a current step is approved and if the next step is marked as optional, all potential

approvers for the next mandatory step are sent the email.

Subject: UC Reait: Approval Request:Associate Professor of ChemistfyPF00123]
Hello [Approver name]

Your approval is required for:

Recruitment nameAssociate Professor of Chemistry (JPF00123)
Department: Earth System Science

Approval request for: Applicant Pagkeport

Your role: Committee Chair

To view, approve, or comment on this request please visit:
[Link to approval screen]

If you have any questions, please contact the user who requested the approval:

w! yFfeaiagQa yFrYSs SYIlFAfS

2. Approval Update
1 (for Applicant Pool reports and Shortlist reports)

1 If an Applicant pool or Shortlist report is updated and replaced while in flight, any previous

approver is notified that there has been an update.
Note: The notification is an FYI and not a request for-approval.

Subject:UC Recruit: Approval Update: [Associate Professor of Chemistry [JPF00123]

115



UCRecruit User Manual

Hello [Approver name],

A document you have approved has been updated.
Recruitment nameAssociate Professor of Chemistry (JPF00123)
Approval request for: Search Rep

Your role: Equity Advisor

You approved: 9/3/2014 at 12:27pm

The reason for the update is because we hadn't marked the disposition reasons for the unqualified applicants.
Your approval still stands. However, if you wish to view or comment on the ebaplgase visit:

[Link to approval screén
If you have any questions, please contact the user who requested the approval:

Gl'yrteadoa yrvysSs SYlAte

3. Approval Comment Notify Approvers (Customizable)
1 (for recruitment plans, recruitment reports, searalaivers, or exemptions)
1 [Initiated by any approver from the Notify Approvers button from the approval request
screen.

1 Fully customizable text.
Can be sent to Previous approver, Current approver, Pending approver, or All approvers listed
in the workflow.

NOTIFICATIONS SENT TO ANALYSTS

1. Applicant Pool Report Needed
1 (for recruitments only)
1 A reminder to create the Applicant Pool Report is sent to the department analyst in charge
of the recruitment.
1 Automatically sent prior to the close date of the recrnént or the final date for IRD
recruitments.
1 Includes instructions how to submit the report for approval.

2. Approval @mment
1 (for recruitment plans, recruitment reports, search waivers, or exemptions)
1 Automatically sent to the analyst when any approwaves an approval comment.
1 The comment is included in the message body.
1 Tracked in activity logs.

Subject: UC Recruit: Approval Comment: [Associate Professor of Chemistry [JPF0012%
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Hello,
John Faculty left a comment on the following approval:

Recruitment name: Associate Professor of Chemistry (JPF00123)
Approval request for: Search Plan

Please be more specific about your planned search recruitment efforts.

To view or comment on this approval, please visit:
[Link to approval screen for this recruitmtesearch plah

3. Approved
1 (for recruitment plans, recruitment reports, search waivers, or exemptions)

T tdzi2YFdAOFfte aSyd G2 GKS lyltead oKSy | ff
1 The next steps to take may be included in the message.
1 Trackedn activity logs.

4. Declined
1 (for search waivers or exemptions)
1 Automatically sent to the analyst when the waiver or exemption has been declined by the
final authority.
1 A final decision note may be included in the message.
1 Tracked in activity logs.
5. Recruitment deleted Waiverdeleted, or Exemptiondeleted
1 Automatically sent to the analyst when a Recruit administrator deletexaiitment,
search waiver or exemption.
9 Tracked in activity logs.

6. Please conclude your search waiver Please concludgour search exemption
1 A notice is automatically sent when the waiver or exemption needs to be concluded.
1 By default, the reminder is sent to the analyst on the Effective Start Date. (Check with your
campus administrator, as this default may be different)
1 Asecond reminder is sent 7 days after the Effective Start Date. (Check with your campus
administrator, as this default may be different)
1 Emails are suppressed if the waiver (or exemption) has been concluded.

7. Search waiver expiration

A notice is automatally sent when a waiver is about to expire.

Sent for timelimited types only.

¢tKS 5SlyQa !'ylfead Aa OOUROD

By default, notices are sent 6 months and 2 months before the expiration date. (Check with
your campus administrator, as this default may be diffd¢)e

= =4 -4
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EMAILS SENT TO RECRUIT SUPPORT STAFF

| SNBE INB (GKS @I NA2dza SYI Af&d &Sy
not_logged_in_recruitment_question
not_logged_in_general_question
not_logged_in_technical_question
logged_in_recruitment_question
logged_ingeneral_question
logged_in_technical_question

| SNBE IINB (GKS @I NA2dza SYI Af& &ASyi
reference_general
reference_general_logged _in
reference_technical_logged_in
reference_recruitment_logged _in

SUPPORTING RECRUITO END-USERS

iKS

Recruittechnical supporters (those with Administrator access) seeinquiries with these subject

lines:

- Subject: UC Recruit: Question (Technical)

- Subject: UC Recruit: Question (General)

- Subject: UC RecrulReferenc&uestion (General)
- Subject Recruit: Contact Us

Analysts will see inquiriesentto their department The subject lindisplays the name of the
recruitment. Administrators will receive a copy of these messages but they are intended for the

department to respond to. Example:

to address the email.

Note: Always check the footer of the email yo
[Recruit] UC Irvine Recruit: Applicant Question for Assistant Professor - Ballet receive. The system provides tim@&mps and
other helpful sender information for supporter

| LILJ

G§KS NBT

Thereare/ dzY SNR dzd f 20l A2y a 6KSNB |y [|(bdhifotelofihe OF y 1
top of help pagesetc). Onepoint of contact ideneath the recruitment namen the Apply page,

wherea person who is not logged in can send a questioguresA-D).
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on

tUs

My name:

Joan Applicant
My email:
joanapplicant@kasprovw.edu

Recruitment:

MN Recruitment Test

My Question:

¢ Recrutment-specific_® Technical Support

Your question or comment will be sent to technical support or the administrator for the recruitment.

General Question Missing Recruitment?

Note: Please provide the recruitment/department/school information for faster assistance.

1 am interested in your position but notice that it is closing tomorrow. | am just getting my materials ready today
and was wondering if you could accept them late.

Figure A¢ K S

Contact Us

My name:

Joan Applicant

My email:

joanapplicant@kasprovw.edu

Recruitment:

MN Recruitment Test

My Question:

Recruitment-specific {_Technical Support > General Question

Your question or comment will be sent to technical support or the administrator for the recruitment.

Missing Recruitment?

Note: Please provide the recruitment/department/:

I Intend o apply 1o the position Super Best Job. After | apply will | be able to return and update my application?|

e O e W O i ¥
Figure BTK S &/ 2 y (i I 10 (iseWitt &tecthigaNddestion(person isnot logged in)

My name:

Joan Applicant

My email:

Jjoanapplicant@kasprovw.edu

Recruitment:

MN Recruitment Test

My Question:
Recruitment-specific Technical Support {_General Question > Missing Recruitment?

Your question or comment will be sent to technical support or the administrator for the recruitment

Note: Please provide the 'or faster assistance.

Am | going to need references?

FigueC¢ KS a/ 2y al OG | &a¢
(person is not logged in)

&/ 2y G Itdudewith & guestiod did¥cted tohe department(person isnot logged in)

z

dzSaidArzy
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Contact Us

My name:

Joan Applicant

My email:

joanapplicant@kasprovw.edu

Recruitment:

MN Recruitment Test

My Question:

Recruitment-specific Technical Support General Question  Missing Recruitment? )

If the recruitment you are looking for is not shown:
« Contact the hiring department directly for assistance.
+ Contact email and phone number Is usually stated in the advertisement for the recruitment.

Reasons a recruitment may not be shown:
« Itis possible that applications are being accepted in a different form other than through this website.
+ The open application period may have lapsed.

Figure D Applicants who cannot locate a position on the Apply page are given instructions to contact the

department for assistance.

Contact Us

Please see our Gommon Questions (below) for quick assistance
From / Reply To:

kgerrard@gmail.com

| Need Help With:

¥ Application/References for IRD Future
General Question (eg. other positions, UCI)
Technical Support (eg. upload problems)

« Your question or comment will be sent to Recruit support or the administrator for the position.
« Acopy of this message and a reply (if necessary) will be sent to kgerrard@gmail.com.

Common Questions

How do | request a letter of reference from one of my references?

Requesting a lefter of reference is necessary only if a letter must be submitted. Use the "Request Letier of
Reference” link to send a request to one of your references. If this link is not available, the department will contact
your references as appropriate.

luse a d ier-service fi . How it letters?

Figure BEMail is routed to the proper person when the applicant chooses frondtiog-down meru. (person is

logged in)

Appendix C

SPECIAL TOOLS FOR RE CRUIT ADMINISTRATORS

1. ClickAdminin the top menu bar:

Recruitments Waivers Exemptions Approvals Admin Reports Help
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2. Thesuiteof available administrative tools depds on your role/access rights¥ @ 2dz R2y Qi
tools, your role is not set tRecruit Administrator.

Support Tools Campus Settings Site Settings
Q,  Find references « Manage home page news (V] Approval workflows
Browse and filter all references Create and edit home page news items Configure default approver lists
. - ] .
Pll audit w8 Manageuserroles I Waivers
Review files potentially containing personally Edit, assign and remove user roles Configure waiver behavior

identifiable information

=]

Manage academic unit hierarchy [™  Exemptions
& Proxyasuser Create and rename academic units Configure exemption behavior
Assume the identity of auser

Se

Permission options
Availability data Configure what permissions roles have
View availability data for 2017 - 2018

Features
il Committee membership audit See which features are enabled on this site
View committee membership statistics

FindReferences

Search theReference logs. This information is used to determine if:
fThetoken has been input incorrectly.
N Theletter has not yet been requested.
I Theapplicant has revoked the request for a letter.
fTheapplcant has deleted the referee.

Find References
Please do not distribute the tokens to references-they are provided here for help troubleshooting reference login and upload issues. If a reference needs their
token, ask the applicant to notify them again or upload the letter on behalf of the reference.
& Download as CSV Search

O Unsaved workspace ~  Notified: Notified v % Edit workspace

Reference Email Token Applicant IP# Token Status
Blake Douglas IV emil_jaskolski@christiansengutkowski.com 891874af1ff78eb43dedad5%9e59879f0  Horaces Bailey ~ JPFO0160 Active (Letter
uploaded)

Note: Please do not distribute the tokens to referencebey are provided here for help
troubleshooting reference login and upload issues. If a reference needs their token, ask the applicant
to notify them again or uploathe letter on behalf of the reference.

PIl Audit

Files uploaded to Recruit are periodically scanned by an automated system and flagged if the file
seems to contain Personally Identifiable Information (PII). This tool allows authorized users to review
flagged files for PII, then replace or safelist them.

Pllis any data that could potentially identify a specific individual and presents an unacceptable security
risk. Social Security numbefs NA @icené&and other government identification numbers aome
examples.
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L¥ @2dz R2y Qi KI @S [ OOSRezruitind@ministkafodAdniiris@atos mayaldaNJ NP f
assign thePll Auditorrole using the Manage User Roles admin t&téase remember, the number of
individuals with access to thisdabshould be kept at a strict minimum.

Pl audit
Files uploaded to Recruit are periodically scanned by an automated system and flagged if the file seems to contain Personally Identifiable Information (Pl1). You can use this interface to review flagged files for
PIl, then replace or safelist them. Safelisted files will not be scanned again.
O Unsaved workspace =  Identity Statuses: Flagged v  #§ Edit workspace

Filename Identity Status Resource Resource Parent Last Action Resource Type

ducimus.pdf Flagged Kautzer, Nakia JPFQ0202: Comp Sci Project Scientist ApplicationFile, Application: 347

¥, Safelist = Replace

ut.pdf Flagged Sporer, Mustafa JPFO0211: Assistant Professor of MIMG ApplicationFile, Reference: 614

#, Safelist = Replace

Checking files for PlI

1. {SG GKS FA{GSNR (2 aK2¢g acCcfl3aI3aISRD

2. Inthe list of files, kick a filename to open it.

3. Look over the file. Verify whether or not there are social security numbers or other strings of
numbersthat identify bank accounts or passport IDs.

False positives9 @Sy | dzii 2 Y I tiper@ct.af @ou §ihd nolPNBhig i€ a false positive.

1. 2 KSYy y2 tLL A& F2dzy R NBldzaNy G2 GKS tLL G22f

ut.pdf

Replace
2. . 2dz2Qf f FAYR (KASF2MWB G NF Sd RS Y SRapdz FAL (G SNJ

5

3. Safelisted fileg 2 yb@ sicanned again.

Positive PIl findsWhen PIl is found, redact the information and replace the file.

1. Click the filename to open it.

2. Download it.

3. Redact the PIl and save the file. You may want to append thedvdid& RIF OG SRé¢ (2 (0 K!
filename.

4. wSUGdzNYy yR Of AO01 awSLX I OS¢

ducimus.pdf
L Safelist

5. Browse for the redacted file and upload it.

T . 2dzQff FAYR (GKAA NBO2NR AF &2dz FAEGSNI F2NJ
1 The new file will be inclled in the next automated scan.

1 The original file is norecoverabg.

1 No notification will be sent to the original owner of the file about this redaction.

T LT GKAA ¢ @ockmgntilt KBI AIOLIY A QAY 1 Qa adl Gdza 62y Qi
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1 Remember to treat these files as you do all sensitive files and remove themyfrom
comllddzi SNJ s KSy @&2dzQNBE R2ySo

Redactionmethods When redactindiles, be sure that you are removing the data and not
simply blacking it out. Blacking out is not seca®jtcreates a layer, merely coveritige data
with an image that can be easily removed.

1 The manual way¥ou can, of course, print offending files and black out data by hand,
scanning and uploading files afterward. While time consuming, it is effective.

1 3 party software redaction toolsHere are some secure tools:
0 Adobe Acrobat Pro (Mac driVindows)
o Foxit PhantomPDF Business (Windows)
Note: While gender and ethnicity affiliatioarea G Af f aSyaAiAdAgS RIGFEE AG OF
taxes or apply for a credit card. For example, say an applicant begins her cover lettér With, Idery” 2
g2YlLy 27FIn0ia éxanpk, ehé Pl security scans will NOT flag the document based on such
SELIAaSR AYyTF2N¥YIGAZ2Y FYR GKS FAES Attt 06S YIFNJSF

Proxy as User
Assume the role of any user in Recruit.
1. Search by name, email address, or paisid.
2./ t A0l &Gt NRPEe& | a | &aSNwé
3. Use caution! When you are proxied as another uaag,changewill affect their view.

FakeData tool

Use this timesaving tool to create data suitable for testing, training, and for screenshots. This tool is
only availdle on Recruit's training site and testing site (QAJiministratoror Traineraccess is

required.

The tool automatically assigmscruitment dates, title codedijelds of study documents/letter
requirements etcas well as generating a list of applitaim variousstagesof completion.

Loginto your campus Recruiitaining or QAsite.
Click the Admin tab in the top menu bar.
Click the link, "Fake data".

A modal opens with three choices.

PwbhpE

Fake recruitment Fake applications Fake waiver
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Fake recruitment

Click the Fake recruitment tab. Thidlwet you create a fake recruitment from scratch and add
any number of applicants.

Give the fake recruitment a name and choose a department.

Fake recruitments always have 3 named applicants, all of whom have a completed diversity
survey.

Use the form if gu want to add more, specifying their states of completion as well as the
survey participation rate.

When you click the button at the bottom, Create fake recruitment, the tool generates a fake
open/closed/final (OCF) recruitment with all the necessaryiladtes. It may take a few
minutes to process dates, insert title codes, fields of study, applicant requirements, survey
responses, etc., so please be patient.

Fake applications

1. Click the Fake applications tab. This will let you inject applicants inptofayour already
existing recruitments.
2. Click the dropdown in the Recruitment field and begin typing the JPF# or the recruitment's
name. When it appears in the list, select it.
3. Use the form to specify the number of applicants, their states of completiod the survey
participation rate.
4. Click the button at the bottom, Add applications. The tool generates fake applicants in various
states of completion based on how you've filled out the form.
Fake waiver
1.  Click the Fake waiver tab.
2.  Give the fakavaiver a position working title and choose a department.
3.  Choose which status you want the waiver in:
1 Draft (newly created)
1 Ready to submit (all required fields filled)
1 Submitted (but seen by no approvers)
1 Approved (by the only approver)
1 Declined (byhe only approver)
4. When you click the button at the bottom, Create fake waiver, the tool creates a fake waiver so

you don't spend time setting it up from scratch.

Availability Data

Admins may look through the complete and current numeric availabilit tteat Recruit receives
from NORC and other data sourd@AMC, AALS, LilWhenanalysts create a new recruitment, they
select one or more fields of study and enter title codes. This information is used in the Applicant Pool
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and Shortlist reports to dispy availability percentages that most closely match the field of study and
title.

1. Click on'Availability Data'ln the support tools (If you do not have this, your role is not set to
Recruit Administrator.)
2. Select an availabilitgata source from the dq@down menu and view the resulting raw data.

N

Note:LF¥ | NRg RAALIX LI &a TSNRas GKAa AYyRAOFGSa (K
no longer a field offered to survegkers.

Availability Data for 2015 - 2016

Campus: Other Academic Positions

Accounting 284 206 28 17 &9 5 119 364 7

Committee membership audit

There are several businesases for viewing committee membership statistics. Examples: check when

committees reuse the same member, or ensure people are not being overburdened, or check how

many departments are using members from like departments.

1. / £t A01 2y a4/ 2YYAMARAISE WNSYUKNSE RAIELILE2 NI 22t a® oL T
not set to Recruit Administrator.)

2. Narrow the list or adjust the data using any of the following tools:

SearchZero in on a particular name, employee ID, role etc. using the search box.
Sort the columns:Many columns are sortable. Click directly on a column header for
alphanumeric sorting.

1 Filters:Filters display on the horizontalorkspace ribbonlocated at the top of the data
grid. In the middle of the ribbon, you'll see which filtere active. Hover or click on any
filter to quickly update it.

1 Edit workspacelUse theEdit workspacéutton to customize your filters and columns.

£ Editworkspace

T
il

1 Manage workspaceHover over the end cap of the workspace ribbon to save & name
your workspace, renamer delete it.

3. You may download the data that is a result of the filters and columns you've set up in your
workspace. Click the buttolownload as CS&nd to open and analyze in Excel.
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ManageHomePage News

Use this tool to write, edit, publishnd archive news items on the Home pabat users will see after
theylogin. These posts are visible to all users except applicants and references. Post training dates,
planned downtimes, holiday support notices, application enhancements, special instrsjobr other

announcements.

Manage User Roles

This tool manages Recruit users and their roles.

Under Shibboleth, Recruit is fed user directory data so all faculty and staff (including student
employees) will have access to Recruit because thepanteof a nightly data feeddowever they do
not have the ability to do or see anything in Recruit until they have been given a role. Thetgool

Adminsassign roles, edit existing roles, and remove user access.

1. Click the buttonAdd Role for Use

Add Role for User

2. Search for the person by name, emaiCampus ID
3. Select a user role from ttldrop-down menu.
4. Choose a resource typ€hoices are: Tool, School, Department, Recruitment, Waiver, Exemption, or

Committee.
5. Clickx !
6.¢ & LJS

Locate users by their sighy Yy I Y S

Manage User Roles

Viewbyusers ~ Managers  Approvers

+ Add Role for User

Full Name « UCInetID Role

Ebert, Felicia gia_smitham?

Effe

Effertz, Justen annabell kertzmann2

Manage Users

RR dzawbewsfimsRd. S ¢
0§ KSANI yI YSonfiryi Rat thé useDib in theCalplyaBetical fisting.O

A B C DEFG H 1) K L

Editor (Faculty)
guiebins10 Reviewer

Editor (Faculty)

2y

idKS

Unit/Resource

specializations 3

fake rec tool

4.2fake

a

+

A

(0p))

M N O P Q R S T U V W X ¥ Z A

2}

o0& dzaSNme¢ Gt

Resource Type

Committee

Committee

Committee

This tool makes it possible to introduce a new user that is independahtdalfirectory feedNote to

other campuses using Recruifthis tool is only available if Recruit is configured on your campus for

local authentication. Under Shibboleth, Recioibks fora data feed othe campugHirectory, in which

case thigool would be unavailable in order to prevent overwriting data.
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Manage Academic Unit Hierarchy

Sometimes academic units change their names or new units must be adidaching: Nightlydata
feeds could overwrite your manuahtriesso work with a programmef you haveconcernsefore you
usethis tool.In some cases,ada feeds must be adjusted, or they will overwrite any changes made.

Adding a New Department:
f Findtheschoolf A SR 2y (GKS LI 3IS FYyR Of A0l UGUKS fAy]:
1 Name the department.
1 Provdea uniqueidentifier. This is typically the payroll home department code.
T /fA0]1 a! RR¢O®
f 'aS GKS G9RAGE Ayl G2 OKFy3aS GKA&a AYyF2NXNIFGA
Deleting a Department:
T {ONRff (2 GKS RSLINILYSYydG FyR Of AO01 GKS odzidz2
1 Confirm the deletion.
f Departments wih active recruitment®rdzid SNJ NP f Sa (Onless@hése arSasdybedl ® (1 S R
different units first. Hover over the "Delete" button to view total number of recruitments and
associated user roles.

Adding a New School:
f'Scroll to the bottom of thepage Y R Of A 01 ! RR Fy2(iKSNJ a0K22f dood
{Name the school.
fProvide an abbreviation. This arranges the sorting of schools on the Apply page.
fProvide an identifier (any string of up to 32 characters).
M t A01 da! RRé®
T asS GKS a9RA0O {OK22f éndtanytime.02 OKIy3IS (KA&A AYTF

Deleting a School:
This tool offers no way to delete schools. Confetruit support

Approval Workflows

Recruit administrators may design approval workflows for search plans and reports based on best
business processes. The workflow# thhen be shown to analysts to ensure approval processes remain
consistent and compliant.

5. Click Create New Approval Workflow.

Create New Approval Workflow, 4 Approval Permissions

6. Give the workflow a descriptive name. This name is shown to analysts before they create the
approval submit section.
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10.

11.

12.

13.

* Name

Search Plan and Advertisement (Regular Ranks Faculty FTE Position)

U< the dropdown selector and choose a context:
Search Plam\pplicant PooReport, ShortlistReport,Search RepoytSearch waivers, or Search
exemptions

Select "All" to have a catchall workflow when the other workflows you've designed won't fit for
whatever reason.
Context

Search Plan

Choose to apply this workflow to specific schools or choose All Schools to apply globally.
Schools
(=) All schools
Only in school

Forevenmore granularity, choose condition based on Title Codes.
Title Codes

(= Alltitle codes

Only certain title codes

Choose the recruitment type: Only Senate, Only-S@mate, or Both Senatend nonSenate.
Recruitment Type
Both 5enate and non-5enate
(® Only Senate

Only non-5enate

Click the link on the right side of the screen, "Add step."

© Add step

...and choose the role from the dregiown selector. When you uncheck the "required"” box, it
makes a step optional.
Add step

*Role

Dean's Analyst hd

@ Required

% E- . Cancel

Click "Add Step" when finished adding the steps. The fiaavikwill be applied to all future
approval requests that meehese criteria
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Editing an Approval WorkflowEdits will not change any approvaforkflow that is currently in use

Click'Edit" below theworkflow name.

Make changes to the context and catidns.

Steps may added or deleted.

Reorder steps by dragging the icon into plgsavethe changes
Toremovethe workflowcompletely click the buttonDelete this workflow

abr bR

AssignSpecific Brsonsto Steps See the instructions for using the admin tolanage User Roles
Use the tool taassigrnspecific people to thie rolesso that they are automatically pulled into the
workflows that you have designed.

Approval Workflow PermissionsYou may restricanalysts§rom modifyingthe workflow design.

1. ClickApproval Permissions

© Create New Approval Workflow (% Approval Permissions |

lff26 62N NBAOUGNROGO GKS FylrfeadaQ FoAfAGe G2 NE
restricted, analysts will not see the link&eorder steper Add stepn any workflow. Restrictionill
take effect immediatly, affecting any iprogress approvals.

In this scenario, analysts will be
able to reorder steps, but not be
able 1o add new steps.

You may also firkune abilities based on specificrole. Pick a role from the selector box. Wheaem
ability isrestricted, analysts will receive an error message. Restrictions take effect immediately,
affecting any inprogress approvals.

Allow analysts to

@ Reorder steps
Add steps

Recruitment checkpoints

This tool allows Recruit Administrators to decide whether a field is optional or required for analysts to
complete before they submit Search plans for approval. The settings chosen here will ihgact

Search plan checklists for draft recruitments sitigle.

1. To reach the tool, click the Admin tab in the top menu bar.
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