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IGREENTREE QUICK REFERENCE

To Enter a New Applicant:

Use Candidate Self-Service to let people enter themselves

OR

Choose Add Applicants, select a Filing System, select or create Template if needed, enter data,
thenSave.

To Enter a New Requisition:

Encourage hiring managers to use the Hiring Manager module to enter and track their own Reqs
OR Choose Add Requisition, select or create Template if needed, enter data, then Save.

To Enter a Source or Hiring Manager:

Choose Add Source or Add Hiring Mgr, enter data, then Save.

To Look up One Applicant:

Choose Applicant Find by ID

OR Choose Applicant Find by Name and enter first letter and a few consonant sounds of last name
OR Choose Applicant Find by Name and enter first few letters followed by an asterisk (*)

OR Choose Applicant QuickSearch.

To Search for Several Applicants:

Find a Requisition that you need candidates for, use the Find Matching Apps action
OR Choose Applicant QuickSearch, enter criteria, choose Search.

To Look up Applicant/Applications:

Choose Applicant Find by ID

OR Choose Applicant Find by Name and enter first letter and a few consonant sounds of last name
OR Choose Applicant Find by Name and enter first few letters followed by an asterisk (*)

OR Choose Applicant OR Applications QuickSearch.

To Search for Applications:

Find a Requisition that you need candidates for, use the Find Matching Apps action
OR Choose Applications QuickSearch, enter criteria, choose Search.

To Search for Requisitions, Source, Expenses, or Hiring Managers:

Choose the appropriate QuickSearch, enter criteria, choose Search
OR Choose Requisition Find by Req #.

To Send Acknowledgments to Applicants:

If you use several different acknowledgment letters or ways of sending:
Find an Applicant, from Edit or Summary View choose Send Letter Action, select a letter,
choose email or hardcopy.
If all Applicants get same acknowledgment letter and all send the same way:
Use QuickSearch to find all Applicants entered Today
Choose Mass Mailing Action, select a letter, choose email or hardcopy.
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IGREENTREE QUICK REFERENCE

To Route Applicant Information:

Find the Applicant(s), choose Route Action, enter Recipient(s), select Send By option,
select Documents to route.

To Make an Offer:

Find the Applicant, from Edit or Summary View choose Make Offer Action, enter data for offer, select a
letter if needed, run action (personalize letter if needed).

To Hire an Applicant:

Find the Applicant, from Edit or Summary View choose Hire Action, enter data for both Applicant and
Requisition, select a letter if needed, run action.

OR Find the Requisition, from Edit or Summary View choose Fill Action, enter data for both Applicant
and Requisition, select a letter if needed, run action.

To Print Reports:

Choose ReadyReports, highlight a report name, choose Run, enter parameters if prompted
OR Run a QuickSearch, choose Report Action, highlight a report name, choose Run.

To Create a New Letter:

Choose Maintenance, Letters, select an existing letter, choose Edit, copy (Ctrl+C) the text.
Choose View List, choose Add, answer prompts, choose Edit, paste (Ctrl+V) in the text,
make changes to text, Save, run appropriate action to test the letter on one Applicant.

To Enter Expenses which Apply to Several Requisitions:

Run a search to find the Requisitions. In List View, choose Expense Distribution.
Enter the full cost; Greentree will divide between selected Regs.

To Change History Information:

Find the Applicant, Applications or Requisition using QuickSearch. Choose History you want to change.
To enter or change Results of Route, Interview, or App/Req, Comments, Offer Answer or Date:

Pick individual line, pick field, enter data.

To change other History information: Click in left gray column to pick individual line, choose Delete, then
use the Action to enter a new history with correct information.
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Introduction and Overview

Introduction

Welcome to the iGreentree Talent Management System. This manual will help provide new Users with

the information needed to use this system effectively.

Objectives

Everyone who plans to use the iGreentree Talent Management System should go through the Overview.
It provides the basic framework for everything that follows. Each User may then determine which of the
remaining lesson(s) are appropriate, depending upon their duties within the recruiting department.

After completing the Overview chapter, Users will have a general understanding of the system, be able to
move around the system, and perform basic functions. They will be able to:

Log into the iGreentree
Select options from the Menu

=A =8 =8 -8 -4

Exit the system properly

Familiarize themselves with the capabilities and benefits of the iGreentree system

Become familiar with what each of those choices is for

Features of the iGreentree Talent Management System

Record Applicants

Record Applicant activity

Route information to managers & others
Schedule and record interviews

Record testing, reference checking, etc.

Send correspondence to Applicants

Send acknowledgement letter, postcards or emails
Print labels and/or envelopes

Send offer and hire confirmation letters

Send regret letters and other letters as needed

Record Requisitions

Which are open, which are filled, which are being
handled by whom

Expenses per opening, per department, etc.

Communicate with Hiring Managers and Sources
Route Applicant data and record routings

Create Postings, paper and electronic

Report on what is overdue from managers

Record Sources and Expenses

Post Requisitions to Sources

Record which Applicants came from which
Sources

Record Expenses, report on Cost per Hire

Record History
Who applied for what, what were the results

What correspondence has been sent
What happened with job openings and people

Record Candidates for Requisitions

Find Applicants who may be qualified for an
opening

Log Applicants to Requisitions, keep results per
logging

Print reports for recruiters and for management
Open Reqgs, expenses, cost-per-hire, Req aging,
postings, EEO, periodic status reports, Sourcing,
graphs & charts, etc.

iGreentree v8.4 User Manual
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Major Components of the System
The major components of the system are displayed here with some example data and their relationships:

EXPENSES / SOURCES —
Employee Referral bonus | Employee Referral
, Employment Agency Employment Agency

L Job Fair booth
yLocal Newspaper ad
Posting on Monster.com

Job Fair——————

Local Newspaper ~_|
Monster.com

HIRING

MANAGERS REQUISITIO APPLICATIONS APPLICANTS
Adam Zwier\ Admin Assisgnt T Francine Underwood for Admin Assistant |} Francine Underwood 1
Bonnie Yarvin T Bookkeep T George Taylor for Engineer A1 George Taylor ~——|
Carles Xavier Custodian \‘Jackie Quon for Bookkeeper\é Hilda Swanson ———
Donna Washington || Engineer Francine Underwood for Bookkeeper 1 Jackie Quomr—w—___|
Edward Valentine Facilities Irving Roberts~——__|

Manager

iGreentree provides the tools to record the relationships and history for all of these components.

Basic Definitions

iGreentree Term Definition Abbreviation

Applicant Person who applies for a job App

Application Information submitted by an Applicant for one specific job Appn
opening

Automatic Resume | The process of automatically bringing resumes from email ARP

Processing directly into iGreentree.

Candidate Self Optional module for letting Applicants apply directly via the CSS

Service internet or intranet

Expense Costs associated with the Requisition Expense

Hiring Manager Person who initiates a Requisition Mgr

Multiple Openings | Option that may be needed by organizations who typically get MOPR

Per Requisition 20+ identical openings at once, not recommended for others

Recruitment People responsible for managing the employment and staffing HR

Department function within an organization

Requisition Job opening Req

Result code The status or disposition of an Applicant relative to a specific job | Result

Resume Module that allows for ARP, as well as loading resumes that Res Proc

Processing have been scanned and/or manually loading emailed resumes

Source Where the Applicant found out about the job opening Source

See the Glossary near the back of the manual for more definitions of terms.

2 1 Introduction and Overview
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Employment Process Workflow

The iGreentree System closely aligns with the processes that occur in the typical employment

department.
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Human Resources View

Individuals in the Human Resources department can view their recruitment data by using the iGreentree
Employment System. This Application has much greater access to data than the other modules. The
Hiring Managers and the Applicants have their own modules, described later in this chapter.

Logging on

From Edge. Chrome or IE, entertheiGr eent r ee Empl oyment System URL.

sensitive. Successful program execution will display the User Login Window, ready to accept a validated
Username and that User's password. Each User should be given a unique Username and password.

Windows Security -

iexplore.exe

The server dh.igreentree.com is asking for your user name and password.
The server reports that it is from dh.igreentree.com.

| jsmith| |

Remember my credentials

| OK | | Cancel

Note: For Edge & Chrome, installed the IE Tab extenstion.

Menus
When first entering the system, the User will see a menu similar to the one displayed below on the left
side of the screen:

? iGreentree

Hot Items
Applications
Applicants
Requisitions
Sources/Expenses
Hiring Mgrs
AdvancedSearch

ReadyReports
Maintenance

Req Templates
App Templates
User Preferences
Exit

Each of the main functions has additional options beneath it. The main menu can be expanded to include
sub-menus by clicking on the menu option. Click again to minimize an option.
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Hot Items
Applications
Applicants

Requisitions
Find By Reg#
QuickSearch
Add Requisition

When a sub-menu is selected, a new window will open to the right similar to the one shown below.

Applicant Edit View M Tist View | Summary | New Search Close

Action History Attachments —> reentree Systems, Inc.

A\

3= 18 i ) 2 K SR B A R R

m:[i;7  Entered:| By: | Updated: | o |
Name(F/M/L): [Suzy | loue ssN: |
Address: | Filing System: |
| Status: |
City: | Location: |
State: | zip: | Recruiter: |
Home Phone: | Follow Up: li

These windows often consist of

additional menus located on the top left (Action, History, Attachments)

icon buttons under the menus for often-used menu items

navigation bar located at the top center

buttons located on the top right (List View, Summary, New Search, Save, Close)
Greentree Systems Help menu located under the buttons (Greentree Systems, Inc.)
fields containing information located below the icon buttons (ID, Entered, By, etc.)

E R

The most common menus are Action, History, and Attachments. These menus have sub-menus that can
be viewed by clicking on the main menu label. Select a sub-menu by moving the mouse down through
the list and clicking on the item needed. An additional window will appear at the bottom of the screen or

pOP up over the base record.
Applicant Edit View

Action History Attachments
‘“» Log to Source

- Send Letter

_/ Log to Req

& Reject

iGreentree v8.4 User Manual Introduction and Overview { 5



Field Types

A form consists of one or more fields. Each field is defined to contain a certain kind of data based on its
field type. There are several types of fields in iGreentree, which may be updated in different ways

Field Definition How to update Example
Type
Coded Has a limited list of choices, | Click on the arrow, choose Full/Part:|  [7]
to keep data consistent and from the list, and click OK.
easy to enter/search. Codes To clear, choose None.
can be added to the list from
Maintenance.
Coded Has a lookup table behind the | Click on the arrow, choose Job Code: E]
with code, with fields that fill in from the list, and click OK.
AutoFill automatically as defaults on Other fields will default, but
the main screen. Lookup can be over-ridden.
table values can be modified
in Maintenance.
Date Dates are displayed in Click on the calendar button, | Approved: |7
MM/DD/YYYY format for easy | pick a date, and click OK.
entry and searching To clear, highlight and press
Delete key on keyboard.
Text Simple text fields let the User | Just type in the needed text. | Replacing:
type any characters. Try to be consistent with
case and abbreviations.
To clear, highlight and
Delete.
Number | Numbers or dollar amounts Don't bother keying $ or FTE:|
or are formatted for easy range comma. If round number,
Amount searching. These look like don't bother keying .00.
text fields, but do not allow To clear, highlight and
the entry of alpha characters. | Delete.
Buttons

Most windows have buttons in the top right corner, allowing the User to choose functions as needed.

Clear

Search

Close

Buttons require a single click. Sometimes when a button is highlighted as the default, the User can
simply press the Enter key on the keyboard to choose that function.

Resizing W

Many of the windows may be resized, such as lists o f

indows

Hi story,

to display i

preference. Just put the cursor on the edge of a window, and use the double-headed arrow to drag to the

size desired.

The menu bar on the left can also be resized, making the window being viewed larger or smaller as

needed.

Navigation

The navigation box allows the User to switch between records. [14]

Box

41 of az

[» ¢}

The far-left arrow will move to the very first record found in a search. The single arrow on the left will
move to the previous record. The single arrow on the right will move to the next record in the list. And
the last arrow on the right will move to the very last record.
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Calendar

To view the calendar click on the EI button next to any date field. There are two different calendar
styles that can appear.

One calendar style is used for selecting an individual date such as a start date. To select a specific date,
choose from the Month and Year coded lists and then click on the specific Day within the displayed

Ok

calendar month. Select to continue and populate the chosen date onto the date field.

,g Select Date -- Webpage Dialog Ed

Select Date Renmaye Ok Cancel

onth: |[Layall Ml Tear: M

Sunday |Honday [Tuesday|Wednesday| Thursday |Friday|saturday|
1 a

| N
[+ [ s [ &« [ = | = [HEE .o
[ 11 [ 12 | 13 | 14 | 15 | 18 | 17
[ 12 | 19 [ 20 | 21 [ 22 [ 23 | =4
| 25 | =2& | =27 | == | 2z | =o

To clear this kind of calendar field, click on the EI button next to the date field and then click on the

Remove [ oo

The second calendar style is used to specify a relative date (yesterday, today, etc.) or date ranges.
B Select Entered Range -- Webpage Dialog E3 |

Select Entered Range Ok Cancel
¥ From: 04/08/2010 o T _ Month: |La Sl j Year: Zmuj

Yesterday Today Tomorrow | 1
Last Weaalk This Weeal Mext Weal | 4 | 5 | P | 7 | 3
Last Month This Month Mext Month | 5 | 1z | 1% | ™ | s | " | =
Last Quarter This Quarter Mext Quarter
| 1z | 13 | =zo0 | =21 | =zz | 2z | =4
Last Year This YTear Mext Year
| 25 | 22 | 27 | o2 | 20 | =0

To select a specific date, choose from the Month and Year coded lists and then click on the specific Day
within the displayed calendar month. When a specific date is selected it will appear in the From box.

Eronn: |[IERILEERAETRI

To select a date range, click the appropriate relative date button, such as Last Month or choose a specific
Month, Year, and DaE and it will EOEulate the From box. As soon as a From date is selected, the To box
will become active. Next choose a specific Month, Year, and Day or you may select

another relative date, if appropriate (such as Today) and populate the To box.

Select Ok

to continue and populate the chosen date onto the date field.

iGreentree v8.4 User Manual Introduction and Overview § 7



Select Entered Range Ok

Cancel

# From: — vear: |EAIIRA
e o e e P e e
Yesterday Today Tomorow | | o | 3
Last Week This Week Next Week | P | 5 | P | - | o | a | 10
Last Month This Month Mext Month | ™ | 15 | 1% | a7 | e | " | 15
Last Quarter This Quarter Mext Quarter | 15 | 1a | -0 | - | -z | -3 | -4
Last Year This Year Mext Year
| 25 | 26 | 27 | 28 | 29 | =0
Now choose |2 | o populate the range onto the date field. _ [Rewss

To clear a date range, click on the EI button to retrieve the calendar range. Highlight the date in the
From box and hit the Delete key or hit the Backspace key until the field is empty. Repeat this for the date

Ok

in the To box. Now choose

Message Box
A Message Box provides information about a system process or a User action.

The User should always read the message! If it is clear what to do, click on OK. If the message includes
the word error or any other cryptic message, the User should inform his/her iGreentree Administrator
immediately, BEFORE clicking on OK. It is usually helpful to know what the User was doing prior to the
error message.

Getting Help

Within almost every window, the User can click on the Greentree Systems, Inc. menu near the top right.
The menu includes a list of choices for help, including a link to the Greentree web site and ways to
contact Greentree via email.

| Greentree Systems, Ir'lt:l{E

#4 About Greentree Employment System
#i Greentree Web Site

%4 Greentree Support E-Mail

%4 Customer Corner

%4 Greentree Contact Info

Status Bar Help

As the User moves the mouse cursor around the screen, the gray status bar at the bottom of the screen
will change to describe the action currently being performed. If there is a delay while the system is
working on something, this Status Bar will give a clue as to what it is doing.

Tool Tips
When the User moves the mouse cursor over a button or a field, a yellow Tool Tip displays the nhame of
that button.

Perfarm Search Mow |

Other Help
1 Read iGreentree's User Manual
1 Reference internal company documentation of how to use iGreentree

8 T Introduction and Overview iGreentree v8.4 User Manual



Ask the designated iGreentree Administrator and other co-workers

You or the designated iGreentree Administrator can call the IT department
The iGreentree Administrator can call Greentree (800-348-8845)

Get extra training from Greentree (call above numbers to schedule)
Visit Gr eent rhapedfonsw.CreertreeSyisténme.com

Quickest option is to send an email to Support@GreentreeSystems.com

=A =4 =4 -8 -4

Introduction to Searching
Users can search for almost any data in the system. Searches can be run for Applications, Applicants,
Requisitions, Sources/Expenses, Hiring Managers, and Templates.

Searching for Requisition Data

Requisitions

Find By Reqg#
Select Requisitions, then QuickSearch. _ QuickSearch |

Requisition QuickSearch™ Clear | Search| Close

Greentree Systems, Inc.

Entered:l EI B!_.r:l LI Updated: I EI B!_.r:l LI
Req:l Status: I LI Filing System: I LI
Job Eude:l LI Positdon Chd#: | Total Openings: I Total Filled: I

Job Titde: I

Dept:l LI Reg /Temp: I LI Approved: I EI

Divisiun:l LI Exempt/ME: I LI Deadline: I EI

Lucatiun:l LI Full / Part: I LI Posted Internal: I EI

%al/Grade: I LI New Repl: I LI Posted External: I EI
FTE:I Replacing: |

Shift [:ude:l LI Posting Category: I LI

Schedule:l Recruiter: | - I
Job Emup:l =7 | Hirving Manager: I & |
[~ Allow Expression of Interest [~ Hiring Mgrs See All Apps

NDl:iﬁcal:iDn:I hd | Search Committee Starl::l =] |
Assessment Prucess:l 7 I Search Committee End:l =] I

Mote to Hiring Mgr:l

Filled By: I—LI How Filled: I—LI Filled On: I—EI Start On: I—EI
Euntains:l Lll

To find all of the Reqs that are currently open, click on the arrow LI for the Status field (near the top

middle). Status:]

iGreentree v8.4 User Manual Introduction and Overview { 9
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Select Status Ok Cancel

Available: Selected: (0)

[Mo Entry]

Filled

Mew Req - Approved

Mew Req - Disapproved

Mew Req - In Approval Process
Offer Qutstanding

kel Haold =
Open-Hu:ut'lu:uI:u = |

withdrawn

Select Open, click on the right arrow to move the Open status to the Selected list then click on the
Ok

button to return to the QuickSearch window.

When selecting codes, the User can highlight the selected code then use the button to move the
selected code to the selected list. For faster selection the User can also double-click the selected code to
automatically move it to the selected list. The User may also select [No Entry] to find all records that are
null.

. Search
Click on the button to run the search.
List View
The records found will be displayed in a list.
Requisition List View ] 4]4 of 14 [» M| Edit View | Summary | New Search | Close |
Action History Attachments Greentree Systems, Inc.
Req JobTitle Status Entered
2005-001 Software Development Manager Open 01/12/2005
2005-002 Design Engineer Qpen 02/16/2005
2005-012 Program Manager, Field Engineering Qpen 08/14/2005
p |2005-018 Registered Nurse Qpen 09,/04/2005
2005-019 Senior Administrative Assistant Qpen 09/13/2005
2005-022 Sales Manager Qpen 11/01/2005
2005-023 Administrative Assistant Qpen 11/01/2005
2005-025 Registered Nurse - Cath Lab Qpen 11/02/2005
2005-026 Technical Support Representative Qpen 11/02/2005
2005-027 Accounting Assistant Qpen 11/02/2005
2005-031 Registered Nurse- Cath Lab Qpen 12/02/2005
2005-034 General Surgeon Qpen 12/08/2005
2005-035 Accountant Qpen 12/08/2005
2005-036 Medical Technician Qpen 12/08/2005
Edit View
To display more information about a single record, select the record by clicking on the record line so that
NI, Edit View | .
the triangle indicator P appears next to the r sbutou mber . Cl i ck
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Requisition Edit View [LIRIEXIRL!

» (M| List View | Summary | New Searchl | Close |

Action History | Attachments

Greentree Systems, Inc.

i S V)

ENEBERE

&

Entered: | By: | Updated: | By: |
Req: 2005015 Status: &R E] Filing System: |
Job Code: WE Position Ctrl#: | Total Openings: (1 Total Filled: ,0—
Job Title: [Registered Nurse
Dept: [Critical Care Unit [*] Reg/Temp:|Requar [+ Approved: [10/05/2005 [ |
Division: | E] Exempt/NE: WE Deadline: [12/09/2005
Location: [Metroplex Center E Full/Part: ’Funig Posted Internal: [10/05/2005
Sal/Grade: lzqiE} New/Repl: WE Posted External: [10/12/2005
FTE:[1 Replacing: |Michelle Ali
Shift Code: ’75 Posting Category: |I\Iursing—RN E
Schedule: |varies Recruiter: |Chamonix, Susan L.
Job Group: lzia Hiring Manager: |Myers, Gary E

[ Allow Expression of Interest

Notification:

Assessment Process: |

[ Hiring Mgrs See All Apps
Search Committee Start:
Search Committee End:

Note to Hiring Mgr: |

Filled By: How Filled: E Filled On: Start On:

iGreentree v8.4 User Manual
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Summary View
To display an overview of the Requisition that shows the current Applicants and their qualifications, the

. Summa
approver status, etc. click on the —wl button.

Req Summary 4| 4|10 of 55 b (M| Edit View List View MNew Search| Close |

Action History Attachments Greentree Systems, Inc.

SV 0% X BB E I

Regional Sales Representative

)

— t Recruiter: Cannewva, Adrian D NOtes OnFIle .

: Lucatiun:l\l‘!etruplm( Center D JOb Descrlptlﬂn On F||e
r—-’Bl Status: Fill=d [J Job Qualifications On File
Req Number: 2009-010 Applicants (View)

Filing System: [[EGMEEENE Applicant Pre-Screen| Req Date Result Result Date
pLUYL T 44444 - Sales Manager Dunaway, Kathy E. |N/& 08/11/2009 |Reject Alternate Selected [08/13/2009
Position Chrl#: Earth, Sharon /A 08/03/2009 |Reject Location 08/19/2009
Total Openings: |1 Mixon, Karen Y 08/11/2009 |Reject Alternate Selected |08/13/2009

Total Filled: [} Delkins, Frieda N/ 08/14/2009 |Reject Alternate Selected [08/17/2009
Dept: Erewster, Elliott /A 08/12/2009 |Hired 08/23/2009
WOPE T Marketing

Postings (View)

Source Date Posted |Start Date: |Closing Date:

Maonster Board |12/07/2009

f= T O Monday - Friday
ok vy = Approvers

LTl Regular
,m Approver | Approval Status |Status Date | RemoteReq Identifier | Entered By | Updated By | Comments

Exempt .
[NVl Full Mo Data Available

Mew/Repl: [E:IEr= .
LA Ea Tl Thomas Mann Offers (View)
LY T 07 /18/2009 Offer Date App Name Answer: | Start Date
T 09/10/2009 08/22/2009 |Brewster, Elliott |Accept |[08/21/2009
R T 08/05/2009
[ Ll 0=/02/2009 CSs skills

Posting Category:
Hiring Manager: BLLTEGM 5 [0} m

Hiring Mgrs See All Apps 153

Search Committee Start: Expenses (View)
Search Committee End:
Allow Expression of Interast Date Expense Description Amount
Notification: 12/24/2009 |A1B MNew Sales Reps initiative |$1,500.00
Call Log
rewster, Elliott 1D: |Applicant |Call Date and Time: |Created By: |Comments
External Mo Data Available

a=:KeT T 08/23/2009

i 0Tl 08/31/2009

S0Pl 08/01/2009
(2 Griffin, Terry
Updated:
—

12/10/2009
="l Rodgers, Doug

Moving to Another Record
To move to another Applicant record, use the Navigation Box.

o to o to

BREVInNS next

record recEm'

uj,lﬂ 1of 4 _ngg
=a to first = to fast
record record
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Changing Data

To change data simply enter new data in the appropriate field(s), then choose the Save button.

(See "Field Types" on page 6 for ways to enter data.) If the User forgets to save, he/she will be prompted
when they close the record or select a different function.

The Updated and By fields at the top are automatically updated to record the last date and person who
updated the record.

Searching for Applicant Data
Applicants

Firnd E-'..' 0
Find By Marne
Select Applicants, then QuickSearch. [ QuickSearch

Applicant QuickSearch™ Clear ISearchI Close |

Greentree Systems, Inc.

m:] Entered:li B\r:liﬁ Updated: li B\r:liﬁ

Name(F/M/L): || | | SSN: |
Address: | Skills | [~ Find Any Filing System: | E
| Status: | E
City: | Location: |
State: | E zip:| Recruiter: | E
Home Phone: | Follow up:|
Work Phone: | Available:|
EMail: | Req: li E
Referral Name: | Position: |
Degree: |
OIG Status: |

OIG Last Status Date:

Special Note: |

Contains: | E |

To find all of the Applicants that do not have a Status assigned to their record, click on the arrow next to
Status field (on the right side of the Applicant window). Move [No Entry] to the Selected column, then
click on OK to return to the QuickSearch window.

iGreentree v8.4 User Manual Introduction and Overview { 13



(A Select Status - Webpage Dialog

Select Status

Available: Selected: (1)

Excluded [Mo Entry]
Future

Inactive
Interview

Mew Hire

Mew Resume
Offer Outstanding
Routed

Search

Status: |[Ho Entry]

[z] Click on the button to run the search.

List View
The records that fit the criteria will be displayed. If more than one record is found the results will display

in the List View:

0 Marme Status Recruiter Marme Entered

p |162 Bert, Jim 0z/0z2/2005
i59 Cone, Bonnie oz/28/2005
163 Griffin, Terry 12/13/20035
So0oog Hohulin, John 02/23/2005
140 Radizh, Jennifer 0172572005
141 W atson, Eddie 01/2&/2005
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Edit View

Home Phone

Follow Up:
Available:

EMail: |JimB@GreentreeSystems.com OIG Status: |Pending E]

0IG Last Status Date:

Work Phone!

Use the ECi V= | button to display more information about the first record.
Applicant Edit View [KIEIEE:#! » M| List View | Summary | New Search | | Close |
Action History Attachments Greentree Systems, Inc.
L : - — ) ’ o e n
SH I ERRTSEAf
ID: Entered: | By: | Updated: | By: |
Name(F/M/L): [ | [Bert SSN: |
Address: | Filing System: |
| Status: |Interview E]
City: | Location: | E]
State: E Zip: Recruiter: |
:
: |

Referral Name:

Special Mote:

iGreentree v8.4 User Manual Introduction and Overview { 15



Summary View
To display an overview of the Applicant that shows the Applications they have submitted (Reqs Applied

. . . T . Summa
For), a summary of their personal information and qualifications, etc. click on the —Wl button.
Applicant Summary ] 4] 120 of 156 [» ]| Edit view | List View | MNew Search | Close |

Action History Attachments
A el o ) vl F LA e

Hernando Ramirez
250 N. Mathilda Ave Apt B102
SunnyVale, CA 94086

Greentree Systems, Inc.

1 [ HomePhone: (408) 737-7025

[ Resume On File

Applicant ID: 52 Reqs Applied For (View)
Req Job Title Req Date Result

2003-006 |Sales Support Representative 06/12/2009 |Hired
|z009-015 [Senior Administrative Assistant [10/21/2008 [Reject Alternate Selected

Experience

Job Title FIDHIIE Employer | Ending Salary | Reason For Leaving
Mo Data Available

Education (View)

Illingis State University |Bachelors [Business Administration

|Dartrnc|uth [ [ [

Skills (View)
o |
MS Word

MS Excel
Customer Service
Marketing

Sales Support
Spreadsheets

Letter History (\View)
Letter Date Letter Name
07/14/2008 | Acknowledgment
05/23/2003 [Invite

06/28/2008 | Offer

Tests (View)
Tast Test Date |Test Value | Requisition

Drug Screening 07/01/2009 |Pass
Spreadshest Exam |[06/26/200% |96
Typing Speed 06/26/2009 |43
Reference Check |06/24/2009 [Pass

Call Log
Req: |Job Title: |Call Type: |Call Date and Time: |Created By: |Comments

Mo Data Awvailable
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Searching for Application Data

Select Applications, then QuickSearch.

QuickSearch

Application QuickSearch Clear Isearchl Close I

Greentree Systems, Inc.

—Applicant Critera
ID: I
Name(F,-"M..-"L):I I_I
Address: I
|
City: |
State: | LI Zips |
Status: | i

—Application Criteria
Req Date: I—EI
Result: I—LI
Result Date: I—EI
Result Updated By: I—LI

quisiton CHtera
Req: I

Job Tite: I

Dept: I

Recruiter: I

Hiring Manager: I

HEEE

Status: |

To find all of the Applications that have an offer outstanding for an open Requisition, under Applicant

Criteria click on the arrow ;l next to the Status field. Move Offer Outstanding to the Selected column,

then click on OK to return to the QuickSearch window.

,a Select Status —- Webpage Dialog
Select Status

Available:

selected: (1)

K|

Ok Cancel

[Mo Entry]
Excluded
Future
Inactive
Interview
Mew Hire
Mew Resume
Routed

Offer Outstanding

Now, under Requisition Criteria click on the arrow Ll next to the Status field. Move Open and Open-
HotJob to the Selected column, then click on OK to return to the QuickSearch window.

iGreentree v8.4 User Manual
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@ Select status - Webpage Dialog | x|
Select Status

Available: Selected: (2)
[Mo Entry] Open
Filled Qpen-Hotlob

Mew Req - Approved

Mew Req - Disapproved

Mew Req - In Approval Process
Offer Qutstanding

on Haold

wWithdrawn

=

Status: |Offer Outstanding v|

The Status under Applicant Criteria will be

L Status: [Multipl
The Status under Requisition Criteria will be st [Mutiple

Search

=

Click on the button to run the search.

The records that fit all the criteria will be displayed. If more than one record is found the results will

display in the List View. Otherwise, the single record found will display in the Application Edit View:
appcaton g view (O SR Y N T

Action History Attachments
=07 1B = ) o XD |

ID: 12¢

Greentree Systems, Inc,

oy

Applicant Name:

Address:

Status:

Source(s):

Meeland, Pat

I851 ME 34th Street
Seattle, WA 23105

Offer Cutstanding

Req Date:

Result:

Req Result Date:
Result Updated By:
Pre-screen:

C55 Required Docs:

Comment:

|03f13f2005| il
IReject AItemeLI
|12f22f2005 il

Pallack, Dave
nia

Mot Applicable

Job Tite:

Dept:
Recruiter:
Hiring Manager:

Req Status:

: 2005-013

Senior Administrative Assistant

MIS
Mercer, Michael M,
Greenberg, Caral

Cpen

18 1 Introduction and Overview
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Introduction to Actions
Actions are used for the various events that happen in the employment process, to update information
and provide any necessary output, such as letters or reports.

At whatever stage in the process an Applicant becomes a Candidate for a particular opening, the User
can log them to the Requisition. Select Log to Req from the Action Menu.

' Log to Source
4 Send Letter

. Sat Applicant Status TD:I -
¥ Log to Req I
Log to Requisition:l - |
App/Req Result:l - I
Comments:

File Edit ‘Miew Insert Format Table Tools |
[
The Set Applicant Status To field, if populated, wilu pdat e t he Status field on the
Often times the Applicant may already have the appropriate Status so this field will be left blank. If a new
Status is selected, it will overwrite the old Status upon execution of the Action. The App/Req Result field,
if populated, will update the App/Req Result field (on both the Applicant side and the Requisition side) for
the selected Requisition.

Pull down the list for Log to Requisition.

Select Requisition Mone oK Close
-
List | ranual |
Reg ID Feqg Date Job Title Reg Status Cpenings | Filled .
p |2004-003 Programrer/Analyst Open 1 ]
2004-004 Project Engineer Cpen 1
2004-005 Software Developrnent Mal Cpen 1
2004-00& Cre=zign Engineear Cpen 4
2004-011 03f02/2005 Senior Adrinistrative Asszig Offer Outstanding 1 ]
2004-016 Program Manager, Field EnCpen 2
2004-019 03f02/2005 Registered Murse Open 1

Select the Requisition (make sure the selection arrow in the left gray column is pointing at the record to

Ok Ok .
be selected). Choose to select the Req. Choose to run the Action.

For our most popular actions you may also run the action by selecting the corresponding picture located

Iabov_e tfi?.#ApplicaTnt rec_ord (in Edit_View onIy): —— A .
A el Dt e Fil |5l el

ID=|1:-'3 Entered:ltlS,-"ZE.-"ZDiD By: |css Updated: ||:|3f25f2|:|1|:| By: |

!

For Log to Requisition action you would select the
would appear, follow all other steps as normal.

button and the Log to Req Action dialog box
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Introduction to History
Select Regs Applied For from the History menu. NOTE: The total number of Requisitions applied for is

displayed here.

Applicant Edit ¥Yiew

action | Histary  Attachments
RRDIl Reqs Applicd For (4)

Reqs for Bonnie Cone Yiew Req | Delete I Save I Cancell Close I
Reg Job Title Recruiter Reg Date TP Score | TP Intuw Result Result Date
p (z005-032 Registered Murse- Operating Room|Cannova, Adrian [12/08/2005 Reject Experience 0zf08/z010
2005-007 Senior Adrministrative Assistant Mercar, Michael M12/07/2005 Reject Experience 0z/07 2010
2005-025 Registered Murse - Cath Lab Marcar, Michael M12/05/2005 Mew Applicant 12/05/2005
2005-018 Registered Murse Charnonix, Susar12/07/2005 Mew Applicant 12/07/2005

A list of all the Regs that this Applicant has ever been logged to displays at the bottom of the window.
There is a View Req button available to see more information about each Req. This button will open
another window over the Applicantdés base record

The User can examine some of the other History items while here or close the window to return to the
Applicantds record.

Introduction to Attachments
Click on Attachments in the menu bar to see a list of all the different types of Attachments for Applicants.

Attachments
5 Motes
Experience Summary (1)
Education Summary (1)
Licenses & Certificates (1)
Resume Text
Resume Image
~ CSSForm {5}
skills {9)
Objectives
Contact Info {3}
EEO
Document List {6)
CS55 Properties

Choose Notes from this list.
e [ Lo |

File  Edit
|{Muxluw, Kristina 12 /21 /2005 01:43 PM PST) - Bonnie is would prefer & Hospital setting over Clinics. A

Notes can be used to record miscellaneous information about a person, rather than scribbling on
resumes, Applications, or sticky notes.

If any existing Notes are available for this Applicant they will be displayed at the bottom of the screen.
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Introduction to Resume Processing

When Applicants apply, they are presented with and can quickly complete their CSS Profile by selecting
this optioné

USE RESUME TO CREATE AN ACCOUNT

When Applicants use this option, they can apply with and device and upload there Resume from these
Cloud Storage providersé

Choose file location

3§ My Computer $$ DropBox

¢@, OneDrive &, GoogleDrive

Under the Attachments menu, select Resume Image. Images are displayed using Adobe Acrobat. If this
software is not installed on the computer the image will not be able to be displayed.
Attachments
5 MNotes
Experience Summary {3}
Education Summary (1)
Licenses & Certificates
Resume Text (1)

Resume Image (1

Resume Image for Ricardo L Mactal... Claze
: = o el . - @ FD-im . 2 -
= MO D A L O - @ ED3- 10K - B e et

Ricardo L. Mactal
33 Chicago, IL 60004
santiago(@digitelone.com L
Home (630) 511-0014

OBJECTIVE: Well trained Professional Registered Nurse with expertise in Caregiver position, focusing
in nursing care: in hospital, hospice, psychiatric and rehabilitation.

Comments % AﬂachmerrlSIE Pages
|

WORK EXPERIENCE:

|||< (] tof ) >h|@ 39‘| ,j

Again from the Attachments menu, select Resume Text.
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Attachments

¥ Motes
Experience Summary {3)
Education Summary (1)
Licenses & Certificates

Resume Text (1

Resume Text for Ricardo L Mactal... Save [ Cancel | Close

File Edit Wew Insert Format Table Toals

Ricardo L. Mactal
33 Chicago, IL 60004
zartiago@digtelone com
Haome [6307511-0014

OBJECTIVE: Well trained Professional B egistered M urse with expedize in Caregiver position, focusing
in nurzing care: in hospital, hospice, peychistric and rehabiltation.

WiORK EXPERIENCE:

Wilzon Hospital — Darian, IL

Emergency Room BM 1052000- 1052001

Trained with em ergency response team. Facilitated the access, treatment, and transferfrelease phases for
assigned patients. Maintained patient record s consistent with hospital guidelines. Assisted in P ublic

This document is a simple text file that would have been entered one of three ways. First, an Applicant
may have pasted a text copy of his/her resume into their online Application. Second, they may have
emailed a resume into an inbox that is processed into the system. Third, the resume text may be the
result of a scanned resume that went through Optical Character Recognition (OCR).

Resume Text can be searched. However, resumes that went through OCR may not be perfect, due to
OCR errors.

Introduction to Reporting

There are two ways to run reports in the iGreentree database. Reports may be run after conducting a
search thus including only those records found from the search. Reports may also be run from
ReadyReports and include search criteria within the report definition.

Select ReadyReports from the main menu, then choose Report List.

ﬁ. iGreentree

Hot Items
Applicatons
Applicants
Requisiions

Sources /Expenses
Hiring Mgrs
AdvancedSearch
ReadyReports

Report List
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While highlighting the All Open Positions report, select View Report from the Action menu to see what this
report looks like.

Action

When prompted for a report format, select one of these options.
el Report Format -- Webpage Dialog -

Report Format Run Cancell Close

Output Type: | ... .+

Comma Separated Values (CSV)
Crystal Report Viewer

Excel

Excel Tabular

HTML

Rich Text Format

Word for Windows

XML

Click the R button. It may take a minute for the system to build the report.

el Generating Report/Letter -- Webpage Dialog -

Generating Report/Letter Cancel Report/Letter Request

Please wait...

mmlimrmmd Ti=k T I0amim Mata T Ead Makal 1

iGreentree v8.4 User Manual Introduction and Overview { 23



Req. No.

2004-003
2004-004
2004-005
2004-006
2004-011
2004-013
2004-016
2004-019
2004-020
2005-005
2008-006
2005-007
2005-008
2008-012
2005-013
2005-016
2008-018
2005-019
2005-020
2005-042
2005-050
2005-051

2005-054

All Open Positions

Position

Frogrammerinalyst

Project Engineer

Software Develapment Manager
Design Engineer

Senior Administrative Assistant
Sales Support Assistant
Frogram Manager, Field Engineering
Registered Murse

Senior Administrative Assistant
Sales Manager

Administrative Assistant
Administrative Assistant
Registered Murse

Technical Support Representative
Accounting Assistant

General Surgeon

Accountant

Medical Technician

HR Generalist

Registered Murse- Cath Lah
Renistered Murse- Operating Room

Afuture Position Nurse position (may
not be currently available)
General Surgeon

al

. ANl Open itie printed on 1222005

Showing Days Open Based on Requisition Date Received

Department

IS

Engineering

WIS

Engineering
Accounting
Surgical Services
Engineering
Critical Care Unit
WIS

Surgical Senvices
Surgical Services
Surgical Services
Critical Care Unit
MIS

Accounting
Hospice
Accounting
Patient Care Unit
Human Resources
Hospice

Critical Care Unit

Hospice

New/
Replace Replacing

Replace Kathy Billingham

Replace  Mary Solomon
Replace  TomWicker

Mew

Replace Michelle Ali

Mew

Mew

Mew

Mew

Mewy

Mew

Mew

Mewy

Mew

Replace  Tarmmy Elliott
Mewy

Replace

Grade

25
23
25
24
16
15
23
24
16
24
16
16
22
25
16
24
15
22
24
15
15

24

Recruiter

Katherine Knox
Michael Mercer
Katherine kKnox
Michael Mercer
Michael Mercer
Adrian Cannova
Michael Mercer
Susan Chamanix
Michael Mercer
Adrian Cannova
Michael Mercer
Michael Mercer
Michael Mercer
Katherine Knox
Susan Chamonix
Katherine Knox
Adrian Cannava
Susan Chamonix
Adrian Cannova
Adrian Cannava
Adrian Cannova
Katherine Knox

Received

02045M4
02044
04108/04
050704
0907m4
10001704
11/04/04
11i28m4
12108104
0172405
01724048
01124105
0101405
01/25mM4a
01126/05

Page 1

An additional browser window opened to display the report, close it when you are finished viewing.

Exiting the System
To exit the iGreentree Employment System, select the Exit button from the Main Menu, then choose Exit

Application.

9 iGreentree

Hot Items
Applications
Applicants
Requisitions
Sources/Expenses
Hiring Mgrs
AdvancedSearch
ReadyReports
Maintenance

Req Templates
App Templates
User Preferences

Exit

Exit Application

Days
Opern

635
626
fi24
593
470
446
412
298
381
a3
an
3
341
330
329

o o o o o oo

Exiting improperly may possibly prevent another User from logging in. When a User logs out improperly,
they are still logged into the server and are holding a User seat.
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Hiring Manager's View
The Hiring Manager mobile module enables managers to enter and record their own Requisitions. In
addition, they can review Applicants that have been approved by HR.

The Hiring Managers will access Hiring Manager Module using any device and browser. They will need
to be provided with the URL for the Hiring Manager Moduled ®cation

Hiring Managers will be given their own Usernames and passwords for the Hiring Manager Module.
Usernames and passwords are set up for each Hiring Manager record.

The Hiring Manager can log in by entering a valid Username and password and clicking Sign In.

# Greentree Systems, Inc.

@

.\lr; § ) &? o ;
J‘lé " ? ﬂ{i ?

Change Password

Add Requisition My Requisitions Pending My
Approval

Find Applicants New Applicants View Offers Request Offer

‘Add Requisition

The Hiring Manager can add a Requisition by clicking
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A new screen will be opened and the Hiring Manager may start to enter data for a new job opening. This
entry can include basic information about the position (such as Job Title, etc), Job Description and
Qualifications, Skills, Pre-Screening Questions, selection of Approvers and Committee Members.

# = Required Entry.

* Job Code * Job Title Job Group Exempt/NE
v v v
Department Admin Area Account Unit Location
v v v v
*FTE * FulliPart * Reg/Term * ghift
v v v
* Schedule *BBP * New/Repl Grade

SalaryClass PayPlan PayFreq =3 Hiring Manager

If the Hiring Manager does not have all the information available or cannot finish entering all the data,

Finish Later _ o
he/she may choose . The information is saved and the User can return to complete the

new Requisition by clicking Add New Req.

After entering all the data for a new job opening, the Hiring Manager must choose , He/she
will receive a confirmation that the Requisition was successfully entered. If approvers were designated,
the first approver will receive an email notification that approval is needed. Each time a decision is made
by an approver the originating manager will receive an email notification. If it was a decision to approve,
the next approver will also receive an email notification. This process will continue until either an
approver disapproves or until all approvers approve. If all approvers approve the Requisition an email is
sent to Human Resources.

NOTE: Once the new Requisition has been submitted, the Hiring Manager can no longer edit the
Requisition. If it needs to be edited, it must be done by an HR User in iGreentree.

The entered Requisition will be visible in iGreentree for User review even as it is going through the

approval process. To view, the user must choose Requisitions QuickSearch.
Requisitions

Find By Reag#

QuickSearch

Then, in the Status field, select a code that reflects an in-process status (such as In Approval Process)

ang cick 288h]

If several Requisitions are found, it is easier to switch to Edit View and review them one at a time.
The various Attachments can be viewed to verify all information was entered correctly. The User can
decide if this Requisition should post to Candidate Self-Service and take the appropriate steps to make
that happen.
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I1| 4]z of5 [»[p] List view ‘ Mew Search | Summary | | Close |

Action History Attachments Greentree Systems, Inc.
wCEE EEEIE NN
Entered=| By:| Updated: | By: | A
Req:l Status: |New Feq - In Approval PrE Filing Systen: |

Job Code: lm[i Position Ctd#: | Total Dpenings: ’1— Total Filled: IU—
Job TIHE:lRegistered Murse- Critical Care Unit
Dept: |Critical Care Unit E] Reg/Temp: liE] Approved: ’7
Division: | E] Exempt/NE: W E] Deadline: '7
Location: |Metrop|ex Center E] Full / Part: IPRNiE] Posted Intermnal: lm
5al/Grade: |:|_57 B New /Repl: li E] Posted External: ’m
FTE: lni Replacing: |
Shift Code: liE] Posting Category: |Nursing-RN E]
Schedule:| Recruiter: |Knox, Katherine E]

Job Group: |z E] Hiring Manager: |_‘|ohnsgn, Hugh E]

| Hiring Mgrs See all Apps

Job Description for 2005-031 Analyze Close

File Edit View Insert Formak  Tools

£

his professional staff parson is responsible for performing assessments, developing a plan of care, implementing and A
evaluating the care. The RN administers medications and treatments as ordered by physicians and in keeping with the
current clinical nursing practice. The RN is respansible for directing and monitaring the care delegated to non-licensed

The Hiring Manager can use the Hiring Manager Module to approve Requisitions and view submitted
Requisition status. In addition, the Hiring Manager can also review the Applicants who have applied for
their positions that were approved by Human Resources.

D I N

Reg # Job Title Status Entered @ Recruiter Hiring Mgr Apps
2018-969 Director of Education - theVillage Open 06202017 € poitock D Q) vier Jane
2011-409 Administrative Assistant Job Description 037282011 ° T ° Draper, John

Requisitions waiting Approval. Hiring Managers are sent an email regarding Reqgs needing Approval
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Hiring Managers can also submit offer requests to Human Resources via the Hiring Manager Module and
check on the status of those offers.

Request Offer:

# = Required Entry.

*For Requisition *Select Applicant * Offer Amount * Offer Date

- - -
Total Bonus Bonus Payment Amount 1 Bonus Payment Date 1 Bonus Payment Amount 2

-

Bonus Payment Date 2 Start Date Orientation Date Applicant Status

- - hd Offer Qutstanding -
Requisition Status Result for this Req

Offer Outstanding - Offer -

Submit Clear

Applicant View (CSS)
The Candidate Self-Service module (CSS) allows Applicants the option to apply on-line, set up job alerts,
and check the status of their Application.

Greentree Systems, Inc.

Find Jobs Application Status ~ Job Alerts My Profile

Career opportunities

Our vision at Greentree Systems is simple...to
transform Talent Acquisition for the benefit of
the people and customers we serve. The
transformation requires talented individuals like
you at Greentree Systems, Inc.

About Greentree Systems, Inc.

At Greentree Systems, Inc., we value our employees and help them foster an environment where all people are treated with respect and are highly
motivated to excel. Our employees come from all over the world, and with our diverse backgrounds we work together to provide exceptional
support to the customers we serve.

Search Our Jobs Jobs By Category (73 ]Jobs found)
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The Applicant can first create their online profile which consists of their education, licenses/certificates,
work history, etc. and save it. Once this information is saved it can be used to apply to multiple jobs
without the need to re-enter the information. The Applicant also has the option of going directly to find a
job in which case the profile information will be saved when the Applicant actually applies to a specific
job.

The Applicant has several ways to find jobs from the Welcome screen.

Search Our Jobs Jobs By Category (73 ]Jobs found )
Keyword: Professional Services
Q B 19 Jobs found

Clinica
. 13 Jobs found
Position Type

- Any Position Type -- v Engineering
4 Jobs found
Full/Part Time Service
. - . 16 Jobs found
— Any Full/Part Time -- %
Facilities
- S obs
Location: # Jobs found
- Any Location - A Building Systems
12 Jobs found
Department: New This Week
- = Mo Jobs found
— Any Department — ' :
Division VIEW ALL JOBS
— Any Division — '

FIND JOBS

Regardless of which method is used to search, the Applicant will be presented with the Requisition(s) that
match his/her search criteria.

Find Jobs Application Status ~~ Job Alerts My Profile

Search Jobs Results Available Positions: @@

Y Filter
Joh Title = Location Schedule Department Division Job No.
A/R Specialist Dallas, TX M-F, 8AM - 5PM Accounting Finance 2018-921
A/R Specialist Dallas, TX M-F, BAM - 5FM Accounting Finance 2018-931
Accounting Supervisor South Carolina 40 hours Accounting Finance 2018927
Accounting Supervisor Hawthorne, C4 40 hours Accounting Finance 2018929
Admin. Assodiate lll, Instruction Virginia Instruction Office of Instruction nfarmation Services 20718-983
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From this screen, the Applicant can choose to review more specific details for a Requisition by clicking
the Requisition number to the left of the Job Title.

Find Jobs Application Status ~ Job Alerts My Profile

To apply for this A/R Specialist, Full Time position, click on Submit Resume or Complete Application .

#{Return to Previous Page E¥4 Email this job to a friend

Job Detail

Job Title: A/R Specialist Job Number: 2018-921
Closing Date: Organization: Finance
Location: Dallas, TX Schedule: M-F, 3AM - SPM
Department: Accounting Status: Full Time

Job Type: Regular Grade: 16

Complete Application Submit Resume

Job Description:

This position aversees daily operations and ensures compliance with policies and procedures in the areas of general ledger and accounts payable.
The position is responsible for supervising the accounts payable staff and staff accountant.

JOB ACTIVITIES/DUTIES:

¢ Supervise day-to-day operations of the Accounts Payable Department

* and staff acconntant.

The Applicant can choose to apply for the position by completing the Application or return to the list of
Requisitions to review a different position. When the Applicant applies, the information entered is stored
in the Appl (Mg Rrofile)desordprri@dentrees If that Applicant returns to CSS and applies
again later the stored information in their profile will be used to create a new Application so that the
returning Applicant can simply update the information versus having to re-enter it.

Contact Information @ Fill from my resume ~ v Education @ Fill from my resume ~ v

Professional Licenses and  _. v . ) v
o Fill from my resume ~ Work History Fill from my resume ~

Certifications

<

Resume @

Related Questions @ v

Voluntary Survey h

The Applicant has one final opportunity to review and edit the different sections of their Application just
prior to submitting their Application.
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* | have carefully read the above Information Acknowledgement and |

understand and agree to all of the statements.

IMPORTANT NOTE REGARDING E-SIGNATURE: By typing your full name below and submitting this application, you acknowledge and

agree that your typed name represents your signed name (signature) and that you intend for this electronic signature to have the same
force and effect as a manual (handwritten) signature.

*FULL NAME - ELECTRONIC AUTHORIZATION

1/21/2022

SUBMIT CANCEL

Each of t heApplqatph formsaaretadtessible by HR Users in iGreentree under Attachments.
A User can go to the Attachment Menu for an Applicant/Applications and choose Document List to view
the Applicant& most recent documents

Attachments
Applicant Notes
Experience Summary (1)
Education Summary (1)
Licenses & Certificates (2)
Resume Text (3)
CSSForm (1)
Iloocument List (5)

Type

Date Created

CS55Form

11/24/2020

Resume Attachment

11/10/2020

p [Resume in Word format (.D

11/24/2020

Resume Text

11/10/2020

OR go to CSSForm to view the Applicantd s mo s t Appli@atore. n t

Job Titde:

Sr Information Security Engineer
IS Administration
st

Active Regular FT (72 to 80 hours per pay period)

2020-1289
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Applicants who apply via CSS can return to the site later and check on the status of any Applications that
were submitted either from the Welcome screen or the My Home Page screen .

Find Jobs  Application Status  Job Alerts

My Profile L Kevin Fowler ~
Application Status
Job Title Date View  Status Status Job Attached Documents Withdraw
Applied App Date Number Application
Senior Research Coordinator - Westside 03/09/2021 &= Incomplete 03/11/2021 2021- - Hide Documents
Community Behavioral Health Application 0333 Resume in Word format

(.DOC) [View]
Ambulatory RN 2 - Hepatology Clinic 02/26/2021

(il

More Qualified 03/19/2021 2021-
Candidates 0320

If an Applicant does not see any positions of interest, he/she can set up Job Alerts that will email the
Applicant when positions are poated that
Find Jobs Application Status Job Alerts

match the Appl

My Profile L Kevin Fowler ~

Current Job Alert Criteria v Latest alerts sent to you that are still available
Job Alerts notify you of newly available positions via email. To receive Job
Alerts, click the drop down arrow to the right and select your criteria . o
Your active job alerts will be in effect until 04/21/2022. Title View App Job Mt ber Notifled
Turn Off No Data Available.

Position Type:

Allied Health

Department:

10 East Tower - MICU

Specialty:

Account Resolution

Shift:
3rd

Keyword:

runner
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Requisition Management - Hiring
Manager Module

Objectives

This chapter is for anyone who will enter Requisition data, or wishes to become better acquainted with the
fields on the Requisition base form and how to use those fields. After completing this chapter, the User
will be able to:

Set up Hiring Managers in iGreentree

Enter new Requisitions via the Hiring Manager Module

Review and Approve Requisitions via the Hiring Manager Module

Review logged Applicants via the Hiring Manager Module

View and Make Offers to Applicants via the Hiring Manager Module

Hire Applicants via the Hiring Manager Module

Find Applicants logged to Requisitions

=4 =4 =8 -8 -8 -89

Hiring Managers and iGreentree

Hiring Manager information is entered into iGreentree to enable the routing of Applicant information,
reporting on Requisition activity, and if applicable, provide them with a User name and password to
access and manage their designated Requisitions via the Hiring Manager Module.

Entering Hiring Managers

The Hiring Managers within iGreentree should be people within the organization, who are not Users of the

iGreentree Application, but need to enter Requisitions for approval and/or record job openings. Hiring

Managers can have Requisitions assigned to them; Applicantdatac an be ORouted6 to them,
recording of o6lnterviewd and 60fferd (Hire) details.

To create a Hiring Manager record in iGreentree, select Add Hiring Mgr from the Hiring Mgrs menu.
Hiring Mgrs

Quick Search

Add Hiring Magr
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MNew Hiring Manager -

Greentree Systems, Inc.

Name (F /M /L): || | |

Title: | Status: | E]
Address: | Division: | E]
| Dept: | E]
City: | Location: | E]
state: | [*] zip: Recruiter: | i

User Mame: |
Password: | E]

Comments: |
The New Hiring Manager screenwi | | di splay. Enter the Hiring Manager 6s

Save

The system will perform a duplicate check to make sure this Hiring Manager does not already exist. A
record will be flagged as a duplicate if the Name AND Title match an existing record. If a duplicate is
found a message will be displayed:

Select OK on the message window and go to Hiring Mgrs | QuickSearch on the main menu to find the

original record and update as appropriate.
Hiring Mgrs

QuickSearch

£dd Hirvimg Mar

If the Hiring Manager is a new person, the system will save and create a record. Once the Hiring
Manager is initially saved, the Entered and Entered By fields are populated automatically.

Entered: By: |

In addition, the Contact Information fields are now displaying: Home Phone, Work Phone, and Email.

Hiring Manager Data

The remainder of the fields on the Hiring AMlanager 6s r e
minimum, Hiring Manager records in iGreentree need to have the following fields populated: FirstName,

LastName, Title, Status=Active and a valid Email address. If using the Hiring Manager module, the

Status, User Name and Password fields must also be completed.

Email
The Email field is required if the Hiring Manager is to have Applicant information Routed to them, or if
they are going to use the Hiring Manager module.

Email: |emai|.address@gnurcnmpany. com

Status

The Status field is used to indicate if the Hiring Manager is currently active and is a valuable field to utilize
when creating Hiring Manger reports. Once a Hiring Manager has changed positions or has left the
company, the Status should be changed to Inactive, as this will allow iGreentree to keep this managers
Applicant and Requisition information, but will exclude them from current reports if the report is designed
to only include Active status managers. An Inactive status will also disable their access to the Hiring
Manager module.

Status: |Active (]

User Name and Password
If the Hiring Manager module is to be used, a User Name and Password need to be entered. It is
suggested that a standard User Name and Password assignment convention be determined so that it is
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easy for a Hiring Manager to remember, or for a Recruiter to assist them in remembering their
information. Password length and complexity can be controlled in System Settings. However, passwords

cannot be set as fApasswordo nor can it be a variation
User Mame: |kmu><|nw :I:
Password: |-|ooo-|ooo-|o E]
To enter a password select the E] button, a password entry and confirmation window will display.
Confirm Password oK Close
Password: |

Confirm Password: |

To change the password assigned to the Hiring Manager select Action, Change Password.

Action History Atta

Send Letter
. »{ Hiring Mgr Reports

4l Change Password

A new window will display that will allow you to change the password.
Change Password OK Cancel

Password: |

Confirm Password: ||

NOTE: Greentree recommends that you clear the User Na

should they no longer need access to the Hiring Manager module & also change their SEMEE 10 Inactive.

When finished click OK to save your changes.

[

located on the toolbar.

You may also run this action by selecting the quick launch button Bf

Other Fields
The remainder of the Hiring Manager fields may be completed as desired. For instance, if reports will
contain the Hiring Manager 6slotatoofait elodh, obeeacaheHitoi ©@ mli

record.
M[4]4 o= [»][M] List view | | New Search | Close |

Action History Attachments Greentree Systems, Inc.
&
Entered: | By: | Updated: | By:
Name(FfoL]:lCarcI | |Greenberg
Title: [Finzncial Systems Supervisor Status: [active -]
Address: [i1=il Stop 43-E Division: [Finance -]
[ Dept: [Accounting -]
City: | Location: [atlznts -]
state: | (v] aze:| Recruiter: [Mrcer, Michasl M. -]

Home Phone: | User Name: |Carc|

‘Work Phone: |

Email: |Cgreenberg@iGreentree.:cm

Comments: |
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Requisitions in Hiring Manager Module

Requisitions can be entered into iGreentree in two ways: directly entering into iGreentree by HR Users, or
entered via the Hiring Manager Mobile module by the Hiring Manager.

Logging In
Hiring Managers can enter and record their own Requisition activity with the Hiring Manager module.

Access to the Hiring Manager Mobile module is usually attained via a direct link. If a direct link is not
available, the User can type the URL into the address field of any browser. Check iGT Support or with
the web server administrator if unsure of the internet location (URL).

Enter the User Name and Password of a valid Hiring Manager in the Hiring Manager login screen.

ring Manager login
ng gl

X a0

Password:

The first screen a Hiring Manager views upon successful login has the main menu to the left and a
welcome message to the right.

Add Requisition My Requisitions Pending My Approver Change Password

Approval

Find Applicants New Applicants View Offers Request Offer

Submitting a Requisition
To begin the Requisitioning process, the Hiring Manager clicks on the Add Requisition tile.
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This will bring up the Requisition Add New Req form.

* = Required Entry.

* Job Code * Job Title Job Group Exempt/NE

v v v
Department Admin Area Account Unit Location

v - v -
*FTE * Full/Part * Reg/Term * shift

- v -

* Schedule *BBP * New/Repl Grade

- - v
SalaryClass PayPlan PayFreq * Hiring Manager

The Hiring Manager will have the following options:

o | i

The Submit option will submit the Requisition to iGreentree and begin the approval process if all required
fields on the Add New Req form have been completed and one or more approvers has been specified.
Once a Requisition is submitted, the Hiring Manger cannot edit the fields.

The Home option = navigating away from the page without saving.

The Finish Later option allows the Hiring Manger to save a partially completed Requisition and return later
to complete it and submit it. This message will appear fRequisition successfully saved for later
completion. Select Add Requisition to continue working on this requisition/a

Data Entry on the Add New Req Screen
There are many pieces of information that can be collected from the submitting Hiring Managers. This
information will be entered into one of three types of fields.

Text Fields
These are free-text fields. Notice there is no select list icon for these fields, since it is not limited to a pre-
set list of code values. The red * = field is required.

Coded Fields
These are fields whose values are limited to a pre-defined set of code values.

Only values displaying when the - may be used to populate the field. The red * = field is required.
= Job Coda

w

Auto-Fill fields

Some coded fields may be set up to populate related fields automatically. The Hiring Manager may have

the option to override any items that are auto-filled. iGreentree Maintenance | Codes is where auto-fill

information is identified. For example, JobCode is a coded field that has the auto-fill feature by default.

JobCode will auto-fill the below identified fields on the Add New Req form with the information displaying

in the o6Valued column when the Job Code value 00123456
namewithan 6 ( A) 6 af t er -illfieldiif thelinfarnaatioa s pravided.a ut o
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=49 JobCode
€ 00000 - RN (Pool)

£ 23455
© 33333

£ 45678
55555 - Accountant
£ 66666 - Surgeon

Additional Info for "012

345 - Programmer I"

Column

Walue

3012345 - Programmer I

AszezsmentInterviewID

2 222232 - Technical Support Representative

AzzezementPreviewlD

ExemptME (A)

Non-exempt

2 44444 - Sales Manager

Grade (&) 16
HiringMgrReqTemplate (&) |Programmer I
JobGroup (A) 7

Title (A)

Programmer I

Entering data on this field will populate other fields such as Job Title, Job Group, Exempt/NE, and Grade.

OHi ringMgr ReqTempl ate(A)

populate all other Requisition fields and Attachments including: Job Description, Job Qualifications, Skills
and CSS Questions. This feature will save time and increase data accuracy and consistency.

Adding Skills to a Requisition

The Hiring Manager can select desired Skills for Applicants applying to their Requisition. These identified
Skills are the skills that will be presented to all Applicants who apply on-line for the Requisition. Skills are
added by highlighting the desired skill(s) in the Available list and clicking on the skill name,

AART

Accounting

AcctzRec/Accts Payable

Acute Care
Administration

AlX

Ambulatory Surgery

ke

Adding Questions to a Requisition
Manager

The Hiring

sanesabequesbvi add
on-line for the particular Requisition. Some questions can have answers weighted based on the

bhat

appropriateness of the answer in qualifying an Applicant for the Requisition.

CSS Questions are added by selecting the Add Question button on the Add New Req form.

Add Question Edit Questions

Questions

A Question Type window will display. There are four (4) types of questions (shown below).

i dmplate infiGreerdreed¢hat camkelpst i n g

be
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Select Question Type 0

Eg. Do you have an MBA Degree?
Yes or No 1.Yes, 2.No

Eg. What is your preferred type of work?
Multiple Choice 1. Full-time, 2. Part-time, 3. Temporary

Eg. Please describe your supervisory experience.
Essay

Eg. How many years of supervisory experience do you have?

Single Entry

Yes/No Question Type:

This question type allows a question to be asked
or 0 No éntering thé dquestion of interest in the box provided, the Hiring Manager needs to assign a
weight to each response that would indicate a preference in how an Applicant responds to the question.

The weight can be translated to the following point values (set as defaults):

Highly Desired = 6

Desired = 4

Nice To Have =1

Ignore = 0 and

Must NOT Have = -1, Applicant does not pass the pre-screen (does not meet all minimum qualifications)

Enter Yes Or No Question

Enter Question

Answer choices and relative weig
v [Select]
Desired

Highly Desired

Ignore

Must NOT Have

Nice To Have

When finished, select the m button.
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Multiple Choice Question Type:

This question type allows a question to be asked of the Applicant that would have a list of possible
answers. After entering the question of interest in the box provided, the Hiring Manager needs to define
the possible answers and assign a weight to each answer that would indicate a preference in how an
Applicant responds to the question.

Again, the weight can be translated to the following point values (set as defaults):

Highly Desired = 6

Desired = 4

Nice To Have =1

Ignore = 0 and

Must NOT Have = -1, Applicant does not pass the pre-screen (does not meet all minimum qualifications)

{

Enter Multiple Choice Question:

Enter Multiple Choice Question

Answer choices and relative weights

v [Select]
Desired
Highly Desired

Ignore
Must NOT Have

Nice To Have

[Select] =

When finished, select the button.

Essay Question Type:
This question type allows a question to be asked of the Applicant that requires a brief explanation and
could not be answered in using one of the other question types. Enter the question of interest in the box

provided and select the button.

Enter Essay Question:

Enter Essay Question
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Single Entry Question Type:
This question type allows a question to be asked of the Applicant that requires a minimal text, number or

. . . . Subrmit
date answer. Enter the question of interest in the box provided and select the s button.

Enter Single Entry Question

Enter Single Entry Question

Once the questions have been added to the Requisition, the Hiring Manager can select Edit Questions.

Edit Questions

Editing the questions can be as simple as re-ordering i highlight a question and click on the Up or the
Down buttons provided, they can completely Remove a question from the Requisition, or they can modify
the answer selection and weighting presented to the Applicant when they apply for the Requisition on-
line. Once all edits are completed, select Save.

Adding Approvers to a Requisition

The Hiring Manager can also identify Approvers for their Requisition. The individuals selected will receive
an email notification that they need to review a Requisition for approval. To add approvers the Hiring
Manager will click on the Add/Remove/Reorder Approvers button.

Add or remove Approvers

Approver

The Requisition Approvers screen will display. To add Approvers, highlightthe Approver 6 s name and
the top arrow to move the name from the Available list to the Selected list. To remove an Approver from

the Selected list, highlight their name and select the lower arrow.
Highlight a name and click or touch it again to add to Selected Approvers

Atreaya, Neel Cannova, Adrian
(NAtreaya@iGreentree.com) (ACannova@GreentreeSystems.com)

Bergman, Pam
(gopreviewdp@hotmail.com)

Brelsford, Mark
(MBrelsford@iGreentree.com)

Chamonix, Susan L.
(SChamonix@GreentreeSystems.com)
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Select Approvers in the appropriate approval order. The first name on the list will receive the first notice
to approve; the second name on the list will receive the second notice, and so forth until all Approvers
have approved.

Add or remove Approvers

Cannova, Adrian (ACannova@GreentreeSystems.com)

Bergman, Pam (gopreviewdp@hotmail.com)

Atreaya, Neel (NAtreaya@iGreentree.com)

When all Approvers have been selected and are listed in the appropriate order, move to the next section.

Adding Search Committee Members to a Requisition

The Hiring Manager can also designate other Hiring Managers to use the Hiring Manager Module to
comment, review and/or update the Applicants that apply for a particular position. The individuals
selected will receive an email notification. To add Search Committee Members the Hiring Manager will
click on the Add Members button under Search Committee.

The Search Committee screen will display. To add Committ ee Me mber s, highlight the
and double-click to move the name from the Available list to the Selected list. To remove an Approver
from the Selected list, highlight their name and double-click.

Afreaya, Neel - Bergman, Pam -
Cannova, Adrian Brelsford, Mark

Chamonix, Susan L.

Colling, Andrea

Doe, Jane

Dominguez, Ken

Please note that for individuals to be included in this list they must be set up as Hiring Managers in
iGreentree. In addition, they will need to be assigned Hiring Manager User Names and Passwords so
they can log in and view Requisitions for which they are Search Committee members.
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The selected Search Committee Members will be displayed under Search Committee.

Committee Member Security

Atreaya, Neel Read Only w @
Bergman, Pam Read Only w @
Brelsford, Mark Update  w @

The Hiring Manager must now select a Security level (default is Read Only). There are two levels to
choose from:

Read Only - Allows the Committee Member to view the Applicant and all available documents. As well
as enter comments, which can be viewed by other Committee Members, including the Hiring Manager.
Update - Allows the Committee Member the same privileges as Read Only, plus they can update the
App/Req Result and App/Req Result Date for Applicants or add additional Search Committee members if
necessary.

To remove a single Search Committee Member click on the @ next to the Committee Memb
. . Remove
To remove all Committee Members from the list select.

Submitting a Completed Requisition

Upon completion of the Add New Req form the Hiring Manager will need to [E] subenk |the Requisition to

complete the submittal process. Fields marked with a ™ are required. A Hiring Manager must fill in all
required fields for a successful submittal. If a required field has not been completed, and an attempt is
made to Submit, an error message will appear.

demo.igreentree.com says

sorry,
Job Code is a required entry.

Please enter and try again.

When a Requisition is added the Add New Req form will close and the Hiring Manager will receive a
confirmation that the Requisition was successfully added, and which Attachments were completed at the
time of submittal.

« Added Job Description.

« Added Job Qualifications.

& Added Skillis).

« Added Approver(s).

« Added Question(s).

« Added C55 Additional Linkis).

« Added C5S Uploadable Document(s).
« Added Search Criteria.

« Mew Req: 2013-1008

iGreentree v8.4 User Manual Requisition Management - Hiring Manager Module { 43



Adding Documents to a Requisition

After the Requisition has been submitted, the Hiring Manager can add documents to the Requisition that
can be viewed and used by the Approvers during the approval process. To add a document to a
Requisition, the Hiring Manager clicks on the My Requisitions tile from the Main menu.

A Iist of all the Userds Requisitions appears.
P X

R - = el _ . _

e O O

““ : & i

b
o
Click on the : under the Apps column. The Review Req form appears for that specific Requisition.

My Requisitions Senior Office Specialist (2018-1008) ]

& REVIEW REQUISITION

Add o

Click on the button on the Review Req screen. When the Add Document screen appears,
select the Document Type and locate the file to be uploaded.

Add Document

Select Document Type *

[Flease select document type] w

Choose File | Mo file chosen

= -

Click on the m button to upload the document. When it has been uploaded successfully a status
message will appear.
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To delete a document from a Requisition, click the

Other PDF

. By

« Type

Other POF

ew Document

* File Name
tesi20221241124400 pdf
* Date Created

« AT
2412022

'By

Kevin Fowler_Recruiter

@

" located to the right of the document followed by0

Approval Process and Approval Audit of the Completed Requisition

Once the Requisition 'Submit' has taken place, multiple emails may be generated (depending on
Approver and Search Committee information entered). The first email is sent to the Initiator (Hiring
Manager) stating the Requisition has entered the approval process. The next email is sent to the first
Approver attached to the Requisition. The final email is sent to the Search Committee Members. Please
refer to the Hiring Manger Module and Letters Maintenance for information regarding the creation and
modification of letters used by the approval process and Search Committee features.

After the Requisition has been approved by the first Approver another two emails are generated. The first
is sent to the Initiator giving them an approval status update. The second email is sent to the next
Approver. This series of emails will continue until the final Approver is sent an email.

Upon final approval, two final emails are generated. One is sent to the Initiator stating the approvals have
been completed. The second is sent to the Recruiter designated on the Requisition. At this point, the
Recruiter would typically review the record and make necessary changes including (but not limited to)

changing the Statust o an

| sOpenod

Category information for the candidate site(s).

v al

ue

and

ent er iPostngt h e

In the event one Approver decides to reject or not approve the Requisition, only the Initiator will receive
notification that the Requisition has been 'Not Approved.' If the Initiator needs to make changes and then
continue with the approval process they will need to contact the assigned Recruiter. If requested by the
Initiator, the Recruiter can then go into iGreentree and make modifications to the original Requisition.

Once the changes are completed, the Recruiter should change the Status value to 'New Reg-In Approval

Process. d They

wi | | Attachmerds | Apprevers menu ogtion, ¢changetthe épprover's

(the one who rejected) Approval Status from 'Not Approved' to 'Not Reviewed." In doing this, the system
will again send a notification to the rejecter ('Send Notification' should NOT be selected), to have them
approve the modified Requisition. Once they approve, the approval process will continue on as described
above. The complete approval audit trail can be viewed by the Recruiter under the 'History' of the

Requisition.
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History Attachments

Applicants

Postings
Holds
Offers
Expenses

Approvers Audit (6

Approvers Audit For 2005-040 Close

Transaction | Approver Approval Status Status Date |Entered By Updated By
p |Edit Bergman, Pam Approved 04/15/2010 |Greenberg, Carol Griffin, Peggy

Edit Myers, Gary Approved 04/15/2010 |Greenberg. Carol Griffin. Peggy

Add Fowlar, Kevin Not Reviewead 02/17/2010 |Griffin, Peggy

Add Griffin, Terry Not Reviewead 03/17/2010 |Griffin, Peggy

Add Bergman. Pam Not Reviewsd 03/15/2010 |Greenberg. Carol

Add Myers, Gary Not Reviewead 02/15/2010 |Greenberg, Carol

NOTE: There are two options for setting up the approval process in Hiring Manager. In Maintenance |
System Settings there are two types of 'Req Approval Process Type' - Parallel and Serial.

Parallel: All designated Approvers must review and approve the Requisition.

Serial: Designated Approvers are assigned an approval hierarchy. For example, if Approver3 approves
the Requisition, this will override the need for Approverl and Approver2 to review and approve the
Requisition.

There are two ways to a Recruiter can override the originally designated approval order if necessary. The
Recruiter can go to the Attachments | Approvers menu item to access both methods.
Attachments
3 Notes

Job Description (1)

Job Qualifications (1)

Search Criteria (12)

CsSS Additional Links

CSS Questions (4)

CSs skills (14)

CSsS Uploadable Documents

Document List (2)

Approvers (6

The first method is using the Reorder button in iGreentree which changes the sequence in which the
approvers are notified but still requires all approvers to approve the Req. The new order is not saved until

Save L . o
the button is clicked on the Approvers For screen. For example, two managers are identified

as Approvers, however, manager 1 is on vacation but waiting for manager 1 to return is not an option,
and Requisition approval must move forward. The Recruiter can select to move manager 1 above
manager 2 in the approval sequence. Manager 1 can give the final approval upon returning.
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Approvers For 2005-040 Delete |Ser1d Notiﬁcation| | Close |
Approver Approval Status Status Dats Enter=ad By Updated By Comments
Myers, Gary Approved 04/15/2010 Greenberg, Carol Griffin, Peggy
Bergman, Pam Approved 04/15/2010 Greenberg, Carol Griffin, Peggy
Griffin, Terry Not Reviewad Griffin, Pegagy

|} Fowler, Kevin

The second method is using the

Not Reviewad

Send Notification

Griffin, Peggy

button in iGreentree is a way for the Recruiter to
override the originally designated order. For example, two managers are identified as Approvers,

however, manager 1 is on vacation but waiting for manager 1 to return is not an option, and Requisition
approval must move forward. The Recruiter can select to Send Notification to manager 2, who can
approve the Req. In Serial mode, this will bypass the need for manager 1 to approve the Req at all.

The Send Notification button is also a way to re-send an approval request notification if it was lost or

accidentally deleted.

Approvers For 2005-040 Add | Reorder| Delete | Notification | Close |
Approver Approval Status Status Date Entered By Updated By Comments
Myers, Gary Approved 04/15/2010 Greenberg, Carol Griffin, Peggy
Bergman, Pam Approved 04/15/2010 Greenberg, Carol Griffin, Peggy

Griffin, Terry

Fowler, Kevin

Not Reviewad

Not Reviewad

Griffin, Peggy
Griffin, Peggy

Pending My Approval
The Hiring Manager can quickly review Requisitions still pending their approval by choosing the Pending

My Approval tile, from the main Hiring Manager home page.

The Requisitions displayed need to be reviewed and approved/disapproved by the currently logged in

Hiring Manager

Req £ Job Title Entered Approvals Hiring Mgr Mew/Repl Replacing
20158-984 HRIS Analyst 111172014 13 o Walker, Jane Human Resources Replace
2018-989 A/R Specialist 08/05/2015 01 o Draper, John Replace

2 Records Total

The Hiring Manager must select the

, far right of the screen, to proceed to the Review Req screen

where a complete review of the Requisition and a review of designated approvers can be done. This is
also the place where the Hiring Manager would define their approval or disapproval of the Requisition

along with any comments they would like to make with regards to the Requisition. They will also have the
option to Add Approvers if additional Approvers are necessary.
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"% ) reaimon ) wmopmiennd
& REVIEW REQUISITION

Approvals

Johnson, Hugh

Approval Status

Not Reviewed v

Once the Hiring Manager has selected their Approval Status, added Comments, and has selected Save,

Not Approved

Not Reviewed

Approved

a confirmation of the Requisition update will display.

DD

Requisition Edited Successfully.

« Approval Record has been updafed.

If the Approval Status was changed to Approved the Hiring Manager will receive a confirmation of the

change. The Requisition will also be removed from the Hiring Ma n a g ®endirgy My Approval list.

For designated Approvers who are HR Users of the iGreentree Application, they may either approve or
disapprove the Requisition in the Hiring Manager module or in iGreentree. In iGreentree, this is done by

bringing the Requisition into Edit Viewa nd s e |

completing and saving the information.
Approvers For 2005-053 add | Delete |Send Notiﬂcationl Save | Canu:ell Close I

ecting

6Approver s bthehr om

Appraver

Approval Status

Status Drate

Entered By

Updated By

Comrnents

p |Bergrman, Parm

Mot Reviewead

Hawthorne, Michael

Collinzg, Andrea

Mot Reviewad

Hawthaorne, Michael

Elliott, Michaesl

Mot Reviewed

Hawthorne, Michael

Greenberg, Carol

Mot Reviewad

Hawthaorne, Michael

Griffin, Terey

Mot Reviewed

Hawthorne, Michael

Approver Reqs

The Hiring Manager also has the option to review only Requisitions for which they are or were designated
as an Approver. This screen will not display Requisitions for which they are listed as the Initiator, those
Reqs will display under My Regs. To begin select the Approver Regs tile from the main/home menu.
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Hiring Managers can select to view a more extensive date range of Requisitions by choosing another
option from the List These Regs list.

[T . ow gt e ]

o T

1Records Total  List These Regs: Last 12 Months v |

Current
Year to Date
Last 12 Months

All Regs

>

The 6 Curanéddfinied io Mainienance | Codes | ReqStatus | IsCurrentForHiringMgr.

Codes Maintenance

¢ e O

- Objective A

& @ PostingCategory Column [value
m. Race p |CodeSelectableByHiringMa|No
- RC1 Dashboard_IsNewReqAppr
#-@ RC2 LsClosed No
E’ RC3 IsCurrentForHiringMgr Yes]
&-@ RCa SHoUGD

- RC5 IsOpen Yes
m. ReferencesType IsPendingApproval No
Ba. Reg_Temp IsHotlob

#-@ ReqApprovalStatus

& @ RegHoldReason

&4 ReqStatus

H 1. IR A D avnmne Maloe

>

The Hiring Manager must select the , far right of the screen, to proceed to the Review Req screen
where a complete review of the Requisition and a review of designated approvers can be done. They
also have the option to Add Approvers if additional Approvers are necessary.
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Approver Requisitions
o
& REVIEW REQUISITION

Approvals

Approvers Approval Status Status Date Comments
Johnson, Hugh Mot Approved 1242022
Documents

Budget Analysis - m
7 Spreadsheet
)

N Requisition Details

|

- *=Required Entry.

Req * Status * Entered * Entered By
2018-989 New Req - Disapproved 08/05/2015 Johnson, Hugh

Applicant Review

A Hiring Manager can periodically review the status/activity and Applicants of their designated
Requisitions through the Hiring Manager module. To review designated Requisitions the Hiring Manager
selects the My Reqgs tile from the main/home menu.

Select to view more details about the Applicant.

=L
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| |
~ ®Result For This Req Result Date Pre-Screen
% Interview Scheduled v 082372013 v
| |
Comments

ES J

Will see him this aflernoon.

Save

Documents

g -

Other Reqs Applied for by Berger, Frederick

Show All Show Mine

Documents can be added by clicking on mthe button. This allows a User to add documents such as
interview notes, references, etc. making it accessible to others involved in the interview and selection
process

Individual documents can be deleted and/or replaced.

The Hiring Manager is also able to view an tAghprl i cant ds
Requisitions to which they have been logged by selecting .
Afterreviewingan Appl icant 6s informati on, t ReseultlFborThisReg. Manager

® Result For This Req

Inwite for Interview il
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Interview Scheduled
_App Hired On Other Req

_Reject Alternate Selected
Declined Offer

Hired

Interview Scheduled

Invite for Interview

Mo Show

Niffar

The Result Date automatically changes to the current date when the corresponding Result for this Reg is

-
changed. To override the date, select the icon next to the Result Date field.
Result Date
01/24/2022 -

<Prev Today
January v 2022w

1
2|3 (4|5 |6 |78
9 (1011 12 (13|14 |15
16 | 17 (18| 19 |20 (21| 22
23 25| 26 | 27|28 |29
30 | A

The Result For This Req selections are defined in Maintenance | Codes | Result. See Codes
Maintenance for more information. Additionally, any pertinent comments relating to their Result selection

should be stated in the comments section. When finished, select

Offers in Hiring Manager Module

Hiring Managers also have the ability to extend an offer to an Applicant and hire an Applicant to a
Requisition with minimal involvement by the assigned Recruiter. Depending on the organization,

6extending an offer6 can mean one of two things.

database that an actual offer has been made along with the details of that offer. It can also be a means
to send a notification to a Recruiter that an offer needs to be extended. An organization decides which
method should be used and Greentree Systems configures the system appropriately.

Extending Offers
To extend an offer via the Hiring Manager module, the Hiring Manager must click on the Request Offer
tile from the main/home menu.
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This will bring up the Request Offer form. The following fields are required to be populated prior to
selecting the Submit button: For Requisition, Select Applicant, Offer Amount, and Offer Date.

Request Offer:

# = Required Entry.

*For Requisition *Select Applicant #* Dffer Amount * Offer Date

- - -
Total Bonus Bonus Payment Amount 1 Bonus Payment Date 1 Bonus Payment Amount 2

-

Bonus Payment Date 2 Start Date Orientation Date Applicant Status

- - - Offer Outstanding -
Requisition Status Result for this Req

Offer Outstanding w Offer >

Submit Clear

The selection list for the For Requisition field will only consist of Requisitions that display on the My Reqgs

list that are considered to be active for recruiting and have Applicants logged to them. The selection list

for the Select Applicant field will only consist of Applicants who are logged to the selected Requisition.

Dol l ar fields should not have 6$06 o rApplicandStajus,0 mmas) ent e
Requisition Status, and Result for this Req fields are set in iGreentree under the Maintenance | HiringMgr

Settings. See Hiring Manager Module Maintenance for more information. Once the form is completed,

the Hiring Manager must click the button to update the Requisition and Applicant records in
iGreentree.

Once the offer has been successfully submitted, the Hiring Manager will receive a confirmation message.

NOTE: When an offer is made via the Hiring Manager module, an email will be sent to the Recruiter by
the system. The email to be sent to the Recruiter is set in iGreentree under Maintenance | HiringMgr
Settings | Msg to Recruiter. For more information see Hiring Manager Module Maintenance and
Letters Maintenance.

Reviewing Offers
To view basic information for all outstanding offers for the Hiring Manager, they must select the View
Offers tile from the main/home menu.

=z

View Offers
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The Hiring Manager wil/| b eResalbForéThit Req, Regult Bateeandan  Appl i cant

Comments. The aforementioned information should be completed on this form if an Applicant declines an
offer. If an Applicant accepts an extended offer, the Hiring Manager should go to the Hire form of the
module. See Hiring Applicants for more information.

oa#@ [ ooTie OferDse _ sopican Ofer oo stoesovenosie [
s s O Qi W b —

Result for this req Result Date
Hired w 01/04/2012 w

Comments

I'm available any day before 11AM.

Save

Hiring Applicants
To hire an Applicant via the Hiring Manager Module, the Hiring Manager must click on the Hire tile from
the main/home menu.

This will bring up the Hire form. The following fields are required to be populated prior to selecting the
Submit button: For Requisition, Select Applicant, Offer Amount, and Offer Date.

D D e ——

# = Required Entry.
* For Requisition: * Select Applicant: * Offer Amount * Offer Date

- - -
Total Bonus Bonus Payment Amount 1: Bonus Payment Date Bonus Payment Amount 2:

b

Bonus Payment Date 2: Answer: ‘Answer Date: How Filled:

- - - -
Filled Date: Start Date: QOrient Date: Applicant Status:

- - hd New Hire: v
Requizsition Status: Result for this Req: Other AppReq Results for Hired Applicant:

Fillad - Hired = v

Submit Clear
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The selection list for the For Requisition field will only consist of Requisitions that display on the My Reqs

list that are considered to be active for recruiting and have Applicants logged to them. The selection list

for the Select Applicant field will only consist of Applicants who are logged to the selected Requisition.

Dol l ar fields should not hav efaulbv@ldes forrApplicandStafus,0o mmas) ent e
Requisition Status, and Result for this Req fields are set in iGreentree under Maintenance | HiringMgr

Settings. See Hiring Manager Module Maintenance for more information. Once the form is completed,

the Hiring Manager must select Submit to update the Requisition and Applicant records in iGreentree.

Once the hire has been successfully submitted, the Hiring Manager will receive a confirmation message.

NOTE: A LETTER IS NOT AUTOMATICALLY GENERATED FROM THE SYSTEM TO THE
RECRUITER ON FILE OR THE APPLICANT WHEN THE HIRE ACTION HAS BEEN COMPLETED.

Finding Applicants in Hiring Manager Module

Hiring Managers also have the ability to find qualified Applicants by name or who have recently applied
(either by CSS or manually in iGreentree) to one of their Requisitions.

Finding By Name
To find an Applicant by name in the Hiring Manager module, the Hiring Manager must click on the Find
Applicants tile from the main/home menu.

Qo

Find Applicants

This will display the Find Applicants By Name form.

& Yoy

Enter applicant first name

Enter applicant last name

Current -
Full name information can be entered before selecting Find Applicants. However, if an Appli

name is not known, the Hiring Manager can perform a partial name search.

Or they can enter as much information as desired followedby an asteri sk 6*6.
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DN

First Name

Enter applicant first name

Last Name

Search These Reqs

Current -

Search

NOTE: Name searching is not case-sensitive.

I n addition t o v inwationgtheaHiringManadel icabletd \Besv the Requisition
information and Applicant documents, much like they are able to from the My Reqs menu. See Req and
Applicant Review for more information.

The Hiring Manager also has the ability to add documen!
notes.

Finding New Applicants Only
To quickly view only newly logged Applicants to their positions, the Hiring Manager can click on the New
Applicants tile from the main/home menu.

When a Hiring Manager selects to view their New Applicants, there is a pre-defined query that will run
based on the iGreentreesyst e mé6s def i ni t i on NewfApphcantsare definpdiin iGreeatned .
under Maintenance | Codes | Result | IsNewApplicant. See Codes Maintenance for more information.

Changing your Password

The Hiring Manager can change their password anytime by selecting Change Password from the
Maintenance main menu. The password guidelines for length, complexity and re-use are controlled in
iGreentree under Maintenance | System Settings. The standard password guideline is a minimum length
of 6 characters, alpha or numeric or a combination including some symbols.
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Logging Off

When finished adding, approving, and reviewing Requisitions the Hiring Manager can select Logoff by

6‘1

selecting
r

Sign Out
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Requisition Management -
IGreentree

Objectives

This chapter is for anyone who will enter Requisition data directly into iGreentree, or who wishes to
become better acquainted with the fields on the Requisition base record and the use of those fields. After
completing this chapter, the User will be able to:

Enter new Requisitions via iGreentree

Be familiar with how each Req field is used

Use Templates to decrease data entry and improve consistency

Find Requisitions that were entered

Find new or specific Applications

E I

iIGreentree Information Center (Dashboard)

The iGreentree Information Center, often referred to as the Dashboard, is usually the first screen that
appears when a User logs into the iGreentree module. It consists of two sections, the Current Activity
Summary section and the Announcements section.

@, iGreantree

Hot Items

Greentree Information Center

Applications
Applicants o 2
Requisitions vity Summary
Sources/Expenses . ,
Hiring Mgrs £ MNew Reqs - In Approval Process (La)
AdvancedSearch }
ReadyReports £ Reqs Posted - Internal —(12)
Maintenance & - -
Ren Templotes X Reqs Posted - External — 11z}
App Templates L Reqs Posted - Total - 12]
User Preferences !
Exit £ Open Reqs — (27
£ Reqs with Outstanding Offer [1 t+
£ Reqs on Hold ' [{1
£ Regs with New Applicants -| 8]
£ New Applicants # (13)
7 Mew Applications — (19

Click . to see the results.
Click ¥ Fefresh to update the results immediately,

Announcements

+« Announcing the iGreentree version 8.4 Information Center "Current Activity Summary”
Displays your user specific counts of common areas of interest. Just click on the search
icon and the application will display the results. The list is automatically updated the first
time you access this page, and will update after 8 hours, If you need this information
updated immediately, then just click the [Refresh] link.

"Announcements” can be modified under Maintenance / Announcements,

iGreentree v8.4 User Manual Requisition Management - iGreentree 59



If a User has a Hot Item search set to run at startup, then the Dashboard is hidden behind the results of
the Hot Item search window. The Dashboard can always be displayed by closing any windows using the
Close button at the upper right corner of the screen.

Current Activity Summary

The Current Activity Summary section provides an easy way for Recruiters to see and have one-click

access to their current activities. The standard Dashboard items for Recruiters reflect Applicants and
Requisitions that are 6éowned' by the Recruiter based ol
Requisition. The standard Dashboard items for iGreentree Administrators reflect all activity.

Each item in the Dashboard is a quick link to a specific search. The number to the right of the colored bar
indicates the number of items associated with that information. For example, the first item entitled New
Reqgs 7 In Approval Process has 14 items. This means there are 14 new Requisitions currently in the
approval process.

The User can click on the < icon to quickly view the details of this information. A QuickSearch is
performed to retrieve the information and is then displayed in List View format. If only one result is
available it will be displayed in Summary View or Edit View format depending on the preferences setting
for the User.

The Dashboard information is retrieved when the User first logs in and can be refreshed manually by
clicking on N Refresh

Current Activity Summary Results last updated: 05/18/2010 6:07:13 FM

n MNew Reqs - In Approval Process (4]

£ Reqs Posted - Internal (12)

I Reqs Posted - External _: (163}

£ Reqs Posted - Total _. (12

i Open Reqs — (27
n Reqs with Outstanding Offer [ t*

£ Reqs on Hold i t*

i Reqs with New Applicants i| ()

£ New Applicants “HEES

I New Applications — i19)

Click . to see the results,
Click ¥ Refresh to update the results immediately,

If the logged User has no activity, the Dashboard shows No records Available:

. iGreentree Information Center

No Records Available

Click / to see the results,
Click #® Refresh to update the results immediately.
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Announcements

The Announcements section of the Information Center provides an easy way to display information to all
Users when they log into the iGreentree module. Each Announcement appears as a bulleted item with
the title in bold followed by the text.

Announcements

+ Announcing the iGreentree version 8.4 Information Center "Current Activity Summary” Displays your user specific counts of
common areas of interest, Just click on the search icon and the application will display the results, The list is automatically updated
the first time you access this page, and will update after 8 hours, If you need this information updated immediately, then just click the
[Refresh] link.

"announcements” can be modified under Maintenance | Announcements.,

+» Req Submittal Deadline Second Announcrnent: All Requisitions must be submitted by Friday, May 21, 2010,

The ability to add, delete and edit Announcements is available by going to Maintenance |
Announcements. This is also where the order in which they are displayed and a time period during which
they are displayed can be specified.

Requisitions in iGreentree

Whether or not the Hiring Manager module is used, the Recruiting department will want to track and
maintain the Req data, and there may be some information that is not entered by managers, such as
approval and posting dates, and the current Status of the Req.

If your organization does not have the Hiring Manager module, the Recruiting department will enter all of
the Req information directly into iGreentree.

Regardless of who enters the data, everyone in the Recruiting department should become aware of the
information stored for Regs and how to use it.

To add a Requisition, select the Add Requisition from the Requisitions menu.
Reguisitions
Find By Reg#
QuickSearch
Add Reguisition
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Add New Requisition Close

Greentree Systems, Inc.

Template: | E] Filing System: | E]

Status: | E]

JobCode:]  [*] Position Ctri#: | Total Openings: |  TotalFilled: |
Job Title: |
Dept: | E Reg/Temp: l— E] Approved: Ii
Division: | E] Exempt/NE: I— E] Deadline: Ii
Location: | E] Full/ Part: I— E] Posted Internal: Ii
Sal/Grade: Ii E] New/Repl: l— E] Posted External: Ii
FTE: Ii Replacing: |
Shift Code: I— E] Posting Category: | E]
Schedule: | Recruiter: | E]
Job Group: l— E] Hiring Manager: | E]
[~ Allow Expression of Interest [ Hiring Mgrs See All Apps
Notification: | (-] Search Committee Start:|
Assessment Process: | E] Search Committee End: Ii

Mote to Hiring Mgr: |

Manually Entering Requisition Data
There are many pieces of information that may be tracked for Requisitions. It is recommended that Users
enter information into the fields so that the Requisition is as complete as possible.

Template
Templates can be used to save time during data entry and to keep data consistent when several Reqs
need the same data in one or more fields. Templates will be discussed later in this chapter.

Template: | E]

Filing System

This field determines how the Req will be numbered. Some systems may have a single Filing System,
such as Requisitions or several Filing Systems with different numbering formats for special groups of
Regs. Filing System is a required field. If left blank, the system will not allow the Requisition to be
saved.

Filing System: | E]

Requisition Status

The Status field, often referred to as the Req Status, is very important sinceits hows t he Reqbs curr
state inthe process. St at us codes are often used to drive which re
Candidate Self-Service Module (CSS). It is also used for searching and reporting. Several Requisition

Actions change this status.

Status: | E]

This field also determines if a job appears as a Hot Job on the CSS web site. A Hot Job is used to
designate a hard to fill or very urgently needed position. On the CSS web site, a Hot Job appears with a

g u,tf"r

icon just to the right of the Job Titletocat ch an applicantés attention.
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In iGreentree under Maintenance | Codes | ReqStatus, there is a Lookup Table specified for RegStatus.
To appear as a Hot Job, the ReqStatus value must have IsHotJob=YES in this table. When the Req
becomes an open Req, instead of setting the ReqStatus to Open, it would be set to Open-Hot Job.

Text Fields

Job Title is a great example of a text field; notice that is no select list and it is not limited to a pre-set list of
Codes. Just type in the value, as it should appear in reports or on CSS.

Job Title: |

Date Fields
Requisitions may contain several fields which are formatted to accept a date. To enter the date, click

on the button. The current date will be highlighted in bold, but any date can be selected. To clear a

date field, click on the button then highlight the date and click the Delete key.

Sunday|Monday|Tuesday|Wednesday|Thursday|Friday|Saturday
Yesterday Today Tomorrow IT IT
Last Week This Week Next Week | 3 | 4 | 5 | 5 | = | g | 5
Last Month This Month Next Month | 10 | 11 | 1z | 13 | 14 | 15 | 16

Last Quarter This Quarter Next Quarter | = | o | = | -5 | -1 | - | s

Last Year This Year Next Year

| 24 | 25 | 26 27 | =28 | 28

Coded Fields

Fields that contain a selection list are coded fields. These fields are limited to a pre-set list of codes and
only codes from the selection list can be selected. Individuals with iGreentree Administrator access can
add and remove codes from selection lists in Codes Maintenance.

Job Code: l— E]

Auto-Fill

Some coded fields may have programming that allows the User to select a code from the select list and
have the system automatically populate other fields on the screen. For instance, if the User selects Job
Code typically Job Title, Job Group, Salary/Grade, and Exempt/NE will populate. The User can over-ride
any field that is populated by the auto-fill.

Multiple Openings per Req (MOPR)

If a single Requisition is received that has a large number of identical openings, the User may prefer to
enter them as a single Requisition with multiple openings. Time-To-Fill reporting will be different, but data
entry and posting reports will be easier using this method. One master Requisition with multiple openings
translates to the position appearing in postings and CSS only one time.

Multiple Openings per Req (MOPR) will only work if all of the openings are identical (same department,
same location, same FTE, etc.). If each opening is not the same, the MOPR feature should not be used.
Instead enter each opening as a separate req.

MOPR functionality is built into the Total Open and Total Filled fields which appear on the Req screen.
Enter the total number of openings for this Req in the Total Open field. Leave Total Filled blank since
iGreentree will update this field automatically as Requisitions are filled.

Total Openings: Total Filled:

Posting Category
This field is used to group jobs by logical posting categories such as Accounting/Finance,
Administrative/Clerical, etc. Usually there is a one-to-one correspondence between these Posting
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Categories and the Browse Jobs Categories displayed in CSS. This field can also be specified as a CSS
Search Field to allow Applicants to combine searching on Posting Category with other search criteria.

Posting Category: | E]

Recruiter

The HR person responsible for monitoring and approving the Requisition is called the Recruiter. Options
are available to notify the Recruiter when certain changes occur to a Requisition such as a new
Application has been submitted via the CSS module for a Hot Job.

Recruiter: | E]

Hiring Manager

The person responsible for hiring. Options are available to notify the Hiring Manager when certain status
changes occur to a Requisition (Req Status change) such as when a new Application has been submitted
via the CSS module for a Hob Job.

Hiring Manager: | E]

Hiring Mgrs See All Apps

When checked, this enables the Hiring Manager (and any Search Committee members) to see all
Applications for this Requisition from the Hiring Manager module. This overrides the normal restrictions
on viewing Applications based on the Application Result. Typically this is used for hard to fill positions
where the Hiring Manager needs to see all Applicants for the job, without screening by HR.

[ Hiring Mgrs See All Apps

Search Committee Start/End

A Search Committee is a group of one or more people who are in the system as Hiring Managers and are
tasked with reviewing Applicants for a specific Requisition. They review Applications. The Start/End date
is the period of time they have access to all the Applicants for the specified Requisition from the Hiring
Manager Module. If no dates are specified then there are no date restrictions.

Search Committee Start: |
Search Committee End:l

Allow Expression of Interest (EOI)

When checked, this enables an Applicant to submit a resume in response to a job opening on the CSS
web site rather than submitting a full Application. It can speed up the Application process, especially for a
Hot Job opening where the need may be critical. The EOI option must be enabled under Maintenance |
CSS Settings and can be set for all Requisitions or for just individual Requisitions. If this option is not
enabled, the values in this field are ignored.

[ Allow Expression of Interest

An organization has the ability to choose from several variations:
- allow only resume submittal (no full application)
- allow only full application submittals
- allow either a resume submittal or full application
- allow a resume submittal and later a full Application submittal

Notification
The natification setting on the Requisition allows the User to determine if and how Applicant activity
information is sent to the Hiring Manager and/or Recruiter specified on the Requisition.

Notification: | E]

Do Not Notify: This code is used if neither the Hiring Manager nor the Recruiter wish to automatically be
notified via email on Applicant activity for this Requisition.

Notify Hiring Manager and Recruiter Immediately: This code should be used if you want BOTH the Hiring
Manager and the Recruiter (listed on the Requisition) to be notified via email immediately when an
Applicant has received an appropriate result code for this Requisition.
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Notify Hiring Manager and Recruiter Periodically: This code should be used if you want BOTH the Hiring
Manager and the Recruiter (listed on the Requisition) to be notified via email periodically (usually 2-3
times daily) when an Applicant has received an appropriate result code for this Requisition.

Notify Hiring Manager Immediately: This code should be used if you want the Hiring Manager listed on
the Requisition to be notified via email immediately when an Applicant has received an appropriate result
code for this Requisition.

Notify Hiring Manager Periodically: This code should be used if you want the Hiring Manager listed on
the Requisition to be notified via email periodically (usually 2-3 times daily) when an Applicant has
received an appropriate result code for this Requisition.

Notify Recruiter Immediately: This code should be used if you want the Recruiter listed on the Requisition
to be notified via email immediately when an Applicant has received an appropriate result code for this
Requisition.

Notify Recruiter Periodically: This code should be used if you want the Recruiter listed on the Requisition
to be notified via email periodically (usually 2-3 times daily) when an Applicant has received an
appropriate result code for this Requisition.

This is tied to the following Maintenance | System Settings | AppReq reviewer Notification options in
iGreentree. See the Administration and Maintenance chapter for details.

- AppReq Notification Email output Format

- AppReq Notification Email Subject Line

- AppReq Notify Reviewer i Hiring Mgr Batch

- AppReq Notify Reviewer i Hiring Mgr Immediately

- AppReq Notify Reviewer i Recruiter Batch

- AppReq Notify Reviewer i Recruiter Immediately

The contents of the letters sent to both Hiring Managers and Recruiters are maintained in Maintenance |
Letters. Each result code (New Applicant, Reject Education, etc) has a place for your organization to
assign a notification value to it. These values were set up by the implementation team. For more
information on editing letters, assigning them to actions and assigning code values please visit the
Administration and Maintenance chapter of this User Manual.

Assessment Process
This field, if displayed, allows the selection of a third party assessment process such as Talent Plus.
Contact Greentree for more information on third party assessment vendor interfaces.

Assessment Process: |

Note to Hiring Mgr
The content of this field is displayed in the Hiring Manager Module when the Hiring Manager is viewing
the Requisition.

Note to Hiring Mgr: ||

Other Fields
The remainder of the Requisition fields may have been tailored to meet organizational needs. Enter data
in each field, making sure that everyone is in agreement on how each field will be used.

Saving a New Requisition

Once a Requisition is entered, the User must M the Requisition to have a Requisition number
assigned. The date entered and name of the person who entered the Requisition will also display. In
addition, the Action, History, and Attachment menus become accessible.
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Requisition Edit View L] EIE%:I#! b |M| List View ‘ Summary Add New | | Close |

Action History Attachments Greentree Systems, Inc.
ol G2l ; e RN
- e SRS
Entered:| Bv:l Updated: | By: |
Req: | Status: |[EE E] Filing System: |
Job Code: (35555 - Madical [¥] Pesition Ctrl#: | Total Openings: |1 Total Filled: [0

Job Title: |Ultrazcund Technaologist

The buttons at the top of the window change, allowing Users to enter another Requisition or continue
working on the same one. Data can be saved at any time and then the User can continue entering
additional data if needed. If the User forgets to save after entering additional data on an existing record,
he/she will be prompted whether to save changes when they try to close the window.

Entering Another Requisition

Selecting the Add New button will return the User back to the Add New Requisition screen where
another Requisition can be entered.

Using a Template for Data Entry
Although it may take time for the initial set up, data entry with a Template makes entering a new
Requisition much quicker.

In the Template drop down field, select a previously created template from the list of Templates.
Template: | E]

Pick a template already created then choose 0l . If a Filing System is entered first, and if a

Template is then chosen that does not have a Filing System, the field data will be erased. So select the
Template first, then the Filing System.

The Req screen appears with many of the fields already filled in.
Add New Requisition Save Close

Greentree Systems, Inc,

Template: |HR. Generalist B Filing System: |Requi5itinns E
Status: |Open E]
Job Code: IME] Position Chd#: | Total Openings: |1_ Total Filled: ID_
Job Titde: |HR Generalist
Dept: |Human Resources E] Reg /Temp: I—E] Approwved: li
Division: |Operati0ns [z] Exempt;/NE: W E] Deadline:

The User may over-ride any of the template populated data, and add the data that is specific to that
Save

particular opening. Once finished updating the Requisition, he/she can click to retain the data

and have a Req number assigned.

66 T Requisition Management - iGreentree iGreentree v8.4 User Manual



Creating and Using Templates

To enter several similar Requisitions, or to copy existing Requisitions and/or Attachments, a Template
can be used. There are three ways to create templates: copy an existing Requisition (discussed later in
this chapter), create a template from scratch, or copy an existing template.

Create a Template
To create a Requisition Template from scratch go to Req Templates on the main menu and select Add

Req Template.
Req Templates

QuickSearch

Add Req Terplate

A blank New Reqg Template form will appear for data entry. Requisition Templates that are going to be

used to enter Requisitions should contain only data that is consistently the same for the position that the

Template will be used to add.
New Req Template Close

Greentrae Systems, Inc.

Template: | [v Private Template
Status: | E] Filing System: | E]
JobCede:| 7] Position Ctri#: | Total Openings: |  Total Filled:|

Job Title: |
Dept: | E] Reg/Temp: I— E] Approved: li
Division: | [3 Exempt/NE: |—E Deadline: |7
Location: | (] Falfpar:|  [7] PestedInternak|[  [E|
salfcrade:] (7] New/Reph[ (7] postedExternal| (5]
FTE: Ii Replacing: |
Shift Code: I— E] Posting Category: | E]
Schedule: | Recruiter: | E]
Job Group: I— E] Hiring Manager: | E]
[ Allow Expression of Interest [ Hiring Mgrs See All Apps

Notification: | (7] Search Committee Start:|
Assessment Process: | E] Search Committee End: Ii

MNote to Hiring Mgr: |

The name of the template should be entered on the Template field. Greentree suggests that the name of

the Template clearly identify the type of position this Template was designed to add. When using Req

Templates with the Hiring Manager module, it may be helpfult o us e a ifiJJoobb TCotdlee 0

convention, such as 0234-Administrative Assistant.

Template: | E]

The Template can be designated Private or Public. The default is to make a Template Private. Private

Templates can only be viewed and used by the User who created it. Templates need to be Public if they

are to be used by other Users, Resume Inboxes, Hiring Manager Module, etc.
v Private Template

Copy an Existing Template
Copying an existing Template can greatly speed up the creation of similar templates. With the Req
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Template to be copied in Edit View, go to the Action menu and select Copy to New. The entire Template
along with its Attachments and History will be copied.
Action Histary

The User is prompted for the name of the new template. Enter the name and click OK. The new
template defaults to be Private, regardless of the type of the original template.

Close

Req Template

Action History Attachments Greentree Systems, Inc.

\ ;
Template: | * Private Template *
Status: |Open E] Filing System: |Requisiticns E]

Job Code: [z2288 - HR GE”‘E] Position Ctrl#: | Total Openings: |1 Total Filled: [0

Job Title: |HR Generalist II

Click the M button to make the new template Public. Modify any fields necessary to correspond to

the new template such as Job Code and Job Title. Click ﬂ to save the changes. All attachment
data is copied to the new template. Modify the attachments to correspond to the new template using the
steps described below.

Attachment Data
Regardless of whether initial data came from Hiring Manager or was entered directly in iGreentree, there
are several Attachments that HR may need to complete.

Entering Job Descriptions
The User can enter a Job Description by selecting Job Description from the Attachments menu.

Attachments

¥ Motes
Job Qualifications (1)
Search Criteria (8)
CS5 Additional Links (1)
CSS Questions (5)
Css skills (11)
CSsS Uploadable Documents (2)
Document List (1)
Approvers
Search Committee

No Job Description Available defaults onto the Job Description screen.

Job Description for 2005-052 Add Close

File Edit

No Job Description Available. ~
Press [Add] to create a new job description.
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Selecting the \ﬁ—ddl button will automatically remove the not available verbiage and allow the job

description text to be entered.
Job Description for 2005-052 Analyze

Save

Cancel

Close

File Edit View Insert Format Table Tools

maintains all HR related paperwork.

NOTE: The _Analyze |

Find Matching Apps/Search Criteria section of this chapter.

Text Editor Capability
The following menu choices are available from this window:

&  Administers various human resources plans and procedures for all employees;
assists in devel opment and implem entation of personnel policies and procedures;
prepares and maintains emplovee handbook and policies and procedures manual ;

® (Conducts recruitment effort for all levels of openings (including internship
program and temporary emplovees); maintain applicant tracking records, conducts
new-employee orientations; develops internship program for applicable
departm ents, monitors career pathing program, writes and places adverti sements.

button is a tool for Search Criteria functionality and will be discussed within the

Menu Option What Used For?

File Print To print the current window without going to Reports.

File Page Setup To change the margins or other formatting before printing this window.
Adjustments to left and right margins may affect text wrapping on screen.
All margin values must be non-zero if any values are changed.

Edit Undo To undo the last change. Only the most recent change may be undone.

Edit Cut To cut out highlighted text, either to delete it or to hold it in the Clipboard to
be pasted elsewhere.

Edit Copy To copy a string of highlighted text, for pasting elsewhere.

Edit Paste To insert text that was copied or cut earlier. The text goes in wherever the
cursor is when the option is selected.

Edit Paste without

Format

Edit Clear To cut out highlighted text without putting it in the Clipboard for later
pasting.

Edit Select All To highlight all of the text in the current window at once.

Edit Findé To find a particular word or phrase within the text. Can search up or down,
can turn the Match case option on or off.

Edit Re p | ac e é| Same options as find, but can replace found text with a different word or
phrase.

View Standard To display a toolbar with shortcuts for File, Edit, & Insert menu options.

Toolbar

View Format Toolbar | To display a toolbar with shortcut buttons that match options from Format
menu.

Insert Page Break To insert a forced page break. May be most helpful for letter maintenance
when a multiple page letter is needed.

Insert Pi ct ur e é| Toinserta graphic. Choices include .BMP .TIF, & .WMF files.

Insert Date To insert the current date. Not needed in the Notes window since
iGreentree automatically inserts the date and time when the new Note is
Saved.

Insert Time To insert the current time. Not needed in the Notes window since
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iGreentree automatically inserts the time (from the server) when the new
Note is Saved.
Format Font To change the font of selected text. Also can be used to change font size.
Format Paragraph To change formatting of selected text, including line spacing and indents.
Format Paragraph To draw lines around selected text
Frames
Format |Tabsé To add, remove or modify tab specifications.
Format Bullets and To add, remove or change the format of bulleted or numbered lists.
Numberi ng
Format Increase Indent | To increase the indention of the current list item.
Format Decrease Indent | To reduce the indention of the current list item.
Format Bold To turn bolding on and off for selected text.
Format Italic To turn italics on and off for selected text.
Format Underline To turn underlining on and off for selected text.
Format Color To change color of selected text.
Format Background To change color behind selected text.
Color
Format Left To set alignment for selected text to left justification.
Format Center To set alignment for selected text to center justification.
Format Right To set alignment for selected text to right justification.
Format Justified To set alignment for selected text to both left and right justification.
Table Insert To insert a table at the current cursor location.
Table Delete To delete current row, column or entire table.
Table Split Splits a table into 2 tables above or below current cursor location.
Table Select To select either the current row, column or entire table
Table Grid Lines Adds or removes grid lines of all tables.
Table Property To change the properties for the current table.
Tools Spelling To spell check all text in this window.
Tools Thesaurus To look for synonyms for the selected word, then replace if desired. (Try
with the word "experience".)

NOTE: Some of the items described above are only available within a specific context such as Table |
Delete. If a table is not present and selected, it cannot be deleted and therefore that menu item would
appear in gray. Items shown in gray on the menus and not described above are not currently available in

iGreentree.

Many of the options above also have keyboard shortcuts, such as Ctrl+P for Print. The shortcuts are
displayed next to each item in its menu. Users can memorize the keyboard shortcuts for functions used

frequently.
Fil=  Edit

[% Print...

View

Insert

These same editing functions are available for Job Qualifications, Notes, Resumes, and Letter
Maintenance.

The Job Description will appear in the Job Detail page of Candidate Self-Service (CSS).
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Find Jobs Application Status Job Alerts My Profile

To apply for this Associate Dean of Information Technology, Full Time position, click on Submit Resume or Complete Applicatio

4{Return to Previous Page 2« Email this job to a friend

Job Detail

Job Title: Associate Dean of Information Technology Job Number: 2018-964
Closing Date: Organization: Business Services
Location: Virginia Schedule: Technology
Department: Information Technology Status: Full Time

Job Type: Regular Grade: 15

Complete Application Submit Resume

Note that if the Requisition is set up to Allow Expression of Interest then the Applicant has the option of
either just submitting a resume or completing the full Application. If the Requisition does not allow this
option, then only one button and link is displayed and the Applicant can only apply for the job by
completing the Application.

Entering Job Qualifications
Select the Job Qualifications from the Attachments menu.
| attachments
% Motes
Job Description (1)

| Job Qualifications

This Attachment works just like the Job Description. The Job Qualifications appear in the Job Detail page
of CSS below the Job Description (see image above).

Job Qualifications for HR Generalist Analyze | Save | Cancel | Close

File Edit Wiew Insert Format Table Tools

|

finimum of five (5) yvears of Human Resources experience. Bachelors
egree required. A master's degree or PHR a plus, but not required.

Entering Search Criteria
Search Criteria is a search engine that allows the User to find existing Applicants. This topic will be
discussed in the Find Matching Apps/Search Criteria section found later in this chapter.
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| attachments

5 MNotes
Job Description (1)
Job Qualifications (1)

Search Criteria (8

Entering CSS Additional Links

If using the Candidate Self-Service module (CSS), CSS Additional Links may be entered for each
Requisition. These links are often used to provide the Applicant with quick access to information relevant
to the Requisition they are viewing. The User can enter additional links by selecting CSS Additional Links
from the Attachments menu.

| attachments

%7 Motes
Job Description (1)

Job Qualifications
Search Criteria

CSS Additional Links

Selecting the A—dd button will allow entry. The entry into the Link Display Text column determines
what the Applicant sees. The URL to Link to column should contain the actual URL that the Applicant
should be directed to if they click the link. The URL must contain the complete path including http://.

Additional Links for HR Generalist Add Delete Close

Link Display Text URL to Link to
p |PHE Information http:ffwww hirciorgfhandbook/phrsphr_index, htrl

The above example would appear at the bottom of the CSS Job Detail page should an Applicant select
this particular Requisition.

Additional Links:

About Mt. San Jacinto College
Information Technology at MS)C
MS)C Selection Process

Entering CSS Questions

CSS Questions provides a simple and powerful way to gather information and prescreen Applicants. The

CSS Questions designated for a Requisition will be asked of every Applicant who applies for that

Requisition using Candidate Self-Service (CSS). The Applicant must answer the prescreen questions in

order to proceed tothe actual Appl i cation. The Applicant @dyorlims wer s be
Application for the selected Requisition. The User can enter prescreen questions by selecting CSS

Questions from the Attachments menu.
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| attachments

%5 Motes
Job Description (1)
Job Qualifications
Search Criteria
CsSS additional Links

. CSS Duestions

CSS Questions can be used to gather additional information about the Applicant or to screen out those

who are not qualified for the position.
Questions for HR Generalist Add C!uest| Del Cluest | | | | | Close |

Question(s)
Question sp girsdﬂrav Question Style Entered Entered By
» Do you have a Bachelors Degree? 1vesMao 03704/ 2004 Fowler, Stephanie
Do vou have a minimur of 5 vears of HR experience? Z|vesMa 0z/04/ 2004 Fowler, Stephanie
Kl :
Answer(s)
Answar =p| Weight Dizplay Order
| ARG Desired
Mo Mice To Have 2
Add Quest . .
The User must select ———— —~ """ to enter a new question. He/She will then be prompted to select a

guestion type. There are four question types to choose from: Essay, Multiple Choice, Single Entry, and
YesNo.

Essay Questions
The first available question type is Essay. This question type should be used when the question requires
space for a brief paragraph answer.

Ok Cancel

Select Question Type

Multiple Choice

Single Entry
Tesho
. o Ok . .
After selecting Essay and clicking a new Essay question will appear.
Questions for HR Generalist Add Ouest| Del Cuest | | | Sawve |Canu:e|| Close |
Question(s]
Cuestion sp girsdilf"' Cuestion Style Entered Entered By il
Do you have a Bachelars Degree? 1|resMo 0z/04/2004 Fowler, Stephaniz
Do you have a minimum of 5 years of HR experience? 2|"esMo 03/04/2004 Fawler, Stephanie_
N Mew GQuestion3 3|Essay 01/04/ 2006 Current User -
¢ [
Answer(s]
[Answer isp|Weiqht [Display order |

The User must click his/her mouse over the words New Question so that New Question is highlighted.
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Questions for HR Generalist

Question

Lo vou have a minimum of 5 years of HR experienca?

g[8 Suestions

The New Question can then be typed over with an Essay question that is open ended in format and

encourages more than a one word answer. Choosing Iilis will change the fAiCurrent

the Entered By field to the name of the User who is adding the question.
‘ Essay 030472004 Knosx, Katherine

If applicable, please describe your prior surgical experience: 2

Multiple Choice Questions
Another question type is Multiple Choice. This question type should be used when specific answers are to
be presented to the Applicant for selection.

Select Question Type Ok Cancel

Multiple Choice

Eszay
Multiple Choice

Single Entry
TesMo
. . . . Ok . . . .
After choosing Multiple Choice click and a new Multiple Choice question will appear.
» 4/ Multiple Choice  |11/05/2004 Current User

After the Multiple Choice question has been entered, the User must then add the answer choices that are

to be presented to the Applicant for selection. Select w to enter the first answer choice.

Ao e Aspvver| - | S Gl e |

Question(s]
Question sp g'rsd'ﬂra'f' Question Style Enterad Enterad By -
Do vou have a minimur of 5 years of HR experience? | vezMo 0304/ 2004 Fowler, Stephanie
b How many years of Recruiting experience do you have? 3| Multiple Choice |017/04/2006 Current User
|
Kl b ]
Answer(s)
[answar [ep]weight [Cizplay order [
» |New Answerl | |Ign0re 1|

The words New Answer will populate in the Answer column and the User must click his/her mouse over
the words to highlight the text and allow a new answer to be typed over it.
Anzwer(s]

Answear =p| Weight Display Crder
Ignore 1

4

Each Multiple Choice answer can be assigned a weight. Each weight will be used to calculate the
Applicantds prescreen score. In addition, the assigned
disqualify the Applicant. Ignore is the default for all answers that are added. To select a different weight

simply click in the weight column for the weight to be altered and then click the *| button. Choose the

Ok

weight and click
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Select Answer Weight Ok Cancel

[Mone]
Desired
Highly Desired

Must MOT Have
Mice To Have

The User must select M again to add additional answers for the multiple choice question to

provide the Applicant with the desired choices.

AnexampleofaMul t i pl e Choice questionds answer set up would

Anzwer(s]
Answer sp | 'Weight Dizsplay Srder
p [Les=z than 1 vear Must MOT Have 1
1-2 years Ignore 2
2-3 years Mice To Have 3
3-5 years Highly Desired 4
Mare than S vears Cesired 5

The Multiple Choice answers will list in the order defined in the Display Order column, smallest to largest.
The User can alter the display order by simply highlighting one of the Display Order numbers and

changing it to a higher or lower number.
Choosingi wi || change t he  CuEntemdBy fieldltodhe bameaftheUseri n t he

who is adding the question.

Single Entry Questions
Single Entry is another question type. This question type should be used when the expected answer will
be a sentence or shorter in length.

Select Question Type Ok Cancel

Single Entry

Essay
Multiple Choice

YesNo

After selecting Single Entry and clicking ol a new Single Entry question will appear. The User must

click his/her mouse over the words New Question in order to highlight the text and allow a question to be
typed over it. A Single Entry question should be entered in an open ended format that encourages a brief
answer.

uosionsfor v Gonoralist T R S e

Question(s]
Cuestion =P glrsdﬂf? Question Style Entered Entered By
How rmany vears of Recruitrment experience do you have? 3 Multiple Choice |[01/04/2006 Muxlow, Kristina
» What is your salary requirernent? 4|5ingle Entry 0i/04/ 2006 Muxlow, Kristina

YesNo Questions
The final question type is Yes/No. This question type should be used when the question can be answered
with an answer of either Yes or No.
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Select Question Type Ok Cancel

TYesMo

Essay
Multiple Choice
gle Entry

After selecting YesNo and clicking a new YesNo question will appear. The User must click
his/her mouse over the words New Question in order to select the text and allow a question to be typed
over it.

auestions o conerais [ S I S )

Guestion(s]

Question E-] glrsdpelf? Question Style Entarad Entarad By =l
> Do pou have 3 Bachelors Degree? 1| vezMo 03/04/ 2004 Fawler, Stephanie—|
Do you have a minirnur of 5 years of HR experience? 2esMo 0z/04/2004 Fowlar, Stephanis

How rmany years of Recruitment experience do you have? 3 Multiple Choice |01/04/2006 Muxlow, Kristina
I« [
Answer(s)
Ansuwer =p | Weight Display Order
| ARCH Deasired 1
Mo Mice To Hauve 2

After the question is entered, a weight can be assigned to the Yes and No answers. The weights will be

used to calculate the Appl i canththsChapterels additorgthe score (di s
assigned answer weight can also be used to automatically disqualify the Applicant (Must NOT Have).

Ignore will be the default for all answers that are added. To select a different weight simply click in the

weight column for the weight to be altered and then click the ®I button. Choose the desired weight and

Ok

click

Select Answer Weight Ok Cancel

Ignore

[Mone]
Desired

Hiahli Desired

Must MOT Have
Mice To Have

AnexampleofaYesINoquesti onés answer setup would be:

Answer(=s]

Answer Waight Dizplay Order
fes Cesired 1
P |Ho Ignore 2

Spell Check: When finished entering questions and/or answers the User can click in the SP column to
spell check the question or answer.
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Question Presentation Order

If needed, the User can reorder the entered questions by clicking in the Display Order column. The
guestions will list in the order defined in the Display Order column, smallest to largest. The User can alter
the display order by simply highlighting one of the Display Order numbers and changing it to a higher or
lower number.

ueston for zon5-ot0 " P [ T T Y

Question sp girsdP;rE'( Question Style Entarad Entarad By il
» Do you have a Bachelors Degree? i[¥esNo 03/16/2010 Griffin, Peaagy

Do you have a minimum of 3 years of HR experience? 2|¥esho 03/16/2010 Griffin, Peggy

How many years of Recruitement experience do you have? 3|Multiple Choice |03/16/2010 Griffin, Peaagy

Flease describe your recruiting experience: 4{Essay 03/16/2010 Griffin, Peggy

What is your salary requirement? 5|Single Entry 03/16/2010 Griffin, Peagy -
|4 o[ ]

Answer sp| Weight Display Order
B |ves Desired

Mo Nice To Have 2

Prescreen questions will be presented to the Applicant in Candidate Self Service (CSS) after they select a
position and choose to apply for it, but before the Application is presented for them to update and/or
review and submit.

Note that there are five prescreen questions defined for the Requisition yet seven prescreening questions
are presented to the Applicant. The last two questions are CSS Global Questions which allow a HR User
to specify questions that are asked of every Applicant, for every Requisition. These questions are added
to the end of the Requisition-specific questions.

To define a CSS Global Question, click on the Maintenance | CSS Settings main menu then click on the
View | CSS Global Questions menu at the top of the CSS Settings window.

CSS Settings

Wiew
CSS Categories
CS5S Search Fields
Css Search Result Columns
C55 Job Detail Fields
CSS Job Alert Fields

CSS Global Questions
e

Question(s)
Question sp) g':jpa'f"’ Question Styla | Entered Enterad By Updated Updated By
» How did you learn of this job opportunity? 1|Source 03/03/2004 Rodgers, Doug
1f by =n Employee Referral, who referred you? 2|SourceComment | 12/07/2005 Strazzer, Michael 12/21/2005  |Pollock, Dav
[« >
Answer(s)
[Answer [=o[Display Order I
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Find Jobs Application Status Job Alerts My Profile

To apply for the position of Associate Dean of Information Technology, Full Tir
position.

4 Return to Previous Page

Apply For Position
Please Answer All Questions v

* This position requires a master's degree and at least three (3) full
years of comparable experience; or completion of a four-year
college/university degree with a major related to
management/supervision and five (5) full years of comparable
experience may be substituted for the master's degree. Do you fall
into one of these two categories?

A4
* Which of the two categories (above) are you in?

v
* How many comparable years of experience do you have?

v
* How did you learn of this job opportunity?

A4

Question Answer Weight
The Multiple Choice and YesNo questions carry an answer weight which can be used to calculate a
prescreen score for the applying Applicant. There are five weights that can be assigned to each answer.

Select Answer Weight Ok Cancel

[Mone]

Desired

Highly Desired
Ignore

Must MOT Have
Mice To Have
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Desired: Is an answer weight that should be assigned to answers that are valued. This weight carries the
second highest prescreen value. The standard weight for this answer weight is 4.

Highly Desired: Is an answer weight that should be assigned to answers that are highly valued. This
weight carries the highest prescreen value. The standard weight for this answer weight is 6.

Ignore: Is an answer weight that should be used for answers that are neither positive nor negative. It
carries no prescreen value. Ignore is the default weight assigned when adding answers. The standard
weight for this answer weight is 0.

Must NOT Have: Is an answer weight that should be assigned to answers that are not sought after and
are in fact to be avoided. This weight carries a negative prescreen value. An Applicant who chooses an
answer with this weight assigned will automatically be disqualified after submitting their
Application. The standard weight for this answer weight is -1.

Nice To Have: Is an answer weight that is appropriately applied to answers that are favored, but not
highly valued. The prescreen value for this weight is less that Desired, but more than Ignore. The
standard weight for this answer weight is 1.

The Applicantés individual prescreen score is calculat
Requisition. For instance, if there are four CSS Questions for a Requisition, and each has an answer that

is weighted as fADesiredo (4), the maximum possible pre:
chooses the fADesiredo andweheof$es fiWbcgqguéeet Hameod answe!
guestions, he/she will have a total prescreen score of 10 out of 16 (or 62.5% of the maximum possible

score).

The Applicantbés prescreen score i sApplicarg Histocydontheer t ed t o di
Requi siti on. PreaSereef popuinn willaisptay6R.5% of the possible matchsticks.

Applicants for 2005-025 View App ‘ViewAIIAppIicants‘ Delete | | | Close |
Applicant 1D Pre-Screen Reg Date TP Score | TP Intvw [Result Result Dste  |Result Updated By |App Status | €SS Reguired Docs[Comments
p [Cock. Joanne 50000 |N/A 11/27/2005 Routed 11/28/2005 |Russey, Tery Future nfa
Jacobs, Albert 144 NiA 11/27/2005 New Resume |n/a
Mactal, Ricardo L [143 11111 11/27/2005 New Applican  |11/27/2005 |Russey, Temry NewResuma |nfa
Weber, Carals 149 TN 11/28/2005 New Applican  |11/28/2005 Future n/a
Nevark, Susan 142 1T 11/28/2005 New Applican | 11/28/2005 New Resume |n/a
Evans, Curtis 157 /A 11/29/2005 New Resume |11/29/2005 NewResume [nfa
Bergan, Maura 156 NIA 11/29/2005 Routed 06/03/2008 |Strasser, Michael |NewResume |n/a
Shelly, Mary 158 NiA 12/02/2005 New Resume |12/02/2005 New Resume |n/a
Cone, Bonnie 159 11111 12/05/2005 New Applican | 12/05/2005 Interview n/a
Brever, Roger 151 I [12/05/2005 New Applican | 12/05/2005 NewResume |nfa

In addition, if the Applicant is presented to the Hiring Manager, the prescreen score is converted to
display visually. The Hiring Manager will see 62.5% of the maximum length of the graphical bar in Hiring
Manager Module.

Applicants for Req 2005-025 (9 Records Found) Cancel Save

Applicant Applied |Pre-Screen Result For This Req Result Date |Result Updated By Comments

=1 Brewer, Roger 151 12/05/2005 [ | | [new spplicant (] [.]
=1 vweber, Carole 149 11/28/2005 [ | | [new applicant ()| 112872008 ]
ca Mactal, Ricardo L (143 11/27/2005 - New Applicant E] 11/27/2005 [:].‘J Russey, Terry

12/05/2005

=1 Newark, Susan 142 11/28/2005 - New applicant 11/28/2005

= Cone, Bonnie 159 12/05/20058 - New applicant

12/05/2005

Entering CSS Skills

If using the Candidate Self-Service module (CSS), CSS Skills may be entered for each Requisition. The
skills selected in CSS Skills define which skills will appear in all CSS Applications submitted for this
particular Requisition. The applying Applicant will have the option to choose from these skills when they
apply for this Requisition via CSS. CSS Skills can be accessed from the Attachments menu.
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Attachments

“5 Notes
Job Description (1)
Job Qualifications
Search Criteria
C55 Additional Links
CS55 Questions

. add . . . . I . .
Click on to attain the available list of skills. Highlight a skill that is to be added and use the
button to move it to the Selected column. Repeat until all desired skills are on the Selected column,
when complete click the 01z button.

Select CSS Skills

Ok Cancel

Molecular Biology
Molecular Biophysics
Molecular Genetics
Monoclonal Antibodies
MR.I

MS Access

Ms DO

MS Exchange

MS Softwars
MS/Internet Information Server
Meonatology
Mephrology

Available: Selected: {11)
Microtome Applicant Tracking
MIS Benefits
MIS Management Bilingual

Camputer Skills
Customer Service
Ermployee Relations

J|HR Generalist

MZ Excel

ME Outlook
MS PowerPoint
MS Waord

Greentree recommends adding not only skills that are required for the position, but also skills that would
be relevant to similar positions. For instance, if the Requisition is for an Administrative Assistant and
requires Word and Excel, it may be useful to also enter Reception, Dictation, PowerPoint, Access, and
Visio. The title Administrative Assistant does not mean the same thing in every company. These
additional skills may help recruiters determine if the Applicant is under or over qualified and more suited

to another opportunity.

CSS Skills for 2010-081

Skill

P |Accounting

Contracts

Database Administration

Databases

GAAP

IFRS

Information Systems

Management

MS Access

MS Excel

MS Project

Risk Management

Spreadsheets

Statistical Analysis

System Analysis
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Here is an example of how the above selected skills will appear in CSS for an Applicant who applies for
this position:

From the following list, please check those skills for which you
consider yourself to be proficient and which you will be willing to
use on the job:

Accounting

Contracts

Database Administration
Databases

GAAP

IFRS

Information Systems

Cancel

Entering CSS Uploadable Documents

If using iGreentree's Candidate Self-Service module (CSS), CSS Uploadable Documents may be entered
for each Requisition. Uploadable Documents are additional documentation that will be requested of each
Applicant who applies for the Requisition. Uploadable Documents can be accessed from the Attachments
menu.

Attachments

Z5 Notes
Job Description (1)
Job Qualifications (1)
Search Criteria (1)
CSS Additional Links
CSS Questions (3)
Css skills

CSS Uploadable Documents

To add a document to the CSS Uploadable Documents click the G2l button to be presented with

the document types that are available (document types can be added/edited in Doc Types Maintenance)
then click OK.
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Select Document Type Ok Cancel

Cover Letter

[Mone]

Zost Justification
Cover Letter
EMailAttachment
References
Resume
Transcripts

The selected Document Type will appear in the Document Type column. The User can enter instructional
text for that document. Typically, the text should contain any needed details about what document is
requested. File type does not need to be specified, as uploaded documents can be any of a list of valid
file types as set under Maintenance | Doc Types | FileType.

The Required field indicates whether the Applicant must upload the specified document (Required = Yes)
or if it is optional (Required = No).

When all changes are complete, click ﬂ to preserve the changes.

CSS Uploadable Docs for 2018-970

Document Type Instruction Text Required
) |Academy Certificate or Diploma Upload before the closing of the application period. MNo
Cover Letter If desired, please upload your cover letter here. No
Resume If desired, please upload your resume here. No
Veteran's Preference (DD214) To receive Veteran's Preference, upload your DD214 ENo

The request for additional documents that are set up in CSS Uploadable Documents will be presented to
the Applicant after they submit an Application for the Requisition using CSS.

Academy Certificate or Diploma:

Upload before the closing of the application period. May be proof
Browse... - . .
of enroliment, in lieu of certificate or diploma.

Cover Letter:
Ereiae [ Use EXISTING cover letter dated 1/5/2017.

You can review this document by clicking here.
vSoft3CSSMobilechanges212162017152343571.docx or If desired, please upload your cover letter here.
is selected
Resume:

ired, pl rr .
Browse... If desired, please upload your resume here
Veteran's Preference (DD214):
To receive Veteran's Preference, upload your DD214 before the
] Browse...

closing of the application period.

ADD SELECTED DOCUMENTS CONTINUE WITHOUT ADDING DOCUMENTS

If any of the files are the wrong file type then the Applicant will receive an error message indicating what
file types are accepted.
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Document List
Additional documents that relate to the Requisition can also be added. To access, select Document List
from the Attachments menu.

Attachments
% Notes
Job Description
Job Qualifications
Search Criteria
C5s Additional Links
CS5S Questions
Css skills
CsSsS Uploadable Documents

Document List

All available documents will be displayed along with information about when the document was added
(Date Created) and who added it (Created By). In addition, if the document was added for a specific
Requisition the Requisition number will display as well as the corresponding Job Title.

Documents for 2005-037 View Add Delete | Close
Type Date Created Created By Reg Job Title
p |Job Description 12/08/2003 Knox, Katherine
Job Qualification 12/08/2005 Knox, Katherine
. - . L=
To view an existing document, select the document row and click the button.
To add a document DRDooumenhlLest, cick L, Aiele to gedta display the Add New

Document window.
Add Mew Document 0K Cancel

Document File: Browse...

Document Type: | [Sg|acf] 3

Choose to navigate to where the document to be added has been saved. Navigate by
clicking the folders until you reach the folder where the document is stored and then double click the
document to add it to the Document File field.

After the document has been selected, click the ™ | button and choose the Document Type from the list.
ox | core |

Document Fila: Browse.

Document Type:

W

Advertiserment (DOC)
Applicant PreScreen (DOC)
Application Form L
i_ Cower Letter in Word format

Interview Audio

Interview Notes (Scanned TIF)
Interview Notes MWord document)
Motes

FPhota {jpo)
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Choose 012 to add the document type. The Add New Document window will reflect that the

document is uploading.

Add Mew Document i Cancel

[ Uploading file... Please be patient.

Document File: |Ch\Documents and Settingsh

Document Type: | |niarview Motes Mord document) w

The file type required for the Document Type must match the file type for the document being attached.
A file mismatch will generate an error.

Upload New Document Results

* The file type of the document you selected (jpg)
iz not allowed to be uploaded.

Please select a file that is one of the following file types:
DOC, .TXT, .PDF, .XLS, .DOCK B .XL5X

If the upload is successful a message will display confirming the success.
Upload MNew Document Results

e file was successfully transmitted by the user
otal Bytes: 20450
Document Added Successtully.

The document will be added to the Document List after clicking .

To add additional documents to the Requisition record, repeat the steps above.

Delete |

To delete an existing document, select the document row and click the button.

Adding/Editing Approvers
There are two different ways to add Approvers to a Requisition record, one using Add Approvers from the
Action menu and the second using Approvers from the Attachment menu.

Action History Attach Attachments
*n Find Matching Apps ¥ Notes
Post to Source Job Description (1)
Q Enter Expense Job Qualifications (1)
@ Place On Hold Search Criteria (12)
i) Take Off Hold CSS Additional Links
) Withdraw CSS Questions (4)
LA Fill Css skills (14)
lL] Copy To Template CSS Uploadable Documents
j Requisition Reports Document List (2)
£ Add Approvers |

Approvers displayed may have been entered via the Hiring Manager and/or manually entered by clicking
on tAded oA button. Requisitions must stild]l be in
approvers. The attachment displays information about each of the approvers and their progress in
reviewing the selected Requisition.
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Ao e s

Approver Approval Status Status Date Entered By Updated By Comments
p |Greenberg, Caral Approved 03/15/2010 Greenberg, Carol Greenberg, Carol

Cannova, Adrian Not Reviewsd Greenberg, Carol

Chamonix, Susan L. |Not Reviewed Greenberg, Carol

Approver: Is the name of the individuals who are assigned to review the Requisition.

Approval Status: Each approver record will display a status, which will reflect whether the Requisition has
been fANot Reviewedo, AApprovedod, or ANot Approvedo.
Status Date: The date reflected is the date when the most recent change in Approval Status occurred.

Entered By: Is the name of the User or Hiring Manager who added the approver.

Updated By: Is the name of the User or Hiring Manager who made the most recent change to the

approver 6 s St atus

Comments: Each approver has the opportunity to comment on the Requisition they are approving. If

they complete the comment field it will be displayed here.

— | button and follow the prompts for Approver Name

and Approval Status (typically Save luttoi.Not Revi ewed0)

To add another approver simply click on the

To change the order in which the approvals are made, use the ReLder[ button to change the order in
which the names of the Approvers are listed.

The Sl (o seiElal button can be utilized to send email notification to a Hiring Manager that their

approval is needed. The system will automatically send the email notifications in the order that the
approvers are designated. However, in some circumstances a Hiring Manager may be unavailable and
the recruiter may want to notify the next approver so as not to hold up the process.

Adding/Editing Search Committee Members
To add members to the Search Committee for a Requisition, select Search Committee on the
Attachments menu.

Attachments

¥ Motes
Job Description (1)
Job Qualifications (1)
Search Criteria (8)
CSs Additional Links (1)
CS5 Questions (5)
CSs Skills (11)
CSsS Uploadable Documents (3)
Document List (2)
Approvers

Search Committee

Search Committee For 2010-020 Add | |Ser‘|d Notiﬁcationl | | Close |

I ICommittee Member IEeturit'.r ICreated ICreated By IUDdated IUDdated By IAssociated HiringMgr Entry Default
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To add a member to the Search Committee, click — . Click on the name of the person to be

added and click the M button. Answer the prompts until you are returned to the Search Committee

screen then click T . The Security setting for a Search Committee member is either Read-Only or

Update. Read-Only allows the person to only review the Application but not add notes or comments or
change the Appl i can tUpdste algwp tha persoh o make cBanges ta the Application
record.

Once the member has been added, the User can inform the person by clicking SETLLDITERLIT to

send an email notification to the person.

The only field that can be changed for a Search Committee member is their security. To change their

security setting, click on the line associated with the member so the II[ appears to the left of their name.
Then click in their Security to cause the hd| button to appear. Click on the hd| button to bring up the Select

Security screen and make the desired change. Click the M button followed by the ﬂ to

save the change.

To remove a Search Committee member, click on the line associated with the member so the II[

appears to the left of their name. Then click % followed by to confirm your action.

Click o= to save your changes.

Finding Regs that were Entered
Requisitions can be entered into iGreentree by a Hiring Manager (if the Hiring Manager Module is used)
or by an HR User. Finding these Requisitions is important to the recruitment process. Within iGreentree,

choose Requisition QuickSearch from the Requisitions main menu.
Requisiions
Find By Reg#

Euickﬁearch

Periodic searches by Entered Date will find the new Requisitions, and allow HR to enter additional data
and record the activity of the Req. Users can also include additional criteria that will limit the search
results to specific types of Reqs, such as those that have an Approved or Pending Approval Status.
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Requisition QuickSearch™ Clear M| Close

Greentree Systems, Inc.
Entered:|  [E] By:] (v] updated: |  [E] By:] (]
Req: | Status: | (v] Filing System: | (-]
JobCode:| [ ~] position Ctri#: | Total Openings: |  Total Filled: |
Job Title: |
Depts| O] Regffemps| (1] Aperoveds| (&)
Division: | (] Exempt/ne:[ [7] Deadline:|
Location: | (*] FuWpart:|  [*] PostedInternal:|
sal/Grade:| [ ~] New/Repl:| (7] PostedExternal:|
FTE:| Replacing: |
shiftCode:| [ 7] Posting Category: | (]
Schedule: | Recruiter: | (]
Job Growp:| [3 Hiring Manager: | E]
[~ Allow Expression of Interest [ Hiring Mgrs See All Apps
Notification: | (-] Search Committee Start:|
Assessment Process: | (] Search Committee End:|
Note to Hiring Mgr: |
FilledBy: | [~ |HowFilled:| [+ FilledOn:|  [E] Starton:| (8]
Contains: | (=]l

Once the new Requisitions have been found, Users can add or change data and/or Attachments, and
perform Actions as needed (described in detail later in this Chapter).

List View
The most common result from a search is a List View. Any time a User performs a search that returns
more that one result (Requisition, Applicant, Source, etc), the results will be displayed in a list form. To

Summary o Edit Yiew |buttons

switch from List View and view a single entry you may use the r

Requisition List View [LIEIEEE b M| Edit Yiew | Summary | Mew Search | Close |
Action History Attachments Greentree Systems, Inc.
E-"*-i = £ - =
Reg JobTitle Status Entered -
p |2004-001 Regional Sales Representative Filled Fizfz004
2004-002 Fegional Sales Representative Fillad 1043052004
2004-003 ProgramrnerAanalyst Open 1171172004
2004-004 Project Engineer Open 11/11/2004
2005-001 Software Developrnent Manager Open 171272005

Summary View

If a search is performed that returns a result of only one item, you will be brought directly to the Summary
View screen for that item. The Summary View allows the User to see the main information as well as
some History and Attachment Information directly on the main screen.
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Req Summary
Action History Attachments

M| 4|1of5 b M

Edit View List Wiew New Search | Close |

Greentree Systems, Inc.

E VSR

HE]

les

Bl

HR Generalist

—_

— Recruiter: Cannova, Adrian
L Lacatian: Atlanta
= Status: Open-HotJob

Req Number: 2005-037

P YT CP 22888 - HR Generalist

O S S Tl Requisitions

Position Chrl#: BER{:El)

Total Openings: [}

Total Filled: [}

[V gl Human Resources

[T Tl Operations

Full/Part:

New/Repl:

P e 12/08/2005

Deadline:

e p Ol T 1 2/08/2005

Posted External: Blelif-felalol]

O YTl Human Resources

L el Walker, Jane

Hiring Mgrs See All Apps [FE1ERY

Search Committee Start:

Search Committee End:

Allow Expression of Interest

Notification:

Assessment Process:

Mote to Hiring Mgr:

Filled By:

How Filled:

Filled On:

Start On:

=l 12/08/2005

VW nox, Katherine

,—
L ELC O 02/08/2010
’—

[:3HIl Russey, Terry

[J 10b Description On File
[ 10b Qualifications On File

Applicants (View)
Applicant Pre-Screen Req Date Result Result Date

Dotsen, Vicki |NoMinQuals |12/09/2005 |Rej/Min Quals |12/09/2005

Postings

Source | Date Posted |Start Date: | Closing Date:

Mo Data Available

Approvers

Approver | Approval Status | Status Date | RemoteReq Identifier | Entered By | Updated By | Comments

Mo Data Available

Offers
Offer Date | App Mame | Answar: |Start Date

Mo Data Available

CSS Sskills (View)

T
MS PowerPoint
Custemer Service
M5 Excel

HR Generalist

MS Outlook
Employee Relations
M5 Word

Expenses

Date | Expense | Description | Amount

Mo Data Awvailable

Call Log

ID: |Applicant |Call Date and Time: |Created By: |Comments

Mo Data Available

The items highlighted in blue are hyperlinks and will take the User to the appropriate History or
Attachment menu (detailed later in this chapter). Clicking on Req Number: XXXX-XXX will take the User

to the Edit View screen, the User may also click on

Edit View

Edit “iew

This screen is similar to the Summary View screen, it displays information for a single search result. Edit
View does not have quick links to History or Attachments nor does it have that information displayed on
the main screen. Instead, both Edit View and Summary View have access to all the same information via
the main menus (Actions, History and Attachments) and via the Quick Launch buttons. It is up to the
individual User to decide which screen and method they prefer to use.
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Requisition Edit View |[L1EIFE:EE B[] List View ‘ summary | New Searchl | Close |

Action History Attachments Greentree Systems, Inc.
TSI SR [
i = @
Entered:l By: | Updated: | By: |
Req: | Status: &) b E] Filing System: |
Job Code: lm E] Position Cirel#: |1.45892 Total Openings: l]__ Total Filled: ID_
Job Title: |HR Generalist
D‘EPﬂHlHuman Resources E] Reg/Temp: IREQTE] Approved: ’m
Di\ﬁSiDll:leeratian E] Exempt/NE: WE] Deadline: ’7
Location: |2tlanta E] Fullf Part: lpartii] Posted Internal: ’m
Salf/Grade: |247 E] New/Repl: IF E] Posted External: 'm
FTE: |0.5 Replacing: |
Shiﬂme:lii] Posting Category: |Human Resources E]
Schedule: |M-Thur 12pm-4:30pm, Saturday 8:00 am- 4 Recruiter: [Cannova, Adrian E]
Job Group: lzi E] Hiring Manager: |'u-".'a||-ce r. Jane E]
[ Allow Expression of Interest [ Hiring Mgrs See All Apps
Notification: | (] Search Committee Start:|
Assessment Process: | E] Search Committee End: ,7

Note to Hiring Mgr: |

FiledBy:) ~ HowFilled:]|  [~] Filledon:|  [E] Starton:| [E]

Requisition Activity

Once a Requisition is entered into iGreentree and approved the recruiting process really begins. The
Requisition is typically a trigger for a whole series of events. The recruiter can do things like post a
position, place it on hold, or search for Applicants (to name a few). These events are referred to as
Actions in iGreentree.

If the User is in Sl or SolE View, only the selected Requisition will be affected by the
. . . . List Vi . .
Action (Single Actions). If the User is in ST VISW , all of the records that are currently displayed will

be affected by the Action (Mass Actions), regardless of whether any record is highlighted or not. Users
have the option to remove one or more records from the list before performing the Action, affecting only
the remaining records.

Single Actions (Edit or Summary View): Mass Actions (List View):
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Requisition Actions help to update records and generate output for all of the common events that occur
during the recruitment process. Once an Action has been performed in iGreentree a History of that event

will be recorded. All Historly can be reviewed by going to the History menu of an individual Requisition.

Find Matching Apps/Search Criteria

Find Matching Apps is an Action that is a short cut for running the Search Criteria search engine (located
under attachments) on the Requisition. The defined search criteria can be used to search through existing
Applicants to find people who have the requirements for a position.

To begin we must first set up our Search Criteria for the specific Requisition.

To illustrate, start by selecting QuickSearch from the Requisitions menu.
Requisiions
Find By Reg#

Add Requisition

Find all Open Requisitions by entering Open on the Status field and clicking -I

Switch to the Edit View for the selected Req by placing the indicator next to the Requisition to be viewed

and clicking on the _ button.
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Analyze a Job Description or Qualifications
The system can assist the User with starting to build the search criteria by analyzing the job description
and job qualifications.

From the Attachments menu, first choose Job Description.
| attachments
i % Motes

! Job Description (1

Job Description for 2005-043 Analyze ‘ Save | Cancel | Close |

File Edit View Insert Format Table Tools
* |Administers various human resources plans and procedures for all employees; ~
assists in development and implementation of personnel policies and

procedures; prepares and maintains employee handbook and paolicies and
procedures manual; maintains all HR related paperwork.

® Conducts recruitment effort for all levels of openings (including internship
program and tempaorary employees); maintain applicant tracking records,
conducts new-employee orientations; develops internship program for
applicable departments, monitors career pathing program, writes and places 7

Analyze

Choose to have the system find Search Criteria from the Job Description.
If the Requisition already contains Search Criteria, the User will be prompted with three choices for
proceeding.

= Postings Analysis -- Webpa... [2X0

11 search criteria currently exist for
this requisition. Would you like to
append any new search criteria, or

overwrite the existing search
criteria?

IOverwrite ” Append ” Cancel l

If the User chooses L 2 the existing Search Criteria will be deleted and the newly found
Search Criteria will be added. If is chosen, the existing Search Criteria will be retained and
new criteria will be added to it. If the User selects the analyze process will be aborted.

If the User selects k J or [""LE"""] they will be prompted for a Thesaurus (skill set). The best
Thesaurus to choose is the one that contains skill and degree codes that fit the type of Req selected.

For this example, use All Codes.
Select Thesaurus Ok Cancel

All Codes

Clerical

Computer
Financial

Med Professional
Sales
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The system now finds Skills and Education criteria based on the codes within the system and the text it
searched in the job description. You will receive a notice of how many criteria were extracted and that it
has been successfully added.

Message from webpage -

Successfully added [11] search criteria extracted from the Job
! % Description.

The Search Criteria can now be fine-tuned to find the Applicants who best match the needs for this
particular job opening.

PLEASE NOTE: If no search criteria existed the User would be brought straight to the Select Thesaurus
box.

Search Criteria
To see (and maybe edit) the criteria, choose Search Criteria from the Attachments menu.
Attachments
%5 Notes
Job Description (1)
Job Qualifications {1}

Search Criteria

Desired will always be the default for requirements that are populated using the Job Description or

Job Qualifications Analyze feature.
Search Criteria for 2005-037 Add ‘ Delete | | | Find Apps Close

Tvpe Desired/Reguired | Reguirement Search Text Major/Emphasis Rating/Score | Comments
b |Skill Desired Accounting

Skill Desired Applicant Tracking

Skill Desired Benefits

Skill Desired Claims Processing

Skill Desired Databases

Adding Criteria

Search Criteria can also be created from scratch by using the M button, but most Users
prefer to have the system help by searching the Job Description and then modifying the Search Criteria
to set exact requirements for a position.

If the User adds a criteria using the M button, they are presented with a series of dialog boxes to
select the desired values for the Type, Desired/Required Rating and Requirement fields. The remaining
fields (Search Text, Major/Emphasis, Rating Score and Comments) are entered by clicking the individual

field and typing the value. The User must click the Save button to keep the changes.

Deleting Criteria
Sometimes the User may not want one of the criteria that were created from the Job Description.

Highlight the line to be removed (in this case, Masters), click the Delete button then click E to
keep the changes.
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Search Criteria for 2005-037 Add Delete Find Apps Close

Desired/Required | Reguiremeant Search Text Major/ Emphasis Rating/Score
Desired Masters

Skill Desired Accounting

Skill Desired Applicant Tracking

Skill Desired Banefits

Skill Desired Claims Processing

Skill Desired Databases

Required, Desired, Nice to Have, or Must Not Have
The User can adjust the level of the criteria that remain. Click in the Desired/Required column of the line
to be edited. Choose one of the following levels:

Required: In order to be found the Applicant must have this criterion in their record.

Desired: If the Applicant has this criterion, he/she will be rated higher in the Match column.

Nice to have: If the Applicant has this criterion, he/she will be rated in the Match column, but not as high
as for Desired criteria.

Must NOT have: If an Applicant has this criterion, he/she will not be found at all.

Desired criteria are 4 times more important than Nice to have. The more match points, the higher the
person appears on the list of potential candidates. Search criteria must not all be Must not Have. At least
one criterion must be Required, Desired, or Nice to Have.

The example below would only select Applicants who have a Typing SKill. If the Applicant has a
Spreadsheet or Word Perfect Skill, match points will be added to the Match column moving them up a bit
in the list. But if the Applicant has an Accounting skill, more match points are added to the Match column,
moving the Applicant even higher in the list.

Tupe Cesired/Reguired | Reguirerment
Skill Desired Accounting
Skill Mice to have Spreadsheet:
Skill R.equired Tuping

Skill Mice to have Ward Perfact

Finding Applicants with Matching Criteria

Once the search criteria for a Requisition has been specified, there are several ways to locate matching
Applicants depending on the Userds current view.

i M button (Search Criteria form)

1 Action | Find Matching Apps (Requisition Edit View and Req Summary)

et
1 Quick launch E=22] button (Requisition Edit View)

To search for qualified Applicants from the Search Criteria form for a specific Req, click on the

STLeIiI button.
rad Tosm] ] [rea o] cs

Type Desired/Reguired | Requirement Search Text Major/Emphasis Rating/Score | Comments
B |Skill Desired Accounting

Skill Desired Applicant Tracking

Skill Desired Benefits

Skill Desired Claims Processing

Skill Desired Databases
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To search for qualified Applicants from the Req

Find Matching Apps or select the quick launch

e

[

uisition Edit View or Summary form, click on the Action |

button located on the toolbar.

All of these methods produce the same results i.e. an Applicant List View similar to the screen below.

Applicant List View |[L1ENIER=l#:k b |M| Edit View | Summary | New Search | Close

Action History Attachments

Greentree Systems, Inc.

S

iz

XE]

7l a

Match D Name Status Recruiter Name -
B LTI 54 Dotson, Vicki Routed Chamonix, Susan L.

[T 79 Boswell, Stephen T. Future Mercer, Michael M.

s 40 Harper, Barbara Cannowva, Adrian

s iz Hill, Anthony Future Knox, Katherine

s 23 Riker, Fred C Knox, Katherine

An Applicant whose match column is full meets all of the Search Criteria. An Applicant with fewer match
points is missing one or more of the criteria. The more match points an Applicant has, the higher she/he

appears on the list.

There are several other criteria that can be used to search your database. They are detailed below with
general examples. You may use any combination of criteria to narrow down the search results.

Requirement Type - Skills
Most searches contain at least one or more Skills. Skill criteria can be added with combinations of
Desired/Required/Nice To Have, as needed.

The Rating/Score field is used to specify the minimum skill level (O=none, 10=best). If Ratings are being
used for any Skills in Applicant Attachments, a minimum Rating may be set here in the Search Criteria. If
the Applicant has the listed Skill but at a lower Rating, the extra match point(s) will not be added. If he/she

has the Skill at the Rating selected or higher, the match point(s) will be added, moving the Applicant
higher in the candidate list.

Tune [Desired/Raquired [Requirement[Search Text  [MaiowEmphasiz | Ratina/Ssors]
P [skill Mice to have Accounting 3

skill Degired Applicant Tra [
| kil Fequired Ermployes Re i0
_Eki” .Dlilr'd -Humln Ra&sa &

Skill |Mice to have -Tra-n-ng 3

Since the default Rating for each Skill in the Applicant Attachments is zero, this will only work if Users

have been entering Ratings for each Applicant who has the selected Skill.

Requirement Type - Degrees

For a Degree, it may be important that the Applicants have a certain Major. Degree finds Applicants with
speci fied
For this example, enter Human Resources in the Major/Emphasis column.

t he

degree

or

fishwill gl$o éimd MasterS and Doetaratentpdrees,

Tupe

Desired/Required

Feguirernent Search Text

Major/Ermphasis

4

Cegree

R.equi

red Bachelars

Requirement Type - Applicant Filing System
You may wish to only consider Internal Applicants for a position. To eliminate External Applicants from
appearing in your results you would want to enter a criteria of AppFilingSys, Must NOT Have, and

External Applicants.

Hurman Resources

Bachel
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Type Desired/Required | Reguirernent Search Text Major/Ernphasis
p |AppFilingSys Must MOT have Extarmal Applicants

Requirement Type - Applicant Status
You may not want to consider Applicants who have already been eliminated from consideration on any
future openings. When prompted, choose AppStatus, InActive, and Must NOT have.

Type Desired/Required | Reguirernent Search Text Major/Ernphasis
p |AppStatus Must MOT have Inactive

Requirement Type - Result

To eliminate Applicants who have already been removed from consideration on this Requisition for the
reason of wanting a Salary that is too high, use Result. When prompted, choose Result, Reject Salary,
and Must NOT have.

Tupe Cesired/Reguired | Reguirernent
p |Result Must HOT have Reject Salary

Requirement Type - Tests

It could be helpful, if specific Tests are always given and recorded for Applicants who apply for this type
of position, to only find Applicants who have taken that test. A Score can be entered, ensuring that only
those Applicants who passed the test appear. When prompted, choose Test, Computer, and Required.

Tupe Cesired/Reguired | Reguirernent
p [Test Required Camputer

If the level was set to Desired or Nice to have, only those Apps with those specific codes will get the extra
match points.

Requirement Type - Text Search
There are several different kinds of Text Searches available to the User but the most common is the
resume text search.

If the User wants to find search the resumes of all Applicants to find only Applicants who had experience
working at a bank, the following search criteria would be added:

Requirement Type = Text Search

Rating = Required

Requirement = Resume Text

Search Text = Bank

[ [tvpe [Desired/Required [Requirement | Search Text [ Maior/Emphasis [Rating/Score | Comments
| ) |Te><t Search - Re;umelDe;ired | |Ean|—c | | |

The Text Search option works the same way for searching the following:
1 Notes (Applicant Notes Attachment)
 Resume Text

Notes and Resume Text may be long, so this type of search may take longer. Also, Scanned resumes
may have OCR errors so exact matches may not be found.

It is usually better to use additi o n a |-t di>xntom@h ceteria with a text search.

Applicant History
Viewing the Applicants that have applied for a Requisition is as easy as going to Applicant History by
clicking on the History | Applicants menu item.
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History Attachments

The Applicant History contains information aboutt he Appl i cant 6s Application and t

Process.
Applicants for 2005-025 View App | VlewAIIApphcanTs| Delete | | ‘ Close |

Applicant i3] Pre-Sereen Req Date TP Score|TP Intvw |Result Result Date | Result Updated By |App Status C55 Required Docs| Comments
B [Mevark, Susan 14z 1111 11/28/2005 New Applicant 11/28/2005 New Resume  |n/a

Mactal, Ricardo L |143 T 11/27/2005 New Applicant 11/27/2005  |Russey, Terry New Resume |n/a
Cone, Bonnis 155 T 12/05/2005 New Applicant 12/05/2005 Interview n/a
Weber, Carole 145 [ 11/28/2005 New Applicant 11/28/2005 Future n/a
Brewer, Roger 151 T |12/05/2005 New Applicant 12/05/2005 New Resume n/a

Applicant: Name of the Applicant who is logged to the Requisition.

ID: The Applicantés I D number.

Pre-Screen: The Applicantdés prescreen sanswverstheypaveadhtheiGCSSdet er mi r
Questions and the answer weight for those questions. An Applicant with a greater number of hash marks

has answered more CSS Questions with an answer that wa:
Havedo. Appl i cediot Requisiian byaan iSredntree User (i.e. NOT through CSS) will have

N/A in the Pre-Screen column as no prescreen questions would have been completed.

Reg Date: The date the Applicant was logged to the Requisition. If the Applicant applied through CSS

he/she will also have a CSSForm with the same date.

TP Score: For use with iGreentree's Assessment Vendor interface; please contact Greentree for more

information.

TP Intvw: For use with iGreentree's Assessment Vendor interface; please contact Greentree for more

information.

Result: The Applicantés result for this RequiNew ti on. The
Applicant or it may be a final result such as New Hire or Reject Minimum Qualifications Not Met.

Result Date: The date the result was last updated.

Result Updated By: The name of the person who | ast updated the
assigned by the CSS it will remain blank.
App Status: Applicantdés overall status in the system.

CSS Required Docs: Indicates whether or not the Applicant has uploaded all the required documentation

via CSS. If no documentation is required for this Requisition than n/a will be displayed.

Comments: An area where comments about the Applicantds r esu
use this Comments field to track justification for the final result assigned.

TheMbutton can be used to open a new window and di
View All Applicants |

record page. You can also use the button to open a new window and display all the

Applicants in a List View. The % button is used to remove an Applicant from the Requisition.

Post to Source Action/Postings History

Where a Requisition has been posted can be recorded using the Post to Source Action. The History of
this Action is stored in Postings under History. These Actions and their Histories are discussed in detail in
the Sources and Expenses Chapter of this manual.

Enter Expense & Expense Distribution Actions/Expenses History

Dollars that have been spent recruiting for a Requisition can be recorded using either Enter Expense
Action on the Req Edit/'Summary Views or Distribute Expense Action on the Req List View. The History of
these Actions is stored in Expenses History. These Actions and their Histories are discussed in the
Sources and Expenses Chapter of this manual.
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Place On Hold

Place On Hold is an important Requisition Action. If used properly, along with the Take Off Hold Action, it
allows for more accurate time-to-fill reporting as the on hold time can be subtracted from the overall time-
to-fill. The Place On Hold Action changes the status of the Requisition to On Hold which is often a
defining factor for removal of Requisitions from CSS. In addition, this Action allows for recording
information about why a Requisition is put on hold as well as various other details such as who requested
the hold.

To use, select Place on Hold from the Action menu.

action History attack
*" Find Matching Apps
Post to Source

& Enter Expense

%] Place On Hold

The status will automatically change to On Hold. Select a reason for the Hold Action from the coded list.
Place On Hold OK Close

Regquisition Status: |Dn Heold

Reason: |Manager on vacation

Hold Date: |04/26/2010

Comments:

]
]

File Edit WView Insert Format Table Tools

|Suzyf Que out from 1/5-1/31. Re-Open 2/1 ~

Todaybs date wild/ a tHoldbDate tield.c This date cah belcthangednf necessaty bye
clicking on the date icon. Select the Reason for the hold and enter any additional information in the

Comments field. Select 0 to run the Action, placing the Req on hold. A history of this action is

now stored under Holds on the History menu.

)
You may also run this Action by selecting the quick launch button located on the toolbar.

Take Off Hold
The Take Off Hold Action works hand in hand with the Place On Hold Action. It will allow for the
recording of the Off Hold Date for use in calculating time-to-fill.

Select Take Off Hold from the Action menu.
Action History Attacl
*n Find Matching Apps
Post to Source
Q Enter Expense
@ Place On Hold

(] Take Off Hold
The system will default to Open in the Requisition Status field. The Off Hold Date field will default to
todayobs date. I f a future date i s eO@penadmnedatelyupore Requi si f

completion of this Action. You cannot schedule a Req to be opened on a future date.
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Take Off Hold ].4 Close

Requisition Status: |Open E]

OFf Hold Date: [01/05/ 2006

Select Ok to complete the Action.

&)
You may also run this Action by selecting the quick launch button located on the toolbar.

Mass Hold

Place On Hold and Take Off Hold actions can be run from the List View to affect a group of Requisitions
all at once. They will behave the same as the single Actions described above, but it will put every
Requisition listed on hold REGARDLESS if only one Requisition is selected. Be careful with these
Actions, since a mistake is tedious to correct. If a date were entered incorrectly, for example, the User
would have to go back to the History for each Req individually to correct it.

Hold History
The Hold dates and reasons are recorded in the Requisi t i ldofd$ History. Choose Holds from the
History menu.
History Aftt
' Applicants
' Postings

| Holds (1) |
T N T

| |Date ©n Haold |Reason |On Hold By |Date off Hald |OFF Hold By |C0mments
[ B [01/05/2006  |[Manager on vacation [Muxlaw, Kristina [01/31/2006  [Muxlow, Kristina [Suzy Que out on LOA il 1/31. |

Withdraw

If a Req gets cancelled after recruiting has started for it, the Withdraw Action should be used to update all
of the appropriate information in the system. The Withdraw Action keeps the Requisition in the database
but changes its status to Withdrawn Req thus removing it from CSS.

To try this action, select Withdraw from the Action menu.
| dction History Attac

*7 Find Matching Apps

[ Post to Source

{3 Enter Expense

@ Place On Hold

D Take Off Hold

W withdraw |

This Action sets the Set Requisition Status To and Set App/Req Result To fields to default values. These
values can be overridden. The Set App/Req Result To will update the Result for any Applicant that is tied
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to this Requisition who does not already have a final result. It will overwrite transient result codes, such as

New Applicant or Routed.

Set Requisition Status To: withdrawn

]
]

Set App/Req Result To: |Withdrawn Req

Select . to run the Action.

o
You may also run this action by selecting the quick launch button located on the toolbar.

In addition to changing the Status of the Req, the Result of Withdrawn Req is added to the History for any
candidate who did not already have a final result.

Choose Applicants from the History menu.

History att

Applicant ] Pre-Screen Fieq Date Fesult Fesult Date
Barth, Sharon 43 MfA 11/02/20C |Reject Skill 11/30/2005
Brewer, Roger 151 M A 11/29/20C |Declined Offer 11/29/2005
Dunaway, Kathy E. |9 IR izdfasszo0 | withdrawn Reg 1z/0%/2005

Mass Withdraw

The Withdraw Action can be run from the List View to affect a group of Requisitions all at once. This mass
Action behaves the same way as the single action described above, but it withdraws every Requisition
listed REGARDLESS if only one is selected in the list. Often this Action can only be run by the iGreentree
Administrator.
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Fill

In iGreentree, when an Applicant is hired the Requisition can be closed out using the Fill Action from the
Requisition Actions, or the Hire Action from the Applicant Actions, to achieve the same results. Either
action automatically updates the Applicant and the Req, as well as their History.

To try this Action from the Req Edit View, select Fill from the Action menu.

The Fill Action is just like the Hire Action, except that the Fill Action requires an Applicant (who is already
logged to the Requisition) be selected to fill an Open Requisition. If there are no Applicants logged to the
Req, the Action must be done from the Applicant Hire Action. The Hire Action requires the User to pick a
Req and will log the Applicant to the Req if needed.

Some of the data will auto-populate, but this data can be overridden if necessary.

The system updates all of the same things that are updated when the User chooses the Hire Action from
the Applicant side of the system (including History on Apps, Reqs, Sources, and Hiring Managers).

Enter data as appropriate then select 012 to run the Action.

You may also run this action by selecting the quick launch button located on the toolbar.

100 1 Requisition Management - iGreentree iGreentree v8.4 User Manual



