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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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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 Reqs. 
 
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: 

¶ Familiarize themselves with the capabilities and benefits of the iGreentree system 

¶ Log into the iGreentree  

¶ Select options from the Menu 

¶ Become familiar with what each of those choices is for 

¶ Exit the system properly 
 

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 Reqs, expenses, cost-per-hire, Req aging, 
postings, EEO, periodic status reports, Sourcing, 
graphs & charts, etc. 
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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: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 
opening 

Appn 

Automatic Resume 
Processing 

The process of automatically bringing resumes from email 
directly into iGreentree. 

ARP 

Candidate Self 
Service 

Optional module for letting Applicants apply directly via the 
internet or intranet 

CSS 

Expense Costs associated with the Requisition Expense 

Hiring Manager Person who initiates a Requisition Mgr 

Multiple Openings 
Per Requisition 

Option that may be needed by organizations who typically get 
20+ identical openings at once, not recommended for others 

MOPR 

Recruitment 
Department 

People responsible for managing the employment and staffing 
function within an organization 

HR 

Requisition Job opening Req 

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

Resume 
Processing 

Module that allows for ARP, as well as loading resumes that 
have been scanned and/or manually loading emailed resumes 

Res Proc 

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. 
 

APPLICANTS 
Francine Underwood 
George Taylor 
Hilda Swanson 
Jackie Quon 
Irving Roberts 

SOURCES 
Employee Referral 
Employment Agency 
Job Fair 
Local Newspaper 
Monster.com 

APPLICATIONS 
Francine Underwood for Admin Assistant 
George Taylor for Engineer 
Jackie Quon for Bookkeeper 
Francine Underwood for Bookkeeper 

REQUISITIONS 
Admin Assistant 
Bookkeeper 
Custodian 
Engineer 
Facilities 
Manager 

HIRING  
MANAGERS 
Adam Zwier 
Bonnie Yarvin 
Carles Xavier 
Donna Washington 
Edward Valentine 

 

EXPENSES / 
Employee Referral bonus 
Employment Agency 
Job Fair booth 
Local Newspaper ad 
Posting on Monster.com 
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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, enter the iGreentree Employment System URL.  The Userôs password is case 
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. 
 

 
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: 

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

 
 
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.) 
 
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. 
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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 
Type 

Definition How to update Example 

Coded Has a limited list of choices, 
to keep data consistent and 
easy to enter/search. Codes 
can be added to the list from 
Maintenance. 

Click on the arrow, choose 
from the list, and click OK.  
To clear, choose None. 
 

 

Coded 
with 
AutoFill 
 

Has a lookup table behind the 
code, with fields that fill in 
automatically as defaults on 
the main screen.  Lookup 
table values can be modified 
in Maintenance. 

Click on the arrow, choose 
from the list, and click OK.  
Other fields will default, but 
can be over-ridden. 

 

Date Dates are displayed in 
MM/DD/YYYY format for easy 
entry and searching 
 

Click on the calendar button, 
pick a date, and click OK.  
To clear, highlight and press 
Delete key on keyboard. 

 

Text Simple text fields let the User 
type any characters. 

Just type in the needed text.  
Try to be consistent with 
case and abbreviations.   
To clear, highlight and 
Delete. 

 

Number 
or 
Amount 

Numbers or dollar amounts 
are formatted for easy range 
searching.  These look like 
text fields, but do not allow 
the entry of alpha characters. 

Don't bother keying $ or 
comma.  If round number, 
don't bother keying .00.   
To clear, highlight and 
Delete. 

 

 

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

 
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 Windows 
Many of the windows may be resized, such as lists of History, to display information to the Userôs 
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 Box 

The navigation box allows the User to switch between records.  
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  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 

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

 
 

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

 button. 
 
The second calendar style is used to specify a relative date (yesterday, today, etc.) or date ranges. 

 
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.  

  Select  to continue and populate the chosen date onto the date field.   
 
To select a date range, click the appropriate relative date button, such as Last Month or choose a specific 
Month, Year, and Day and it will populate 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.   
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Now choose  to populate the range onto the date field.  

To clear a date range, click on the  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 

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. 

 

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 name of 
that button. 

 
 
Other Help 

¶ Read iGreentree's User Manual  

¶ Reference internal company documentation of how to use iGreentree  
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¶ 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 Greentreeôs web site:   http://www.GreentreeSystems.com 

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

 

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  

Select Requisitions, then QuickSearch.    

 

 

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

middle).   
 

http://www.greentreesystems.com/
mailto:Support@GreentreeSystems.com
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Select Open, click on the right arrow  to move the Open status to the Selected list then click on the 

 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. 

Click on the  button to run the search. 
 
 

List View 
The records found will be displayed in a list. 

 
 

Edit View 
To display more information about a single record, select the record by clicking on the record line so that 

the triangle indicator  appears next to the recordôs number. Click the  button. 
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12  ¶  Introduction and Overview   iGreentree v8.4 User Manual 

 

Summary View 
To display an overview of the Requisition that shows the current Applicants and their qualifications, the 

approver status, etc. click on the  button. 

 

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

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

Select Applicants, then QuickSearch.    
 

 
 
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. 
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 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: 
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Edit View 

Use the  button to display more information about the first record. 
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Summary View 
To display an overview of the Applicant that shows the Applications they have submitted (Reqs Applied 

For), a summary of their personal information and qualifications, etc. click on the  button. 
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Searching for Application Data 

Select Applications, then QuickSearch.  
 

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

Criteria click on the arrow  next to the Status field.  Move Offer Outstanding to the Selected column, 
then click on OK to return to the QuickSearch window.   

 
 

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

The Status under Requisition Criteria will be . 

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: 
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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.  
 

                                             
The Set Applicant Status To field, if populated, will update the Status field on the Applicantôs main record. 
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 the Requisition (make sure the selection arrow in the left gray column is pointing at the record to 

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 
above the Applicant record (in Edit View only). 

 
 

For Log to Requisition action you would select the  button and the Log to Req Action dialog box 
would appear, follow all other steps as normal. 
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Introduction to History 
Select Reqs Applied For from the History menu.  NOTE: The total number of Requisitions applied for is 
displayed here.   

 
 

 
 
A list of all the Reqs 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 Applicantôs base record and display the selected Requisition. 
 
The User can examine some of the other History items while here or close the window to return to the 
Applicantôs record. 
 

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

 
 
Choose Notes from this list.              

 
 
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 
 

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

 
 
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.   

   
 

 
 
Again from the Attachments menu, select Resume Text.  
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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. 
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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. 

 
 
When prompted for a report format, select one of these options.   

 
 

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

 
 
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 Moduleôs location 
 
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.    

 
 
The Hiring Manager will be brought to a Home page that allows the HM to select from various tiles.  

 
 

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. 

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

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. 

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

and click . 

If several Requisitions are found, it is easier to switch to  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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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. 
 

 

 
 
Requisitions waiting Approval.  Hiring Managers are sent an email regarding Reqs needing Approval 

 
 
 



28  ¶  Introduction and Overview   iGreentree v8.4 User Manual 

Hiring Managers can also submit offer requests to Human Resources via the Hiring Manager Module and 
check on the status of those offers. 
 

 
 
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.   
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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.  
 

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

 
 
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 Applicantôs profile (My Profile) record in iGreentree.  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. 
 

 
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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Each of the Applicantôs Application forms are accessible 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 Applicantôs most recent documents 

 
 

 
 
OR go to CSSForm to view the Applicantôs most recent Application. 
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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 .   
 

 
 
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 posted that match the Applicantôs criteria. 
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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 
 

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; Applicant data can be óRoutedô to them, as well as the 
recording of óInterviewô and óOfferô (Hire) details. 
 
To create a Hiring Manager record in iGreentree, select Add Hiring Mgr from the Hiring Mgrs menu. 
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The New Hiring Manager screen will display. Enter the Hiring Managerôs Name and Title and then choose 

. 
 
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. 

 
 
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. 

 
 
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 Managerôs record should be completed as needed.  At a 
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. 

 

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. 

 

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 ñpasswordò nor can it be a variation of the assigned User Name. 

 

To enter a password select the  button, a password entry and confirmation window will display. 

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

 
 
A new window will display that will allow you to change the password. 

 
 
NOTE:  Greentree recommends that you clear the User Name field from a Hiring Managerôs record 

should they no longer need access to the Hiring Manager module & also change their  to Inactive. 
 
When finished click OK to save your changes.   

You may also run this action by selecting the quick launch button  located on the toolbar. 

Other Fields 
The remainder of the Hiring Manager fields may be completed as desired.  For instance, if reports will 
contain the Hiring Managerôs location, be sure to complete the Location field on each Hiring Managerôs 
record. 
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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.   
 

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

 

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. 
 

 
                                           
The Hiring Manager will have the following options: 
 

  
 
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 ñRequisition successfully saved for later 
completion.  Select Add Requisition to continue working on this requisition/ò. 

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. 

 

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 óValueô column when the Job Code value ó012345ô is selected by the Hiring Manager.  Any field 
name with an ó(A)ô after it indicates an auto-fill field if the information is provided. 
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Entering data on this field will populate other fields such as Job Title, Job Group, Exempt/NE, and Grade.  
óHiringMgrReqTemplate(A)ô identifies an existing Requisition template in iGreentree that can help 
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, 
 

 
 
 

Adding Questions to a Requisition 
The Hiring Manager can select to add ópre-screenô questions that will be asked of all Applicants who apply 
on-line for the particular Requisition.  Some questions can have answers weighted based on the 
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.   

 
 
A Question Type window will display.  There are four (4) types of questions (shown below). 
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Yes/No Question Type: 
This question type allows a question to be asked of the Applicant that would require a response of óYesô 
or óNoô.  After entering the question 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) 

 

When finished, select the  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) 

 
 

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. 
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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 

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

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

 
Editing the questions can be as simple as re-ordering ï 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. 

 
The Requisition Approvers screen will display. To add Approvers, highlight the Approverôs name and click 
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. 
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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.   
 

 
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 Committee Members, highlight the Memberôs name 
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. 
 

 
 
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. 
 

 
 
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 Memberôs name.  

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  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. 
 

 
 
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. 
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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 list of all the Userôs Requisitions appears. 

 
 

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

 
 

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.  
 

 
 
 

Click on the 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 located to the right of the document followed by  
 

 
 

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 Status to an 'IsOpenô value and entering the necessary posting date(s) and Posting 
Category information for the candidate site(s). 
 
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 Req-In Approval 
Process.ô They will also need to go to the Attachments | Approvers menu option, change the Approver'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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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 Approver1 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. 

 
 

The first method is using the  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 

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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The second method is using the  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. 
 

 
 
 

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 
 

 
 

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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Once the Hiring Manager has selected their Approval Status, added Comments, and has selected Save, 
a confirmation of the Requisition update will display. 
 

 
  
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 Managerôs Pending 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 View and selecting óApproversô from the óAttachmentsô menu then 
completing and saving the information. 

 
 

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 Reqs.  To begin select the Approver Reqs 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 Reqs list.   
 

 
  
The óCurrentô option is defined in Maintenance | Codes | ReqStatus | IsCurrentForHiringMgr. 
 

 
 

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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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 Reqs tile from the main/home menu. 
 

 
 
My Reqs provides the Hiring Manager with a basic overview of their entered Requisitions.  Click on 

  
 

 

Select  to view more details about the Applicant. 
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Documents can be added by clicking on the 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 Applicantôs historical information specifically relating to other 

Requisitions to which they have been logged by selecting . 
 
After reviewing an Applicantôs information, the Hiring Manager should define the Result For This Req.   
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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.   
 

 
 
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, 
óextending an offerô can mean one of two things.  óExtending an offerô can be a way to record in the 
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.   

 
 
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.  
Dollar fields should not have ó$ô or ó,ô (commas) entered.  The default values for Applicant Status, 
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. 
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The Hiring Manager will be able to update an Applicantôs Result For This Req, Result Date, and 
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. 

 

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. 
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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.  
Dollar fields should not have ó$ô or ó,ô (commas) entered.  The default values for Applicant Status, 
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. 

 
 
This will display the Find Applicants By Name form. 
 

 
Full name information can be entered before selecting Find Applicants.  However, if an Applicantôs full 
name is not known, the Hiring Manager can perform a partial name search. 
 
Or they can enter as much information as desired followed by an asterisk ó*ô. 
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NOTE:  Name searching is not case-sensitive. 
 
In addition to viewing an Applicantôs information, the Hiring Manager is able to view 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 documents to the Applicantôs Application such as interview 
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 iGreentree systemôs definition of a new Applicant.  New Applicants are defined in iGreentree 
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 

selecting   
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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 
 

iGreentree 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.   
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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 óowned' by the Recruiter based on their entry in the Recruiter field on the 
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 
Reqs ï 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 .  
 

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

 
 
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 Reqs and how to use it. 
 
To add a Requisition, select the Add Requisition from the Requisitions menu. 
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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.   

 

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 
Reqs. Filing System is a required field.  If left blank, the system will not allow the Requisition to be 
saved. 

 

Requisition Status 
The Status field, often referred to as the Req Status, is very important since it shows the Reqôs current 
state in the process. Status codes are often used to drive which records are posted to iGreentreeôs 
Candidate Self-Service Module (CSS). It is also used for searching and reporting.  Several Requisition 
Actions change this status. 

 
 
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 

 icon just to the right of the Job Title to catch an applicantôs attention. 
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In iGreentree under Maintenance | Codes | ReqStatus, there is a Lookup Table specified for ReqStatus.  
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. 

 

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. 

 

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. 

 

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. 

 

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.   

 

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. 

 

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 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. 

 

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. 

 
 

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. 

 
 
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 notification 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. 

 
 
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 ï Hiring Mgr Batch 
- AppReq Notify Reviewer ï Hiring Mgr Immediately 
- AppReq Notify Reviewer ï Recruiter Batch 
- AppReq Notify Reviewer ï 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. 

 
 

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

 

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  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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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  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. 

 

Pick a template already created then choose . 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. 

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

particular opening. Once finished updating the Requisition, he/she can click  to retain the data 
and have a Req number assigned. 
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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. 

 
 
A blank New Req 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. 

 
 
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 helpful to use a ñJob Code ï Job Titleò naming 
convention, such as 0234-Administrative Assistant. 

 
 
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. 

 

Copy an Existing Template 
Copying an existing Template can greatly speed up the creation of similar templates. With the Req 



68  ¶  Requisition Management - iGreentree iGreentree v8.4 User Manual 

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. 

 
 
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.   

  
 

Click the  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  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. 

 
 
 
No Job Description Available defaults onto the Job Description screen. 
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Selecting the  button will automatically remove the not available verbiage and allow the job 
description text to be entered. 

 
 

NOTE: The  button is a tool for Search Criteria functionality and will be discussed within the 
Find Matching Apps/Search Criteria section of this chapter. 
 

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

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 Replaceé Same options as find, but can replace found text with a different word or 
phrase. 

View Standard 
Toolbar 

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

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 Pictureé To insert a 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 
Frames 

To draw lines around selected text 

Format Tabsé To add, remove or modify tab specifications. 

Format Bullets and 
Numberingé 

To add, remove or change the format of bulleted or numbered lists. 

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 
Color 

To change color behind selected text. 

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.    

 
 
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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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. 

 
 
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). 

 
 

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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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. 

 
 

Selecting the  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://. 

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

 
 

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 to the actual Application. The Applicantôs answers become part of their read-only online 
Application for the selected Requisition. The User can enter prescreen questions by selecting CSS 
Questions from the Attachments menu. 



iGreentree v8.4 User Manual Requisition Management - iGreentree  ¶  73 

 
 
CSS Questions can be used to gather additional information about the Applicant or to screen out those 
who are not qualified for the position. 

 
 

The User must select  to enter a new question. He/She will then be prompted to select a 
question 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. 

 

After selecting Essay and clicking  a new Essay question will appear. 

 
 
The User must click his/her mouse over the words New Question so that New Question is highlighted. 
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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  will change the ñCurrent Userò entry in 
the Entered By field to the name of the User who is adding the question. 

 
 

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. 

 

After choosing Multiple Choice click  and a new Multiple Choice question will appear. 

 
 
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  to enter the first answer choice. 

 
 
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. 

 
 
Each Multiple Choice answer can be assigned a weight. Each weight will be used to calculate the 
Applicantôs prescreen score. In addition, the assigned answer weight can also be used to automatically 
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 

weight and click . 
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The User must select  again to add additional answers for the multiple choice question to 
provide the Applicant with the desired choices. 
 
An example of a Multiple Choice questionôs answer set up would be: 

 
 
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. 

Choosing  will change the ñCurrent Userò entry in the Entered By field to the name of the User 
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. 

 

After selecting Single Entry and clicking  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. 

 
 

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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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. 

 
 
After the question is entered, a weight can be assigned to the Yes and No answers. The weights will be 
used to calculate the Applicantôs prescreen score (discussed later in this Chapter). In addition, the 
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  button. Choose the desired weight and 

click . 

 
 
An example of a Yes/No questionôs answer setup would be: 

 
 
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 
questions 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. 

 
 
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. 
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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. 
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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 Applicantôs individual prescreen score is calculated as a percentage of the possible points for the 
Requisition. For instance, if there are four CSS Questions for a Requisition, and each has an answer that 
is weighted as ñDesiredò (4), the maximum possible prescreen score is 16. If an Applicant applies and 
chooses the ñDesiredò answers for two questions and chooses ñNice To Haveò answers for the other two 
questions, he/she will have a total prescreen score of 10 out of 16 (or 62.5% of the maximum possible 
score). 
 
The Applicantôs prescreen score is then converted to display visually in the Applicant History for the 
Requisition. The Applicantôs Pre-Screen column will display 62.5% of the possible matchsticks. 

 
 
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. 

 
 

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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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  button. 

 
 
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. 
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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: 

 
 

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. 

 
 

To add a document to the CSS Uploadable Documents click the  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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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  to preserve the changes.   
 

 
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. 

 
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. 

 
 
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. 

 

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

To add a document to the Requisitionôs Document List, click  to get to display the Add New 
Document window. 

 

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. 
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Choose  to add the document type. The Add New Document window will reflect that the 
document is uploading. 

 
 
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. 

 
 
If the upload is successful a message will display confirming the success. 

 
 

The document will be added to the Document List after clicking . 
 
To add additional documents to the Requisition record, repeat the steps above. 

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. 

                                           
 
Approvers displayed may have been entered via the Hiring Manager and/or manually entered by clicking 
on the ñAddò button.   Requisitions must still be in the approval process in order to modify the list of 
approvers.  The attachment displays information about each of the approvers and their progress in 
reviewing the selected Requisition. 
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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 ñNot Reviewedò, ñApprovedò, or ñNot Approvedò.   
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 
approverôs  Status   
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. 
 

To add another approver simply click on the  button and follow the prompts for Approver Name 

and Approval Status (typically set to ñNot Reviewedò) and click on the  button. 
 

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

The  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. 
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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  button.  Answer the prompts until you are returned to the Search Committee 

screen then click .  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 Applicantôs Application Status.  Update allows the person to make changes to the Application 
record. 

Once the member has been added, the User can inform the person by clicking  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  appears to the left of their name.  

Then click in their Security to cause the  button to appear.  Click on the  button to bring up the Select 

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

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

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

Click  to save your changes. 
 
 

Finding Reqs 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. 

 
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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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 

switch from List View and view a single entry you may use the  or  buttons. 

 

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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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 
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 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  or  View, only the selected Requisition will be affected by the 

Action (Single Actions). If the User is in , 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 History 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. 

 

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

 
 

 

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. 

 
 

If the User chooses  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  or  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. 
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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. 

 
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. 

 
 
Desired will always be the default for requirements that are populated using the Job Description or 
Job Qualifications Analyze feature. 

 
 

Adding Criteria 

Search Criteria can also be created from scratch by using the  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  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  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  button then click  to 
keep the changes. 
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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. 

 
 

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 Userôs current view.   

¶  button (Search Criteria form) 

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

¶ Quick launch  button (Requisition Edit View) 
 
To search for qualified Applicants from the Search Criteria form for a specific Req, click on the 

 button. 
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To search for qualified Applicants from the Requisition Edit View or Summary form, click on the Action | 

Find Matching Apps or select the quick launch  button located on the toolbar. 
 
All of these methods produce the same results i.e. an Applicant List View similar to the screen below. 

 
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 (0=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. 

 
 
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 
the specified degree or ñhigherò. For example, Bachelors will also find Masters and Doctorate degrees. 
For this example, enter Human Resources in the Major/Emphasis column. 

 
 

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. 
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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. 

 

 

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. 

 

 

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. 

 
 
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 
 

 
 
The Text Search option works the same way for searching the following: 

¶ 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 additional ñnon-textò search criteria 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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The Applicant History contains information about the Applicantôs Application and their status in the 
process. 

 
 
Applicant:  Name of the Applicant who is logged to the Requisition. 
ID:  The Applicantôs ID number. 
Pre-Screen:  The Applicantôs prescreen score which is determined by the answers they gave to the  CSS 
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 was weighted with ñDesiredò and/or ñNice to 
Haveò. Applicants who are tied to a Requisition by an iGreentree 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 Applicantôs result for this Requisition. The result may be an interim result, such as New 
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 last updated the Applicantôs result. If the result was 
assigned by the CSS it will remain blank. 
App Status:  Applicantôs 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 Applicantôs result can be recorded. Some organizations 
use this Comments field to track justification for the final result assigned. 
 

The  button can be used to open a new window and display the selected Applicantôs main 

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. 

 
 
The status will automatically change to On Hold. Select a reason for the Hold Action from the coded list. 

 
 
Todayôs date will automatically fill in on the Hold Date field.  This date can be changed if necessary by 
clicking on the date icon. Select the Reason for the hold and enter any additional information in the 

Comments field.  Select  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. 

 
 
The system will default to Open in the Requisition Status field.  The Off Hold Date field will default to 
todayôs date. If a future date is entered, the Requisition will still be switched to Open immediately upon 
completion of this Action.  You cannot schedule a Req to be opened on a future date. 
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Select  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 Requisitionôs Holds History. Choose Holds from the 
History menu. 

 
 

 

 

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. 

 
 
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. 

 
 

Select  to run the Action. 

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. 

 
 

 
 
 

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  to run the Action. 

You may also run this action by selecting the quick launch button  located on the toolbar. 


