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CREATE USER ACCOUNT User Login

Please login to the system using your User MName and Password, If you do not have a User Mame and
Password assigned, click Create User Account.

User Name: Ibrutusl

Password: [Fersred

‘¥ou ate about ko log in ko & secure syskerm, When
wou are finished, please click Logout to ensure
that others with access to vour computer cannok
view the information in the system,

Go to www.jobsatosu.com/hr

a Type in your username and password
a Click Login
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Hiring Manager Site

YIEW OPEN

VIEW HISTORICAL To view the defails of the position, click on the "iew" link below the Title, To sart, click on the arrow next

to the column title.

HOME

REPORTS

CHANGE PASSWORD
LOGOUT

Please access instructions for completing the Applicant Hiring Summary by clicking here.
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The first screen in the Hiring Manager Site displays a summary of all positions you have access
to viewing based on departments assigned to you.

Under Job Postings in the left menu bar, you are presented with the option to View Open or
View Historical.

View Open — includes all requisitions in one of two statuses, either posted or opened, on
the Employment website.
a Posted — currently posted on the Employment website, or
0 Opened — no longer posted on the Employment website but contains
applicants still under review

View Historical — requisitions that are Historical are either:
o Filled and are no longer listed on the Employment website
o Cancelled and therefore not listed on the Employment website

You can sort each column within this screen (Job Title, Req. No., Job Open Date, Job Close
Date, Total Applicants, Department and Posting Status) by clicking on the arrow next to each
column heading.

Click on View Open.
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YIEW OPEN
YIEW HISTORICAL

« Welcome Brutus Buckeye, You are logged in.

Thursdaw, February 26, 2004

HOME

REPDRTS

CHANGE PASSWORD
LOGOUT

View Open

To view the details of the position, click on the "Wiew" link below the Title, To sort, click on the arrow next
o the columin title.

Please access instructions for completing the Applicant Hiring Summary by clicking here.
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Posted Requisitions — those currently posted on the Employment website. Employment is
currently accepting applications for posted positions.

To view the details of a specific posting, including the description, click on the word View below

the relevant title.
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Requisition Kurnber

I SEARCH I

CLEAR RESULTS

.
I

If you know the requisition number of the posting you are searching for, scroll down to the

bottom of the screen, enter the requisition number and click on the Search button. By doing
this, you will bring up only the requisition you are searching for. Once the requisition appears,
click on the View link to see more detailed information.
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YIEW OPEN
YIEW HISTORICAL

Printer-Friendly “ersion
HOME @

REPORTS
CHANGE PASSWORD Posting Status
LOGOUT

& Save

CAMNCEL II CONTINUE I

Posting Details

Both current Ohio State employees and the general public
may apply for this unclassified professional position.

University Title Systermns Developer /Engineer

Job Code 2189

After clicking on the view link, this screen will appear. Click on the Edit link at the top of the
screen.
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YIEW OPEN
YIEW HISTORICAL

i

Posting Details
HOME

REPORTS

CHANGE PASSWORD

LOGOUT I CONTINUE TO MEXT PAGE > I

*Required information is denokted with an asterisk,

Both current Ohio State employees and the general
public may apply for this unclassified professional

position.
Uriversity Title Systermns Developer /Engineer
Job Code 2129
‘warking Title Sys admin - Network Info Seryi

If a position is still in Posted Status, only Employment Services has access to applicant names.
Not until a position moves to Open Status and Employment Services changes the status of
applicants to Referred to Unit will HRP’s and Hiring Managers have access to nhames and
application materials. Employment Services will e-mail the appropriate College or Department
contact once applicants are ready for viewing.

From this screen, you have access to Posting Details, Hiring Steps, and Guest User
Accounts.

Posting Details - to view information specific to a posting (title, requisition number, job
description, qualifications, etc.) click on the Posting Details tab at the top of your screen. The
only change to the Posting Detail information that you can make is to assign a Hiring Manager.

To assign a Hiring Manager, you must first have them create a user account for approval
by Employment Services. Once approved, the hiring manager’s name will appear in the
Hiring Manager drop-down box within posting details. Select the appropriate hiring
manager from the drop-down box and save the requisition.
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JOB POSTINGS
YIEW OPEN

« Welcome Brutus Buckeye. You are logged in. Wednesday, February 25, 2004

YIEW HISTORICAL

HOME View/Edit Posting - Systems DeveloperfEngineer
g:‘:\?:ELSPASSWDRD
LOGOUT

Guest User

On this screen deactivate, activate, or change the Guest User password.

Activate Guest User

| CONTINUE TO NEXT PAGE > |

CANCEL I VIEW POSTING SUMMARY === I

Guest User — This is the screen from which you will activate Guest User’s, which is a read-only
account. Guest User accounts may be activated when the position is in “Posted Status” or in
“Opened Status”.

Once a position has moved to “Opened Status”, Guest User’s can see all applicant information
but cannot disposition anyone online. This access was designed for search committees or
supervisors, who would then report back to the appropriate HRP or Hiring Manager on
dispositioning applicants. For instructions on how to activate a Guest User Account please see
directions at the end of this guide — Page 27.
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Open Requisitions — open positions are those positions no longer posted on the website (i.e.
applicants can no longer apply for these positions). Employment Services will refer qualified
and eligible applicants to the appropriate hiring college or department. HRP’s, Hiring Managers
and Guest Users can see applicants once a position is moved to “Open Status” and the
applicant status has been changed to Referred to Unit.

Click on View under the Job Title in the first column to view open position information.
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slcome Brutus Buckeye. You are logged in, Thursday, February 26, 21

HOME View/Edit Posting - Human Resource Consultant
REPORTS
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Status
wcett Referred to
FEE Cen .

The system will automatically default to the Active Applicant screen, which lists all applicants
who have been referred to the unit for review. Following are the columns that appear on the
Active Applicant screen:

Name

Internal Applicant
Documents
Veteran

Special Status
Link To

Date Applied
Status

All/None

I Ay

TIP: Some computers are set up so you may not be able to view all nine columns. You may
need to use the scroll bar to see the columns on the far right side of the page.
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HOME
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Applicants

CHANGE PASSWORD
LOGOUT

Active Applicants

B Records
= Internal Il =i Special 4 vy Date
m n Applicant M n ot u APPIIEd m
Baker, Referred ko
5;::"'&" Mo No History/Nokes  02-18-2004 CI';'a”I_'lt :
UnclassProf Skatus
Driscoll, Referred ko
:2:" Mo Mot Disclosed RIF History/Motes  02-18-2004 c'_':'a”r'lt -
UnclassiProf Skatus

Referred ko

Name — in order to view the application submitted by an applicant for a position, you must click
on the View link below their name. The employment application opens in a separate window
(Viewing and Printing Applications is discussed in greater detail later in this guide).
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Employment Application

Employment Services + 2231 Morth High Street

Columbus, OH + 43201-1116
(614) 292-9380

Unclassified/Professional Application

Requisition Mumkber:
100424

Job Title:
Human Resource Consultant

Personal Information

Laszt Mame First Mame: Micldlle Maime: Etnail (if arvailable):

Baker Kathleen Baker.48{Tosu.edu

Address: City: State: i

1234 Main Street Hewburg OH 42111

Home Telephone:  |Message Type of Message |Business Extension: Best way of contacting you

6145525200 Telephone: Telephone: Telephone: 11885 hetvwween SAM and SPh:
614-552-5100 Cell Phone 614-292-9380 Email

Indicate equipment you operate related to the type of employment you are seeking (e.g. office eguipment, copiers, computer,
machine tools, vehicles, cleaning equipment, construction equipmernt, electronic equipment, etc

Veterans.

Indicate any training, qualifications, and skills (e.9. languages, software, professional memberships, etc.):
PHR. Extensive Human Resource experience. Knowledge of American Disabilities Act, Affirmative Action, and

Behavioral Interviewing training. Extensive knowledge of Classified Civil Service Rules. Knowledge of Human
Resource Information System. 1-9 training.

We recommend that you review applications (and resumes if appropriate) online and only print
applications of the applicants you seriously wish to consider.

WARNING — This system is not designed to print a large number of applications and associated

documents. Doing so can be very time consuming and may result in printing issues. We
recommend that you review all applicants online and only print applications for those who you

want to interview (sample screening tools can be found at the end of this guide). When printing
applications and documents, print a maximum of five (5) at a time.
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YIEW OPEN
YIEW HISTORICAL

HOME

REPORTS

CHANGE PASSWORD
LOGOUT

Applicants

Active Applitilts
6 Records

i Internal
== Applicant

Documents

=i = Special : yy Date
U G D nppIiEd MI

Baker, Referred to
: Unik
Mo Mo Historyihokes  02-18-2004 S
Skakus
Driscoll, Referred ko
Molly : - it
Vs Mo Mok Disclosed RIF Historyihotes  02-18-2004 SR
UniclassProf Status

Referred ta

Internal Applicant — the Internal Applicant Column will tell you whether or not an applicant for
your posting is an internal employee.

Documents — you can view other documents submitted by an applicant by clicking on any link
that appears in the Documents column. Typically, you will have two choices, either a resume
(Res) or a cover letter (Cvr Ltr). Again, we would recommend that you review all applications
and resumes online and only print those for applicants you plan to seriously consider.
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JOB POSTINGS
YIEW OPEN
YIEW HISTORICAL

HOME

REPORTS

CHANGE PASSWORD
LOGOUT

Applicants

Active Applicants

6 Records
i Internal = i Special . Date
m D npplicant o U yeteran n St AppIiEd MI
Baker, Referred ko
: Uit
Mo Mo Histary/Maotes  02-15-2004 S
Status
Driscoll, Referred ko
Molly : ; Unit
Wiew Mo Mok Disclosed RIF HistoryfMotes  02-18-2004 e
UnclassiProf

Status

Referred ko
" |

The Veteran and Special Status columns indicate whether or not an applicant has self-
identified as a veteran or falls into a special status category, for example Reduction in Force.
Upon receiving e-mail notification that your position has been moved to Open Status and is

ready for review, you will also be told what action needs to occur if you have applicants in either
Veteran or Special Status.

13
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YIEW OPEN
YIEW HISTORICAL

HOME

REPORTS

CHANGE PASSWORD
LOGOUT

Applicants

Active Applicants

6 Records
= Internal - =i Special 2 vy Date

m u Applicant M n e tnk o B AppIiEd MI

Baker, Referred ko

Kathleen ; Unit

i : Mo Mo History/Motes  02-15-2004 S

] Status

Driscoll, Referred ko

Molly : ; Unit

i Mo Mot Disclosed RIF History/Motes  0z-15-2004 S

UnclassiProf Skatus
Referred ko

il il

Link To — this column provides a link to the history and any notes surrounding a candidate’s
application process. Only Employment Services has access to viewing this information. If you

click on History/Notes for any applicant, you will get a No Records Found message.

Date Applied — this column indicates the date on which the candidate completed the application

process.

14
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YIEW OPEN zlcome Brutus Buckeye. You are logged in. Thursday, February 26, 21
YIEW HISTORICAL

HOME View/Edit Posting - Human Resource Consultant
REPORTS
CHANGE PASSWORD
LOGOUT

Applicants

ctive Applicants

Lecords

=i Internal I | = Special i y Date all f
N All J
m U Applicant M n oatie B AppIiEd m
iker, Referred to
Fhieen Na Mo History/Motes  02-15-2004 Hne
EI) Change r
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“iscoll, Referred to
oy Mo Mot Disclosed RIF History/lates  02-16-2004 e
) Change r
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Status — this is the column used to communicate each applicant’s status in a search. Kathleen
Baker and Molly Driscoll (see above example) have been Referred to Unit for further review and
consideration. From this column, you will disposition applicants either throughout the process or
once you have completed the selection process. (Note: regardless of when you disposition
applicants, they will not see their updated status until the position has been moved to closed)

All/None — the final column on your Active Applicant screen is the All/None column. You can

perform an action on all of your applicants by clicking All. If you make a mistake, and determine
that all applicants should not be checked, simply click None to remove the checkmarks.
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JOB POSTINGS CHANGE MULTIPLE APPLICANT STATUSES

YIEW OPEN
YIEW HISTORICAL

REPORTS I VYIEW MULTIPLE APPLICATIONS

HOME

Minimum Scare:

CHANGE PASSWORD

LOGOUT : :
¥ active Applicants YIEW MULTIPLE DOCUMENTS

Inchude:

T Inactive Applicants
Applications [ decuments will apen in a new window, Ta prir
select File = Print after docurnents appear in that window,

REFRESH I Dracurnents ray take several minutes to load,
| CONTINUE TO NEXT PAGE > |
CANCEL I YIEW POSTING SUMMARY =2 I

Inactive Applicants — applicants can fall into the Inactive category for any number of reasons.
Some include not meeting minimum qualifications, incomplete application materials, withdrew
application or cancelled applying.

Scroll down to the bottom of the Active Applicant screen. Here you are given the opportunity to
view any inactive applicants for a position. Simply remove the checkmark form the Active
Applicants box (if you don’t want to view active applicants) and place a checkmark in the
Inactive Applicants box (to see all applicants, place checkmarks in both the Active and
Inactive boxes).

Click Refresh
NOTE: You can view an inactive applicant’s application materials, but you can not change their

status and move them back to active. If an applicant is in inactive status and you feel they
should be active, you must contact your Employment Specialist to make that change.
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JOB POSTINGS View/Edit Posting - Human Resource Consultant
YIEW OPEN
YIEW HISTORICAL
HOME Applicants
REPORTS
CHANGE PASSWORD . .
LOGOUT Active Applicants
6 Records ]
=i Internal = = Special . yy Date
u Applicant M u e B AppIiEd MI
Baker, Referred to
Kathleen : ik
MNao Mo Hiskoryitokes  02-18-2004
Click View Mewt: Change
Unelass/Prok Status
Driscoll, Referred to
Maolly : : 1nik
View Mo Mot Disclosed RIF Historyitokes  02-15-2004 S
Uniclass Praf Status
Referred to
[ = | N ey Bl= hl= LlimkmusodBlmbm Ll I = Tu Tu  § Unlt

To view and print a single application, click the View link under the applicant’s name in the
Active Applicant’s screen.

17



Human Resources Professionals

Viewing and Printing Applications

The Office of
uman

Resources

P[] Mot Discozed HIF HistoryMotes  T-To-2U0F

J0B POSTINGS change ]
WIEW OPEN class Praf Status
YIEW HISTORICAL Referred to
: : LInik
18-
TIOME lis, Penny Mo Mo History/Motes  02-18-2004 i r
REPORTS Stakus
CHANGE PASSWORD etk Referred to
LOGOUT s i
Ll (L= No Mo History/Motes  02-18-2004 e
2w Change v
aclass{Prof Stabus
iller, Referred ko
tborah No Mo History/Niotes 02162004 Lok
] change r
1class{Prof Status
ullany, Referred to
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2w Change
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CHANGE MULTIPLE APPLICANT STATUSES

I VIEW MULTIPLE APPLICATIONS

limimum Scare:

L il ¥ active Applicants VIEW MULTIPLE DOCUMENTS

C Inactive Applicants

Applications J documents will open in a news window, To print,
I |. < oo < 0

To view and print multiple applications at the same time, perform the following steps:
1. Check the boxes next to the corresponding applicants you with to print (or click the
All/None link). These boxes are located at the right side of the page on the Active
Applicant screen.
2. Click the View Multiple Applications button

WARNING: We recommend that you print a maximum of five (5) documents at a time.
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/3 Applicant Information - Microsoft Internet Explorer

J File Edit “iew Favoites  Tool:  Help |

J*.*.@ﬁ@@@@%*-

Black Farnmward Stop Refresh  Home Search Favorter  Media  Higtony b il Prirt Edit

|+

Close Window

OHIO Employment Application
Sm Employment Services + 2231 North High Street

Columbus, OH + 43201-1116
(614) 292-9380 =

Unclassified/Professional Application

Requisition Mumkber: Jobr Title:
100424 Human Resource Consultant

Personal Information

Last Mame First Matme: Iiciclle Marme: Email (if available):

Baker Kathleen Baker.48@osu.edu

Address: City: State: Tipx:

2633 Jonathan Parkway Reynoldsburg OH 43065

Home Telephone:  |Message Type of Message |Business Extension: Best way of contacting yau

614-322-0883 Telephone: Telephane: Telephone: 11885 between 34AM and SPh:
614-537-5439 Cell Phone 614-292-9380 Email

Indicate equipment you operate related to the type of employment you are zeeking (e.9. office equipment, copiers, computer,
machine tools, vehicles, cleaning equipment, construction equipmernt, electronic equipment, ete )

Indicate any training, qualifications, and skills (e.9. languages, software, professional memberships, etc.X
PHR. Extensive Human Resource experience. Knowledge of American Disabilities Act, Affirmative Action, and

After clicking on the View link for a single application or the View Multiple Applications button,
a screen similar to the one above will appear in a new browser window. It may take a few
minutes for the information to load into the new window.

Select File>Print from your browser’'s menu to print the application. To close the window, click
the Close Window link, or click X in the upper-right hand corner of the window (this will NOT
log you out of the system — it will simply return you to the list of applicants on the Active
Applicant screen)
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Viewing and Printing Applications
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JOB POSTINGS CHANGE MULTIPLE APPLICANT STATUSES I
YIEW OPEN
YIEW HISTORICAL

HOME
REPORTS
: I— WIEW MULTIPLE APPLICATIONS
CHANGE PASSWORD  Score: I
LOGOUT
¥ active Applicants VIEW MULTIPLE DOCUMENTS I

T Inactive Applicants

Applications J documents will open in a new window, To print,
select File = Print after documnents appear in that window,

.ESH Docurnents may take seweral minutes to load,
JONTIMUE TO NEXT PAGE =2 I
u VIEW POSTING SUMMARY >3 |

Printing documents is very similar to printing applications, except the documents appear in the
Adobe Acrobat Reader software. This is done to reserve the integrity of the documents’
formatting, and to assist in preventing viruses from entering the system via documents attached
by applicants.

To view and print a single document (such as a resume or cover letter) that an applicant
attached when applying for a position, click the link under the column labeled Documents in the
Active Applicants screen.

To view and print multiple documents at the same time, perform the following steps:
1. Check the boxes next to the corresponding applicants you wish to print (or click the
All/None link)
2. Click the View Multiple Documents button.

After clicking the link or the View Multiple Documents button, a new window will appear (it may
take several minutes to load) in Adobe Acrobat Reader. This window contains the document
you selected to print.

Select File>Print from the Adobe Acrobat Reader menu to print the document. To close the

window, click on the X in the upper right corner of the window (this will not log you out of the
system — it will simply return you to the list of applicants).
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HOBIEDSTIHES Active Applicants
YIEW OPEN

VIEW HISTORICAL
6 Records

HOME nternal = s Special . Date
REPORTS m pplicant K4 veteran " Status A Applied
CHANGE PASSWORD
LOGOUT Baker, Referred to
Lethh on Mo Na History/Motes ~ 02-15-2004 il
A § Change
Skatus
Driscoll, Referred to
Hally Mo Mot Disclosed RIF History/totes  02-18-2004 Lot
Wigm Change
UnclassiProf Skatus
Referred to
Ellis, Penny Mo (el History/hotes  02-18-2004 han D
Skatus
Fawcett Referred to
Wi i Mo Na History/Motes  02-15-2004 il
Wie Change
UnclassiProf Skatus

While in the Active Applicants screen, you can change the status of applicants as you review
their applications or receive direct feedback from the hiring manager.

To change the status of one applicant, go to the Active Applicant screen. Click the Change
Status link in the Status column for the appropriate applicant.
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Changing the Status of Applicants

OHIO 'th-Diﬁ-icof -
9 Resources

JOB POSTINGS
VYIEW OPEN « Welcome Brutus Buckeye. You are logged in. Wednesday, February 25, 2004
YIEW HISTORICAL
HOME Change Applicant Status
REPORTS

CHANGE PASSWORD

IChoose Option Below: j

Baker, Kathleen

Wigw Unclass/Prof Referred to Unit j
Mot Inkerviewed Mok Hired
| CONTINUE TO CONFIRM |Interviewed RESET TD ORIGINAL STATUS |
Offer Pending
M Interviewed Mot Hired
Hired

Select the appropriate status from the drop-down box. If you select either “Not Interviewed

Not Hired” or “Interviewed Not Hired” you must also select a Not Hired Reason from the
second drop down box.

If challenged, it is up to the hiring department and/or college to defend the reasoning given for
not hiring an applicant. Reasons must be job related.

JOB POSTINGS
YIEW OPEN « Welcome Brutus Buckeye, You are logged in, Wednesday, February 25, 2004
YIEW HISTORICAL
HOME Change Applicant Status

REPORTS
CHANGE PASSWORD

Baker,
Kathleen
Wiew

Uneclass/Prof

Choose Option Below: d

. Insufficient relevant desired wark experience -
. Insufficient relevant desired skill st

. Insufficient relevant desired academic qualifications

. Insufficient: relevant desired training)certification

. Unable to contact to schedule an inkerview

. Did not report to inkerview

. Failure to respond to requests For additional information

. Withdrew from consideration

. Offered the position but declined offer

10, Accepted position but Failed to report on first day of work
11, Omission of significant information on application hd

|Nu:|t Inkerviewed Mot Hired x|

| CONTINUE TO CONFIRM PAGE >3 |

s
R B R Ay B R N e

22




Human Resources Professional

Changing the Status of Applicants

OHIO " *Human

Resources

JOB POSTINGS
YIEW OPEN
YIEW HISTORICAL

HOME

REPORTS

CHANGE PASSWORD
LOGOUT

« Welcone Brutus Buckeye. You are logged in. Wednesday, February 25, 2004

Change Applicant Status

Baker,

12, Did not select self-identified wekeran i
E:theen |Nnt Inkerviewed Not Hired =] I I J
1ED OTHER:
Uniclass,Praf
| CONTINUE TO CONFIRM PAGE = | RESET TO ORIGINAL STATUS I CANCEL I

If the applicant is a self-identified veteran (refer to page 13 of this instruction guide for
information to determine if an applicant is a veteran), select reason 19 (Did not select self-
identified veteran). A blank, drop down box will appear and you should use this box to
provide comparison information of the veteran’s background to the hired candidate.
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Changing the Status of Applicants
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esl®] Human

SIS Resources

JOB POSTINGS
YIEW OPEN
YIEW HISTORICAL

HOME

REPORTS

CHANGE PASSWORD
LOGOUT

=1 ]

Referred ko

: Lnit
Mo Mo History/Motes  02-13-2004 i I
Stakus

Referred ko
Linit
Change I~
Status

Mo Mo History/Motes  02-13-2004

Referred ko

Mo Mo Historyjtotes  02-18-2004 Halk
Change
SbaklL
CHAMWGE MULTIPLE APPLICANT STATUSES I

1 Score:

I VIEW MULTIPLE APPLICATIONS I

M active Applicants VIEW MULTIPLE DOCUMENTS I

[T Inactive Applicants

To change the status of multiple applicants at the same time, go to the Active Applicants screen.
Check the box(es) in the All/None column for each applicant(s) you with to change (or click the
All/None link to select all applicants). Click the button labeled Change Multiple Applicant

Statuses.
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Changing the Status of Applicants

The Office of

0l®] Human

SIS Resources

J0B POSTINGS Change Applicant Status
YIEW OPEM Use this
YIEW HISTORICAL b
0X to
Status Mot Hired Reason
HOME Change For | change  jts:
REPORTS nt]utltlple |Not Interviewed Mot Hired 7| |Choc-se Option Below: =)
CHANGE PASSWORD statues
LOGOUT at once.
Name _ [Documents Status ____________INot Hired Reason
i . B Use these
Fawcett Test, Renee - = | choose Option Below: =]
Wigw UnclassiProf IReFerred ta Unit J bﬁXE‘S to
change
i Choose Option Below: | = each status
Mlller, Deborah |Referred ko Unik j I J oneata
Wigw UnclassiProf i
1me.
Mullany, Jessica - = |Choose Option Below: =]
Vigw UnclassiProf IReFerred to Linit J
I CONTINUE TO COMFIRM PAGE =2 I RESET TD DRIGIMAL STATUS I
CANCEL I

After clicking the Change Multiple Applicant Statuses button, a screen similar to the one
above will appear.

Under the Status column, select the new status for each applicant, and then click the Continue
to Confirm Page button. To reset the statuses to the original values, click the Reset to Original
Status button. To return to the previous screen click Cancel.

You may also change all selected applicants’ statuses at the same time, to the same status, by
using the Change for All Applicants feature. Simply select the appropriate status from the
drop down box next to this feature and click the Continue to Confirm Page button.

Please make sure the reason you are choosing for non-selection of a candidate is appropriate.
If challenged on your decision, you will be responsible for defending your reasoning. All non-
selection reasons must be job-related.

Again, if you select either “Not Interviewed Not Hired” or “Interviewed Not Hired”, you must
also select a Not Hired reason from the second drop down box.
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Changing the Status of Applicants

OHIO 'th-Diﬁ-icof -
9 Resources

JOB POSTINGS
YIEW OPEN
YIEW HISTORICAL

« Welcome Brutus Buckeye. You are logged in.

Wednesday, February 25, 2004

HOME Change Applicant Status
REPORTS

CHANGE PASSWORD
LOGOUT

Fawcett Test, Renee

Wi Uniclass/Prof Referred to Linit

m;ueahg:;u;ﬂ; Referred to Unit

e Referred to Unit
| SAVE STATUS CHANGES =3 || canced |

After clicking the Continue to Confirm Page button, you will come to a Confirmation page.

Select the Save Status Changes button to complete the action. Select the Cancel button to
return to the previous screen and edit your changes.
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Creating Guest Users

The Office of

98] Human

S Resources

JOB POSTINGS
YIEW OPEN
YIEW HISTORICAL

HOME .
REPORTS Applicants

CHANGE PASSWORD

LOGOUT

Active Applicants

6 Records

Baker,
Kathleen
Yiew
UnclassProf
Driscoll,
Maolly

iew

Unelass Prof

Mo

e e e e

Referred to
Linik
Change
Status

Referred to
Limit
Change
Skakus

Referred ko

Guest User’s can be given access to position information (including applicant materials) but
can not change the status of an applicant. Guest User accounts may be helpful when search
committee’s need access to a position OR when a direct hiring manager plans to review
materials online and submit disposition information to the appropriate HRP. To assist with the
dispositioning process there is a report titled “Applicant Hiring Summary” which is located under
reports — see page 40 for instructions on reports. This report was created for individuals who do
not have access to disposition applicants online (i.e. Guest Users) as a tool to record and

communicate their hiring decisions.

To create a Guest User for a position, go to the Active Applicant screen for that position and

click the Guest User tab.
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Creating Guest Users

The Office of
0l®] Human
Resources

JOB POSTINGS
YIEW OPEN

+ Welcome Brutus Buckeye. You are logged in. wWeadnesday, February 25, 2004 |

YIEW HISTORICAL

HOME

REPORTS

CHANGE PASSWORD
LOGOUT

View/Edit Posting - Human Resource Consul;_u.\

0On this screen deactivate, activate, or change the Guest User password. \/

Activate Guest User

| CONTINUE TO NEXT PAGE >3 |

CAMNCEL I YIEW POSTING SUMMARY =2 I

Click Activate Guest User.
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Creating Guest Users

OHIQ 'lhul}iﬁ-icuf -
SRUH Resources

JOB POSTINGS :
YIEW OPEN Guest User

YIEW HISTORICAL

On this screen deactivate, activate, or change the Guest User password. v
HOME
REPDRTS
CHANGE PASSWORD Deactivate Guest User

LOGOUT
Create Guest User

*Required information is denoted with an asterisk,

User Name: G52854

+ Password:

northwood
Between b and 20 Characters I

| CONTINUE TO NEXT PAGE >3 |

CAMNCEL I YIEW POSTING SUMMARY =2 I

To activate a guest user, select and enter a password (the system assigns a unique username
to each guest user). Make note of the username and password and distribute to individuals or
groups who you would like to give this access to.

Click Continue to Next Page.
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Creating Guest Users

The Office of

0l®] Human

SIS Resources

JOB POSTINGS

VIEW OPEN Edit @ Printer-Friendly Yersion
¥IEW HISTORICAL

Posting Status
HOME

REPORTS
CHANGE PASSWORD

LOGOUT canceL | [ continue |

& Save

Posting Details

Both current Ohio State employees and the general public
may apply for this unclassified professional position.

University Title Human Resource Consultant
Job Code
Working Title Senior HR Consultant

Click Continue.

The Office of

SIT8] * “Hums:
SaUd Resources

JOB POSTINGS

YIEW OPEN « Welcome Brutus Buckeye. You are logged in. Wednesday, February 25, 2004
YIEW HISTORICAL

HOME Confirm Change Posting Status

REPORTS

CHANGE PASSWORD . . .

LOGOUT The following request is about to be submitted

Posting Status

Save

GO BACK II CONFIRM I

Click Confirm to save the guest user activation.
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Deactivating Guest Users

The Office of

0l®] Human

S Resources

JOB POSTINGS
YIEW OPEN
YIEW HISTORICAL

HOME Applicants
REPORTS
CHANGE PASSWORD
LOGOUT /e Applicants
ards
=i Internal i | = Special : yy Date ol |
= n Applicant M n Sratus D APPIiEd M e
I Referred to
Erl Mo Mo Historyilokes  02-16-2004 il
Change [
5/Praf Skakus
il Referred to
: % Unik
Mo Mok Disclosed RIF Historyihlobes  02-18-2004 S r
5/Praf Skatus
Referred to
| Imik

Once you click Confirm you will be taken back to the posting screen. In order to deactivate a
guest user account (this should be done at the completion of every search) complete the
following steps.

From the posting screen, click on View to get back to the Active Applicants screen. Select
Guest User from the Active Applicant screen.

TIP: When your Employment Specialist closes the requisition, the guest user account will
automatically be deactivated.
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Deactivating Guest Users

JOB POSTINGS
YIEW OPEN
YIEW HISTORICAL

HOME

REPORTS

CHANGE PASSWORD
LOGOUT

Guest User

On this screen deactivate, activate, or change the Guest User password.

Deactivate Guest Use

Create Guest User

*Required information is denoted with an asterisk,

User Name: EUS2654

+ Password:

northwood
Between b and 20 Characters I

| CONTINUE TO NEXT PAGE >3 |

CAMCEL I YIEW POSTING SUMMARY == I

Click on Deactivate Guest User.
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Deactivating Guest

Users

The Office of
98] Human
Resources

JOB POSTINGS

« Welcome Brutus Buckeye. You are logged in.

Wednesday, February 25, 2004

YIEW OPEN

YIEW HISTORICAL

HOME

REPORTS

CHANGE PASSWORD
LOGOUT

View/Edit Posting - Human Resource Consultant

On this screen deactivate, activate, or change the Guest User password.

Activate Guest User

| CONTINUE TO NEXT PAGE >3 |

Guest User

CAMNCEL I YIEW POSTING SUMMARY =2 I

Click Continue to Next Page.
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Deactivating Guest Users

The O

OHIO P
SIATE Human

Resources

JOB POSTINGS
YIEW OPEN
YIEW HISTORICAL

View Posting Summary - Human Resource Consultant

@ Printer-Friendly Yersion

HOME Edit

REPORTS
CHANGE PASSWORD Posting Status
LOGOUT
* Save
CANCEL II CONTINUE I

Posting Details

Both current Ohio State employees and the general public
may apply for this unclassified professional position.

niversity Title Human Resource Consultant

Click Continue.

The Office

958 Human

S Resources

JOB POSTINGS
YIEW OPEN « Welcome Brutus Buckeye. You are logged in. Wednesday, February 25, 2004

YIEW HISTORICAL

HOME Confirm Change Posting Status
REPORTS

CHANGE PASSWORD ) ) .

LOGOUT The following request is about to be submitted

Posting Status

Save

GO BACK II CONFIRM I

Click Confirm.

Your request to deactivate a Guest User is saved and the username and password originally
assigned is no longer valid. Remember, if you do not deactivate a Guest User, it will
automatically be deactivated once Employment Services closes the position.
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View Historical

The Office of
Human
esources

« Welcone Brutus Buckeye. You are logged in. Friday, February 27, 2004

TTIER
YIEW HISTORICAL

Aly-iT™
HOME View Historical
REPORTS
CHAMGE PASSWORD
LOGOUT

To view the details of the position, click on the "Wiew" link below the Title. To sort, click on the arrow
next to the column title,

Historical

3 Records

=i . ™ Req Date Filled / | yy Total (v | =i Posting
U Job Title ¥ withdrawn ﬂ aApplicants U Department U Status Reports
5 1=

LHEITEIT 47000-0HR: AdminfavP

]

Director-

'\ Veterans aff  J04969 02-03-2004 45 Cffice of Human Cancelled Reports
: Resources List
| p icw e
V Systems 42720-01T Gk
Specialist 303159 10-31-2003 9 Administration-Office of Closed Reports
Vigw Academic Affairs List )
Human
Resources 47000-OHR. Admin/aWP- Get
Help Desk 303416 10-30-2003 144 Cffice of Human Closed Reports
Rep Resources Lisk
Wigw

Requisitions that are Historical are either:
o Filled and are no longer listed on the Employment website, or
o Cancelled and therefore not listed on the Employment website.

Click on View under the Job Title to see more detailed information.
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View Historical

The Office of

Human

Resources

JOB POSTINGS i
YIEW OPEN « Welcone Brutus Buckeye. You are logged in. Friday, February 27, 2004
YIEW HISTORICAL

HOME View Posting - Program Director-Veterans Aff
REPORTS
CHANGE PASSWORD
LOGOUT

Applicants

Active Applicants

Mo Results Found,

LG SEEres I YIEW MULTIPLE APPLICATIONS I

M active Applicants YIEW MULTIPLE DOCUMENTS I
Include:

T Inactive Applicants
Applications [ docurnants will open in a new window, To print,
select File = Print after docurnents appear in that window,

REFRESH I Crocuments may take seweral minutes to load.

| CONTINUE TO NEXT PAGE >3 |

Since the requisition is closed there are no active applicants. To see a listing of all applicants,
remove the checkmark from the Active Applicants box and place a checkmark in the Inactive
Applicants box. Click Refresh.
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View Historical

The Office of
Human
Resources

YIEW OPEN
YIEW HISTORICAL

« Welcome Brutus Buckeye. You are logged in. Friday, February

HOME View Posting - Program Director-Veterans Aff
REPORTS

CHANGE PASSWORD
LOGOUT

Applicants

Inactive Applicants

45 Records

Internal Special 4 Date
m n ADDIiCant M n Phatus D ADDIiEd m
Andrews,

[t

You can view an inactive applicant’s application materials, but you can not change their status
and move them back to active.
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View Historical

The Office of
Human

Resources

YIEW OPEN + Welcome Brutus Buckeye. You are logged in. Friday, February 27, 2004

YIEW HISTORICAL

HOME

REPDRTS

CHANGE PASSWORD
LOGOUT

View Posting - Program Director-Veterans Aff

Posting Details Hiring Steps

CONTINUE TO MEXT PAGE == I

*Required information is denokted with an asterisk,

Both current Ohio State employees and the general
public may apply for this unclassified professional

position.
University Title Program Director-Yeterans Aff
Job Code 6311
Warking Title Program Dir-eterans affairs

You can view the details of the posting from the Posting Details tab.
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View Historical

The Office of

Human

Resources

JOB POSTINGS

YIEW OPEN « Welcome Brutus Buckeye. You are logged in. Friday, February 27, 2004

YIEW HISTORICAL

REPORTS

HOME View Posting - Program Director-Veterans Aff

CHANGE PASSWORD
LOGOUT

Guest User

0On this screen view the Guest User aocount information,

Guest User is Deactivated.

| CONTINUE TO NEXT PAGE 3> |

RETURN TO SEARCH RESULTS I VIEW POSTING SUMMARY =2

Guest users can not be activated when a requisition is closed.
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Reports

The Office of

98] Human

S Resources

J0B POSTINGS View Open
YIEW OPEN

YIEW HISTORICAL To view the details of the position, click on the "view" link below the Title. To sart, click on the arrow next
™ to the column title,

HOME -
REPORTS Click here for
CHANGE PASSWORDN\  Reports instructions for completing the Applicant Hiring Summary by clicking here.
LOGOUT
Click
Posted here for
Reports ||
6 Records —
Joh .
= : eq i Posting
ki Job Title = id open i v Status
Date
42720-CIT
Systems it : Get
Devel Ena 0z-21- 0z-23- Administration- e
S oper/Engineer 305114 2004 2 Office of Academic  FOeted ReRa
So Affairs o
42720-0IT
SR Systms e : Get
X 0z-21- 0z-29- Administration- S
[\I:i:;/Eng Nokt Sap 306113 2004 2004 12 Office of Academic Posted ReLgi;rts
e Affairs e

Reports can be accessed in one of two ways from the first screen (the screen that displays a
summary of all positions you have access to viewing):

0 Under ADMIN in the left menu bar, click on Reports.
OR

o Inthe row corresponding with the position you wish to view reports for, click Get
Reports List.
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Reports

The Office of

E)H.IQ Human

IBUY Resources

JOB POSTINGS Reports
YIEW OPEN

YIEW HISTORICAL

Use the search criteria below to find posting(s) from which you would like to generate reports.

HOME
REPORTS Reports

CHANGE PASSWORD
LOGOUT A -
Job Title I s J Requisition Murmber I

Check all Clear all
Unapproved

Approved
Reposk
on Hald

Puosking Skatus g

OO

- Opened

Closed

mlisin

Cancelled

From the Reports link under the ADMIN menu you can search for a specific position by entering
either the Job Title or Requisition Number and selecting the Posting Status. You can also
search for all requisitions within a particular status by leaving the Job Title and Requisition
Number blank and selecting only a Posting Status.

Once you have entered your criteria, click Search.
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Reports

o5®]  “Human

S Resources

J0B POSTINGS Posting Report(s):
YIEW OPEN

YIEW HISTORICAL

Please access instructions for completing the Applicant Hiring Summary by clicking here.

HOME

REPORTS

CHANGE PASSWORD view Reports
LOGOUT

4 Eecords

M 10b Title U Requisition Number ﬂ Job Open Date U Posting Status

Human Resc_lurl:e Consultant 100424 07-15-2004
| Get Repoarts Lisk

Senior Systl_ams Manager-Not Sap 305531 01-17-2004
Get Reports Lisk

Opened

Opened
Staff Training & Devpt Coord

et Renarts Lisk 303402 09-06-2003 Opened

Systems Developer/Engineer

et Renorts Lisk 303231 038-23-2003 Opened

If you searched using only Posting Status as your criteria, a list of all positions within that status
will appear. Click Get Reports List to see a list of available reports for any position.

JOB POSTINGS

YIEW OPEN

YIEW HISTORICAL POStI ng Re po rt(s)=

HOME Please access instructions for completing the Applicant Hiring Summary by clicking here.
REPORTS
CHANGE PASSWORD
LOGOUT View Reports
1 Record
M 1o0b Title

K Requisition Number I JobOpen Date | ki Posting Status
I_ Human Resource Consultant

Get Feports Lisk 100424 02-18-2004

Opened

Use the search criteria below to find posting(s) from which you would like to generate reports.

A
Job Title liny

d Requisition Mumber IIDD424

If you searched using more specific criteria, for example a specific requisition number, a screen
similar to the one above will appear. Click Get Reports List under the title of the position.
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Reports

The Office of

9l®] Human

S Resources

JOB POSTINGS

YIEW OPEN « Welcome Brutus Buckeye. You are logged in. wWednesday, February 25, 2004
YIEW HISTORICAL

HOME Posting Report(s)

REPORTS

CHANGE PASSWORD

LOGOUT Human Resource Consultant

Return to Previous

Report Choices

,..r. ~ Applicant Addresses

Applicant Hiring Summary
© EEQ Summary

& Applicant Email Addresses

GEMERATE REPORT I

Human Resource Professionals and Hiring Managers currently have access to the four reports
listed on the above screen.

To access a report, select the appropriate radio button and click Generate Report.

* Applicant Address — generates a list of all applicant addresses. This report may be cut
and pasted into an Excel spreadsheet for reporting purposes or may be used as a mail
merge for labels.

* Applicant Hiring Summary — a summary list of applicants used for dispositioning once a
position is filled. May be completed by a direct hiring manager and returned to the
appropriate HRP for dispositioning online. Instructions on how to complete the Applicant
Hiring Summary may be accessed at the top of the report.

* EEO Summary — summarizes EEO information submitted by applicants.

* Applicant Email Addresses — generates a list of all applicant e-mail addresses. This
report may be cut and pasted into an Excel spreadsheet for reporting purposes.
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Reports

J File Edit “iew Favortes  Tool:  Help i
« = _Q AN BRI s BN ES |
Back Fansand Stop  Refresh  Home Search Fawvortez  Media  History I ail Print Edit

Applicant Hiring Summary

Please access instructions for completing the Applicant Hiring Summary by clicking here.

Requisition Mumber 100424

Position Title Human Resource Consultant

Dreparkrnent 47000-0HR. Admin/ayvP-Office of Human Resources
ES Specialist Hall, Mary

Repart Run Date Feb 25 2004 3:56PM

Hired Applicant

Marme of Applicant Hired

Hire: Date

Applicants Referred to Department

A new window will appear that displays the report you selected.
To print the report, select File>Print.
To print Instructions for the Applicant Hiring Summary, click on the link at the top of the report.

To cancel out of this screen and go back to the report list, click on the X in the upper right hand
corner of your screen.
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Reports

INSTRUCTIONS for Completing the Applicant Hiring Summary

o Inecessary, request a copy of the Applicant Hirng Summary report fom your department human resource
professional
+ Complete the applicant hired section on the summary with the name and hire date.
o For each of the remaiming applicants sted on the summary:
o Indicate yes or no whether an mtervew was conducted.
o From the list below, choose one reason for non-zelection for each applicant:

1. Insufficient relevant desired work expetience 11, Omdssion of significant information on application

2. Insufficient relevant desired shill set 12. Falsification of information on application

3. Insufficient relevant desired academdc qualifications 13, Disgualified by crithinagl conviction

4. Insufficient relevatt desired training/centification 14, Reference check unsatisfactoty

5. Unable to contact to schedule an intervies 15 Applicant selected per bargaining unit contract

6. Didnot repott to interview 16, Applicant selected affected by reassighment

7. Failure to respond to requests for additional information 17, Application matetials received after offer of hire was extended
8. Withdrew from consideration 18 Posting cancelled

9. Offered the position but declined 19, Did not select self-identified veteran (see instractions below?)
10, Accepted position b failled to report on first day of work 20, Other

s Sion and date the summeary form.
+ Provide a copy of the summary form and the application of the hired individual to your department human resource
professional

To print the applicant hiring instructions select File>Print.

To cancel out of this screen and go back to the report list, click on the X in the upper right hand
corner of your screen.
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Administrative Functions

The Office of

0l®] Human

SIS Resources

Jon PRSI Hiring Manager Site
YIEW OPEN
YIEW HISTORICAL
To view the details of the position, click on the "Wiew" link below the Title. To sort, click on the arrow next
HOME o the column title,
REPORTS
CHANGE PASSWORD Please access instructions for completing the Applicant Hiring Summary by clicking here,
LOGOUT
Posted
6 Records
Job Joh .
(vl q y Req mn y Total (vl i Posting
K Job Title n No. i open | A close | A i hesrts K pepartment | Status |REPOrts
Date Date
42720-017
Systems 4 7 Get
D I Faci 0z-21- 0z-29- Adrninistration- s
el oper/Engineer 306114 o0 2004 0 Office of Academic  Fosted  Reports
e ; List
AfFairs
42720-017
SR Systms i g Get
0z-21- 0z-29- Adrminiskration- e
Dev/Eng-Not S
V;:;" i Bl T 2004 iz Office of Academic ~ FOted R—p—eus”trts
1 |

Change your password — click on the Change Password link under the ADMIN menu. The
system will ask you for your current password and then provide you with the opportunity to
change your password.

Unsure of your password — if you forget your password, please contact the Employment
Specialist assigned to your College or Department. Employment will reset your password to
match your username. The next time you log into the system you will be prompted to change
your password.

Logout — to ensure the security of the data provided by applicants, the system will automatically
log you out after 60 minutes if it detects no activity. However, anytime you leave your computer
we strongly recommend that you save any work in progress and logout of the system by clicking
on the Logout link located in the left menu bar under ADMIN.
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Definition of Terms

The new online application system allows your Employment Specialist to develop specific
qguestions related to the minimum qualifications. Listed below are the definitions of “experience”
which are used by employment to help during the screening process.

Experience — one to three years of experience

Considerable Experience — three to five years of experience

Extensive Experience — five or more years of experience

Online Application Definitions:

Posted Requisition — requisition that is currently posted on the employment website. This is
the only status where applicants can apply for the position.

Opened Requisition — requisition that is no longer posted on the employment website but
contains applicants still under review. Once a requisition is moved to Opened status and an
Employment Specialist has dispositioned qualified applicants as “Referred to Unit”, HRP’s and
Hiring Managers can view applications.

Closed Requisition — requisition that is no longer posted on the employment website and has
either been filled or cancelled.

HRP view (department view) — user can see everything within their department.

Hiring Manager view (user view) — user can only see requisitions they are responsible for.

Online Application Tips and Information:

v Each page will display only 25 applicants at one time. You may advance to the next page
by click on “Next Page” at the end of the list.

v This system is not designed to print a large number of applications and associated
documents. Doing so can be very time consuming and may result in printing issues. We
recommend that you review all applicants online and only print applications and documents
for those who you want to interview. When printing applications and documents, print a
maximum of five (5) at a time.

v Regardless of when you disposition applicants, they will not see their updated status until
your employment specialist has closed the position.

v You can view inactive applicants’ application materials but you can not change their status

and move them back to active. If an applicant is inactive and you feel they should be
active, you must contact your employment specialist to make that change.
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v The system will automatically sign you off after 60 minutes of inactivity. A box will appear
that gives you a three-minute warning. You must click on the box and click on something in
the system in order to remain activated.
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