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Introduction

Lehigh’s Human Resources (HR) Office manages and oversees the employment process for
classified staff positions. HR staff work with employment coordinators throughout the university
and provide support and guidance for hiring managers. This user’s guide is designed to provide
hiring managers with the information and resources needed to conduct decentralized search
processes for classified staff positions, from recruitment through hire.

What do we mean by “decentralized?” Staff hiring can be conducted in either a centralized
or decentralized fashion with respect to the degree of involvement by HR. While nonexempt
position searches are usually centralized through HR, most exempt position searches are
decentralized to individual campus departments.

In centralized searches, the initial process steps (applications review and preliminary
screening) are handled by HR working with the hiring manager. Once HR has reduced the
applicant pool to a manageable number of qualified candidates, then the hiring manager reviews
and selects four to six candidates for first interviews. HR completes the first round of interviews
and recommends the top two or three finalists for second interviews with the hiring manager.

In decentralized searches, each hiring manager takes on the full responsibility of the
selection process including applications review and preliminary screening. In these searches, the
HR staff takes on more of a consultative role during the selection process.

In both types of searches, HR retains responsibility for advertising the position, conducting
background checks, determining the appropriate grade/starting pay range, approving employment
offers, and preparing the formal offer letter, new hire paperwork, and onboarding information.

General Information About Applicant Tracking

Applicant tracking for classified staff positions at Lehigh University is facilitated through
the use of HireTouch*, an easy-to-use, web-based program. With this system, we can:

e DPost open positions for recruiting internal and external applicants

e Review applications, resumes, cover letters, and other documents submitted by
applicants

e Schedule interviews and attach notes
e Track applicants as they progress through the recruitment and selection process

e Initiate timely, customizable email communications with applicants, including “regrets”
correspondence.

The applicant tracking system centralizes information accessibility and automates the hiring
process which enables hiring managers, employment coordinators, and others involved in position
searches to handle a larger applicant pool more efficiently. This users’ guide explains the various
features of the applicant tracking system and their uses relevant to each step of the search process.

*HireTouch Elite Version 2.9. Copyright © 2009 ImageTrend, Inc. All rights reserved.
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User Roles

Within the applicant tracking system (ATS), there are several types of user roles. Each role
has a different level of permissions, allowing/disallowing access to specific features. User roles are

set by the system administrator. System users who encounter a problem or need additional access

should contact a Human Resources ATS administrator (83900 or inemploy).

Designated user roles within the applicant tracking system are:

* Hiring Manager
* Admin Support

e Committee Member.

User roles in the larger context of a decentralized hiring search are outlined in the chart
below. Designated employment coordinators typically serve in the admin support role.

Human Resources:

Hiring Manager:

¢ Generate Staff Employment Request Form*

¢ Create position posting

¢ Consult with hiring manager
¢ Provide ATS Training

¢ Advertise the position

¢ Conduct background checks
¢ Approve employment offers
¢ Prepare written offer letters

¢ Provide onboarding information

* The Staff Employment Request Form is
commonly referred to as the SERF.

¢ Update the position description
¢ Complete and submit the SERF
¢ Review and approve the job posting
¢ Screen applicants
— Send correspondence
¢ Conduct candidate interviews

— Document results (“add notes”)
— Send correspondence

¢ Select finalist(s)

¢ Conduct reference checks

¢ Formulate offer with HR

¢ Extend verbal offer of employment

¢ Implement new hire onboarding/training

Admin Support:

Search Committee Member:

¢ Provide applicant screening support
— Send correspondence
¢ Support candidate interview process

— Schedule interviews
— Add documentation (“notes”
— Send correspondence

¢ Provide onboarding support to new hire

¢ DParticipate in applicant screening

¢ Participate in candidate interviews
— Facilitate interviews, as assigned
— Add documentation (“notes”
¢ Offer recommendations for finalist(s)
selection
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Beginning Your Search

Prior to conducting your search using the ATS, there are several preliminary steps to be
completed:

Review/update position description

[Initiated by HR; Performed by Hiring Manager]

-

Staff Employment Request Form with approvals

[Initiated by HR; Completed by Hiring Manager]

-

Create open position posting
[HR Staff]

-

Review/approve position posting

[Hiring Manager]

-

Post open position to the ATS, upon approval
[HR Staff]

All ATS users including

-

hiring managers, search

Initial consultation [HR Staff & Hiring Manager] committee members,
— Define position requirements
— Review search procedures required to read and
— Develop a recruitment/advertising plan

— Train on use of the ATS system 17 & OO R

and admin support, are

agreement prior to

-

receiving dccess.

Implement recruitment/advertising plan

[HR Staff; facilitated through the ATS]

Once you’ve met with HR and the ATS has started collecting applicants, you're ready to
start using the system for your search.
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System Login Instructions

All system users must enter their assigned login to access the customized administrative

functions of the Lehigh ATS.
Screenshot 1 — Login Screen:

> New users will receive an email )
from the HR system Welcome to HireTouch

administrator with the link to

the ATS and login information H i re Tou ch
» From the LOGIN screen, type adl
your sign-in name in the User

Name text box

> In the Password text box, type

User Name: nnazh
your password Password:[seesesse |

T'his field is case-sensitive. SIGN IN

Fangol Passwand

» Click the SIGN IN button.

Password Management

If you had access to the ATS in the past, the same user name and password still applies. Your
password does not expire.

In the event that you forget your password, you can reset it either by clicking the Forgot
Password link and completing the password security questions or by contacting HR.

Reset passwords are randomly generated and you will receive an email containing the new
password at the email address that is registered in your profile. When you sign in for the first time
with the randomly generated password, you will be required to create a new password.

Resetting passwords is faster and easier when using password security questions. In order for
this option to be available, you must set up your own security questions and answers.

Logout

The Logout link is available from the upper right corner of the screen no matter where you
are in the ATS [Screenshot 2, next page]. To log out of the application, simply click Logout.

The applicant tracking system bhas an automatic time out after 20 minutes of inactivity. When this happens,
you will need to log back in to re-access the system. All unsaved information will be lost.
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Starting in the Home Tab

Once logged in, you will see the HOME tab [Screenshot 2] which provides a summary of recent
activity and other general information. You can configure your HOME tab by clicking the Display
Preferences link. The HOME tab is your primary entry point to the ATS. It is especially helpful if
you have more than one active search in progress.

In the VIEWED JOBS summary box, clicking on a listed position link provides immediate
access to the page for that specific job posting. Similarly, clicking on an applicant’s name in the
VIEWED APPLICANTS summary box provides immediate access to that applicant’s information. To
return to the home page at any time, click on the Lehigh University logo in the top left corner of
the screen, or the HOME tab link on the toolbar.

Screenshot 2 — The HOME Tab: A

Welcome, Nancy Nash Logout 7]

© LEHIGH UNIVERSITY. g ety

My Dashboard
HIRETOUCH NOTIFICATION S LEHIGH UNIVERSITY NOTIFICATION S
RELEASE 2.4.08.86 SCHEDULED FOR 61212 AT 1PM CST Mo New Notifications

Display Prefersnces l)

CLOCK LOCAL WEATHER VIEWED APPLICANTS
Conditicns for Bethlehem, PA at 10:49 am Filter by: | This Menth
EDT =
ThurSday " Date Time Name
June 14th, 2012 = Jun 14 11:25 AM Eeeweusmws
. . rp
115705 AM - Jun 12 510 PM ey
Current Conditions: otz
Fair, T2F Jun 12 S0 PM  deeeimimiien
Jun 12 S0 PM  deieieimisieis
= o= = Thu - Partly Cloudy. High: 78 Low: 55 Jun 12 509 PM i

Fri - Mostly Sunny. High: 72 Low: 53 Jun 12 50D P st
Jun 12 509 FM

——————
Jun 12 1T FM  eeesm———

Jun 14 11:25 AM Assistant Director

Jun 14 10:231 AR

Jun 12 3:58 PM
Jun& 212 PM Dire

unting {provided by The Weather Channel}

ctor, Elec/Social
= Communicaticns

Jun 4 957 AM

Navigation Key:
A Link to user profile B Link to logout C Main Toolbar D Display Preferences Link

When viewing a particular tab, that tab will appear white in the toolbar, as shown above.

Navigation and Layout

The ATS is navigated through a toolbar with a system of tabs at the top of the window. The
tabs allow users to navigate through the main functions of the system. Additional options for the
functions are available from the main windows and additional toolbars with pull down menus,
buttons, and tabs will appear as the user moves through the system.
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Toolbar Tabs:

* HOME: Provides a summary of available information (e.g., viewed job and applicants).

* APPLICANTS: Provides access to all information about applicants that have applied to
your position(s), including the status of any pending applications or background checks.

* POSITIONS: Provides access to all currently posted positions in the user’s permitted view.

Viewing the Applicants Tab

The APPLICANTS tab allows you to view and work with all prospective candidates who have
applied for one or more of your posted positions within the ATS (i.e., this list is not position-
specific). This tab can help you track applicants and activity taken regarding each applicant. The
majority of information about individual applicants is accessible in the APPLICANTS tab.

Screenshot 3 — APPLICANTS Tab Filters and Search Features:

AFPLICANTS

All Applicants by Hiring Managerj A

All applicants that are not archived or no lenger under consideration.
N

A B c D E F G H | J K L M [T ] P Q R = T u v w X K z Al

[ D D@ @D ~dvanced Search IE - Applicant Status - | - Date Applied - -| CD CEID =
F F

© NAME - REQUISITION STATUS TITLE ‘;APPLIED COMPLETED EMP APP REV INTER1 INTERZ REF FINAL BG OFFER ONBRD
[T Anders, Anita 589370 In Process Assistant Director 06/08M12 06/08M12  No . [+]
" Binder, Bree @ s89370 In Process Assistant Director 06/04/12 06/0412  No C)
7 E— 589370 In Process Assistant Director 05/30/12 052012 No @ ©
[T E————— 589370 Mew Assistant Director 06/0212 Mo Q
[ r——— 589370 Mew Assistant Director 06/0512 Mo Q
U ] In Process Assistant Director 06/1012 06/M1112  No C)
[T oee—E—— @ s83220 First Interview Assistant Director 03/0912 03/09M12  No . . -]
[T ———— 589370 In Process Assistant Director 06/05/12 06/05M12  Yes . [+]
[ S @ 520370 In Process Assistant Director 05/2512 Mo [+]
I —— @ 539370 In Process Assistant Director 05/25M12 Mo (]

- Bulk Actions - - Records 1-100f31 First Previous Next Last Page 1-| PerPage 10 x| B
Navigation Key:

. f 3 . p
A Default view; can be changed to Bulk Screening E Other filters available to narrow focus,

based on status
F Click CLEAR to remove applied filters

B Expand the number of names listed per page

C Find applicants by first letter of last name
G Click any column heading to sort

D Search by last or first name; click GO (or just wait)

The default view for hiring managers, admin support, and committee members is All
Applicants by Hiring Manager [A]. The APPLICANTS tab shows the first ten applicants in alpha-
betical order by last name. A drop-down field [B] allows you to expand your view from 10 to 15,
20, or 25 applicants per page. Other tools along the bottom of the screen will help you move
through the list of applicants (i.e., First, Previous, Next, Last, and Page).
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The various sort/search options can help you locate specific applicants. The default view of
the APPLICANTS tab shows the process steps and step status for each applicant. You can view
additional information quickly by hovering your mouse over the various headings and icons.

Click on any applicant’s name from the list and a Demographics page will open to show that
applicant’s complete record.

Screenshot 4 —- DEMOGRAPHICS Page:

APPLICANTS

Wo Actions ];
Metwork Analyst - In Process B Edgit D
£ o=
Demographics s
sses | Awailability | Contact Information | Education | Employment | License History | Licenses | References | Skills -

Demographics

i Demeographics 1‘ . Correspondence Processes
Application: Completed
| Education H Documents Review: Mot Started
Fordham University ﬂ Employment Appllcatmn [External) Job Details
Bronx, NY ed B/8/12 at 1212 PM
Bachelors Title: Network Analyst

ﬂ Position Guestionaire

E/8/12 at 11:25 AM

Reg

& Emol : Location: LTS
=1 Employmen Iﬂ-fil-.lr:rellt Tmplo;r‘e.e Questionnaire Category:  Professi
MOC Technical Support - Superb Internet Departmeant: LTS Te
ik ﬂResume M
Since 110172011 Wed B/8/12 at 11:25 AM Job Status: Foste
Customer Service Rep - UFP i . .
._ Events View Applicants by Job (;‘
From BERTEE e THETEE Applicant Details
il References — Applied: Wed 5/9/12 at
Start Date: Bial2
el Tasks - Status: In Frocess
! Skills Hiring Manzger in—

Navigation Key:
A Use the & in each box to expand or collapse the information on view
B Use the links in the Actions box to perform various tasks

C Use the View Applicants by Job link to return to the Applicants list

The Demographics page displays all information about this applicant, including information
from his or her application, updates on progress through the workflow, activities for this applicant
(e.g., interviews, references, etc.), and notes and tasks created in reference to this applicant. Any
activity that should be recorded regarding an applicant, from scheduling an interview to writing a
note about the applicant, can be done from this page.

Although you will be returning to the APPLICANTS tab many times in the course of reviewing applicants
and moving them through the process, you will primarily be working through the POSITIONS tab where
you can focus on the applicants for one particular search at a time.
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B

Working in the Positions Tab

Selecting the POSITIONS tab brings up a list of your open searches. It lets you view infor-
mation about your posted position(s). Additionally, like the APPLICANTS tab, the POSITIONS tab
allows you to view and work with prospective applicants who have applied for your position(s)
within the ATS.

Screenshot 5 — POSITIONS Tab:

HOME APPLICANTS POSITIONS

Jobs by Hiring Manager

Active jobs assigned to a hiring manager.

A B c D E F G H | J K L M N ] P Q R s T u v w X Y z Al
[af 6o XcLear ] - Job Category - | - Job Status - ocamE
TITLEw POS# JOB STATUS CATEGORY COMNFIGURATION
Assistant Director 583220 Closed Frofessional/Managerial Staff
Assistant Director, [} 589370 Posted ProfessionaliManagerial Staff

Records 1-2 of 2 First Previous Mext Last PerPage mj

Navigation Key:

A Select the position title for your search and the Applicants list appears

Screenshot 6 — Applicants Page (within Positions Tab):

HOME  APPLICANTS POSITIONS

Assistant Director Breceooe [Drwmer Burcean 3 cooge + Actions
Finance & Administration - Professional/Managerial - Posted 1-‘

Applicants

Applicants by Hiring Managerl FOTEEEE

Onhy spplicants that are not archived or no longer under consideration. Posting Accepted 52412

Approval:
A 5 ) E - J % LM N o P @ 8 s T U vooowoox vy oz Al Requisition:  Not sizanz
Started
@@ E@ED Advanced Ssarch - Applicant Status - B - oate Applied - [0 €D CED E
Job Details
[ NAME w STATUS  AFFLIED COMFLETED EMF AFF REV INTER1 INTERZ REF FIMAL BG OFFER  ONEBRD Created: 05/24/2012
O anders, Anita InProcess  08/08/12 06/08/12 Mo e © Category: Professional/Managerial
O Binder, Bree InProcess  05/30/12 05/30/12 Mo ® © Status:  Posted
O Calderan, Cliff New 080212 Ne @ Locstion: Financs &
Administration
O Desngelo, Doris / Mo =
O Firestone, Frieda 08/11/12 No [+
O Gomez, Glenn 06/05/12 Yes [ ] [+]
[ Huang, Harry 05/25/12 No [+]
O Jackson, Jacquie Mo (=]
O Kline, Kara 05/25/12 No L)
O titchell, hia 06/13/12 Mo [ ] [+]
- Bulk Actions - Records 1-10 of 26 First Previous Mext Last Page 1. Per Fage 1DI

Navigation Key:

A Displays position title with department, position type, and search status

B Choice of five sub-tabs; the Applicants page is currently open (tab appears white)
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The POSITIONS tab features several pages (Properties, Applicants, Activity, Processes, and
Forms) shown below the position title. The default view is the Applicants page [Screenshot 6, B,
previous page] which looks nearly identical to the APPLICANTS tab view although we are currently
in the POSITIONS tab.

The column to the immediate right of the listed applicants shows the current STATUS of
each applicant. In the previous screenshot, we can see that most of the applicants are currently “in
process” with applications ready for review. The APPLIED column shows the date that each
applicant initially applied. The COMPLETED column provides the date that each applicant actually
completed the online application. The EMP column denotes employee status; a YES in this column
tells you that this applicant is an internal candidate. The remaining columns correspond to
different steps in the search process:

* APP = Application; provides shortcut links to applicant’s documents
* REV = Review
* INTER1 = First Campus Interview

e INTER2 = Second Campus Interview During the search process, the hiring

manager is responsible for each step, from

* REF = Reference Checks application review through to the reference

* FINAL = Final Approval of Offer by HR i s, AR TP S S AL O
delegated to an admin support. The

* BG = Background Checks remaining steps are handled by HR.

e OFFER = Offer Letter
* ONBRD = Onboarding

The Properties page contains the job posting [Screenshot 7, next page]. The job posting is a
concise version of the position description including job title, department, summary of purpose,
key accountabilities, special considerations, qualifications (e.g., education, experience, and skill
requirements), and other details such as work schedule, hiring manager, etc. Prospective
applicants are able to view most, but not all, of the job posting. Some details, including names and
contact information is shielded from the applicants’ view. This posting can also be sent by HR to

various external sites (e.g., higheredjobs.com, HERC) for wider recruitment.
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Screenshot 7 — Properties Page:

HOME APPLICANTS POSITIONS

Assistant Director

Finance & Administration - Professional/Managerial - Posted

Properties Applicants

Details | Additienal Infermation

Properties

Job Details
Title: Assistant Director
Position Number: SO
Job Category: Professzional/Managerial
Job Family: Student Life
Website: http:ifwwwi.lehigh.edu/housing
WP Stem: Finance & Administration
Department: Residential Services
Hire Type: External
Contact: Mancy Mash
Opened Dats: 03/08/2012
Closed Date: 04M18/2012

Summary: Thiz positiens assists in managing all administrative and operational functions within both undergraduate and graduate residential
areaz. Coordinates special programs, student biling in residential areas, and life zafety information and functionz in residential

Accountabilities:

1. Assizt in managing student biling in residential areas
* Assist in managing student billing in residential areas including student damage billing, room charges, meal charges, and
other charges asscciates with living in residential areas
* Assist in educating students, house leadership, residence hall leadership, Alumni, and parents regerding personal Bursar bills

and the billing process

Special
Considerations:

1. Periods of high volume/worklead may be reguired
2. Required to be on call
3. Occasional evening, holiday or weekend hours

Qualifications:
1. Waster's Degree or equivalent combination of education and experience

2. One to three years related work experience
Excellent communication and interpersonal zkills

WMonths Worked: 12

Hourz Worked per 40 hours per week
Week:

Annual FTE: 100%

Hiring Minimum (for 7-40
nonexempt positions):

Hiring Manager: Mancy Mash
Ewvalutor:

Adrin Support Wi i————
ACCEess!

Committee Members: Alex Anderson, iy, il Swbisi—
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Initial Screening of Applicants

To start screening applicants for your open position, select the POSITIONS tab and then click
on your position title. The Applicants page will appear by default [Screenshots 6 and 8]. When
beginning the search process, you’ll see that the APP (application) column contains a circle for
each applicant:

» O or @ = application started but not completed by applicant

@ or " =application complete

The yellow circle means that the applicant has indicated that he/she would like to receive a copy of his/her
credit report if one is requested. In some views, this may be indicated by a @. This alert is for HR purposes
only... no action is required by the biring manager.

Additionally, you'll see green circles with arrows < in the REV (review) column. This arrow
always indicates an action step. During the search process, this arrow will move forward from
column to column as you complete each step in the process for a particular applicant.

Screenshot 8 — Applicants Page:
HOME APPLICANTS POSITIONS

Assistant Director Actions
Finance & Administration - ProfessionaliManagerial - Posted

Applcants

Job Details

© 05/24/2012

: Professional/Managerisl

Location: Finance & Administration

Applicants by Hiring Manager -| Status: - Posted

Only applicants that are not archived or no lo

A B < D E F G H J K L W N o P @ L3 g T u v W X ¥ z M
| @ @ @D Advanced Search - Applicant Status - =| - Date Applicd - -| €D EEZD E
™ MAME » STATUS  APFLIED COMFLETED EMP  AFF REV INTER1 INTERZ REF FINAL BG OFFER OMBRD
I Anders, Anita InFrocess  08/08/12 08/08/12 Mo ® ©
I Az, Aaron 06/04/12 0 12 Mo [+]
I Binder, Bree 05/30/12 05/20/12 Mo ® O
" Brennon, Bryan 06/02/12 Mo -
I Calderan, Cliff Mo -
I et—— Mo [+]
I~ cw——— Yes ® o
= No [+]
I ——— e Mo Q
I e—— In Process  05/25(12 05/25/12 Mo [+]
- Bulk Acticns - j Records 1-10 of 30  First Previous Mext Last Page 1 7| PerPage 10 -
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Task 1: Filter Out Incomplete Applications

In every search, there are always some applicants who don’t fully complete the application
process. From within the applicant tracking system, you can send a friendly “please complete an
application” email. Here’s how:

> Select the POSITIONS tab and click on the position title

» In the Applicants by Hiring Manager screen [Screenshot 9], click on the APP column
heading to sort by this column [@]

» Click the w to the right of APP column heading to reverse the sort order [®]

> Click the selection box to the left of each applicant with an incomplete application [©]

Screenshot 9 — Selecting Incomplete Applicants:

from the menu of choices [©]

Screenshot 10 - Bulk Actions Menu:

ATS Users Guide — Decentralized
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Employment Reguest Form Approval Rejected
Exempt Employment Process/ATS Satisfaction Survey
Invitation to Evaluate
Job Posted
Job Requisition ready for posting
No lenger conzidered - Incomplete App
No lenger under consideration
No longer under consideration - Interviewed
No lenger under consideration — Alumni
No lenger under consideration — Internal
Nonexempt Employment Process/ATS Satisfaction Survey
Part 1: Employment Request Form (staff) Form Completed
Part 2: Employment Request Form (staff) Form Completed
Pleaze complete an application
Please Update “our Search k‘ e
Please Update Your Search
Change Status
New

Appiicants
Applicants by Hiring Pﬂanagerj
Onhy applicants that are not archived or no longer under consideration.
A ] c o E F = H J ¥ L [ N [} = [+ i ] T u v W X Y z Al
Seard Q Advancad Search - Applicant Status - j - Date Applied - j [ciear |55
™ nAaMmE STATUS APFLIED COMFLETED EMP APFP & REWV [INTER1 INTERZ REF FINAL BG OFFER ONBRD
9 I Calderan, Cliff Mew 08/04M12 Mo O
¥ Gomez, Ger Hew 08/04/12 Mo O
I Binder, Brae Mew 08/M1/M12 Mo O
¥ Halzan, Miles New 06/03/12 Mo -
I¥ Brennon, Bryan Mew 08/08M2 Mo O
I¥ Samzon, Sammi Mew 08/07i12 Mo Q
¥ —— Mew 0528012 Mo O
[+ et— Mew 08/0212 Mo O
T} ——— Hew 06/05/12 Ho -
r oot In Process 080512 08/086M2 Mo (]
- Bulk Actions - ej Records 1-10 of 30 First Previous Mext Last Page 1 7| PerPage 10 -
> Now click the Bulk Actions drop-down button [ Bulk Actions - -
({3 . . » .
[@] and select “Please complete an application - Bulk Actions - -
Correspond B

m
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>

A “Send correspondence to selected
applicant(s)?” message will appear to

verify this is the action you wish to take

Click OK to continue

This will NOT automatically send the email

Your browser will open a new window
showing an e-mail template with a standard “please complete an application” email
message that is ready to send [Screenshot 12]

Screenshot 12 — Selecting Incomplete Applicants:

Screenshot 11 — Action Confirmation Message:

Mezzage from webpage

©

N

Co - Please complete an

Frem: HR Staff - HR Staff (inemploy@lehigh.edu)

inemploy @lehigh.cdu
To: Applicant - Geri Gomez (ggomez52@acl.com)
ggomezE2@aol.com &
e I 3 comma, usa e usar amals.

cG:

Currently, your application is incomplete and will be removed from consideration for this position in one week's time [ no additional action taken to complete the application.

Please go to https:/lehizh hiretouch com/ to complete vour application for the above referenced position.

In order to complete your spplication, you will need to:

+ Log into your profile

= Select the start link under the title of the position that you have applied to and continue the application process

and affi

+ Onee you complate the application (which includes the
cover lstter, stc)

Soms things to remember:

+ You can always change/update your profile
« Once =n spplication/document is submitted, you cannot make changes fo it

» You will raceive emails throughout the process updating you en your status and other impertant information so it is extremely important to keep your email address current within the

system.

Thank you for your interest in employment with Lehigh University.

position

ive action form), vou can uplead any documents you choosa (resume,

SELECTED RECIPIENTS

Ger Gomez
(Assistant Director)

Sammi Sampson
(Assistant Diractor)

Harrison Huang

{Assistant Director)

ALWAYS USE “Send To All”

Bsena T@\

Y-S If not selected, the email will @
Multpls enall aguressas st be Saparated by 3 oo Use the look-4p 10 And sysiemuser enalls onIy be sent to the first
see applicant in the list!
e
8 camme; use the & user emalls.

Subject: |Flease Complete Your Application For [[Job Titke]]
Hessage 4] Source i @ e e IS B B @ Ea

B I U ek, x| |2 Ev E - A - || Font - | Fomst - | Size - (M.

In arder to be considered as an applicant yon must submit a completed employment application in our on-line application system_ it

BEHeriI B Frint
» Click on the “Send to All” option to send the email to multiple recipients [@]
Only use the “Send Email” button at bottom left [ @] if sending to JUST the first recipient
> Another “Send correspondence to selected applicant(s)?” message will appear to verify

that this is the action you wish to take; click OK to send the email.

Check back in about a week. Any applicant who is still showing as incomplete a week after
receiving the “please complete” email can be assumed to be no longer interested and removed
from further consideration. [Follow Task 2 instructions, starting on page 18, for removing
applicants deemed “not qualified.”]
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Bulk Screening

On the Applicants page within the POSITIONS tab, hiring managers have a choice of
screening applicants individually or using the bulk screening option [ € in Screenshot 13]. Unless
the posted position is highly specialized, most hiring managers will be faced with a large initial
pool of applicants. In a decentralized search, it is the responsibility of the hiring manager to screen
the applicant pool down to a more manageable-sized pool of qualified candidates. The easiest way
to accomplish this is by utilizing the bulk screening option.

Screenshot 13 - Selecting the Bulk Screening Option:

HOME APPLICANTS POSITIONS

Assistant Director
Finance & Administration - Professional/Managerial - Posted

Applicants

Applicants by Hiring Manager
Applicants by Hiring Manager

F J K L M N [+] P [+] R g T u W W X Y Z M
| @@ @D Advanced Search - Applicant Status - - Date Acclisd—i @@
O HamMEw STATUS APFLIED COMPLETED EMP  APP REV INTER1 INTERZ REF FIMAL BG OFFER  ONBRD
O Anders, Anita In Process  06/10/12 06/10/12 Mo o
O Binder, Bree In Process  O6/D5/12 06/05/12 Mo [-+]
[ eos——— In Process  D5/25/12 05/25/12 Mo o
mE ] In Process  05/28/12 05/28/12 Mo (4]
[mi In Process  DBMD3/12 08/03/12 Mo o
[ vov—— Mew 0529112 Mo -
[ e———t— In Process  O8/0512 06/05/12 Mo [+]
[ mr—— In Process  05/28/12 05/28/12 Mo (4]
[ wmm—— In Frocess  DE08/M12 06/08/12 Mo ® o
[ ew———— New 060412 Mo @)
- Bulk Actions - . Records 21-30 of 30 First Previous Next Last Page 3 . Per Page 13|.

The bulk screening option pulls self-reported information from the Position Questionnaire
that all applicants are asked to fill out. The questionnaire asks the following questions:
e Level of education
Minimum salary requirement
Number of years of related experience
Skill level in Microsoft Word, Excel, PowerPoint, and Access
SunGard Higher Education (Banner) experience.

This information displayed in the bulk screening view allows the hiring manager (as well as
admin support and/or search committee members) to view and compare the qualifications of a
group of applicants at one time rather than opening up individual applications and/or resumes.
The next screenshot [Screenshot 14] illustrates the bulk screening view. The applicant name and
status columns remain visible but the other columns have changed.
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Screenshot 14 — Bulk Screening View:

Appiicants

Bulk Screening

A B - o E F G
[ —Y )

[

n
i

u v

L x T

z All

- Date Ac:lied-j [Go X CiEAR ] @ e

I MaME w STATUS DNC RESUME EDUCATION EXPERIEMNCE MIN SALARY WORD l; EXCEL POWER POINT ACCESS BANNER APPLICATION REVIEW

r sinin———— In 1‘ = Bachelors 2 to § years Advanced Advanced Advenocsd Intermediste Student [ ] ]
Frocess Degres (‘

v

T ————— On MMastars 1to 3 years Advanced Intermediate Adwanoed None (=]
Process Degres l)

I Buttans, Benji In Mew L] Bschelors  Sto 8 years Intermediste Basic Basic Intermediste Student . [+]
Proocess Degras

r E————— In L=} Masters 0 to 1 year 540,000 to  Intermediate Intermediate  Advanced Basic . O
FProcess Degres 50,000

|- In L] 8+ yesrs 340,000 Advanced Intermediate  Intermediate None . [=+]
Process

T o On L] MMastars 2 to 5 years 528,000 Intermediste  Advanced Advanced Basic (=]
Process Degres

[ Sl Me: = Masters Sto 8 years Intermediste Intermadiate Basic Basic O

r SEmmEa———— ) | = Masters S to & years 28000 Advanced Advanced Intermediate: Basic Student O
Frooess Degres

[mir— = In B s 3to 5 years 327,000 Intermediate Intermediate  Adwanced Basic . [+]
Process

[ S In L] MMasters 1to 3 years Intermediste Intermediate  Advanced Basic . (=]
Prooess Degree

- Bulk Actions - ;l Records 1-10 of 108 | First Previous Mext Last Page 1 J Per Page 1Jj

Navigation Key:
A
B

The RESUME column includes a direct link to each applicant’s résumé, if one was uploaded

The remaining columns allow for easy comparison of various types of qualifications including

proficiency in common office software programs and Banner knowledge.
C The circles @

D

in the APPLICATION column provide quick links to view individual applications

The arrow < in the REVIEW column indicates an action is required

The information in most of the ATS screen views can be exported to an excel spreadsheet
[ € ]. This export function is especially useful for the bulk screening information. Once exported
to a spreadsheet, new columns can be inserted to add more information for screening comparisons
or to add steps to track applicants through customized search processes. Exporting to an excel
spreadsheet also enables multi-level sorting. Search committees, in particular, often find the
export feature quite useful. If you decide to utilize this feature, it is important to remember that:

* Exporting to excel captures information available at a single point in time. New
applicants added to the ATS or status changes made in the ATS will not automatically
appear in the excel spreadsheet or vice versa. The export function is best used once the
initial screening process has been completed (Tasks 1 and 2) and preferably after the
position has been closed to any new applicants.

* When used, spreadsheets can provide a valuable tool for documenting the search. As
such, committee members may need to be reminded that information recorded in the
spreadsheet should be strictly factual and relevant. At the end of the search, the
spreadsheet can be attached to the search within the ATS. Contact HR for assistance.
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Task 2: Remove “Not Qualified” Applicants

Use the bulk screening view to make your first pass through the applicants for your open
position. You will be looking at the education, years of experience, minimum salary, and computer
skills information listed in the bulk screening view to compare qualifications. Any applicants
deemed “not qualified” for your position will need to be notified and removed from your view.

The ATS includes fiver variations of a No Longer Under Consideration email template:

e No Longer Under Consideration — Incomplete App is used for applicants who did not
complete the application process

e No Longer Under Consideration is used for “not qualified” applicants with no discernible
Lehigh affiliation

¢ No Longer Under Consideration - Alumni is sent to “not qualified” applicants who
graduated from Lehigh

e No Longer Under Consideration - Internal is sent to “not qualified” applicants who are
currently employed in another position at Lehigh

e No Longer Under Consideration - Interviewed is sent to “not qualified” applicants who
were interviewed (by phone or in person) for the position.

Each of these email templates may be edited to provide a customized message to the
applicant. When sent, each email will include a personalized greeting to the applicant and a closing
that includes the name of the hiring manager. Each time a No Longer Under Consideration email is

sent, the recipient is removed from your view of the applicant pool.

Screenshot 15 — Bulk Screening View:

Appiicants

Bulk Screening |
A 8 c ] E F = H J L3 L M N o P Q [ g T u W W x ¥ z All
@ E EED 2:vanced Search - Date Applizd - 7| @ =
I HAME STATUS DNC RESUME EDUCATION EXPERIEMCE MIN SALARY WORD EXCEL POWER PQINT ACCESS BANNER AFPLICATICN & REVIEW
r Pulyers, hiillie In L] 3 to 5 years 55,000 Intermediste Intermediste  Advanoced Basic Student [ ] ]
Froosss
7 o——— On a1 Masters 1 to 3 years 24000 Intermediate Basic Basic Mone [+]
9 Process Degres
U i — In Bachelors 110 2 years Advanced Advanoced Advanced Intermediate [+]
Prooess Degree
T ———— On PHD 5 to 8 years 21800 Advanced Advanced Advanced Basic Student O
Process
[ o In 110 2 years 520,000 Advanced  Intzrmediste Advanced None . [=+)
Process
[ issespesnmsntasues() n Masters 1 to 3 years Advanced Advanced Advanced Advanced Student [+)
Process Degres
T it In h Etio 8 years 32000-40000 Advanced Intermediste Advanced  Intermediate ® [-+]
Frocess

>

Identify any applicants that you judge to be “not qualified” for your open position, based

on comparisons of the qualifications listed

» Check applicant’s application and/or resume [ @] for any Lehigh affiliation as either an
internal applicant or as an alumnus of Lehigh
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You can also click on the applicant’s name [ @] to bring up the Demographics page where all
information pertaining to that applicant is visible including links to associated documents.

» Make note of any applicants with a Lehigh affiliation (i.e., alumnus or internal applicant)
then close the resume or application window to return to the Bulk Screening view

> Return to the Bulk Screening view by clicking the View Applicants by Job link (within the
Job Details box that appears along right side of screen)

> Choose your first group of applicants—not qualified/no Lehigh affiliation—by clicking
the selection box to the left of each applicant’s name [©]

» Now click the Bulk Actions drop-down button [bottom left of Bulk Screening window;
visible in Screenshot 14, page 17] and then “No longer under consideration” from the Bulk
Actions menu [Screenshot 16, @]

Be sure to choose the appropriate template!

Screenshot 16 — Bulk Actions Menu:

| - Bulk Actions - -
- Bulk Actions - -
Correspond

Employment Reguest Form Approval Rejected
Exempt Employment Process/ATS Satisfaction Survey
Invitation to Evaluate
Job Posted
Job Requisition ready for posting
No longer considered - Incomplete App
No longer under consideration k‘
No longer under consideration - Interviewed
Neo lenger under consideration — Alumni e
No longer under consideration — Internal
Nonexempt Employment Process/ATS Satisfaction Survey
Part 1: Employment Request Form (staff) Form Completed ' —
Part 2: Employment Request Form (staff) Form Completed
Please complete an application
Please Update Your Search
Pleaze Update Your Search
Change Status
New W

m

> A “Send correspondence to selected applicant(s)?” message will appear to verify that you
wish to take this action

> Click OK to continue (4)
This will NOT automatically send the email.

An e-mail template opens [Screenshot 17]

Click the “Send To All” button [A] to send to all selected recipients
Use the “Send Email” button (below left of message) only if sending to just one recipient.
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Screenshot 17 — E-mail Template:

Correspondence - No longer under consideration SELECTED RECIPIENTS
Anita Anders
From: HR Staff - HR Staff (inemploy@lehigh.edu) [Azg Director, Reskdence Lik (one
posi =20))
Ta: B Applicant - Anita Anders(anitad43@netscape.com
A t @ P 2 Billy Billistic
= G2 Director, Residence Lk (one
| v & pos )
Multigls emall S0UNEs5es mUS S SSpArste by 3 COMME; LS8 the Iook-Up 10 ng sysem user emalls jl © S=nd To Al
gva
Multigls emall S0UNEs5es mUS S SSpArste by 3 COMME; LS8 the Iook-Up 10 ng sysem user emalls
BCC: B
Eve

Multigls emall S0UNEs5es mUS S SSpArste by 3 COMME; LS8 the Iook-Up 10 ng sysem user emalls
Subject: Assistant Director, Residence Life {cne position anticipated) DOS
Message: | [l saree | | w
Dear Anita Anders, I;

The body of the email message may be

Thank you for your interest in employment at Lehigh U
bachgrow EXpETiEn notewarthy, we haw to move shead with

other = whose qu tions more closety fit artment’s nesds. edited to provide a more OrperSondlized
You can continue your job search by visiting cur website at email to the applicﬂnt(s), l:f‘appropriﬂte_

https://lehigh. hirstouch.com/ for information on other vacant positions st Lehigh.

ty. While your

Best wishes in your search for 3 job that offers you challenges and rewsrds.

Thanks,
Mancy Mash (‘
v

Navigation Key:
A Click “Send to All” B Each email will include € Email will include the hiring manager’s
to send to multiple a personal greeting to name (even if task is delegated to
recipients the recipient another system user)

> Repeat this process for “not qualified” applicants who are also Lehigh alumni, if any, but
choose the “No longer under consideration — Alumni” email template

> Repeat this process for internal applicants deemed “not qualified” for this position, if
any, but choose the “No longer under consideration — Internal” template.

If applicant is a Lebigh alumnus AND an internal applicant, treat as an internal applicant.

Each time you send a “no longer under consideration” email, the recipients are removed
from your view of the applicant pool.

Please contact HR if you need to view a candidate previously marked as “no longer considered.”
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Individual Screening

Once you’ve completed the preliminary screening and removed any applicants identified as
“not qualified,” you should more carefully review the remaining applicants. This is done from the
Applicants by Hiring Manager screen in the POSITIONS tab in the ATS.

Screenshot 18 — Positions Tab/Applicants by Hiring Manager:

FOSITION S

Assistant Director Actions
Finance & Administration - Professional/Managerial - Posted

Job Details

Applicants Created: 05/24/2012

onal/Managerial

Applicants by Hiring Manager ] Location: Finemos & Administration

Only applicants that are not archived or no longer under consideration.

A B < D E F G H J K L W N o P @ L3 s T u v W X ¥ z M
rch - Applicant Status - J - Date A::Iis:-d [co X ciear JE|
O naME STATUS  AFFLIED  COMFLETED EMF AFFw REV INTER1 INTERZ REF FIMAL BG OFFER ONERD
[ Anders, anita | 05/30/12 g0z Mo A @ [+]
O Binder, Bree 06/06/12 06/12 Mo [+]
O Mitchell, hia 06811112 z Mo [+]
[ serm— 05/25112 2 Ne Q
[ s—— 05/25/12 z Mo [+]
[ seve— 05/25/12 z Mo [+]
[ i 05/25/12 2 Ne (]
[ wemm——t—— 05/28/12 2 Ne Q
[ ev—— 05/28/12 2 Mo [ ] [+]
[ sus—m— 08/04/12 z Mo [+]
- Bulk Actions - H Records 1-10 of 20 | First Previous Mext Last Page 1§ PerPage 10[H
Navigation Key:
A Click on the circle in the APP column to quickly B Click on an applicant’s name to go to the
find all documents available for that applicant Demographics page for that applicant

The navigation key above shows you how to locate application documents for individual
applicants. For most applicants, you will find the following documents [Screenshot 19, next page]:

* Current Employee Questionnaire — this is a simple, one question document that is
used to identify internal applicants in the system; once answered, the response appears in
the Applicants by Hiring Manager screen in the EMP column [see Screenshot 18]

* Employment Application (External or Internal) — all applicants for Lehigh positions
are required to submit an application; the application provides a consistent format for
easier comparisons between applicants

* Resume — most applicants will upload a resume although this is not required for staff
searches; the document name is determined by the applicant and will vary but if
uploaded correctly, it should be identified as a resume in the document type field

* Cover Letter — an optional document that may be uploaded by an applicant; although
optional, hiring managers are encouraged to read cover letters if available
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* Position Questionnaire — applicants are requested to complete this questionnaire
which provides the education, experience, salary requirements, and computer
proficiencies used to populate the bulk screening view.

Screenshot 19 — Documents List in Applicants Tab:

HOME APPLICANTS POSITIONS

Greg Gomez (ggomez52@agmail.com)
Director, Elec/Social Media Communications - In Process

Alerts | Correspondence | Documents | Events | Motes

Return to Applicants
Greg Gomez Prospect Record

Documents

2. * Due to permission settings on document types, there may be more documents than are listed.

Communications

Show Active (] Show Archived - Document Type - |Z| QH |@
] MNAME TYPE JoB FILE SIZE MODIFIED  USER MNOTES TASKS
[ EF Greg Gomez Resume Director, Elec/Social Media GGomez_resume.pdf 9417 KB 09/02/2011 Greg Gomez 0 0
Communications
[[] [f Cover Letter Cover Letter Director, Elec/Social Media GGomez_cover.pdf 39KB  09/02/2011 Greg Gomez 0 0

(] |4 Current Employee Director, Elec/Social Media Current Employee 55.32KB 09/02/2011 Greg Gomez 0 0
Questionnaire Communications Questionnaire.pdf

[C1 ¥ Employment Application Director, Elec/Social Media Employment Application 94.47 KB 09/02/2011 Greg Gomez 0 0
(External) Communications (External).pdf

[[] [f Position Questionaire Position Director, Elec/Social Media Position Questionaire.pdf 48.94 KB 09/02/2011 Greg Gomez 0 0

Questionaire Communications

Records 1-5of 5 First Previous Mext Last PerPage 10E|

Other documents (e.g., writing samples, certifications, clearances, etc.) may be attached by
the applicant, as desired, or as directed by the position posting. When reviewing documents, you
may occasionally see duplicates or alternate versions of documents... once uploaded, neither the
applicant nor the hiring manager can delete them. Each document window (pdf files only) can be
easily minimized, maximized, or closed. Other types of files will open in the associated software
application (e.g., Microsoft Word). Documents may be printed or temporarily saved to your
desktop for easy access, if desired.
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Task 3: Read Applicants’ Documents

Once the preliminary screening has been completed, a more careful document review of the
remaining applicants needs to be done to identify the candidates most qualified to move forward.

» Ifyouare still in the Bulk Screening view, switch to the Applicants by Hiring Manager
view to start moving applicants through the employment process [@]

Screenshot 20 — Changing Screen Views:

HOME APPLICANTS FOSITIONS REFORTS

Assistant Director Actions

Finance & Administration - Professional/Managerial - Posted
Job Details

Applicants Crested: 05/24/2012

Category: Professional/Managerial

Status:  Posted
Appllcants by lelng Manager o Location: Finance & Administration
“pnder consideration.

Bulk Screening

5 c F H X L M N [} ® -] R E T u v W * ¥ z Al

,7 [afco] @ Advancad Szarch - Applicant Status - - Date Applisd - B GD GED E

O name STATUS  APPLIED COMPLETED EMF APPw REV INTER1 INTERZ REF FINAL BG OFFER ONBRD
O Binder, Bree In Process  05/30/M12 05/20/12 Mo [ ] 9 [+]
O calderon, Cliff In Process 2 06/06/12 No [+]
O comez, Greg = b 08/11 Mo [+]
O Mitchell, Mia In Process 2 05/25/12 Mo [+]

> Select the circle in the APP column [@] to bring up the documents list [Screenshot 21]

Screenshot 21 — Documents List in Applicants Tab:

HOME APPLICANTS POSITIONS REFORTS

Cliff Calderon (ccalderd9@anl.com) Actions
Assistant Director - In Process 1 Sen =
L edule an Event
netivity [N & page tabs and sub-headings link to additional / Attach = Note
% Download Documents
Alerts | Comespondence | Documents | Events | Notes information about this applicant’s job search
Processes
Documents Application:
Review:
* Due to permission settings on document types, there may be more documents than are listed. .
Job Details
IF Show Active [ Show Archived - Document Type - @ l:l @ Title: Assistant Director
O MAME TYFE IoB SIZE  MODIFIED USER NOTES Tasks ~ ReqCeds 588370
v Location: Fi & Administrati
[0 [ Cument Employee Application Assistant 5632 KB 05/28/2012 Cliff Calderon O 0 oe=tien nenes & faminishEtion
Questicnnaire Director Category: Professional/Managerial
R . oA . Department: Facilities Services
O ¥ Emgployment Application Aszsistant 89.04 KB 05/28/2012 Cliff Calderon 0 o
Application (External) Director Job Stetus: Posted
O [F ciitf calderon Cover Letter Assistant B ciitf calderon Coverdoo:  14.22 KB 05/28/2012  Cliff Calderan 0 o View Applicants by Job o
Director ER R S
{ Cliff Calderon Resume Aszistant Cliff Calderon Resume.docx 1958 KB 05/28/2012  Cliff Calderon O o Applicant Details
Director
[ [} Position Questicnaire  Pasition assistant ] Fosition Questionaire.pdf  47.85 KB 05/28/2012  Cliff Calderon 0 0 Applied: Men 5/28/12 =t 10:04 AM
Questicnaire Director Start Date: a1z
Status: In Process
Records 1-5of 5 First Previous Next Last  Per Page 1D|l Hiring Manager: s

> Open each desired document by simply clicking the specific document file [©]

Some documents will be pdffiles that are easily viewed within the ATS. For other types of
documents you will be asked if you want to open or save the file. Select open.

ATS Users Guide — Decentralized -23- September 2015



> Review the cover letter, resume, and/or application to make a “qualified” vs. “not
qualified” judgment
> Once you've assessed an applicant’s qualifications, click the View Applicants by Job link

[Screenshot 21,0, previous page] to return to the main screen [Screenshot 22, below].

Screenshot 22 — Applicants by Hiring Manager Screen:

HOME APPLICANTS FOSITIONS REFORTS

Assistant Director Actions
Finance & Administration - Professional/Managerial - Posted
Job Details
Applicants Created: 05/24/2012

Category: Professional/Managerial
- . Status: Posted
Applicants by Hiring Manager
pp Y g g ll Location: Finance & Administration

Onhy applicants that are not archived or no longer under consideration.

A B < D E F (=] H J K L W N L] P @ L3 g T u v W X ¥ z M
I O EED Asvanced Search - Applicant Status - - Date Applisd - B GD GED E
O name STATUS  APFLIED COMFLETED EMF AFFPw REV INTER1 INTERZ REF FINAL BG OFFER ONBRD
O anders, Anita In Process  05/30/12 05/30/12 Mo [ ] [+] 9
O Binder, Bree In Process 06 2 06/06/12 Mo [+]
O calderon, Cliff In Process  08/11/12 08/11/12 No [+]

The action taken next will depend on whether the applicant is deemed “qualified,” “maybe

qualified,” or “not qualified.”
Qualified - if you like this applicant’s qualifications use the Update Status window to move the
candidate forward in the process.

Screenshot 23 —Review Process/Update Status Window:

STATUS ODATE USER
Mot Started Sun 5/20/12 at 11:35 AM Sylvia Woolf-Gallop . . .
> Click the 3 in the REV (review) column
Status: @ Qualified [Screenshot 22, ©]
) Mot Quslified — Alumni
r O Hit —_ .
_ Mot Qualifisd ~ Intemal » When the Update Status window

i Mot Qualified — Other

appears [Screenshot 23], mark the
applicant as “Qualified,” and hit the
save button to return to the main
screen; the @ should now be under
INTERZ.

B Save B Cancel Close

Maybe Qualified — sometimes an applicant meets the minimal qualifications but you’re not ready
to move the applicant to the interview step but still want to keep this person in your applicant

pool.

» Don’t take any action, just leave “as is” for now; the @ remains under REV.
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Not Qualified - if you decide that this applicant is not a good match for your position, use the Bulk
Actions menu to notify and remove the applicant from view.

> Click the radio button to the left of the applicant’s name [Screenshot 24, @]

Screenshot 24 — Applicants by Hiring Manager Screen:

[ MAME STATUS APPLIED COMPLETED EMP APP REVa INTER1 INTERZ REF FINAL BG OFFER  ONBRD
[ Anders, Anita In Process 06/28/12 06/28/12 No ® [+]
[[1 Binder, Bree In Process 06/29/12 06/29/12 Mo [ ] (]
Calderon, Cliff In Process 06/29/12 06/29/12 Mo o
[[] Delpuzzo, Delores In Process 06130112 06/30M12 Mo [ ] o
@ Firestone, Frieda InProcess 0710112 072 Mo [+]
Gomez, Glenn In Process 0710112 0712012 Mo . [+]
[0 Huang, Harry In Process 07/03112 07/08M12 No [ ] [ ] [+]
[T Jones, Johanna In Process 07/03M12 070312 Mo ® [+]
[E Lowenstein, Louie InProcess 07104112 07104112 Mo [+]
[ mitchell, Mia In Process 07/04112 07/04/12 Mo [ ] [ ] o
- Bulk Actions - aﬂ Records 1-10 of 94 First Previous MNext Last Page 1 |Z| Per Page 1[]|Z|

» Then click the bulk actions drop-down [@ ]

Screenshot 25 — Bulk Actions Menu:

| - Bulk Actions - =

- Bulk Actions - - .

Correspond P > Select the applicable No longer under
Employment Request Form Approval Rejected consideration email from the Correspond
Exempt Employvment Process/ATS Satisfaction Survey . .

Invitation to Evaluate options listed
Job Posted . .
Job Reguisttion ready for posting » An email template with a prepared message

m

Mo longer considered - Incomplete App
No longer under censideration k
Mo longer under consideration - Interviewed
No longer under censideration — Alumni
Mo longer under consideration — Internal » Click Send to All in the email template; once
Nonexempt Employment Process/ATS Satisfaction Survey
Part 1: Employment Reguest Form (staff) Form Completed '—
Part 2: Employment Reguest Form (staff) Form Completed view.
Please complete an application
Pleaze Update Your Search
Please Update our Search

Change Status
New g

will open; the message can be edited, if desired,
but it’s probably not necessary at this point.

sent, the applicant will disappear from your

FYL.. Marking an applicant as “not qualified” in the Update Status window [Screenshot 22, previous
page] will automatically trigger the corresponding “no longer under consideration” email notification
without an opportunity to review or edit it first. You can use this option but most hiring managers prefer
to use the Bulk Actions menu to notified not qualified candidates.

After completing in-depth applicant screening, you should now have a more manageable
pool of qualified candidates for your search. Still have too many candidates? Review qualified
candidates again and select the top four to six candidates for the next step of the process. If
working with a search committee, you may enlist the aid of the committee members to perform
the final screening.
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Preliminary Phone and/or First Campus Interview(s)

The ATS has been configured to correlate with the most common Lehigh search practices.
For decentralized exempt searches, most departments will conduct at least two on-campus
interviews, with or without a preliminary phone interview. First on-campus interviews are usually
conducted by the hiring manager with the candidates whose qualifications best match the
position’s requirements. Inviting four to six candidates for first campus interviews is typical.

Task 4: Schedule an Interview “Event”

Each interview needs to be documented in the ATS. This includes preliminary phone
interviews as well as first and second campus interviews. You will use the “event scheduling”

function to do this.

» There should now be a 2 in the INTER1 column for each qualified candidate identified
during the screening process; you can hover your mouse over the 2 icon for more

information, including the date the status was applied

Screenshot 26 — Applicants Page:

HOME  APPLICANTS [EEWETNLIEN REPORTS
Assistant Director

Finance & Administration - Professional/Managerial - Fosted
Applicants

Applicants by Hiring Managerj

Only applicants that are not arc! o longer under consideration.

3

A ®8 © D E F & H J
"7 @ @ EID Advanced Szarch

O name
[ Anders, Anita

STATUS AFFLIED COMFLETED

05/30/12

In Process

[ Binder, Bree
O Mitchell, bia
[ em——

06/06/12

06/11/12

05/2

(X1

a

RO B

a

(X1

810411

- Bulk Actions - J

EMP
Nz
No
Nz
No
Nz
No
Nz
No
Nz
No

AFF ¥ REV INTER1

o £ ES T u v WX ¥ z Al
- Applicant Status - J -BstEA::IiE:-J@@
INTERZ REF FINAL BG OFFER ONBRD
]
* 20
o U
o JseioE
]
]
® °
]
]
e °

Records 1-10 of 30 | First | Previous MNext Last Page 1j Per Page IJJ

Actions

Job Details

Location: Finance & Administration

» Click the @ to schedule the desired candidate for the first or preliminary phone
interview [ @]; the event scheduling template opens [Screenshot 27, next page]

> Use the drop-down button to select the appropriate event type [@]

The default setting is 1St Interview... be sure to change or confirm event type

» Select the appropriate Start Date, End Date (probably the same date), and times [©];
review and modify the remaining information, as appropriate [@].
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Screenshot 27 — Events Template:

P K B Download Documents

Alems | Correspondence | Documents | Events | Moles | Tasks

Processes
Application:  Completed ez
Events PP. |:- - N
Review: Qualified 411912
Interview: Completed B2
Baile.e Interview 2: Mot Started LiTh [iTh bl
e =
1 st Interview (2] Job e
- 1st Interview
Name T
Znd Interview Miz Mitchell Tithe: Assistant Director
status: |Phone Interview zl Req Code:  SEIZZ0
T Location: Finance & Administration
Categony:  Professional’Managerial
HEmDEE ges14/2012 zfj:: Todzy | 10:00 Diepartment: Residentisl Services
: Job Btatus: Closad
06/ 14/2042 :::l!'l'-:r:ar-' 11:00 AW
Mieting Description . o . View Applicants by Job
: @ add descriptive information, if desired g
Applicant Details
Applied: Fri 3512 at 11:45 AM
Status: First Interview
Send Reminger: | Don't send reminder El petre aent Hiring Manager: Maney Mash
Recurmenes (@) poes gt recur
D ey
© weesty
Wil
_ “fiearky
Ewvent Participants
ATEIIREE | Magh, Mancy -
@ add or remove interviewer(s)
Blamnoees B memow anendess
Ewent Location
Address
CRy
SERPOMMAREIINT | | Gojart - El
Postal Code

COURTY: | _ Saact - [=]

Bze=izend Bszs Poex

» Review and confirm all information on the Events template; once saved, it cannot be
deleted
You can reschedule a particular type of event (i.e., first interview, second interview, or phone
interview) which will overwrite the previous event of the same type
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>

Click Save [®] or Save & Send

The Save & Send option opens up a blank email template addressed to the candidate. This
can be helpful if you wish to send a confirmation, directions, or other information regarding
the upcoming interview. You can also remove the candidate’s email and use the template to
send a notice to search committee members or others who will be involved in the interviews.
T'his feature is optional and email correspondence regarding an upcoming interview may be
handled separately from the “schedule an event” task. See Task S: Send Correspondence.

Upon saving (not Save & Send), the screen will confirm that the interview event has
been added successfully [Screenshot 28, @]

Screenshot 28 — Event Confirmation:

Actions

Mia Mitchell (mmmitch@hotmail.com) View Applicants

Assistant Director

— Send Correspondence
#® Upload a Document
1 Schedule an Event

Demographics | _Jobs [NECITVEN Processes | Evaluations | [ Atach a Note

Alerts | Correspondence | Documents | Events | Notes | Tasks ®l Download Documents

Events

Processes

Event added successful
y Application:  Completed araan 2

@ Review: Mot Started a2
Interview: Scheduled amen2

Event Details m Job Details

Name: 1% Interview — Mia Mitchell Date: Wed 4/18/12
. Time: 12:04 PM Title: Assistant Directar
Type: 1st Interview UserNancy Nash
Status: Interview Scheduled Req Code: 583220
Start Date: Tuesday, June 19, 2012 at 10:00 AM m Location:  Finance & Administration
Date: Wed 4/18/12 . i ;
End Date: Tuesday, June 19, 2012 at 11:00 AM Time: 12-04 PM Category.  Professional/Managerial
U Nan‘c Nash Departrnent: Residential Services
When: 1 day, 23 hours ago seraney Job Status: Closed
Duration: 1 hour ADD A TASK
- View Applicants by Job
Description: Name @
> Click on the View Applicants by Job link [@] to return to the Applicants by Hiring

>

>

Manager screen

If a phone interview event was entered and saved, you will not see a change on the
Applicants by Hiring Manager screen; the @ will remain in the INTER1 column

You can verify that the phone interview event has been scheduled by clicking on the
applicant’s name to bring up the Demographics page. Scheduled events are listed in the
Events box. You may need to use the toggle button ' to view the contents.

If you scheduled a first interview event, then you will see a @ in the INTER1 column; this
indicates that a First Interview has been scheduled but not yet completed.

The Events function within the ATS is not linked to the university’s Google Calendar
application. The Events function simply serves as a mechanism to document interview activity for
a particular candidate. Hiring managers and/or their designated admin support person will need

ATS Users Guide — Decentralized -28 - September 2015




to set up and arrange interviews by contacting the candidate to schedule and confirm a date and
time. The hiring manager and/or admin support person should update their personal calendar(s)
accordingly.

Scheduling the First Interview event in the ATS triggers two automatic emails from the ATS to the
hiring manager. The first contains information about conducting interviews and includes an
attachment of sample behavioral questions based on university success factors. The second email is a
reminder to update your search including documenting your interviews by attaching notes.
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Task 5: Send Correspondence

All email correspondence with applicants should be sent though the applicant tracking system
using the Send Correspondence link from the Demographics page. Others involved in the
interview process may be copied on emails sent through the ATS. Emails may include itineraries,
directions, parking instructions, contact names, or other customized information and attachments.

» From the Applicants by Hiring Manager screen, click the desired candidate’s name

» The Demographics page for this candidate opens Screenshot 29 — Actions Menu:

> In the Actions box at the top of the right menu, click .
: Actions
the Send Correspondence link [Screenshot 29, @]
—| Send Comespondence
> A blank email template will appear [Screenshot 30] & Unioad a Docun a-kJ"_"']
Attach a Mote
Screenshot 30 — Blank Email Template: wl Create = Task
Correspondence
Change Template: - Template - E® .
’ > Confirm that the email is
C d Detail .
orrespondenes BerEls addressed to the desired
From: ams404@Iehigh.edu .
To: mmitch 1@notmail.com @) candidate [9]
Muitple email > In each of the provided fields,
e enter the desired information
Muitiple email addresses must be separated by & comma; use the look-up to find system user emails.
BCC: » Add desired attachments (e.g.,
Muitiple email addresses must be separated by & comma; use the look-up to find sy. 1 User emails. itinerary, agenda, dirCCtionS,
Subject: CtC.) [9]
Attachments: I— = (3]
Applicant's |~ Select Bl © Attach > Spell check your message [@]
Documents:

Message: | Elsouce | = (4) > When finished, click Send [9]
The Actions box appears top right
on both the Applicants by Hiring
Manager screen and on the Demo-
graphics page. Actions initiated
from the Applicants by Hiring
Manager screen will be generic to
the search. Actions initiated from an
applicant’s Demographics page will
be specific to that applicant’s record.

9 Bsend @ Back
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Task 6: Add a Note

After conducting each phone interview and/or first campus interview, you must add a note
to the candidate’s information to document the result of the interview. Each note is dated and
time stamped along with the name of the person who entered the note in the ATS.

> From the Applicants by Hiring Manager screen (POSITIONS tab/Applicants page), click on
the name of the candidate who was interviewed; this will bring you to the Demographics

page in the APPLICANTS tab for this particular candidate [Screenshot 31]

Screenshot 31 — Demographics Page of Applicants Tab:

Mia Mitchell immitch11@hotmail. com)
Aszszistant Director, Residence Life - First Interview

Addresses | Awasilsbility | Contsct Information | Educstion | Employment | License History | Licenses | References | Skills

Demographics

3] Demographics 0 __| Correspondence
Mame: Mia itchel Received Application - External Only
Sent Mon 2%6/12 3 1:15 AM by cenntinSens
Address:
. Mo longer under consideration
St Frl ZHO0Z 3 144 PU by st

Homa Phone: iekieakiss
Email: itch11@hotmail.
mail: mmitel i@hotmail.co B Documents
Education Level: Bachelors Degres
¥l Employment Application (External)
Mon 2612 at 1115 AM

Reg : Februsry 8, 2012 at 1:02 AM
Last Updated: Februasny 8, 2012 at 1:15 AM 8] Position Questionaire
Mon 2/ 105 AM
. Education o 8 Current Employee Questionnaire
oy University VenaERE LAY
18 Cover Letter
Masters Mion 2612 3 1204 AM
———— o llege ] Resume
— hion 2612 2 1104 AM
Bachelors
: | Events
no SR O | Fri 2110112 3t 3:00 PU: 15t Interview - Mia Mitshel
Residence Director - e University e e Moy
——
= o ‘ Notes

Nonz
L) References L

S

Job Details

Title:

Lecation:
Category:  Prof
Department: DOS -
Job Status: Posted

Applicant Details

Applied: Mon 2/8/12 at 1:02 AM
Start Date: THES
Status: First Interview

Hiring Manager: Mancy Mash

> In the Actions box, click on the Attach a Note link [@]

> A small Add A Note window will open [Screenshot 32, next page]
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> Type ashort note in the space provided [Screenshot 32, @]. A spell check feature [@] is
available.

Screenshot 32 — Actions/Add A Note Window:

Mia Mitchell (mmitch11@hotmail.coim

Assistant Director, Residence Life - First Interview » Click on Save [@] to record your
note; the window will close
Demographics Activity
Alertz | Correzpondence | Documents | Eventz | Notes Cargfully review the spelling and content Of

your note before saving. Once saved, the note
Add Note cannot be edited. An additional note can be
added, if desired, to provide additional
information or clarification. Saved notes can
tote: | @ - be deleted, if necessary, but only by HR.

Note

(4]
Save [@Back

> Once back on the Demographics page, click on the View Applicants by Job link
[Screenshots 31, ©, previous page] to return to the applicants list.

Also attach a note to the candidate’s record if the interview was cancelled and/or needed to be
rescheduled. Include a reason for the cancellation or change.

To reschedule an interview, repeat the task of scheduling an event [See Task 4, page 26].
Attached notes are discoverable in the event of an employment audit, discrimination charge,
or other legal action. Limit your notes to the simple, factual determination - e.g., “Proceed with

second interview; candidate qualifications match position requirements” OR “Not interested in
pursuing; candidate is not a close enough match with position requirements.”
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Task 7: Complete the Interview “Event” (First Interview)

This task pertains to the First Interview (and Second Interview) event only. There is no

completion task within the ATS for a preliminary phone interview. Once you've conducted the

phone interview and added a note to the system, you’re done with that event. However, after

conducting the first campus interview, you will need to complete the First Interview step within

the ATS.

For candidates who qualify to move forward to the next step in the process:

> From the Applicants by Hiring Manager screen, click the ' icon [@] in the INTER1
column for a candidate who was interviewed

Screenshot 33 — Positions Tab/Applicants Page:

O MNAME w

[ witchell, Mia

O Melson, Miles

¥l Ramsey, Rafe

[0 Samson, Sammie

STATUS APPLIED COMPLETED EMF APP REV INTER1 INTERZ REF FINAL BG OFFER OMBRD

First Interview 05/2412
In Process 06f20M12
First Interviewy 05/29M12
In Process 05/3112

052412 Mo ® (1]
062012 No @ ©

05/29M12 Mo o <
05/3112 Mo ® O

» An Update Status window opens [Screenshot 34]

Screenshot 34 — Status Window to Complete the Interview Event:

> Select Completed (€]

STATUS
Not Started

Status: ®

-
-
-
-
-
-

(3]
Save @@ Cancel

DATE
hdar 4730012 &t 10:00 406

jer - Alumni
gider - Internal

USER
Mancy Mash

Update Status

Completed @
Scheduled
Cancelled

>

@ Close

Click Save to close window [©].

Although there are several “No
Longer Consider” options
available, using one of these
choices automatically sends a
“regrets” email to the candidate
without any opportunity to
review or edit the content. Most
hiring managers prefer to use the
bulk actions method of removing
interviewed candidates from
further consideration.

After the First Interview step has been completed, you will see that the ‘@ icon has changed
to @ in the INTER1 column and the action < icon has moved to the INTER2 column for this

candidate.
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For candidates who will definitely NOT be moving forward to the next step:

» From the Applicants by Hiring Manager screen, click the radio button [@, Screenshot 35]
next to the candidate who was interviewed but is no longer under consideration for the
position

Screenshot 35 —Bulk Actions to remove candidates:

[¥ Ramsey, Rafe First Interview 05/25M2 05/25M2 Ho (=] (4]
[0 Samson, Sammi In Process 05/25/12 05/25M2 Mo o
|-EL.IkActior5- - |Recurl:|s 1-150f 16 First Previouz Next Last Page 1 Per Page 1Ei
- Bulk Actions - s
Correspond
Tst Intervizw @ HR Office » Then click the Bulk Actions drop-down [©]
Confidentislity Agreement =
Employment Request Form Approval Rejected at thC bottom Of the Appllcants by lelng

Exempt Employment Process/ATS Satisfaction Survey
Invitation to Evaleate

Manager screen

Job Posted

Job Posted 2 Weeks

Job Requisition ready for posting > Select “No longer under consideration —
Mo longer considered - Incomplete App . .

No kjr-;ar under consideration InterVICWCd" [@] from the menu ChOlCCS.

Mo longer under consideration — Alumni k @
Mo longer under consideration — Internal
Monexempt Employment Process/ATS Satisfaction Survey

Be sure to add interview notes BEFORE sending

Fart 1: Employment Request Form (staff) Form Completed a “No longer under consideration - Interviewed”
| Part 2: Employment Reguest Form {staff) Form Completed . . .

Flease complete an application email because, once sent, the candidate will be

Flzaze Update Your Szarch W

removed from your view.

» A “Send correspondence to selected applicant(s)?” message will appear to verify this is
the action you wish to take

Click OK to continue; this will NOT automatically send the email
A new window opens with a standard “no longer ” email template
Edit the message, as desired, to customize it for the interviewed candidate

Review and spell check the message

V V V V V

Click the Send option to send “regrets” to the selected candidate

If multiple recipients were initially selected, use the Send to All option instead

> Another “Send correspondence to selected applicant(s)?” message will appear to verify
this is the action you wish to take; click OK to send the email.

The email will be sent and the selected candidate(s) will be removed from your view.

The First Interview step must be completed in order to schedule a candidate’s Second
Interview event in the system. Some departments conduct preliminary phone interviews and then
bring selected, qualified candidates on-site for a series of interviews on a single day... essentially
eliminating a distinct “first” interview. In this scenario, follow the procedures detailed above but
use the same start/end dates for both of the interview events. Add a note for each candidate
stating that only one campus visit occurred. Please contact HR (ext. 83916) if you need assistance.

ATS Users Guide — Decentralized -34 - September 2015



Second Interview(s)

Once you have completed your First Interview step, it’s time to select the top two or three
candidates whose qualifications best match your position’s requirements. This is the responsibility
of the hiring manager but may include recommendations from search committee members, if
applicable. You or your designated admin support person will need to set up and arrange your next
round of on-campus interviews in the usual manner, including contacting the candidate to
schedule and confirm a date and time.

The Second Interview may be a single interview with the hiring supervisor, a group
interview with a search committee or departmental staff, or a series of individual or small group
interviews. Within the ATS, these are considered a single Second Interview event.

You will need to schedule, document, and complete the Second Interview event following
the same procedures used for the First Interview event.

Task 8: Schedule an Interview “Event” (Second Interview)

On the Applicants screen, there should now be a 2 in the INTER2 column for each candidate
who successfully completed the First Interview:

Screenshot 36 — Positions Tab/Applicants Page:

0 NAMEw STATUS APPLIED COMPLETED EMP APP REV INTER1 INTERZ REF FINAL BG OFFER ONBRD
[ si————— InProcess 04424112 04/24112  No ® O

[ i— In Process  03/02M2 0302112  No [+

(- InProcess  0M27H2 022712 Mo o

[ bbinnn In Process  03/08/12 03012 No @ O

I witchel, Wiz InProcess  03/07M2 a7z Ne @ 0@ [ ] 20

[ i In Process  03/07M2 03132 No o

> Click the 2 in the INTER2 column [ @] to schedule the candidate for the Second
Interview; the events template opens [Screenshot 37, next page]
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Screenshot 37 — Events Template:

Events
Ewent Details
e [aemeren 7] @
“Mame: | Znd Interview - Mia Mitchell
Status: | nterview Scheduled |Z|
Schedule Event -
~BtanDate | 061812012 it Todey 200 A =]
. O
~ZEnd Date: | gg3/2012 8 Tosey [ 330 P [=t
IMesting Description: _
O add descriptive
information, if desired
Send Reminder: | Don't send reminder |Z| before event
Recurrence: @ Does not recur
Daily
Weskly
Monthly
Yearly
Ewent Participants
Attendees. | Mancy Mash
Felicia Ford
Alex Anderson
}-\ttsr':sss n Remove Attendees
Ewent Location
City:
State/Province/Region: | _ gaject - E
Postal Code:
County: | _ elect- |Z|
Save & Send Save n Badk

Change the type of

event to 2nd Interview

(@]

Change the Start Date,
End Date, and times;
review and modify
other information as

appropriate [©]

Review and confirm all
information on the
Events Detail screen
(@]

Once saved, it cannot
be deleted although it
can be overwritten by
scheduling another
Second Interview
event.

Click Save [®] or Save
& Send

Upon saving (not Save
& Send), the screen will
confirm that the
interview event has
been added successfully

The Save & Send option opens up a blank email template addressed to the candidate. This
can be helpful if you wish to send a confirmation, dirvections, or other information regarding

the upcoming interview. You can also remove the candidate’s email and use the template to

send a notice to search committee members or others who will be involved in the interviews.

This feature is optional and email correspondence regarding an upcoming interview may be
handled separately from the “schedule an event” task. See Task 9: Send Correspondence.

> Return to the Applicants by Hiring Manager screen by clicking on the View Applicants by

Job link in the right hand menu (Job Details box)

» You will now see a '@ in the INTER2 column; this indicates that a Second Interview has

been scheduled but not yet completed.
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Task 9: Send Correspondence (Second Interview)

Email correspondence with a candidate regarding an upcoming second interview should be
sent using the Send Correspondence link from the Demographics page. Others involved in the
interview process may be copied on emails sent through the ATS. Email correspondence may
include itineraries, directions, parking instructions, contact names, or other customized
information and attachments.

Refer back to Task 5: Send Correspondence (page 29) for directions on sending
correspondence to candidates, search committee members, and/or others from within the

applicant tracking system.
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Task 10: Add a Note (Second Interview)

During the interview(s), interviewers may keep written notes in any manner desired.
However, a summary note needs to be entered into the ATS to record the interview result(s).
When working with search committees, individual committee members can each add a note
documenting the result of the interview(s) in which he/she participated. Alternatively, one
designated person (e.g., hiring manager, admin support person, or committee member) can collect
feedback from search committee members and add a single summary note. Each note is dated and
time stamped along with the name of the person who entered the note.

> Refer back to Task 6: Add a Note (pages 30-31) for directions on adding a note to a
candidate’s record.

Due to their discoverable nature, notes entered into the applicant tracking system should
contain a simple, factual determination only - e.g., “Finalist for position; candidate qualifications
best match position requirements” OR “Not a finalist for the position; candidate is not the best
match for position requirements.” Search committee members who will be adding notes should be
instructed accordingly.

To see a list of all notes entered about a particular candidate [Screenshot 38]:

> Click on the candidate’s name from the Applicants by Hiring Manager screen; the
Demographics page will appear by default

» Click on the Activity page tab [@] and then the Notes sub-heading [@].

Screenshot 38 - Activity/Notes Page:

HOME APPLICANTS POSITIONS

Braden Braxton (bbraxt52@gmail.com) Return to Applicants
Assistant Director - 2nd Interview .Braden Braxton Prospect Record

Alerts | Correspondence | Documents | Events | Notes

Notes
-Date - |Z| All Users |Z| @| |@
DATE MOTE TYPE JOB USER CATEGORY

./ Tue6M19/12 Braden is an excellent candidate who has the desired educational and professional background. Assistant Director Mancy Mash Uzers
His skills and experience would be a welcome addition and would complement the current staffing
in our office.

L/ Tue&/3M2 Braden has alot of experience in Residence Life and Housing. He was able to articulate that he Assistant Director Alex Alexander Events
understood the position at Lehigh. | thought that he gave very honest, up front answers. He came
across in the interview as a very mature, well spoken person who is intentional and deliberate with
his actions.

¥ Won&/712 Braden gave clean and appropriate answers. They showed an understanding of the position and Assistant Director Carl Cartega  Events

the housing field. His questions atthe end of the interview further showed his attention to detail and
interestin the position.

Mon 5/7112 | think Braden gave a lot of very well thought out answers. | thought he communicated well and gave Assistant Director Felicia Ford Events
a solid examples of how he's been successful in the past. Braden has solid Res. Life and Housing
experience. The only thinkgl didnt get from him is the same level of excitement as some ofthe other
candidates. But overall, | think he deserves an on-campus interiew.

Records 1-4 of 4 First Previous Mext Last PerPage 10E|

B Add Note
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Task 11: Complete the Second Interview “Event”

After the Second Interview(s) is(are) finished and the result(s) entered as notes, you will
need to complete the Second Interview step within the ATS.

For candidates who qualified as possible finalists for the position:

> From the Applicants by Hiring Manager screen [Screenshot 39], click the w# icon [@] in
the INTER2 column for the candidate who was interviewed

Screenshot 39 — Applicants by Hiring Manager Screen:

M NAME w STATUS  AFFLIED COMFLETED EMF AFF REV INTER1 INTERZ REF FIMAL BG OFFER ONBRD
| S In Process 03:086/M2 03/08M2 Mo [+ ]
[ inm—— In Process 0313012 03512 Mo o O
e e ] Mew 03/06/12 Mo @]
O Mitchell, Mia In Process  04/05/12 04/05/12 Mo [ ] ® =] (1)
M e In Process 031612 03/15/12 Mo [ ] (4]
e In Prooess  O3/05M12 03/06M12 Mo o O
- . In Process 030212 030212 Mo o O
o Mew 03/02/12 Mo (=]
[ inivmieniemme In Process 0300812 03/08/M12 Mo [-+]
mi Mew 0419012 Mo O
- Bulk Acticns - d Records 28-35 of 71 First  Previous Mext Last Page 1j Per Pages Hjj

» The Update Status window will open [Screenshot 40]

Screenshot 40 — Event Completion Window:

> Select Complete/References [@]

Status: 1 Mot Started
0 Cancelled
9 f: Complete | References

- Alumni

- Internal

- Intervigwsd

B Save . Cancel

Upisats Status

Close

STATUS DATE USER
Scheduled hon 572 st 2:00 P Mancy Mash > Clle Save to ClOSC window [e]
Mot Started Mon 2712 &t 4:00 Pk Mancy Mazh

After the Second Interview step
has been completed, you will see that
the @ icon has changed to @ in the
INTER2 column and the action @ icon
has moved to the REF (references)
column for this candidate.

The Second Interview step must
be completed in order to move on to
the References step.

For candidates who will be no longer considered for the position:

> Follow the same procedure, using the bulk actions option, as detailed on page 33.
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Task 12: Voluntary Withdrawals

Included on the Applicants by Hiring Manager screen [Screenshot 41] is a STATUS column
that shows the current status of all applicants listed. As you work your way through the various
process steps, you will see the status of the various candidates change.

Screenshot 41 — Applicants by Hiring Manager Screen:

T MAME » STATUS AFFLIED COMFLETED EMF  AFF REV INTERt INTERZ REF FINAL B2 OFFER  OMEBRD
7 ettt InF 032812 0328012 No o @ Q

T e 04i2T/12 04727112 Mo [+]

] co 0308/12 030812 No ® @ o -

[ Mew 031512 No -

Sometimes a candidate will withdraw from the process or accept another position. You will
need to document this status change and remove the candidate from your view. Here’s how:

First, add a note to the candidate’s record (required only for withdrawals):

> From the Applicants by Hiring Manager screen, click on the name of the candidate who
was interviewed; this will bring you to the Demographics page for this particular
candidate

» In the Actions box (right menu), click on the Attach a Note link
Type a short note; review spelling and content for errors

Click on Save to record your note.

Next, change the status for this candidate to indicate that he/she withdrew interest or accepted
another position:

» Click the candidate’s current status [@]; an Update Status window opens

» Use the drop-down button to select the new status [@]

» Click Save [©]. Screenshot 42 — Update Status:
STATUS DATE USER
In Process Thu 272812 at 4:45 PM P —
Mew Thu 32512 at 4:37 PM ]
Status: |N=_r.\- - ®
- Status -
New
First Interview

erifying References

Mo Longer Considersd
Hired

FAcocepted another position

Do not consider

Save (@ Cancel B Clese
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Selection of Finalist(s)

Once the on-campus interviews are complete, it’s time to review overall qualifications to
determine the best match for your open position. You and/or your search committee will need to
select the finalist(s) and check references. References are typically done only on the top finalist
although there may be another qualified candidate. References on both finalists may be the final
deciding factor as to which candidate gets the job offer.

Reference checks are the responsibility of the hiring manager or a designated search
committee member. It is generally best practice to have one person conducting all of the reference

checks.

A 2 in the REF column indicates that you are ready to proceed with reference checks on this
finalist. You will receive an email from HR [Screenshot 43] that outlines the procedure to follow
along with attached information and tips for conducting reference checks. This information
should be forwarded to the designated search committee member, if applicable.

T'his automatic email from HR is
triggered when the hiring
manager completes the Second
Interview event and selects
“Complete / References” from the
event completion window for a
particular candidate. [Refer back
to Screenshot 39, page 38].
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Screenshot 43 — Reference Checks Information Email:

Hellg,

An integral part of any search process is conducting reference chedes on applicants. As
the hiring supervisor, it is your responsibility to conduct detsiled reference cheds. Some
suggestions for effective work reference cheds incude:

#® Notify the job applicant that refersnces will be chedied as part of the selection
process.

® Focus on employment references, especially recent supervisors.

& Ask the same job related questions about each applicant.

® Prior to conducting the reference chedk, prepare a guide to be used during the
phone conversation. | have attached a guide for your reference.

The maost effective approach in evaluating references is to view them as just cne of the
factors to consider when making your final decision. | have attached s Reference Chechk
form that you can follow when conducting references on the candidates and alsc some
Tips for Getting References.

Onoe you have completed the reference chedes and they are satisfactory, please contact
me 5o that we can discuss the next steps including starting salary. You may contact your
candidate of choice and offer them the position after we discuss the starting salary and
start date. If you hawve any questions sbout reference cheding, please feel free to contact
me at ext: 8-3818 or via email.
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Task 13: Check References

Candidates are requested to supply the names of references as part of their application
process. However, it is preferable to contact the candidate’s current and former supervisors, if
possible. The employment application is the best source of this information.

> From the Applicants by Hiring Manager screen, click on @ in the APP column for this
particular finalist [Screenshot 44,0 ]

Screenshot 44 — Applicants By Hiring Manager Screen:

[ HAME + STATUS AFFLIED COMPLETED EMF  AFF REV INTER1 INTERZ REF FINAL BG OFFER ONBRD
[0 Lewis, Letizha First Interview 030812 03/08/12 No . . o

7 Mitchell, Wia Refarances Fending 03421/12 03/21/12 No 0. [ ] [ ] [ ] [+]

[ Ramaone, Ricky First Interview 03/18/M2 03/18/12 No [ I ] [ ] [+]

» The documents list for this finalist appears [Screenshot 45]

Screenshot 45 — Documents List:
Documents

 Due to permizsion settingz on document types, there may be mere documents than are listed.

Show Active T Show Archived - Document Type - [B] @ 6o J CLEAR ]
O NAME TPE JOB FILE SIZE MODIFED  USER NOTES TASKS
O [F current Employes Application Aszziztant 8 current Employee 5533 KB 032172012 nlia Mitchel 0 0
Questionnaire Dirgctor Questionnaire.pdf
O [ Employment Application Aszzistant = Employment Application &4.55 KB 032172012 hlia Michel 0 0
Application (External) Director (External).pdf 9
O [ mitchell Cover Letter  Cowver Letter Assistant hitchel Cowver Letter - 2450 KB 032172012 Mia Mitchell 0 0
Director Lehigh ADRS.doc
O ' mitchell Resume Rezume Aszziztant Mitchell Resume - Lehigh 44 KB 03212012 Mia Mitchell 0 0
Director ADRS.doc
[0 [f Position Questionaire  Position Aszziztant ﬂ Position Questionaire. pdf 43 04 KB 03212012 Mia Mitchel 0 0

Questionaire Director

Records 1-50f5 First Previous Next Last PerPage 1D[I

» Select the Employment Application link [ @] to open this document

> Locate the employment history within the Employment Application [see Screenshot 46;
next page]; specifically, you are looking for the names and contact numbers of current
and/or previous supervisors.

Be suvre the finalist is aware that you will be contacting bis/ber current supervisor
before doing so.

Plan on contacting at least two people to obtain work-related references. You’ll need at least
two positive references before a finalist can be approved for hire. Current and/or former
supervisors of the candidate are the preferred references. Former co-workers or others who knew
the candidate in some sort of professional capacity are acceptable alternatives. The reference
check form provided by HR includes a list of appropriate questions.
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Screenshot 46 — Employment Application Detail:

Employment

Please list all employment activity. List mosi recent employer first. Af leasf one employment record is required. If you do not have any employment history,

please enter 'MIA" in all required fields.

Title:

Employer Mame:
Phone Number:
Address:

City:

State:

Postal Code:

Is this your current employer?
Start:

End:

Salary:

Ending Salary:
Duties:

Reason for Leaving:
Supervisor Mame:
May we contact this employer for a reference?

Facilities & Operations Manager
University of Mewark
302-555-15597

5414 Founders Way

Mewark

Delzwsare

91712

No

April 1, 2011

May 1. 2012

80,000

80,000

MMznzged the facilities planning and services department for = university
consisting of 75+ across four sites.
Looking for new challenges
George Genovess

Title:

Employer Mame:

Phone Number:

Address:

City:

State:

Postal Code:

Is this your current employer?
Start:

End:

Salary:

Ending Salary:

Duties:

Reason for Leaving:
Supervisor Mame:

May we contact this employer for a reference?

Fzcilities/Mzintenance Supervisor

Washington Community College

301-555-8523

74 Avenue C

Hagersiown

Maryland

21742

Mo

October 1, 2004

March 1, 2011

62000

75000

Izanzged the physical plant operations for 2 large community college.
COffered attractive opportunity to larger institution.
Taylar Truman

Finalize Candidate Status

Once you have completed the requisite reference checks for your finalist(s) and are satisfied
with the results, contact HR to discuss findings and your top finalist selection. If you had
requested any job-related skill tests during the initial search consultation, the finalist(s) will be
asked to complete these tests at this time.

Upon satisfactory completion of the reference checks for a particular finalist, HR will change
the finalist’s status within the ATS to Final. No action is required from the hiring manager.

Within the Applicants by Hiring Manager screen, a black circle @ will now appear in the Final
column for that finalist and a green arrow < will appear in the BG (background checks) column.
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Task 14: Update the Search

Although many applicants and candidates were removed from further consideration at
various points in the search process, you will still have some “maybe” candidates or finalist runner-
ups in the system. It is important that the status of all non-finalists be changed to “no longer
considered” and notified of their status regarding your position. You can start and continue this
process at any time while your search winds down to its conclusion but your screen should consist
of only the finalist(s) by the time you are ready for background checks and anticipating a verbal
offer of employment.

Use the Applicants by Hiring Manager screen [Screenshot 47].

Screenshot 47 — Applicants by Hiring Manager Screen:

A ] c D E F ] H J K M N o] e Q R ] T u W W X Y Z All
| (ol o Advanced Search - Applicant Status - j - Date A::IiE:-J [oo Y ciear JE
O naME STATUS APFLIED COMFLETED EMF AFPF REV IMTER1 INTERZ REF FIMAL BG OFFER OMEBRD

DF ———————— In Process 05/20/12 O5/20/12 Mo ® o
[F ——— In Process 05/27/12 052712 Mo [=+]
[ —— Badground Pending  04/05/12 04061z No @ @ ® ® ® @ o
[ wom—— Me 05/18/12 Mo -
[ wopswessstmsy |0 Frocess 08/08/M12 06/06/12 Mo ® @ ® -
[F m—— Mew 04/02/12 No -
[F se—t— Me 0511512 Mo (@]
i ] First Interview 04/14/12 04/14M12  No ® ® ® (4]
£ o In Process 05/04/12 0504112 Mo ® @ (]
[F —— In Process 032112 02/25/12 Mo [=+]
- Bulk Actions - gj Records 11-20 of 27 First Previous WMNext Last Page Ej Fer Page 1I]J
» Start by clicking the selection box [ @] next to each candidate to be removed from the

search

Do this by batches — e.g., start with any external/no Lehigh affiliation applicants who were
not interviewed; then internal/alumni applicants who were not interviewed, and so forth

> Select the appropriate bulk action from the drop-down menu [@®]:
— No longer under consideration
— No longer under consideration — Interviewed
— No longer under consideration — Alumni
— No longer under consideration — Internal
Be sure to select the right template for each group of applicants/candidates to be removed
> A “Send correspondence to selected applicant(s)?” message will appear to verify that you

wish to take this action; click OK
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> The email template appears [Screenshot 48]; fill in the appropriate fields

Screenshot 48 — Bulk Email Template (No longer under consideration — Interviewed):

Correspondence - Ho lenger under consideration - Interviewed SELECTED RECIPIENTS

——
From: HR Staff - HR Staff (inemploy@lehigh.edu) (Director: e ———
To: [# Applicant - y pr—
( 0T I
=~ ——
j v & 9 (Direciar. .
Muttiple emall agdressas must he separated by a comma; use the look-up fo find syslem user amalls
Bva

Multiple amall aodresses must be saparaied by 3 cOmme; 158 the look-p 1o find Sysiem user amalls

B send To Al

0
2]

B,

V&
Multigls emall S0Iresses mUS be SENarated by S COMME; USS he J0k-ug 0 Mg Sy user emalls
Subject: |Director:
Maszage: | =] sens | 9
S

Thank you for the time you =pent with us at Lehigh University. We enjoyed
learning more about you and giving you the cpportunity te learn more about
Lehigh.

While your background and experiences are noteworthy, we have decided
to move ahead with another candidate whose gualifications more clozely fit
our needs. Please continue to check our website at
https:iflehigh. hirstosch.com for information on other vacant positions at Lehigh.

We appreciate your interest in Lehigh University. Best wishes in your
search for a career which offers you challenges and rewards.

Sincerely,

Lori Claudio
Human Resources Associate

» You can personalize and/or edit the content of the email message

> Remember to select the Send to All [ ] button to send the email notification to all
selected recipients; a confirmation message will appear

> Once the email template closes, you'll be returned to the Applicants by Hiring Manager
screen and you’ll see that this group of applicants/candidates has disappeared from view.

Standard message content for the four versions of the “no longer under consideration” email
template is provided in the addendum at the end of this guide. Each template can be edited
and customized as desired by the hiring manager or designated admin support. By default,
the hiring manager’s name is included in the closing of each template so that all
correspondence appears to come from the hiring manager.

ATS Users Guide — Decentralized -45 - September 2015




Task 15: Verbal Offer of Employment

A verbal offer of employment, contingent upon successful completion of background checks,
may be made at this time. However, the terms and conditions of employment and the starting
salary must be discussed with and approved by HR BEFORE a verbal offer is extended. The

following elements must be considered:
e Work schedule - start time/end time, hours per week/month
e Start date — expected date of hire; transition period if hiring an internal candidate, etc.

e Starting salary — desired salary offer, chosen by the hiring manager upon consultation
with HR; an appropriate hiring range is developed based on a number of factors
including the finalist’s background and experience, comparable hiring data, and current
salaries and seniority of incumbents in similar positions across campus

e Other - e.g., relocation, duration of appointment if soft money funding, sign on bonus,
moving expenses, etc.

The search records within the ATS must be updated before a verbal offer will be approved. Only the
finalist(s) should remain visible on the Applicants by Hiring Manager screen. All other candidates no
longer under consideration should be notified by using the bulk actions email template.

Once the terms of employment are approved, it is the responsibility of the hiring manager to
extend the verbal offer.
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Background Checks

Background checks are handled by HR. Standard checks on all external finalists include
social security number verification, education verification, and a county and national criminal
background check. Pennsylvania Act 153 checks (PATCH, child abuse clearance, and FBI
fingerprints clearance) may also be required. Additional checks may be conducted, depending on
the requirements of the position — e.g., a credit check for positions with fiduciary responsibility.
Some of these additional background checks may also be done on internal finalists if appropriate
for their new position within Lehigh. Relevant background checks are decided upon during the
initial consultation between the hiring manager and HR.

The background checks process is initiated by HR as soon as a finalist accepts a verbal offer
of employment. The hiring manager will be notified by HR as soon as the background checks are
complete.

Background checks involve confidential information and prevailing privacy regulations limit
the amount and type of information that may be shared with hiring managers, search committee,
or others.

The hiring manager will be told if the background checks raise any red flags regarding the
finalist but without providing specific details. Problems arising from the background checks and
the possible impact on the hiring decision will be discussed with the hiring manager to reach a
determination regarding the search outcome.
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The Written Offer Letter

Notice that the green < arrow in the previous screenshot [Screenshot 50], is now in the
OFFER column for the finalist. At this point, a written offer letter will be prepared by HR based on
the terms of employment (i.e., work schedule, start date, salary, etc.) that were previously
discussed and agreed upon. HR sends the written employment offer to the finalist via the Send
Correspondence function within the ATS.

Once a signed copy of the offer letter is sent, HR then sends an email to the new hire with
onboarding information. As hiring manager, you will also receive an email from HR containing
information for onboarding your new hire.

Task 17: Track Final Steps of Hiring Process

You can monitor the progress of the offer and onboarding steps by checking the Applicants
by Hiring Manager screen:

> A filled @ circle in the OFFER column indicates that the written offer letter has been sent
to the finalist

> Agreen @ arrow in the ONBRD column indicates that the finalist is ready to receive
onboarding information

> A filled @ circle in the ONBRD column indicating that this hiring process is complete.

With respect to the ATS, there should now be only one name remaining in the applicants list
[Screenshot 49]. If not, finish updating the search. See Task 15: Update the Search.

Screenshot 49 — Applicants by Hiring Manager Screen/Search Complete:

A B C 1] E F G H | 1 K L M N o P Q R 4 T U Y W X Y z ﬂ
@ Advanced Search - Applicant Status - IZ| - Date Applied - IZ| @
] MAME STATUS APPLIED COMPLETED EMP APPw  REV INTER1 INTERZ REF  FINAL BG  OFFER ONBRD
[ Mitchell, Mia Hired 0812312 0812312 No ® 9 0 o O & @ ®
- Bulk Actions - E| Records 1-1of 1 First Previous MNext Last PerPage 25 E|
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Closing Comments

At the conclusion of your search, you will be sent a survey requesting feedback regarding
your experience using the ATS as well as your satisfaction regarding the entire employment
process. We hope you will take the time to respond to this survey. Your feedback is very important
to us in order to provide the best support and service possible to all Lehigh hiring managers.

This User’s Guide for Hiring Managers focuses on the specific tasks associated with utilizing
the HireTouch applicant tracking system (ATS) for conducting a de-centralized open position
search. A similar User’s Guide is available for hiring managers conducting centralized searches.
Alternate versions of this User’s Guide are available for search committee members and admin
support staff.

Additional information and resources on diversity recruitment, what to look for when
screening applications, conducting behavioral based interviews, checking references, and other
topics are available from the HR Office. Contact the HR Associate: Employment (83900 or
inemploy) for assistance.
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Addendum - Commonly Used Email Templates

The following pages illustrate the email templates that are used to correspond
with job applicants through the Applicant Tracking System.

Please Complete an Application

This email template is sent to applicants who have indicated their interest in the position but who
have not completed the online application process. It includes a warning that the incomplete

application will be removed after one week.

In order to be considered as an applicant you must submit a completed employment
application in our on-line application system.

Currently, your application is incomplete and will be removed from
consideration for this position in one week's time if no additional action
taken to complete the application.

Please go to https://lehigh.hiretouch.com/ to complete your application for the above
referenced position.

In order to complete your application, you will need to:

e Log into your profile

« Select the start link under the title of the position that you have applied to and
continue the application process

o Once you complete the application (which includes the application, position
questionnaire, and affirmative action form), you can upload any documents
you choose (resume, cover letter, etc.)

Some things to remember:

e You can always change/update your profile

e Once an application/document is submitted, you cannot make changes to it

e You will receive emails throughout the process updating you on your status
and other important information so it is extremely important to keep your
email address current within the system.

Thank you for your interest in employment with Lehigh University.
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No Longer Under Consideration — Incomplete Application

One week after sending the initial “Please Complete An Application” email, the following “No
Longer Under Consideration — Incomplete App” email template may be sent to applicants who
have taken no further action to complete the application process.

Dear [[Applicant First Name]] [[Applicant Last Name]],

Thank you for your interest in employment at Lehigh University. Applications must
be complete in order to be considered for a position. An email was sent previously
advising you of the incomplete status of your application for the above referenced
position. After at least a week of no apparent action on your part, we are removing
your incomplete application from this particular applicant pool.

You can continue your job search by visiting our website at
https://lehigh.hiretouch.com/ for information on other vacant positions at Lehigh.

Best wishes in your search for a job that offers you challenges and rewards.

Thanks,
[[Job Contact First Name]] [[Job Contact Last Name]]
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No Longer Under Consideration

This generic email template is sent to applicants who were not interviewed and who have no
apparent Lehigh affiliation as an alumnus or internal applicant.

Dear [[Applicant First Name]] [[Applicant Last Name]],

Thank you for your interest in employment at Lehigh University. While your
background and experiences are noteworthy, we have decided to move ahead with
other candidates whose qualifications more closely fit the department's needs.

You can continue your job search by visiting our website at
https://lehigh.hiretouch.com/ for information on other vacant positions at Lehigh.

Best wishes in your search for a job that offers you challenges and rewards.

Thanks,
[[Job Contact First Name]] [[Job Contact Last Name]]
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No Longer Under Consideration — Alumni

This email template is sent to applicants who list Lehigh University among their educational
background but who were not interviewed for the position. This email directs alumni applicants
to the Alumni Career Services program.

[[Current Date Full]]

[[Applicant First Name]] [[Applicant Last Name]]
[[Applicant Street 1]] [[Applicant Street 2]]
[[Applicant City]] [[Applicant State]] [[Applicant Postal Code]]

Subject: [[Job Title]]
Dear [[Applicant First Name]],

Thank you for your interest in employment at Lehigh University. We are always
honored when an alumnus or an alumna expresses interest in working at the
university. Unfortunately, after a difficult selection process with a highly competitive
pool, your application was not selected by the search committee to move forward
within the employment process.

As your alma mater, Lehigh is pleased to offer you the Alumni Career Solutions
program. Alumni Career Solutions provides resources, advice, and access to the
alumni network of over 26,000 Lehigh graduates. | hope you will consider taking
advantage of this valuable alumni benefit.

In the meantime, thank you again for your interest and best wishes in your search for a
career that offers you opportunities to make the most of your Lehigh education.

Sincerely,

[[Job Hiring Manager First Name]] [[Job Hiring Manager Last Name]]
Hiring Manager
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No Longer Under Consideration - Internal

This email template is sent to internal applicants (i.e., current Lehigh employees) who were not
interviewed for the position.

Dear [[Applicant First Name]],

Thank you for your interest in furthering your career at Lehigh. While we value your
background and experience, in this particular hiring search, we have decided to move
forward with another candidate.

We hope you continue considering new opportunities at Lehigh by visiting the
employment website at https://lehigh.hiretouch.com/. There, you’ll find the online
application forms as well as information about other vacant positions.

If you would like to enhance your future competitiveness as an applicant, Human
Resources (HR) can help. The HR team offers assistance and programs in the
following areas:

o CareerPower — an interactive program filled with self-discovery and practical,
easy-to-use tools for professional development

o Career Values Self-Assessment — a tool to help you discover what parts of
your career you value or find most satisfying

« Designing an Effective Resume — help with reviewing the fundamentals of a
cover letter and resume

o Networking — help with forming contacts and maintaining relationships with
people in a field of interest or profession you may want to pursue

o Real Time Coaching — the HR workplace learning team make time on the first
and third Fridays of each month to focus on you and where you are in your
work life, professional growth, career interests, and more.

You are also encouraged to contact Linda Lefever at extension 85195 or
lip3@Iehigh.edu if you would like to discuss your career with someone in HR.

Best wishes in your search for a career that offers you challenges and rewards.

Thanks,
[[Job Contact First Name]] [[Job Contact Last Name]]

Note: Temporary workers and wage employees are not considered internal applicants and should
be sent the standard “No Longer Under Consideration” or “No Longer Under Consideration —

Interviewed,” as applicable.
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No Longer Under Consideration - Interviewed

This email template is sent to all qualified candidates who were interviewed (including
preliminary phone interviews), regardless of any apparent Lehigh affiliation.

[[Applicant First Name]] [[Applicant Last Name]]

Thank you for the time you spent with us at Lehigh University. We enjoyed learning
more about you and giving you the opportunity to learn more about Lehigh
University.

While your background and experiences are noteworthy, we have decided to move
ahead with another candidate whose qualifications more closely fit our needs. Please
continue to review our website at https://lehigh.hiretouch.com/ for information on
other vacant positions at Lehigh.

We appreciate your interest in Lehigh University. Best wishes in your search for a
career which offers you challenges and rewards.

Sincerely,

[[HR Contact First Name]] [[HR Contact Last Name]]
Human Resources Associate
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