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MYHR APPLICANT TRACKING SYSTEM
GUIDE TO REVIEWING CANDIDATES AND SCHEDULING INTERVIEWS

As qualified candidates apply to the position, you will be able to review the application and any attachments
associated with the candidate profile. If you have selected collaborators while creating your requisition, they will
also be able to review candidate details. As the Hiring Manager, you will have access to either move qualified

candidates through the requisition process or disposition candidates that you do not wish to move forward.
Within Creighton’s applicant tracking system, the hiring manager can schedule and organize interviews. Please

follow the steps below to successfully set up your interview, which will notify participants and collaborators, and
lead into evaluation management.

Helpful tips when reviewing candidates and/or scheduling an interview:

You will see all qualified candidates for a position, including internal applicants and external applicants.

If you have questions about what the different disposition selections mean or what types of notifications will
be sent to the candidate upon selecting a specific disposition code, please contact your HR Generalist.

If during the requisition creation process you identified Collaborators or Hiring Manager Assistants, those
selected individuals will have access to review the candidate profiles.

The functionality does exist to set up and schedule interviews during the position requisition creation steps,
however it is recommended to hold off until the recruitment is underway and qualified candidates have been
identified.

After the interview, all participants will be sent an electronic evaluation to assess the candidate and those
results will be viewable by the hiring manager.

STEPS TO REVIEW CANDIDATES

1. Login to the system by clicking the ‘Applicant Tracking System’ icon in myHR. When the screen loads click
either ‘Recruiting’ link.

Creighton ﬂ:—;_ -

UNIVERSITY

B ) I ——

Welcome to your Talent Management suite!

Cortor
- This is your Welcome Center. To navigate to an application, click the corresponding tab in the menu bar above or the comespondin

Gl ACCess ) ’ - ! !
jump directly to related processes by clicking the Quick Access links on the left.
Legacy Recruiting
Onboarding (Transitions) Additionsl resources are available in the top right corner of the screen.
Reguisitions
Submissions As you navigate through the Talent Management suite, remember that you can always click "Home" at the top of the screen in orde
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2. To review applicants, first click ‘Requisitions’ to access the requisitions list.

2 David Edward Dibelka ™

UNIVERSITY

=  RECRUTING | TASKS @ SUBMISSIONS ~ OFFERS

Welcome David Edward Dibelkal

Welcome to the Recruiting Center.

Tasks

Recruiting ™ Total

Assignad to me 0 0

3. There are a variety of ways to review the list of candidates.

August 2020

a. The firstis to click on the title of the requisition from the list.

— RECRUITING | TASKS REQUISITIONS SUBMISSIONS OFFERS

Filters v (~] _D I
_— Renuisitinns 2\

Status: Draft @ Pending @ Open @ OnHold @  HireType All @  Clear Al

CLICK TO SEE ,
® & List Format | Standard View (2020} v
App Filters -ClearAII REQUISITIONDETA"—S
. - ov| @ Title b

» Requisitions

Status Status Detail Recruiter Hiring Manager
a 9 Public Safety Officer-(Swir Ift) 200245 Open Posted (Ongoing) Miller Regina Dibelka David
£ 15 I Public Safety Officer (11pm-7am) I 200161 Open Posted (Ongoing)  Miller Regina Dibelka David
CLICKTO o=
0item(s) selected. Page [1]of 1 (1-20f2items) | | - | ‘

The requisition will open and in the left-hand sidebar you will see two numbers which identify the

number of active candidates and new candidates in your pool. Click either to review the list of
candidates.

E RECRUITING ‘ TASKS REQUISITIONS SUBMISSIONS OFFERS

You are here > Requisition List > Requisition View = Back to Requisition List

= Puhlir Safetv Officer (11nm-7am) 1n: 200161
Status:Open - Posted oR All Candidates 15
Posted on;june 17, 2020

Late; v mments Added
r#fd Candidatel N Requisition Info Attachments Approvals Interviews Histary
Language: | English (Base) Edit All  Expand
4 Requisition Structure ra
Identification
® Organization
Fvp
2



b. Another way to review candidates is from your Requisition List page. In the ‘People’ ] column,
you will see a blue number, which reflects the number of candidates in your pool. To review the
candidates, click the blue number.

E RECRUITING ‘ TASKS REQUISITIONS SUBMISSIONS OFFERS

Filters + (~] [ L
= Reruisitinns 7

» Requisitions Status: Draft @ Pending © Open ©@ OnHold @  HireType Al ©  Clear All

D & CLICK To SEE List Format ‘ standard View (2020) v

REQUISITION DETAILS
[ @ Title D Status Status Detail Recruiter Hiring Manager
= 9 Public Safety Officer-(Swin Ift) 200245 Open Posted (Ongoing)  Miller Regina Dibelka David
7(} 1; \ I Public Safety Officer (11pm-7am) I 200161 Open Posted (Ongoing)  Miller Regina Dibelka David
CLICKTO ==

SEE APPLICANTS -
0 itern(s) selected Page [1]0f1 (12 0f2 items) ‘IHI‘

4. Under the specific requisition you select, you will now be able to see a list of applicants in the middle of
the screen. To review the candidate’s application and supporting documents, click on the name of the
applicant.

— RECRUITING | TASKS REQUISITIONS SUBMISSIONS OFFERS

You are here > Reguisition List > Requisition View > Submission List
_ 2+ Submissions for: public safety Officer (11pm-7am) (Requisition ID: 200161) (@

FILTERS p No filters are applied

ia E List Format | Standard View v

O~ | jm ® candidate R P 9 | = * step Step, Status, Icon Requirements Assets Resi
. HM HM Review - Not us
O Greenfield, Chase Michael (262994) % e selected @ 272 0/0 ]
HM HM Review - Not us
Aldrich, David O. (253894 r=| 212 aro
H drich, David O.{ ) N = Review Selected @ 0
o HM HM Review - To Be us
Ti Gi 253515 ES 2/2 aro
= <eague, eorge James { j> S @ Review Reviewed Col
- _ . . HM HM Review - To Be us
[m] yN Meng, Thomas Rudolph (253773) & Review Reviewed 272 0s0 o

5. From the Job Submissions tab, you will use the ‘arrow’ icon on the left side of each heading to expand
each section to review the candidate profile.

Headers include:

e Personal Information

e Submission Information

e Profile Information

e Experience and Credentials
e (Questionnaire

e References
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e RECRUITIMNG | TASKS REQUISITIONS SUBMISSIONS OFFERS

Summary [~ Fg submission: Teague, George James for Public Safety Officer (11pm-7am} (ID: 200161)
Teague, George James (1 ia & |_ Mare Actions = ]
United States = lowa = Council Bluffs
Job Submission Attacnments Interviews Histary
& bzt el
& Na other Submissions Language English
= 4 Personal Infarmation
Submission (\_F Ganeral Profile
candidate Personal Infarmation
P HIGHLIGHTS (CURRENT SUBMISSION]
Internal Candidate First Mame Middle Name
Required mat  Assets mat
Mo Gearge lames
2/2 0/0

Lasz Name Address (line 1) Place of Residence (All three fields an
Step: HM Review P

Teague
Status: To Be Reviewed o
Source Indead City eses i v Murmk
Dare of Application:Mar 25, 2020 Council Bluffs 51501 Cellular Phane
T MOST RELEVANT EDUCATION Maolsile Phane Nurmber Ernail Addrass
i Wi Y e T T

High School Diploma/GED
Thomas Jeffersan Hignschoal

0y

MMC Contractars

Submission Information

Prafile Information

Sep 2019 - Mar 2020

Experience and Credentlals

L

Questionnaire

LRV jar 2019 - Sep 2018

a5 » References

6. To review any attachments that may have been submitted with the application (i.e. Resume, Cover Letter,
Samples, etc.), click on the ‘Attachments’ tab at the top of the page. To open the attachments, click on
the title of the attachment.

E RECRUITING ‘ TASKS REQUISITIONS SUBMISSIONS OFFERS

You are here > ... > Requisition View > Submission List » Submission View

|:'=|o Submission: Teague, George James for Public Safety Officer (11pm-7am) (ID: 200161) (4

Teague, George James (17 83 & | MoreActons v

United 5tates = lowa > Council Bluffs § —
Job Submission @ Interviews History
P L
&

| mestme

Y S There are no attachments

Submission CP General Profile

7. To change the status of the candidate you are reviewing, click ‘More Actions’ and select ‘Change
Step/Status’ from the drop-down menu.

-

E RECRUITING ‘ TASKS REQUISITIONS SUBMISSIONS OFFERS

You are here > ... > Reguisition View > Submission List > Submission View

|:'='9 Submission: Teague, George James for Public Safety Officer (11pm-7am) (ID:

More Actions ¥

Selection Process

Teague, George James

United States = lowa > Council Bluffs

Interviews History

ﬂ Change Step/Status

&

® No other submissions

4 Personal Information
Submission Cﬁ General Profile

randidate Dareanal Infarmatinn
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8. A new window will open and under ‘Change To’, you will be able to update the status from the list of
drop-down options which include: ‘Under Consideration’, ‘Passed HM Screen’, ‘Not Selected’ or
‘Applicant Withdrew’. If this is a candidate you are interested in reviewing further, select ‘Passed HM
Screen’ from the drop-down list and then click ‘Apply and Continue’. You can also choose to leave a
comment here in the designated text box, if you wish.

Change Step and Status

Candidate Name Requisition Title
Teague, George James Public Safety Officer (11pm-7am) (200161)

Currently in Change to

Step Status Step Status
HM Review To Be Reviewed » HM Review

Under Consideration

Under Consideration

Comments Passed HM Screen®

Please enter comments here Mot Selected*

Applicant Withdrew*

‘ Cancel ‘ Apply and Centinue Apply and Close

9. A new ‘Change Step and Status’ window will open, and you will see that under the ‘New Step’ header
‘Interviews’ has prepopulated, and under the ‘New Status’ header, ‘To Be Scheduled’ has prepopulated.
Click ‘Save and Close’ to schedule the interview.

Change Step and Status X

Candidate Name Requisition Title

Teague, George James

Public Safety Officer (11pm-7am) (200161)

Currently in Change to
Step Status Step Status
HM Review Passed HM Screen -
‘ Interviews v ‘ To Be Scheduled

Comments

#*= completes the step

Please enter comments here
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‘ Apply and Continue

Apply and Close




STEPS ON SCHEDULING THE INTERVIEW

1. Click the ‘Interview’ tab at the top of the candidate profile. In section one ‘Interviews and Evaluation
Requests’, click ‘Create Interview’.

|;'='9 Submission: Teague, George James for Public Safety Officer (11pm-7am) (ID: 200161) (2

8 [

Job Submission Attachments Interviews History

4 Scheduled Interview

There are no scheduled interviews.

Evaluation Management Interview

v 1 _loterviews and Evaluation Requests

Cancel

Create Interview

Event Date v Event Type Details Participants

Mothing found to display.

v 2. Combleted Interviews and Evaluations

2. A pop-up window will appear to allow you to select the type of interview (‘One-on-One’ or ‘Panel’).

b4
‘What type of interview would Select predefined data, if relevant
you like to coordinate? To open a blank interview, click “Create”. When creating
_ more than one interview, clicking “Next” will allow you to
@ One-on-One define additional information.
o EEE How many one-on-one interviews would you like to
schedule for this candidate?
1 ]
Create Cancel
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3. If you select ‘Panel’ interview, then select the number of participants from the drop-down menu and then
click on the ‘Create’ button.

X
‘What type of interview would Select predefined data, if relevant
you like to coordinate’? This information can be modified on subsequent screens.
(") One-on-One How many participants would you like to include in
@ Panel this interview?

2z [-]

Create Cancel

- o M =

4. In section one ‘Interview Properties’, give your interview a new title, if desired. Type in the specified
‘Location’ for the interview. Under participants click ‘Add Participants’.

|:'='9 Submission: Teague, George James for Public Safety Officer (11pm-7am) (ID: 200161) (3

-
68
Job Submission Attachments Interviews History

4 Scheduled Interview

There are no scheduled interviews.

Evaluation Management Interview

Save & Close Cancel

1. Interview Properties

Interview Title

(George Teague Interview

Location
CR101A
Add to Panel
Particinants Questinnnaires <
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5. Add participants using the ‘Select Internal Participants’ window. Enter a name in the ‘Quick Filters’ and
click ‘Filter’. Click ‘Select’ next to the user name, and click ‘Done’ when the user appears in the ‘Selected
Participants’ list above.

Add Participants

Selected Participants
JeffMorgan (]
Jessica Weaver 3 (=]}

Add External Participants
First Name Last Name Email Address |

| Cancel |

Select Internal Participants

- —
Oscar Garcia 5180740450247 EBQEDBSEBFD'BFDAEMB@IHVEIIC!ZH oc. —

MName
garcia Efren Garcia 524DERDE1CY1FEADEDS3E 1 FDEF0ADEES @invalidemail com | Select
Email Address ——
Ashlynn Garcia T33A0E0493627534E06351 FDEFOAT BFB@invalidemail.com | Select | E
Montana Garcia B8DC3376C2R5TER46E0538TFDBFOATT 3 @invalidemail com | Select |
[ Filter | 1 Micholas Garcia 93000302F 244004EE05383F DEFDABEES @invalidemail com | Select | —
{ Gloria Garcia Zarazua 8DC3378C2EBDES46E05387FDEFOATT 31 @invalidemail com | Select | il

If you see an error such as “The action could not be performed”, click the ‘reset’ icon and search again.

Select Internal Participants

' emmm— T E—

The action could not ke performed. Pleaze try again.

MName

I —_— IF YOU SEE THIS
| - ERROR, CLICK
: THE ICON

i
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6. Under your interview, add a Date, and Start and End Time. Select a new Time Zone if needed.

Evaluation Management Interview

Participants CQuestionnaires

X | Awin Schutt <555180 » |

X | Jeff Morgan <53EED1 =]

X |Jessica Weaver {ESEEI

Interview Date and Time

@ o e zone [Amencaroncag ]

|Z||Z| B Friday, August 28,2020 CheckAvalbiity |

AmericalChicago 7:00 AM 5:00 AM 9:00 AM 10:00 AM 11:00 AM

7. Add applicable comments or questions in the ‘Notes for Participants’ text box, which will be viewable by
all of those individuals you identified in the ‘Add Participants’ field.

Comespondence Language

| English [~]
Motes for Participants
BHGE « Qb =5
B I US x x L = S | s == ~ =@ Q=
Styles ~ | Normal -~ | TimesMW.. ~ | 12 -~ A~ R~ |3 E
First half of interview to be focussed on background, second half on ability to work in a team.
body p
9

August 2020



8. In section two ‘File Sharing’, the candidate file and/or requisition file may be selected, which will allow all

of your selected participants access to review the applicant’s profile and attachments. Then, click ‘Save &
Close’ at the top.

Candidate file

Requisition file

‘ Submission-specific Aftachments*

There is no data to display.

9. This completes the process of ‘Coordinating a Candidate Interview’. Scroll back to the top of the page and
click ‘Save & Close’.

ﬁ E | More Actions =

Job Submission Artachments

Interviews History

4 Scheduled Interview

There are no scheduled interviews.

Evaluation Management Interview

Save & Close Cancel

1. Interview Properties

Interview Title

Ponrmo Taame Infandan:

10. The scheduled interview should now appear under section one ‘Interviews and Evaluation Requests’ on

the ‘Interview Tab’. Both the interview scheduler and interviewer should receive emails that the
evaluation has been completed.

Fe Submission: Teague, George James for Public Safety Officer (11pm-7am) (ID: 200161)

5
5 &
JOD Submission Arttachments Interviews Hlstory

4 Scheduled Interview

There are no scheduled interviews.
Evaluation Management Interview

* 1. Interviews and Evaluation Requests

Creats Interview Cancel

Cne result found
Event Date - Event Type Details Participants Status
@) 8/28/20 10:00 AM Interview George Teague Interview Jeff Morgan, Alwin Schutt, Jessica Tentative (3)
(America/Chicago) Wieaver
» 2. Completed Interviews and Evaluations

Completed Evaluation Questionnaires
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