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How to Reset User Passwords
1. Hover over Admin tab

2. Click on Users
3. Search for User

4. Click on the Options button in the top left-hand corner

5. Select Change Password option

6. Choose to send forgot password email or define a temporary password

7. If choosing to enter a password, click on Define a Temporary Password
8. Click OK
9. Enter New password

10. Confirm password

11. Click Save
12. If choosing to send an email, click on Send Forgot Password Email or Define a Temporary Password
13. Click OK
How to grant or constrain security permissions by user:

1. Hover over the Admin tab

2. Click on Users
3. Search by user name

4. Click on the user

5. Click on Options in the upper left-hand corner of record

6. Choose Permissions from the drop-down menu

7. The default permissions are listed for the user 

8. Click on the + sign beside the role you would like to constrain

9. Choose the Option from the drop-down menu and then Add
10. Click on Submit
11. To remove a constraint, click on the trash can beside the restricted role

12. To add general constraint for all users within a security role, click on the + Add General Constraint at the top left-hand side of the screen

How to manage security permissions by role:

1. Hover over the Admin tab

2. Click on Tools > Core Functions > Security Role Administration.

3. Click Manage Categories
4. Click Create New Category link.

5. Enter category name
6. Click Save
7. To edit a role that is already set up, select that role

8. Click on the USER icon to add or remove users

9. To add a role, click on Create New Role
10. Enter the name, description, and parent for the role

11. Click Next
12. Click on Add Permissions or Copy Permissions from Another Role
13. Click Next
14. Add all the constraints for the role you are creating

Click Save

How to Create a Form:

1. Hover over the Admin tab

2. Click on Tools > Core Functions > Form Management > Manage Forms
3. Click on Create Form
4. Type in the form’s title

5. Click on Generate beside API Name

a. Make sure there are only alpha numeric and underscore characters in the API Name. No punctuation is allowed
6. Type in the description of the form

7. Start building your form

a. You can drag standard fields to the form

b. You can add questions by dragging them to the form and dropping them or by clicking the + beside the question you would like to add

c. [image: image9.png]a4rvo0



Click the up or down arrow to change the order of the questions on the form 

8. When you have the form how you would like it to appear, click Save and Continue
9. You will advance to the Access tab

10. Determine who will have access to edit, copy, and delete the form

a. For your institution only, choose Institution
b. For everyone to have access, choose All Users
c. Click Add 
11. Determine who will have access to assign the form

a. For your institution only, choose Institution

b. For everyone to have access, choose All Users

c. Click Add
12. Click Save
13. To edit, copy, or delete the form, click on the Options dropdown beside the form 
How to Create a Position:

1. Hover over Admin

2. Go to Recruit > Requisition Templates
3. Click on Add Position
4. Enter the position name

5. Enter the Position ID (this should be the banner title)

6. Enter a short description of the position

7. Select the owner of the position. If you do not know, leave it blank

8. Make sure the Active button is checked and the Allow Reconciliation button is not

9. Enter the position number (this is the banner position number)

10. If the search committee will be the same every time this position is posted, you can enter in the search committee. If not, leave it blank

11. Select the Status of the Position. This will be either Exempt or Non-exempt
12. Click Next
13. Click Next on the Related Jobs and Roles Tabs or just click on the Responsibilities Tab
14. To add Responsibilities for the position, click on + Responsibilities
15. Either copy and paste or type the job responsibilities in the text box. Each responsibility must be entered separately

16. Click Save
How to Create a Job Requisition:

1. Hover over Recruit tab and click Manage Requisitions



2. A list of "My Jobs" will populate and you can view "All Jobs" here as well by clicking corresponding tab.

3. Click dropdown on top right of screen that says Options and select Add requisition
4. Click search box next to "Job Title" and select applicable Job Title
5. Select appropriate Requisition Template
6. Review and complete details on page that are not populated from Requisition Template and make edits as necessary.

7. Select Priority (red = hot, yellow = medium, green = low)

8. Select how many openings and if position is ongoing 

9. Select Target Hire Date

10. Click Next
11. Job Ad page displays


12. Now review and make any edits to Job Ad page

a. Utilize Tags by clicking View Tags link.  

b. Copy and paste into body of description

13. Click Next



14. After clicking "Next" the Application Workflow Page appears


15. Requisition Template ""Application Workflow"" will populate automatically here

16. Review and make edits as necessary

17. Make sure percentages (%) add up to 100% or system won't allow next steps

18. Click Preview link to see Workflow from applicant's perspective

19. Click Next
20. After clicking “Next” the Applicant Review page appears 

21. Details from Requisition Template will populate

22. Make any edits and additions necessary

23. Select Next 
24. After clicking "Next" the External Postings page appears

25. Select which Career Sites, the organization would like to post the requisition on and determine effective dates as well as expiration dates

26. Click Submit
27. Requisition is posted for Approval 
How to Approve a Job Requisition:

1. Hover over Recruit tab 
2. Click on Recruiting Approvals
3. Click on Requisition Title to review details

4. If details are correct, click cancel to go back to pending approvals
5. Click Green Check Mark to approve
6. Click dropdown arrow under Green Check to add comment and Save
7. Click Submit
How to Create an Application Workflow Template:

1. Navigate to Admin > Recruit > Applicant Workflow Templates

2. Click the Create Template link
3. Name – name your template anything unique to find it again

4. Description – enter an appropriate description for your workflow
5. Click the Add Section icon [image: image1.png]



a. Title - enter your title name (such as Instructions) and click the Save button

b. For the “Instructions” section, from the Add Action Item dropdown choose Note to open a pop-up window

c. Title – enter Instructions

d. Instructions – enter the instructions as you would like them to appear to the applicants

e. Note – enter any notes you would like to add
f. Click Save
6. Click the Add Section icon [image: image2.png]



a. Title – enter Tell us about yourself and click the Save button

b. For the “Tell us about yourself” section, from the Add Action Item dropdown choose Form 

c. Select Personal Information from the list of available forms

7. Click the Add Section icon [image: image3.png]



a. Title - enter Resume/CV, Cover Letter, Transcripts and click the Save button

b. For the “Upload Resume/CV, Cover Letter and Transcripts” section, from the Add Action Item dropdown choose Upload Attachments
c. Click the Edit icon [image: image4.png]


 for the Upload Attachments line item

d. Title – do not change

e. Instructions – enter “In order to be considered for this position, please upload your Resume/CV, Cover Letter and Unofficial Transcript(s).”

f. Optional Resume – leave this box unchecked

g. Resume Parsing – check Disable Resume Parsing

h. Click Save
i. Add another item to the “Upload Resume/CV, Cover Letter and Transcripts” section by selecting Add Action Item and choosing Disclaimer
j. Title – do not change

k. Instructions – enter “I understand that failure to upload requested documents may disqualify me from further consideration for this position.”

l. Input – select Agree/Disagree (checkbox)

m. Result – check the “User is prevented from continuing application if No/Disagree is selected.
n. Error Message - You must comply with this request to continue in the process.
8. Click the Add Section icon [image: image5.png]



a. Title - enter Certification and click the Save button

b. For the “Certification” section, select the Add Action Item dropdown and choose Disclaimer 

c. Title – enter “Disclaimer”

d. Instructions – enter “I verify the accuracy of the information I have provided, and application materials ARE public record and are therefore subject to inspection upon request by any citizen of the State of Tennessee.”

e. Select the Agree/Disagree (checkbox) radio button

f. Result – leave the check in the box next to “User is prevented from continuing application if No/Disagree is selected.”

g. Error Message – enter “You must agree with these terms to continue in the process.”

h. Click Save
9. Enter the percentage numbers next to each section:

a. 20 – Welcome & Instructions

b. 40 – Tell us about yourself

c. 30 – Resume/CV, Cover Letter, Transcripts

d. 5 – Certification

e. 5 – Submit Application

10. Click the Preview link to open a preview of the workflow you just created. Click Next to proceed through each workflow step. Note the headers at the top of the page and how they change color as you click Next.

11. Click Close when you have reached the last page – Submit Application

12. Click Save
How to Manage Applicants - Change Status - Move to Interview

1. Hover over Recruit tab and select Manage Requisitions. 
2. Review applicant(s) by clicking the numbered link to the right of the job requisition and under the "applicants" column. 
3. Click the Check Mark next to the applicants that you would like to select and click change status from "Actions" dropdown above.

4. Go to "New Status" dropdown and select Interview.  
How to create or edit Offer Letter Templates:

1. Hover over Admin tab

2. Click on Recruit
3. [image: image10.png]-~
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Dear Mr. PROFILE USER NAME.LAST:



Click on Offer Letter Templates
4. Click on Create Template
5. Name your template

6. Enter a short description of the template

7. Build your letter in the box





8. Place your logo at the top of the page

9. Enter tags/text for the letter 

10. Use “Paste from word” whenever possible to avoid formatting issues. If not possible, paste plain text

11. When letter is built, click Save
12. Preview your letter by clicking on the preview icon  [image: image6.png]3ZAT




13. If editing is necessary, click on the Edit icon beside the template  [image: image7.png]3ZAT




14. Make necessary updates

15. Click on Save
16. To copy the template, click on the Copy icon  [image: image8.png]3ZAT




17. Name the copy and add a description

18. Update any information within the letter in the text box

19. Click Save
How-To Enable Compliance Questions:
1. Hover over Admin
2. Click on Tools
3. Click on Recruit
4. Click on Compliance Enablement
5. Enable Compliance Questions

How to Run an EEO Custom Report:

1. Go to Reports > Custom Reports 

2. Find the EEO Report

3. Under the Action drop down, select Copy
4. Rename the report, i.e. “System office EEO Report”

5. Click the Requisition/OU Filters tab

6. Click the Select Criteria dropdown

7. Select Institution

8. Choose your Institution

9. Click on the Field Filters tab

10. Enter the Req ID for the position you would like to run the report for

11. Click on the Refresh button

12. For a preview of your report, select Print Preview or Excel Preview from the Action dropdown box

13. Click the Save button at the top of the page. Once you see the report successfully saved message, you may close

14. Click the Close button 
15. Back in the Custom Report Folder view, the report will appear as Processing

16. Refresh your page (press F5 on your keyboard) until you see a date in the Last Run column. 
17. Click on the dropdown arrow under the Action column and click on the View option to view your report

**Please be sure to create a copy and do not edit the template report. You can edit the report you create each time you would like to run a new report, just enter the new Requisition ID
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