SuccessFactors How-To 000

Screen New Applicants

Overview
As applications are received for a job posting, they are collected in the New Applicant Review segment within the SuccessFactors Talent Pipeline.

Note: Applicants who provide an answer to a screening question(s) on the job application that results in automatic disqualification from the competition
(e.g. does not meet licensure/registration requirements), are automatically moved into the Automatic Disqualified segment. These applicants can be
reviewed in the Automatic Disqualified segment and moved into other segments of the Talent Pipeline so that they can be included in the competition if
applicable (e.g. an incorrect response to a screening question was provided resulting in automatic disqualification). See how to Manage Applicants Using the
Talent Pipeline.

Org Chiefs and their delegates can use the Talent Pipeline to access and evaluate a Candidate Overview for each applicant in real-time. The Candidate Overview
contains basic information about the applicant, and links to documents that were submitted as part of the application, such as a cover letter and resumé.

Note: After a job posting expires, Org Chiefs (or their delegates) will use SuccessFactors to run a seniority report if internal candidates have applied for the
position, and seniority is a factor in awarding a position based on the language in the collective agreement.

Procedure

1. Click the Home menu and select Recruiting from the drop-down.

Home -~ Q Search for actions or people [: I:__,

Home

Careers

Onboarding

Company Info

Reports
1
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The Requisitions screen appears.

2. Click the applicable job requisition link in the Job Title column.

Note: The corresponding requisition ID appears next to the job title in the Requisition ID column. The requisition ID is unique to the individual requisition and

_ﬂ ' Eunice Arm

is useful to reference when you have more than one job requisition with the same job title.

i uiting Q Search for actions or people

Job Requisitions Candidates

Job Requisitions

H Select All Job Title

Requisition ID T

Org Chief

Currently With

Offer Approvals {# RMK Dashboard

Candidates Mew Current External Current Internal ~ Awerage Days Open 0
Forwarded Candidates Requisitions Requisitions |
Items per page |10 ~ | K< Pageoﬂ >»l
O A e Filter Job Requisitions:  All job requisitions ~ | Filter Options @ Display Options Highlight Job Title: 0

Candidates Progress

Dietitian - 2744 2744 %ﬂlce Armstrong TfElSEI'ICDI'dIa Req Approval 11/06/2017 - | 12020120 A
Administrative Assistant (@ 2706 B 11/06/2017 1 s 11/07/2C

2020-06-09



SuccessFactors How-To 000

The Requisition screen appears and displays the details for the job requisition.

3. Click Candidates.

Note: The number that appears in brackets beside “Candidates” represents the number of applicants for the position.

%3  Recruiting Q, Search for actions or people :_, _ﬂ . Eunice Armstrong ~

Job Requisitions Preferences Candidates Interview Central Intervie heduling

WRHA Requisition for Dietitian - 2744

JOB REQUISITION DETAIL JOB PROFILE CANDIDATES (8) JOB POSTINGS (1) CAMNDIDATE SEARCH

= Internal Posting Preview & External Posting Preview

Requisition Information

Requisition 1D 2744

Requisition Status Open ARG

Position Info {SAP)

Position Number 20056638

* Position Title Dietitian - 2744

External Posting Title Dietitian - 2744
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The Talent Pipeline screen appears.

Click the New Applicant segment of the Talent Pipeline.

Note: A list of job applicant names displays at the bottom left of the screen in the Name column. The candidate information columns to the right of the
Name column can be used to help identify applicant characteristics. See how to Manage Display and Filter Options for Candidate List for further information

about available information columns, and how to manage which ones display on your screen.

Click the name of an applicant to review the application details.

Dietitian - 2744 (2744) View Details
JOBPROFILE ~ CANDIDATES  JOBPOSTINGS (1)  CANDIDATE SEARCH  MARKET JOB
Org Chief : Eunice Armstrong E=
Status Open Age: [d
~ Talent Pipeline & View active candidates (6) & View all candidates (6)
0 0 6 O 0 0 00 0 o0 0
Forwarded  Invited To Apply New Applicant Review Short List  Interviews ~~  Reference Checks Offer ~ SAP - Hired Do Not Proceed
Candidates : View all candidates (6)
0 Selected ® Display Options ¥ Filter Options Highlight Candidate ‘ ‘ o
Forwarded Candidate Interview Overdue - . Phone
M Name T New Status By Type Result e Rating Source Candidate Source Number
[1 = & Braden Ramey Eﬁ;‘{;ﬁ"’"”“‘ Internal NA  Intemal Site Internal Site 2046615246
[1 = R Daniel Jamieson FH New NeW Applicant Internal NA  Interal Ste Internal Site 2042228798
Review
] = & Diane Johnstone New gg:‘i’eﬁf'p"cam Internal M/A  Internal Site Internal Site 2042225566
[1 = & Josh Johnson New [ Applicant External N/A  Job Board: RCM Redirectlob Board: RCM Redirect204555-2525
[1 = & Ryan Oleschack [ New jow APPlicant Internal NA  Infemal Site Internal Site 2045589696
[] = & Sharon Goodman F5 New gg;‘i’eﬁ:’p"ca“‘ Internal NA  Intemal Site Internal Site 2042223656
< 2>
Items perpage |10 ~ | < F'ageoﬂ > »

2020-06-09


https://sharedhealthmb.ca/files/sf-manage-candidate-display-options.pdf

SuccessFactors How-To 000

The Candidate Overview displays beneath the Talent Pipeline.
6. Click the Cover Letter link to display the cover letter. The Cover Letter text appears blue if one was submitted and grey if one was not submitted.

Note: Use the scrollbar to scroll down the page and view application information at a glance, organized by headings. This includes information from the
candidate profile, and tools for tracking the application. Refer to the Candidate Overview Details section of this document for further information.

Dietitian - 2744 (2744) view Details

JOB PROFILE CAMNDIDATES JOB POSTINGS (1) CANDIDATE SEARCH MARKET JOB

Org Chief : Eunice Armstrong E=

<

Status | O pen

Age - 0d
~ Talent Pipeline & View active candidates (6) & View all candidates (6)
0 0 6 0 0 0o 0 0 0 0
Forwarded  Invited To Apply New Applicant Review ~ ShortList  Interviews -~ Reference Checks Offer « SAP - Hired Do Not Proceed
Candidates : View all candidates (&) Josh Johnson (Extemal Candidate) Resume

[ 204555-2525 [= jiohnson@yopmail.com | E Cover Letier | =l Resume & View Profile

_ & Email [/} Take Action
0 Selected PGISGL IR

vV Filter Options ~  Application ~  Comments + Add

‘ ‘ (] * Status: New Applicant Rev There are no items in this section.

_ Additional Documents & Attach a document
v Correspondence
|:| E 8 e Rame:‘r _
ADDITIONAL INFORMATION
Date: 12/20/2017 User: System System

[1 = A& Daniel Jamieson How did you hear about Emploves Referral Action; Email
this job? ploy Your application for the position of

] = [ Diane Johnstone

Are you legally authorized | am authorized to work in this country for any Dietitian - 2...
0= ‘% Josh Johnson to work in Canada? employer
0= ‘% Ryan Oleschack Redeployment # 12345
- Y An applicant may provide a v Offer Letter
[1 = A& sharon Goodman Redeployment # as part of a job
licati hich b d There are no items in this section.
v Screening Details application, which can be used as a
factor in awarding the position. Contact
There are no items in this section. your Site HR for additional guidance. ~ Application Status Audit Trail

2020-06-09 5



SuccessFactors How-To

The Cover Letter Viewer pop-up window opens.
7. Click the scrollbar to review the cover letter.

8. Click Close when you are finished.

@ =

Cover Letter Viewer

The Print button can be used to
print the cover letter. Josh Johnson

Dear Ms. Armstrong:

Upon leaming of your search for an experienced Clinical Dietitian, I hastened to submit
my resume for your consideration. My deep expertise in nutrition and dietary needs and
requirements—as well as my comprehensive experience counseling patients on food and
nufrition choices within the healthcare sector—give me confidence in my ability to
significantly benefit your organization.

From advising patients on optimal health and nutrition goals to developing tailored meal
plans, my background has prepared me to thrive in this role. For the past 12 years, T have
excelled at providing comprehensive medical nutrition therapy to combat the effects and
progression of acute and chronic diseases. Furthermore, my strong abilities in program
planning, quality assurance, and regulatory compliance—along with my strong
communication and organization skills—position me to thrive in this capacity.

I invite you to consider the following highlights of my achievements and qualifications:

Evaluating patients’ nutritional status and needs for high-risk individuals in both
inpatient and outpatient medical settings; developing optimal plans of care and
evaluating outcomes to identify areas for modification.

Determining the nutritional-based risk of patients and intervening accordingly
based on established criteria.

>

W
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000
You return to the Candidate Overview.
9. Click the Resume link to display the resumé. The Resume text appears blue if one was submitted and grey if one was not submitted.
Candidates : View all candidates (5) Josh Johnson (External Candidate) Resume
[1204555-2525 = jjohnson@yopmail.com (ECover Letier | £ Resume |&E View Profile
) — Email [} Take Action
0 Selected QaT={] A
W Filter Options ~ Application v Comments + Add
‘ | (<] * Siatus: New Applicant Rev v There are no items in this section.
_ Additional Documents @& Attach a document
~ Correspondence
[1 = & eraden Ramey
— ) ) B Date: 12/20/2017 User: System System
[0 = & Daniel Jamieson How did you hear about oo ) ) Action: Email
— 9 piane Johnst this job? mployee Referral | - Click the Attach a document link to Your application for the position of
[1 = & Diane Johnistone Are you legally authorized 1 am authorizedtoy upload and attach additional electronic Dietitian - 2...
] = A& Josh Johnson fo werk in Canada? employer documents related to the candidate’s
[ = & Ryan Oleschack Redeployment # 12345 application (e.g. interview notes, copies
—_— an eschac e pe
=oW of certificates, letters of reference, v (Offer Letter
[] = A Sharon Goodman resumé, etc.).
There are no items in this section.
~  Screening Details
There are no items in this ~ Application Status Audit Trail
Any screening quesitions that are Date 12/20/2017
~ Current Emg included for the job requisition, and the User System System
. , . Status: New Applicant Review
o candidate’s corresponding answers, .
E'el'tl'a". appear under the Screening Details

heading.
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The Resume Viewer pop-up window opens.

10. Click the scrollbar to review the resumé.

11. Click Close when you are finished.

Note: The options in the Actions menu on the right side of the screen can be used to move or disqualify the candidate, or add a comment to the candidate
application based on information in the application. See the descriptions on the next page for further information.

éd

Resume Viewer

~— Josh Johnson

The Print button can be
used to print the resumé.

Josh Johnson

1 Main Street

Winnipeg, MB R2C 5G6

Cell: (204) 222-5566

E-Mail: jjohnson@ yopmail.com

Experienced dietitian with CPR and First Aid certifications. Organized and collaborative
team player strong clinical and interpersonal skills. Proficient in caring for all patients to
improve overall health and wellbeing.

Highlights

Documentation

Appointment management
Medication administration
Grooming and bathing assistance
Life skills training

Problem solver

>

hd

Josh Johnson

Status: New Applicant Review

Actions

> Move Candidate
> Disqualify Candidate

> Comments
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The options contained in the Actions menu on the right-hand side of the Resume Viewer window can be used optionally as follows:

x

Josh Johnson
Status: New Applicant Review

Actions

~  Move Candidate

ltem] - Select -
MNew Applicant Review

Do Not Proceed
> Commems

Short List
Interviews
Reference Checks

3 Offer

Use the Move Candidate option to move the
candidate to a different segment within the
Talent Pipeline. Select the applicable segment

from the drop-down and then click Apply
Updates to complete the action.

X

Josh Johnson
Status: New Applicant Review

Actions

> Move Candidate

~  Disqualify Candidate

Item : Do Not Proceed

e Apply Updates

> Comments

Use the Disqualify Candidate option to move

the candidate into the Do Not Proceed segment

within the Talent Pipeline. This disqualifies the
candidate from consideration. Click Apply
Updates to complete the action.

When an applicant is moved to the Do Not
Proceed segment of the Talent Pipeline, an

email is generated after a prescribed timeframe
(e.g. 72 hours) to advise the applicant that is not

being considered for the job.

x
Josh Johnson
Status: New Applicant Review
Actions
> Move Candidate
> Disqualify Candidate
~  Comments
Add
Author: Eunice Armstrong )
Date: 12/20/17
New comment:
e Apply Updates

Use the Comments option to add a comment for
the application. Click Add, enter the comment in
the New Comment field, and click Apply Updates

to complete the action.
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Once you have closed the Resume Viewer pop-up window, you return to the Candidate Overview screen.

12. Click another name in the Name section to screen the other applicants until you are finished.

Candidates - View all candidates (6)

% Filter Options

] = 2 Braden Ramey

[] = & Daniel Jamieson
[] = 4 Diane Johnstone
1 = & Josh Johnsen

[ 1 = & Ryan Oleschack

1 = & Sharon Goodman

Josh Johnson (External Candidate)
0 204555-2525 = jiohnson@yopmail.com £ Cover Letter £l Resume B View Profile

s Application

* Status:

Additional Documents

How did you hear about
this job?

Are you legally authorized
to work in Canada?

Redeployment #

~ Screening Details

New Applicant Rev ~v

& Attach a document

ADDITIONAL INFORMATION

Employee Referral

| am authorized to worlk in this country for any
employer

12345

There are no items in this section.

Email [ Take Action
~  Comments + Add

There are no items in this section.

~ Correspondence

Date: 1212002017 User. System Sysiem
Action: Email

Your application for the position of
Dietitian - 2.

v (Offer Letter

There are no items in this section.

~  Application Status Audit Trail

13. Scroll down to the bottom of the screen and click Return to List.
Items perpage |10 ~ | |« ¢ Pagemoﬂ > M Close From Consideration V]
2020-06-09
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You return to the Talent Pipeline screen.

iting Q Search for actions or people
Job Requisitions d Candic
Dietitian - 2744 (2744) view Details
JOB PROFILE  CANDIDATES  JOBPOSTINGS (1)  CANDIDATE SEARCH  MARKET JOB
Org Chief : Eunice Armstrong S
Status Open Age: 0d
~ Talent Pipeline & View active candidates (5) & View all candidates (6)
0 0 6 O 0 0o 0 0 o0 0
Forwarded  Invited To Apply New Applicant Review ~ ShortList  Interviews ~ Reference Checks Offer ~ SAP Hired Do Not Proceed
Candidates : View all candidates (8)
0 Selected @ Display Options % Filter Options Highlight Candidate ‘ ‘ (%]
Forwarded Candidate Interview Overdue _ - Phone
M Name T New Status By s — S Rating Source Candidate Source |
[] = & Braden Ramey how Pppicant Internal NiA  Internal Site Internal Site 2046615246
[J = & Daniel Jamisson F5 New [ APPicant Internal NiA  Internal Site Internal Site 2042228798
[ = & Diane Johnstone F New o Applicant Internal NA  Internal Site Interal Site 2042225565
] = & Josh Johnson hew Aoplicant External NiA  Job Board: RCM Redirectdob Board: RCM Redirect204555-2525
[] = & Ryan Oleschack [ New New /PPicant Internal NA  Internal Site Interal Site 2045589695
[] = & Sharon Goodman £ New Rew APPicant Internal NA  Internal Site Internal Site 2042223656
<
Next Steps

Once you are finished screening applicants for the position, you can manage applicants using the Talent Pipeline.

2020-06-09
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Candidate Overview Details

The Candidate Overview contains a number of headings that organize information about the candidate and activities that have taken place with the application.

Note: Use the 2 (expand) and ™ (collapse) buttons to display or hide the information under each heading.

Mary Doresey (External Candidate)

0 204-555-3912 EH WRHASFZ2@YOPMAIL.COM £l Cover Letter £ Resume
B View Profile

> | Application

?  Screening Details

?  Current Employment
?  Previous Employment
> Education

> Certifications

? Language

> Seniority Information

Application E=EENE

B Email [ Take Action

» Comments + Add

“ | Correspondence

Date: 121312017 User. System
System
Action: Email
Your application for the position
of Murse 2 - Tra...

> Offer Letter
> Application Status Audit Trail

2 More Information

The following table provides a list of the headings that organize information about the candidate, and the corresponding contents within each one.

2020-06-09

12



SuccessFactors How-To

Column Contents

Application

Status (current status of the candidate’s application)

Additional Documents (upload and attach additional electronic documents related to the candidate’s application, such as
interview notes, certificates, letters of reference, resumé, etc.)

Additional Information (how the candidate heard about the job, authorization to work in Canada, Redeployment # if any)

Screening Details

Displays a list of screening questions added to the job posting based on the requirements listed in the job profile, and the
corresponding answers provided by the candidate at the time of application. There are two types of screening questions:

o Disqualifier: Intended to automatically remove applicants from consideration for the competition if they do not
possess required qualifications (e.g. registration/licensure). This means the applicant will be moved into the
Automatic Disqualified segment within the Talent Pipeline. Org chiefs have the ability to view applicants in the
Automatic Disqualified segment, and move them if required (e.g. if the question was answered incorrectly).

o Score: Intended to identify applicants who do not meet a qualification that is not disqualifying. For example, a
designated bilingual position can, in some circumstances defined by the French Language Services — Recruitment to
Designated Bilingual (English/French) Positions 10.40.250 be underfilled with an applicant who does not meet the
French language requirements. This means the applicant will remain in the New Applicant Review segment within the
Talent Pipeline, and will have a numeric score indicated in the Rating column based upon their answer to the
question(s).

Current Employment

Displays current employment information entered by the candidate

Previous Employment

Education

Displays previous employment information entered by the candidate

Displays education information entered by the candidate

Certifications

Language

Displays certification information entered by the candidate

Displays language information entered by the candidate

Seniority Information

Comments

Displays seniority information

Displays comments added for the application during recruiting process

Correspondence

Tracks all emailed correspondence sent to the candidate for viewing and record-keeping purposes, organized by date (click
hyperlink to view email)

Offer Letter

Application Status
Audit Trail

Tracks offer history and status (click hyperlink to display letter of offer)

Displays the application history for the candidate (includes all movements in the Talent Pipeline and the corresponding user
who performed the action)

More Information

Candidate contact information

2020-06-09
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