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Learn about the Opportunity
Process Flow

Learn about our internal processes
= Approval

= Posting

= Hiring Candidates

Learn about the Recruiting Help
Center

Q&A

People first.




Opportunity Process Flow
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Review Applications

= View applications by going to Opportunities, then select the #
of Applicants for the job you want to view

UFT!PFO Recruiting © Help Jonathan Baker =
Dashboard sin
© Opportunities
All Mine
1t People ‘
Bm Appiicants in Canada Showing 1 - 11 of 11 # of Applicants High to Low v
Im Engineers
Im Future CSRs Close Clone Approve/Reject Publish
I Management Potential
Add pool [] Title & Locations Status & Job Last Recruiter / #of
Boards Updated Approver Applicants
Opportunities [0 Customer Success Specialist Published 02/18/2014  Me @
CUSTO01005 | Chicago, IL, United States (Chicago, IL) [ ol :
All
Published [ Customer Success Specialist 02/05/2014  Me 4
g i -~
Aopieiais CUSTO01003 | New York, NY, United States (Manhattan) [0 [
Drafls [ Customer Service Representative 03/06/2014  Me 3
Closed CUSTO01004 | Albuguerque, NM, United States (Rain =
Trail Road)
L} settings [0 server - Waiter/Waitress Published 02/17/2014  Me 1
SERVE01002 | Boston, Ma, United States (Boston, Ma) [0 8 -
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Review Applications

= New applications appear in the Applied step

= Select the candidate’s name to view their application and

presence details

(® Dashboard

1t People
Im Applicants in Canada
Im Engineers
Im Future CSRs
I Management Potential

8 Add pool

Opportunities
All

Published
Approvals
Drafis

Closed

{} Settings

Customer Success Specialist

Posted 02/18/2014
CUSTO01005
Chicago, IL. United States (Chicago, IL)

Showing 1-50f 5 Step Duration High to Low

Application Steps

Move v Email
w Al [ 5]
Date
AHpplied L 1] Name Applied Current Step
] Location Rank Duration Duration
Being Reviewed [1]
(] ® Mallory Smythe jogoa | D2MBr2014 Dedline
Phone Interview 58 days 56 days
Sent to Hiring 9 @ @ James Hartwell 1-9989 0211812014 Being Reviewed
Manager Lombard, lllinois 58 days s.1-day
50148
Scheduling Interview
[} @ Amos Hartiman 1000y | Today Applied
Face to Face Interview <1 day =1 day
Computer Skills Test @ ® Anna Lombard jogon | 0282014 Sentto Hiring
Chicago, llinais 56 oays Manager
Offer Extended 60133 <1day
= ’ y o
Batkground CheckiDrug = @ Kerrie Beckett joong | 02182014 Sentto Hiring
Test Chicago, lllinois 58y Maniager
60001 =1day
Hire
Decline [1]

Add to paols
App Score
38% =
score

100% =
score

100%

score

7%

score

7% =
score
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Review Applications

= All candidate details, applications, documents, notes and

application questions are visible from the presence

UItiPro  Recruiting
(® Dashboard

1t People
I Applicants in Canada
s Engineers
I Fuiure CSRs
I Management Potential
Add pool

Opportunities
All

Published
Approvals
Drafts

Closed

{:ﬁ Settings

) = jhartc0148@amail.com
= = 1§ s72-555-1234

Presence Applications - Notes

Customer Success Specialist custooioos

Applied  02/18/2014
Current Step  Being Reviewed as of today

Score  100%

Candidate Info Application Questions

Woerk Experience

Customer Care Agent at Technology
Solutions Inc

- @ James Hartwell

¢ 123 Main St.
Lombard, lllinois 60148
willing to relocate

February 2011 - Current

- Answer inbound calls - Make outbound sales calls to current cusiomers and cold-

calling list = Log all calls in call-tracking database

Call Center Representative at Mortgage
MegaMart

December 2006 - February 2011

= Answered inbound calls while providing expert advice on mortgage products and
services - Conducted telephone interviews to process loan applications « Followed all

legal and ethical guidelines related to mortgage lending

@Hep

Linkedin

Documents

Resume and Cover Letter
Resume

References

£ Amy Carpenter

Jonathan Baker =
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Review Applications

= Once you review the presence, move the application to the
next step

— An automatic form letter is sent to candidates who are declined

UItiPro  Recruiting @ Help Jonathan Baker
Dashboard kT
®© Customer Success Specialist
Posted 02/18/2014
1e People CUSTOO01005
Aot i G Chicago. IL, United States (Chicago, IL)
B8 Engineers Showing 1 -50f 5 Applicant Name Ato Z v
I Future CSRs
M Management Potential AbgRid slcps | Move . v Emall | Add to pools
B Add pool Move
ke aews L5 Being Reviewed
o Phone Interview Date
o Applied Sent 1o Hiring Manager i
Opportunities Scheduling Interview A""’"?" curre_nt Step
Fiite fo Eare nterisi Duration Duration App Score
All Being Reviewed o Computer Skills Test
. Offer Extended 02118/2014 Sentto Hiring 7%
Published 99
Phone Interview Background Check/Drug Test 58 days Maager sétire k4
Approvals Hire i
. Decline ay
Drafls Sent to Hiring [2]
Closed Manager @ ® Amos Hartiman 1.90ge | Today Applied 100%
<1 day <1day score
Scheduling Interview
£} settings [El ® James Hartwell 10000 | 021182014 Being Reviewed 100%
Face to Face Interview Lombard, lliinois 58 days =1day score
60148
Computer Skills Test
@ ® Anna Lombard 100 | 0211872014 Sentto Hiring 7% =
Offer Extended Chicago, linois 58 days Manager score
80133 =1 day
Background Check/Drug
Test a2 @ Mallory Smythe 1oggg | 021812014 Dedline 28% =
58 days 56 days score

Hire
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Hire Candidate(s)

= You can hire one or multiple candidates per opportunity
= Hiring a candidate sends the candidate’s information to UltiPro

= Hiring a candidate does not automatically decline other
candidates or close the opportunity

= |f there is going to be a quick turnaround from hire to start
date, make sure HR knows your timeline.
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Hire Candidate(s)

= To hire a candidate, move the candidate to the Hire step

UItiPro  Recruiting @ Help Jonathan Baker -

Dashboard L e
® Customer Success Specialist
Posted 02/18/2014
2v People CUSTOO01005

W Applicants in Canada Chicago, IL. United States (Chicago. IL)

M Engineers Showing 1-50of 5 Step Duration High fo Low v

s Future CSRs
Application Ste| ﬂ h
= Management Potential PP s Move . v Emall || Add to pools

Add pool Move. .
peg ew il o Being Reviewad
Phone Interview Date
Applied Sent fo Hiring Manager Y
Opportunities Scheduling Interview Apmied GUFrERt Step
Fati o Eace Infervicw Duration Duration App Score
All Beig Raviemed [ 2] Computer Skills Test
: Offer Extended 02/18/2014 Decline 38%
Published po
Phone Interview Background Check/Drug 58 days 56 days score =
Approvals
Drafts Sent to Hirng o 02/18/2014 Being Reviewed 100% =
Closed Manager Lombard, llinais " Ay Fay S
60148
Scheduling Interview
¥ settings @ ® Anna Lombard jogag | 021812014 Sentto Hiring 7% =
Face to Face Interview Chicaga, llinois 58 days anager score
0123 wday
Computer Skills Test
[m} ® Kerrie Beckett | qqqog | 02118/2014 Sentto Hiring 7% =
Offer Extended Chicaga, llinois 58 days Manager score
60001 =1 day
Background Check/Drug
Test 7 ® Amos Hartiman ygoag | Today Being Reviewed 100%
=1 day <1 day score
Hire
Decline [1]
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Hire Candidate(s)

= Confirm or enter the hire details, then select Hire

UltiPro | Recruiting

(® Dashboard

A1 People
W Applicants in Canada
I Engineers
B Future CSRs
Bm Management Potential
Add pool

Opportunities
All
Published

Approvals
Drafts

Hire details for the position of Customer Success Specialist - CUSTC01005

Hiring

Hired

Amos Hartiman
Country

United States i

* Address 1
213 Main St

Address 2

* City * State/Province

Chicago [llinois

Offer Date
April 17 2014 1 |

Accept Data
Apnl 17 2014 £

Compensation

® Full-time
© Part-time

Work Hours
40

Job Code

CSR

Legal Entity

ABC Company. Inc. v

* Hiring Manager

Choose.. v

Cancel

* Postal Code
v 60636

Hire Date
April 17 2014 &2

Start Date

Aprl 17 2014 &2

© Salary
® Hourly

Salary/hourly rate

14 usp

Code
usa

Work Location

Chicago, IL. United States (Chicago, Il

* Onboarding Owner

Choose..

Save Draft Hire

v

© Help

Jonathan Baker =
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Hire Candidate(s)

" You can save the hire as a draft and complete it at a later time

Dashboard i, 2
© Customer Success Specialist
Posted 02/18/2014
11 People CUSTO01005
B Applicants it Canada Chicago. IL, United States (Chicago, IL)
B Enigincers Showing 1 -5 of 5 Step Duration High to Low ¥
Bm Future CSRs
B Management Patential There is 1 candidate pending hire. Please review their details to complete the hire process. e
E3 Add poal
Si=aant i he Move... v Email || Addto pools
Opportunities
View All (5 ]
o ) Date
Published Applied Name Applied Current Step
Approvals (] Location Rank Duration Duration App Score
. Being Reviewed (1]
- @ @ Mallory \gogs | 02EE4 Decline 38% T
Closed Phone Interview Smythe 5§ days 57 days score
L4 Settings Sent to Hiring 1] =} @ James \ooga | 0204 Being Reviewed 0%
Manager Hartwell =9 days 1day score
Scheduling Interview Ia‘g:"::m' lincis
Face to Face Interview @ ® Anna Lombard 1.3009 021812014 Sent to Hiring T =
Chicage, llinois 59 days Wanager score
Computer Skills Test e01aa 1 day
Offer Extended @ @ Amos Hartiman | | gogg | esterday Hire 100% =i
Chicago, linois 1day 1day score
Background Check/Drug 60636
Test
@ ® Kerrie Beckett | 4 gogg | 024182014 Fire 1% =
Hire (2] Chicago, lingis 50 days <1 day score
Decline o
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Hire Candidate(s)

= Prior to submitting your Hire, ensure the start date and pay
rate have been added appropriately

" Once the applicants have been hired, let them know they will
be receiving the “Welcome” onboarding email from HR and
that they need to take their I-9 documentation to HR prior to
their start day.

= |-9 Documents we can accept: Schedule A — Passport or
Passport Card Schedule B — Picture ID and Social Security Card
or Birth Certificate/ Proof of Birth. Documents must be original
or certified; HR will need to physically see the documents.
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Recruiting Help Center

Accessible right from the Recruiting product
= Organized in a logical structure

Printable

Variety of content

[JltiPro  Recruiting Help

Welcome to Recruiting! E=

UliiPro's Recruiting Help Center is the place for information to help you get the most out of UltiPro Recruiting so you will find just the right candidates for your open jobs.

Home

Getting Started We are always looking for ways to help you be as successful as you can possibly be, so if you have suggestions or comments about how we can improve the information we're sharing with
you, please use the Feedback button and let us know!

People

Printing and Sharing Help Content
Opportunities

We've made it easy for you to use the Recruiting Help content in the way that works best for you. Each page has a Frint icon on the upper right-hand corner that you can use to print, save,
or email.

Reporting

Recruiting Help

Working with Settings

e Understanding Behaviors and Motivations
Have you ever said 1o someone, “that job takes a special kind of person?” For seme positions in your company.
GPﬂing Started simply having a Bacheior's degree may not be enough 10 do the job really well. The person in the job might also have

Bttt 1o be innovalive or a self -starer For an Intern position at a Non-profit, e best canaidate is likely someone who is
driven by a passion to make a difference

People Behaviors and Molivations in UliPro Recrulting make it ¢asy Tor you 1o lell applicants which aftributes deyond
educalion and experience make the ideal candidate:

What's New

The Recrulter Expenence
What's the difference between a behavicor and a motivation?

The Candidale Expenence

Understanding Behaviors & + Behavior

Motivations Behaviors are specific characteristics that ihe candidate displays when performing his or her job- Examples of
behaviors include Functional Expert, Loyal, Leader, Thought Provoking, Enthusiastic, Perfectionist, and Risk-
Taker

Ultimate
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Recruiting Help Center

= This short presentation provides an excellent overview of our
Recruiting solution

UltiPro  Recruiting Help

# Home

U Ultimate

SOFTWARE

Candidate and Opportunity
Search

neE UltiPro Recruiting Overview

Recruiting Terminology

UlliPro Recruiting Overview 3

People
Opportunities

Reporting

£+ Working with Settings

® What's New

People First.

Ultimate
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Recruiting Help Center

= What’s New section keeps us up to date with the latest
additions and changes to UltiPro Recruiting

UltiPro  Recruiting Help

® Lome October 28, 2015
Here are the October features and enhancements for Recruiting. E
Getting Started In This Update
OFCCP Text on Job Boards B
peop!e People and Pool Updates

Search Opportunities

Submit Opportunities
Opportunities Synchronize Security Changes
Template Update

. Veteran and Disability Status Reporting
Reporting

Working with Settings OFCCP Text on Job Boards

Return to Top

What's New For companies that are designated as U.S. Federal Contractors, opportunities posted on job boards now include the
following text: "Equal Opportunity Employer/Protected Veterans/Individuals with Disabilities.”

October 28, 2015
September 30, 2015
September 2, 2015

4 Administrative Assistant

What's New Archive Execuuve

Posted: February 5, 2015

Full-Time
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Thank You!
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