
People First.

UltiPro Recruiting Process Flow for 
Mt. Rose
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Agenda
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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



Opportunity Process Flow

*Optional Steps



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

Review Applications



 New applications appear in the Applied step
 Select the candidate’s name to view their application and 

presence details

Review Applications



 All candidate details, applications, documents, notes and 
application questions are visible from the presence

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

Review Applications



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
 If there is going to be a quick turnaround from hire to start 

date, make sure HR knows your timeline.

Hire Candidate(s)



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

Hire Candidate(s)



 Confirm or enter the hire details, then select Hire

Hire Candidate(s)



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

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.

 I-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.

Hire Candidate(s)



Recruiting Help Center
 Accessible right from the Recruiting product
 Organized in a logical structure
 Printable
 Variety of content



Recruiting Help Center
 This short presentation provides an excellent overview of our 

Recruiting solution



Recruiting Help Center
 What’s New section keeps us up to date with the latest 

additions and changes to UltiPro Recruiting
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Thank You!
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