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Confidential Information and Notices

Confidential Information

The recipient of this document (hereafter referred to as "the recipient") agrees that the Confidential
Information disclosed herein by Taleo shall be retained in confidence by the recipient, and its
respective employees, affiliates and/or subsidiaries.

For the purpose herein, the term "Confidential Information” shall mean the following:

1. Any information, know-how, data, process, technique, design, drawing, program, formula or test
data, work in process, business plan, sales, suppliers, customer, employee, investor or business
information contained in a document, whether in written, graphic, or electronic form; or

2. Any document, diagram, or drawing which is either conspicuously marked as "Confidential", known
or reasonably known by the other party to be confidential, or is of a proprietary nature, and is
learned or disclosed in the course of discussions, demonstrations, or other collaboration undertaken
between the parties.

Limited Rights Notice (Dec 2007)

1. These data are submitted with limited rights under Subcontract No. 6896589. These data may
be reproduced and used by the Government with the express limitation that they will not, without
written permission of the Contractor, be used for purposes of manufacture nor disclosed outside
the Government; except that the Government may disclose these data outside the Government
for the following purposes, if any; provided that the Government makes such disclosure subject to
prohibition against further use and disclosure: None.

2. This notice shall be marked on any reproduction of these data, in whole or in part.

© 2012 Taleo Corporation. Do not reproduce without the written permission of Taleo Corporation.
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Preface Technical Configuration and Software Performance

Technical Configuration and Software Performance

For the latest information, refer to the Taleo Enterprise Technical Configuration and Software
Performance Guide document for the applicable release.
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Revision History

Date Modification Revised Topic

May 3, 2012 Added information regarding the language in which the | LinkedIn Profile Preview
LinkedIn Preview window is displayed to users.

May 3, 2012 Added clarification in the Candidate File Merge feature | Merging Candidate Files
regarding the duplicate candidate files that cannot be
merged.

May 3, 2012 Added the correspondence variable List of Correspondence
Offer.ApprovalPathTable. Variables

April 5, 2012 Added the following details regarding the print feature: Print Function
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be printed.

March 30, 2012
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Candidate Interview
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Time Zone
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the open candidate submission action.

Supported Action URLs

March 2, 2012
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Getting Started Login

Login

Login and Product Access

When opening the Taleo Enterprise solution, the User Sign In page appears.

Users must select the language in which they want to use the application. If a user changes the default
language on the Sign In page, the page refreshes to the new language and subsequent Taleo pages
are presented in the selected language. After selecting a language, users also have the possibility to
tell the system to remember their selection so that the next time they sign in, the User Sign In page will
be presented in the language selected.

In the User Sign In page, users must also provide a user name and password before being able to see
the list of Taleo products to which they have access. The user name and password are provided by the
system administrator. But users have the ability to modify their password.

Once a user’s credentials have been entered and accepted, the Welcome Center appears and allows
access to Taleo products purchased by the organization and to which a user has access according to
the user’s user type and permissions.

Welcome Center

The Welcome Center is a home page that is displayed to users immediately after they log in and
provides a "one-click" access point to Taleo products.

The Welcome Center contains a core navigation bar, an auxiliary navigation bar, a Quick Access panel
and a Communications panel. If the Welcome Center is enabled, it replaces the table of contents page.

The core navigation bar is a set of tabs that provide direct links to Taleo products. A user might have a
tab for any or all of the following products: Taleo Performance, Taleo Recruiting, Taleo Compensation,
Taleo Analytics, Taleo Configuration, and Taleo Learn.

A Quick Access panel provides an alternative "one-click" access to the same information and to a
selection of modules within products.

The Welcome Center also contains, at the top right of the page, an auxiliary navigation bar containing
links to additional resources and the Sign Out link.

Finally, Taleo clients can create information of interest to all Taleo product users in the organization for
display in the Communications section. Alternatively, they can create distinct sets of information for the
Communication section and associate an information set with a configuration profile.
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Getting Help

Online Help

The administration module offers an online help that provides comprehensive information about
concepts or tasks to perform.

The online help, represented by this icon '-,_?J or the Help link, is available in the auxiliary navigation

bar located in the top right-hand corner of all pages. When clicking the icon or link, a table of contents
of available help topics is displayed. It is also possible to search the help database to locate specific
subjects.

Tooltip

A tooltip is a short, explanatory text which appears when you “hover” your mouse over a button, a link,
a table cell heading or icon without clicking it.

Tooltips are available throughout the system and they give additional information about an action
before performing it.

Tooltips are provided for buttons, links, icons, and table cell headings. These tooltips are not
configurable. However, for screening services, the system administrator can create tooltips for some
types of user-defined fields.

Web Support Link

The Web Support link gives users access to the Taleo Enterprise Customer Support site.
The Web Support link is available in the auxiliary navigation bar of all pages of the application.
From the site, you can:

» Search the solution database.

* View and print product documentation.
e Submit an incident.

e Access reports.

» Join the Taleo Knowledge Exchange where customers meet and discuss both Taleo applications
and industry-wide topics.
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Menus and Navigation Tools

Menus and Navigation Tools

Configuration Menu

The Configuration menu gives system administrators access to all administration components of Taleo
Enterprise products in one centralized menu.

The Configuration menu is composed of sub-administration menus divided into two main sections:

» Central Configuration: Elements in the Central Configuration menu are used to manage content,
data, settings, and configurations that are used across multiple products.

» Specific Configuration: Elements in the Specific Configuration menu are used to manage content,
data, settings, and configurations that are targeted to a specific product or product area.

Depending on the products activated within your organization, the Configuration menu may include

these elements.

Operations

Operation Modes and Release Notes.

General Configuration

Settings and Welcome Center Content.

Selection Lists

Standard selections used in different products such as Education Levels,
Employee Statuses, etc.

Roles

Role definitions of both hierarchical and functional roles. Both role types
are used for the Dynamic Approval Routing feature. In addition, functional
roles are used in defining Onboarding tasks.

Dynamic Approval Routing

Approval workflow definitions for requisitions and offers according to
specified business rules.

Security Security policies, message templates related to access and passwords,
and legal agreements presented to users when signing in an application.
Note that agreements for career sections are managed under Career
Section Administration.

Competencies Competency tools used in Taleo Performance for Rating Models,

Competencies, Guidance Plans, etc.

Synchronization Tool

A tool to export configuration elements, such as career sections,
application flows, etc., from a source database to a target database.

Configuration Guide
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e SmartOrg

¢ Recruiting

¢ Career Section

¢ Onboarding

¢ Taleo Performance

Configuration
The Access Administration permission is required to access the Configuration menu.

Access Administration Configuration > [SmartOrg] Administration > [Users]
User Types > Recruiting > Administration

Recruiting Administration Menu

The Recruiting Administration menu allows system administrators to fully configure Recruiting Center
features.

List Format Configuration of candidate and requisition list formats.

Fields Configuration of candidate, requisition, and offer fields, selections as well
as custom fields used in reports. Configuration of department and offer
fields layout. Configuration of the candidate file identifier.

File Configuration Creation and configuration of user-defined forms and user-defined files.

Process Configuration of candidate selection workflows, search fields, matching
candidate filters and criteria as well as matching requisition criteria.

Correspondence Configuration of message templates and paragraphs.

General Configuration Configuration of Recruiting Center settings, agencies, department and
position lists, merge forms, notifications, regional settings, requisition
types, duplicate check, and center stage.

Source Tracking Configuration of sources.
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Integration Configuration of job board accounts, screening services, and candidate
sourcing services.

Automated Tasks Configuration of automated tasks used to delete and archive information
contained in the database.

Product Resources Display of resource ID of user interface labels.

Talent Exchange Configuration of Talent Exchange exclusion rules.

Configuration

The Access Administration permission is required to access the Recruiting Administration menu.

Access Administration Configuration > [SmartOrg] Administration > [Users]
User Types > Recruiting > Administration

Auxiliary Navigation Bar
The auxiliary navigation bar is the bar located at the top right of pages.
If enabled, the auxiliary navigation bar is available at all times for users to see and access.

Talent Grid

Team Support | % Home | Rescources T | Sign Out

The auxiliary navigation bar may contain the following elements (if enabled and if users were granted
access to them):

Home « If you have access to multiple Taleo products and you click Home, the Welcome Center is
displayed.

< If you have access to Taleo Recruiting only and you click Home, the Recruiting Center
front page is displayed.

Resources May include:

e My Setup: Access to personal preferences.

e Training: Access to online training materials.

* e-Learning: Access to eLearning materials.

* Web Support: Access to Taleo Technical Support.
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» About: Information about the application such as the version number and the build number
you need to provide to Taleo Support when you need to contact them.

Talent Grid Access to Talent Exchange, Solution Exchange, Knowledge Exchange.

Sign Out Terminates the session and you are automatically signed out of all Taleo products.

Breadcrumb Trail

The breadcrumb trail located at the top of each page allows users to see where they are located
within the application and to jump to previously viewed pages. The breadcrumb trail is only available in
navigation mode; it disappears in edit mode.

Configuration = Taleo Recruiting Administration

Navigation Icons

When information is spread across multiple pages, navigation icons are available.

< Displays the previous page.

<< Goes to the previous 10 pages. For example, if you see 31-40 out of 72, clicking this
icon will bring you to pages 21-30.

> Displays the next page.

>> Goes to the next 10 pages. For example, if you see 31-40 out of 72, clicking this icon
will bring you to pages 41-50.

Recently Viewed Items

The Recently Viewed Items pane contains direct links to the last ten pages you most recently accessed
(according to your permissions) during the current session or previous ones. They can be pages where
you made modifications or simply pages that you accessed without making modifications. To access a

recently viewed item, simply click the item.
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Basic Concepts

Application Time-out

Taleo applications include a security feature that warns the user when the application has not been
used for more than thirty minutes even if a user is still signed in the application. When the time-out
delay is reached, a message noatifies the user that the time-out delay for the application is imminent.

Two scenarios are possible:

» User takes action: When the application has been idled for thirty minutes, a message notifies the
user that the application requires attention. Clicking “Access the application” directs the user to
the application. When the user accesses the application, he/she can reset the application and a
message indicates the remaining time before the session expires.

» User does not take action: If the user does not reset the application within the defined delay, a
message is displayed, indicating that the user has been signed out of the application and has to
sign in again to use the application.

The time-out delay is set by default to thirty minutes. The reminder displayed before time-out is set by
default to ten minutes before time-out.

Configuration

A private setting allows the configuration of the application time-out for the Recruiting, Onboarding,
Performance, and Configuration products. The setting defines the time in milliseconds before a session
time-out reminder is displayed. This setting can be set by Taleo Support.

Setting
Name Possible Values Default Value Location
Reminder Delay Before 600000 Configuration > [General
Timeout Configuration] Settings

Element Status

A status indicates the current state of an element in the system. It allows users to create elements
without making them available right away and to remove an existing element from use without
removing it form the database.

Elements can have one of the following statuses:

» Draft: A Draft element can be modified. A Draft element cannot be used. It must be Active before it
can be used.

» Active: When an element is Active, only the name and description can be modified. It is not possible
to update the behavior of the element.

» Inactive: When an element is Inactive, only the status can be modified. The only possibility is to go
back to the Active status.

A Draft element can become Active. An Active element can become Inactive. An Inactive element can
become Active. However, an Active element cannot “go back” to the Draft status.
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Draft Active Inactive

History Tracking

The History feature in the administration module presents useful tracking details on an element.

The three most recent events are displayed in the History section. To view a more complete listing of
events, click More Info.

Date and Time Date and time when an event occurred.

Event Event or action performed on an element.

Details Information regarding the event.

By The “actor” (person or system) who performed the event.

Information of the user that performed an action on an element can be viewed for better tracking and
troubleshooting purposes.

ﬂ Important Note: (ID 304) History tracking of items such as settings and user types are not
item specific. Tracking is global for all changes made in the area. This means if looking at
a specific user type and going to view history, you will see all of the history for all user type
changes, not just the changes that have occurred with that specific user type.

Refine by Option
The Refine by option allows users to filter a list according to different criteria.

The Refine by option is available throughout the system. When an element is selected in the Refine by
list, users have to enter data in a field or select an element by which the list will be filtered. The Refresh
button must then be clicked to refresh the list.

Refine by

Al v [Refiesh]
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Rich Text Editor

The Rich Text Editor enables users to edit and format text contained in correspondence, requisitions,
requisition templates, etc.

The Rich Text Editor contains standard word processing tools:

* cut, copy and paste functions
» font types and sizes

* bold, italics and underline

» search feature

» spell checker

» text and background color

* left, right and center alignment
» table creation

* numbered and bulleted lists

* efc.

0 Important Note: (ID 326) Users on Internet Explorer 8 may experience issues with the toolbar
icons operating as expected. Users who experience this issue may either try viewing the page
in Compatibility Mode, or use the Rich Text Editor in another browser such as Internet Explorer
7 or Firefox.

Lan guages
Taleo products are available in different optional languages.

Not all languages are available for all Taleo products and languages must be activated by the system
administrator before they can be used in an application.

The preferred language of a user is set in the user’s account by the system administrator. The
preferred language is used by the system as the default content language which is the same across all
Taleo products. If a product does not support the same set of content languages, it will have its own
preference configuration.

In Taleo applications, the languages in which an element is available are indicated in the Languages
field. When creating or editing an element, the user can chose the base language as well as the
languages in which an element will be available. The base language of an element is the item’s
reference language, usually used as a reference for other languages or fallback display in list mode.
The user’s preferred language is used as the default base language when the user creates an element.
The base language of an element can be changed at any time by the user. A language must be
activated before it can be designated as a base language.

When multiple languages are used for an element, the (3 icon is displayed. Hovering the mouse over
the icon displays the languages activated for the element. When only one language is used for an
element, the name of the language is displayed. When only one language is used in a company, there
is no special indicator.
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Selecting the Base Language

Prerequisite

The element must be in Edit mode and the language must be active before it can be set as the base
language.

Steps
1. Open an element.

2. Select Configure next to the Language drop-down list.
3. Select the Base option for the desired language.

Set the language to Active if that is not already the case.
4. Click Save.
Result
The word Base appears next to the language in the Language drop-down list of the element.
Next Step

You will need to complete the required fields (usually the Name) in the new base language.

Activating a Language
Prerequisite
The element must be in Edit mode.
Steps

1. Open the element that you want to make available in another language so its fields are in edit
mode.

2. Select Configure next to the Language drop-down list.

3. Inthe Language Configuration page, select Active from the Status drop-down list for each
required language.

4. Click Save.

Result

Activated languages appear in the Language drop-down list of element.
Next Step

Once a new language has been made active, some fields related to the element (most usually the
Name) will need to be provided for each new active language.

Deactivating a Language
Prerequisite
The element must be in Edit mode and the language must not be the base language.
Steps

1. Open an element.

Configuration Guide Taleo Recruiting FP12A 14
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2. Select Configure next to the Language drop-down list.
For each language, select Not Used in the Status drop-down list.

If the language to deactivate is the Base language, you will need to select another active
language as the base language.

4. Click Save.

Result

Selected languages no longer appear in the Language drop-down list of the element.
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Central Configuration Operation Modes

Operation Modes

Operation Mode

The operation mode of the system can be changed for service, configuration, or implementation
purposes.

Three operation modes are available:

* implementation
* maintenance
e production

System administrators have the ability to switch to maintenance mode or production mode for each
product individually or for all. Products supported by the operation mode feature are:

» Recruiting (which also includes the Remote Manager Experience)
« Performance

» Career Section

* Onboarding

e New Hire Portal

For the above products, except the New Hire Portal, system administrators will know the number of
users using both the product AND the administrative area related to the product.

Production Mode: In production mode, all users as well as guests, agents, and system administrators
have access to the application. In production mode, system administrators can:

* View structure elements for Organizations, Locations, and Job Fields.
» Save agencies, both via Integration and SmartOrg.

e Create and edit job templates.

e Select and view positions.

» Create and edit departments.

All tasks listed above can also be performed in maintenance mode and in implementation mode.

To import/export candidates (by Integration) and move candidates in the candidate selection workflow
(by Integration), the system must be in production mode.

Maintenance Mode: The maintenance mode is a special administrative feature used to protect the
integrity of the database when editing Organizations, Locations, or Job Fields.

In maintenance mode, the application is inactive. All users, except system administrators, are logged
out automatically. The application displays a message to users as well as to candidates in Career
Sections, indicating that the application is in maintenance mode. If users are logged in and have not
saved data they were entering, this data will be lost.

The system must be in maintenance mode for the following:

» Delete departments, both via Integration and SmartOrg.

» Delete positions, both via Integration and SmartOrg.

* Import job positions via Integration.

» Edit Organization, Location, and Job Field elements (Element Management), both via Integration
and SmartOrg.
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There are no transactions in Taleo Onboarding or Taleo Performance that require the maintenance
mode. If Taleo Onboarding is in maintenance mode and a user is performing a Start Onboarding
Process or a Cancel Onboarding Process action from Taleo Recruiting, the transaction will still be
scheduled to process.

If Taleo Recruiting is in maintenance mode, users can connect to the Remote Manager Experience.

Implementation Mode: The implementation mode is usually only for new customers or new zones
(databases). It is used during the initial configuration and implementation stages of the system.

Once the implementation is completed, the implementation mode is no longer available to system
administrators and a request must be made through Taleo Support. When the implementation process
is completed and the system has been moved out of implementation mode, it is no longer possible to
add or remove structure levels in maintenance or production mode. In implementation mode, system
administrators can:

» Create, delete and modify the Organization-Location-Job Field structure.
» Create, delete and modify levels in the Organization-Location-Job Field structure.
* Create, delete and modify elements in the Organization-Location-Job Field structure.

If the Taleo Recruiting is in implementation mode, users cannot connect to the Remote Manager
Experience.

If changes need to be made to the structure of the database after implementation, system
administrators must contact Taleo Support and request that the system be put back into
implementation mode.

Configuration

To have access to the Operation Mode feature, the following permission is required.

Manage Application Mode Configuration > [SmartOrg] Administration > [Users] User
Types > Configuration > Foundation Data

Modifying the Operation Mode
Prerequisite
The Manage Application Mode user type permission is required.
Configuration > Operation Modes
Steps

1. Inthe Operation Modes page, click Edit.

2. Inthe Operation Mode Editor page, select the desired mode for each product, that is production
or maintenance mode.

3. Click Save.
Result

The selected operation mode appears beside each product. If the system is put in Maintenance
mode, users currently logged will receive a message and will be logged out.
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Release Notes Messages

Release Notes Message

A pop-up message containing new release information, system improvements, key messages, or other
important information may be displayed when users log into the system.

Once they are logged in, users can turn off the Release Notes message by checking the Don't
display the message again option. The message will reappear when new release information or other
important information is available and also when the user clears the browser cookies.

One release notes message is displayed to users, regardless of application.

Configuring the Release Notes Message Feature

The configuration of the release notes feature consists of the following steps.

1. Creating the release notes message content.
2. Enabling the release notes setting in configuration profiles.

No default release notes message is provided by Taleo. A blank page is displayed unless the system
administrator decides to customize the page to present important information to users.

Creating the Release Notes Message Content
Prerequisite
The Edit release notes user type permission is required.
Configuration > Release Notes
Steps

1. Inthe Release Notes page, click Edit.

2. Inthe Release Notes Editor page, write the message.

3. Clear the Do not display release note information check box.

4. Specify the validity period of the message by indicating the period of time when the message will
be displayed.

5. Click Save.

Enabling the Release Notes Setting in a Configuration Profile
Prerequisite
The Release Notes message must be created.
Configuration > [SmartOrg] Administration > Configuration Profiles
Steps
1. Click a configuration profile.

2. Click the Release Notes setting.
3. Click Edit.
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Release Notes Messages

4. Select Yes.
5. Click Save.

Release Notes - Other Configuration Tasks

The following configuration tasks are available for the release notes feature.

Editing the Release Notes message.

Setting the Release Notes message validity period.
Displaying the Release Notes message.

Hiding the Release Notes message.

Editing the Release Notes Message

Prerequisite

The Edit release notes user type permission is required.
Configuration > Release Notes

Steps

1. Click Edit.
2. Modify the fields as required.
3. Click Save.

Setting the Release Notes Message Validity Period

Prerequisite

The Edit release notes user type permission is required.
Configuration > Release Notes

Steps

1. Click Edit.
2. Set the validity period with the calendar icon.
3. Click Save.

Next Step

The release notes message is displayed to users when they sign in the application only for the
determined period provided the Do not display release note information is not selected and the

Release Notes setting has been activated in the user’s configuration profile.

Displaying the Release Notes Message

Prerequisite

The Edit release notes user type permission is required.
Configuration > Release Notes

Steps

1. Click Edit.
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2. Clear the Do not display release note information check box.
3. Click Save.

Hiding the Release Notes Message
Prerequisite
The Edit release notes user type permission is required.

Configuration > Release Notes

Steps

1. Click Edit.

2. Select the Do not display release note information check box.
3. Click Save.

Release Notes - Permissions and Settings

The following permissions and settings are used to configure the release notes feature.

Edit release notes Allows users to edit the release Configuration > [SmartOrg]
notes message content. Administration > [Users] User Types
> Configuration > Foundation Data

Release Notes Displays the release No Configuration >
note information when [SmartOrg] Administration
accessing the application. > [Users] Configuration
Once the system Profiles

administrator has created
the content of the release
notes message, the
Release Notes setting
must set to Yes in the
user’s configuration profile.
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Response Center (eShare)

Logging In Before Accessing the Response Center

By default, eShare users need to log in before being able to access the Response Center.

The Response Center Login Required setting controls this feature. If you do not wish users to log
in before accessing the Response Center, the setting must be set to No. Contact Taleo to have this

setting modified.

Response Center Login Requires the user to login | Yes Configuration >
Required before accessing the [Recruiting] Settings
Response Center.
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Settings, Security, Legal Agreements

Settings
Settings are used to configure features and elements in Taleo products.
There are two types of settings:

» Global settings: Settings related to multiple Taleo products.

» Product settings: Settings specific to each Taleo product, for example, Recruiting, Onboarding, or
Performance.

This table provides paths to access global settings and product specific settings.

Global settings Configuration > [General Configuration] Settings
SmartOrg settings Configuration > [SmartOrg] Settings

Recruiting settings Configuration > [Recruiting] Settings

Career Section settings Configuration > [Career Section] Settings
Onboarding settings Configuration > [Onboarding] Settings

Taleo Performance settings Configuration > [Taleo Performance] Settings

Settings are configured by system administrators. A default value is set by Taleo prior to application
delivery. System administrators can decide to change the value that will be applied throughout the
application. If for a given setting a user can change the value, the user’s value overrides the value set
by the system administrator.

A setting is assigned one of the following security levels:

Public System administrators can view and change the setting.

Protected System administrators can view the setting, but changes can only be done by Taleo.

Private System administrators cannot view nor change the setting. Only Taleo can view and
change the setting.

For a list of all available settings, refer to the document entitled Taleo Enterprise Edition 12A Settings.
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Configuring a Setting
Prerequisite
The security level of the setting must be Public.
The Manage Settings user type permission is required.
For global settings:
Configuration > [General Configuration] Settings
For product settings:
Configuration > [Product name] Settings
Steps
1. Locate the setting using the Refine by list or the Feature column.
Click on the name of a setting.
Click Edit next to the name of the setting.

Make changes.
Click Save.

o~ w D

Resetting the Default Value of a Setting
Prerequisite
The security level of the setting must be Public.
The Manage Settings user type permission is required.
For global settings:
Configuration > [General Configuration] Settings
For product settings:
Configuration > [Product name] Settings
Steps
1. Locate the setting using the Refine by list or the Feature column.
2. Click on the name of a setting.
3. Click Reset next to the name of the setting.
Result

The default values of the setting is restored and reflects in the application.

Regional Setting

The regional settings feature is used by system administrators to configure locales (generic and
specific language code) used throughout the Recruiting Center and Career Sections, that is configure
the date, the number and the currency formats.

In the Regional Settings page, the Locale Identifier list varies according to languages activated in the
Recruiting Center and Career Sections. For example, if your organization only supports English (en)
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and French (fr), the Locale Identifier list will contain en and fr as well as all specific locale identifiers
related to fr and en, that is, fr-FR, fr-CA, en-GB, en-Au, etc.

The regional settings of a locale consist of four elements:

» Number: Defines the decimal symbol, the maximum number of decimals, the negative number
format, etc.

» Currency: Defines the decimal symbol used for currencies, the default currency, the maximum
number of decimals for currencies, etc.

» Date: Defines the date format used in the application. A date can be represented by text, number or
a combination of both.

» Language: With each locale, comes a set of predefined values that are specific to the specified
language, regardless of the country or region.

Date Format

Full date format Date represented by the day of the week, month, date and year. Default is
EEEE, MMMM D, YYYY. Maximum number of characters: 255.

Long date format Date represented by month, date and year. Default is MMMM D, YYYY.
Maximum number of characters: 255.

Medium date format Date represented by date, month and/or year. Default is MMM D, YYYY.
Maximum number of characters: 255. In the case of regions that do

not use commas, periods or slashes with dates, an additional format is
included that is specific to the region. When no date format is selected, the
medium format is the default format used by the application.

Short date format Date represented by date, month and/or year. Default is M/D/YY. Short
date formats are used for lists and calendars. Numeric values only.

Shortest date format Date represented by date and month. Default is DMMM. Shortest date
format are used in candidate files and other lists that include many
columns. Click Default to set the default date format

Text A date element that always appears in the form of text, such as days

of the week, will be displayed in long form if four letters are used for its
representation on the Date tab. If less than four letters are used, the date
element will appear in an abbreviated form. For example, configuring

a date format using “EEE” would produce “Fri” for Friday, while using
“EEEE” would produce the long form “Friday”.

Numbers The system adds zeroes to single numbers in certain cases. For example,
if the date element “DD” is part of the date format, the ninth day of the
month will be displayed with a leading zero, thus, “09”. If the date element
is “D”, however, the system will display “9” without a leading zero.
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Text and Numbers

When the date format element is composed of one or two characters, a
numeric value results. For example, if the date format element is “M” or
“MM”, the month of February will be depicted as “2” and “02" respectively.
On the other hand, a date format element made up of three or more
characters will result in a textual representation of the date: in the case of
“MMM”, February will appear as “FEB”, if “MMMM"” is used, February will
be displayed as “February”.

Y Year Numeric 2009
M Month of the year Alphanumeric July, Jul. or 07
D Day of the month Numeric 10
H Hour AM/PM (1-12) Numeric 12
h Hour of the day (0-23) Numeric 22
m Minute of the hour Numeric 38
s Seconds Numeric 59
E Day of the week Textual Tue, Tuesday
a AM/PM marker Textual PM
K Hour in AM/PM (0-11) Numeric 0
‘ Escape for text Delimiter ‘
¢ Single quotation mark (twice the Literal
escape character)

Locale Identifier

da Danish
de German
en English
es Spanish
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Locale Language used in the Career Section
fr French
it Italian
ja Japanese
nl Dutch
pl Polish
pt Portuguese
ru Russian
sV Swedish
zh Simplified Chinese

Configuring the Currency
Prerequisite
Configuration > [Recruiting] Administration > Regional Settings

Steps

1. Click on the name of a locale identifier.

2. Click the Currency tab.

3. Select the values for each setting.

4. Click Done.

Result

The decimal symbol used for currencies, the default currency, and the maximum number of

decimals for currencies used in Taleo Recruiting are now configured and will be applied each time a
currency is displayed in Taleo Recruiting.

Configuring the Number Format
Prerequisite
Configuration > [Recruiting] Administration > Regional Settings

Steps

1. Click on the name of a locale identifier.

2. Click the Number tab.

3. Select a value for each setting.

4. Click Done.

Result

The decimal symbol, the maximum number of decimals, the negative number format used in

Taleo Recruiting are now selected and will be applied in Taleo Recruiting each time numbers are
displayed.
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Configuring the Date Format
Prerequisite
Configuration > [Recruiting] Administration > Regional Settings
Steps

Click on the name of a locale identifier.

Click the Date tab.

Select a value for each setting.
Click Done.

P w DR

Result

The date format configuration is applied in Taleo Recruiting each time a date is displayed.

Selecting a Preferred Locale
Prerequisite
More than one locale must be available.
Configuration > [Recruiting] Administration > Regional Settings
Steps
1. Click on the name of a locale identifier.
2. Click the General tab.
3. Select a value.
4. Click Done.
Result

The selected locale is displayed by default when more than one locale is available.

Security Policy
Security policies are settings related to the security of Taleo Enterprise applications.

Security policy settings are organized into four groups:

e Signin
e User Accounts
» Password

» Forgot password
For details on each setting, see Security Policy Settings.

The History section provides information on actions performed on security policy settings such as the
date and time, a description and details on the action, as well as the “actor” (person or system) who
performed the action.
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Security Policy Settings

Display the link "Forgot your
password?"

Yes (default), No. When Yes is
selected, the Forgot your Password
link is displayed in the Sign In page.

Configuration > [Security] Security
Policies

Show the legal agreement to users
at login.

Yes, No (default).

Configuration > [Security] Security
Policies

Number of incorrect sign-in attempts
allowed per user before his/her
account is locked

Unlimited, 3 (default), 5, 10, 15,

20, 100. Determines the maximum
number of times a user can enter
incorrect information during sign-in
before the user’s account is locked.

Configuration > [Security] Security
Policies

Period during which the system
prevents access to an account that
has been locked

Permanent (default); 2, 5, 10, 15
minutes; 1, 4 hours; 1 day; 1 week;
30 days.

Configuration > [Security] Security
Policies

When creating a user account,
send an email to user to confirm
registration and password.

Yes, No (default).

Configuration > [Security] Security
Policies

When creating a user account,
generate automatically a user name.

Yes, No (default).

Configuration > [Security] Security
Policies

When creating a user account,
generate automatically a password.

Yes, No (default).

Configuration > [Security] Security
Policies

Allow a password to be valid for X
days (leave the field empty if you
want passwords to be always valid)

Number of days before a user must
change his/her password. Putting no
values means that the password is
always valid.

Configuration > [Security] Security
Policies

When a password change is
required, prevent the reuse of the
previous X passwords

Number of password changes
required before a user can use a
password that he/she has used
previously. Putting 0 means that the
feature is disabled. O (default value).

Configuration > [Security] Security
Policies
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Security Policy - Password Settings

Setting

Description

Location

Require passwords that contain at
least X characters

6 to 20.

Configuration > [Security] Security
Policies

Require passwords that contain no
more than X characters

6 to 50. The system will start
counting the number of characters
from the maximum number of
characters selected in the setting
“Require passwords that contain at
least x characters”. For example,

if you selected 10 characters, the
system will indicate a possible value
between 10 and 50.

Configuration > [Security] Security
Policies

Require passwords that contain
at least X letters of the Roman
alphabet

0 to 20. The number of characters
cannot exceed the number indicated
in the setting “Require passwords
that contain at least x characters”.

Configuration > [Security] Security
Policies

Require passwords that contain
at least X lowercase letters of the
Roman alphabet

0 to 20. The number of characters
cannot exceed the number indicated
in the setting “Require passwords
that contain at least x characters”.

Configuration > [Security] Security
Policies

Require passwords that contain
at least X uppercase letters of the
Roman alphabet

0 to 20. The number of characters
cannot exceed the number indicated
in the setting “Require passwords
that contain at least x characters”.

Configuration > [Security] Security
Policies

Require passwords that contain at
least X numeric characters

0 to 20. The number of characters
cannot exceed the number indicated
in the setting “Require passwords
that contain at least x characters”.

Configuration > [Security] Security
Policies

Require passwords that contain at
least X characters other than letters
and numbers (' #$% & () * +,

- <= 2@ (1" {1}

0 to 20. The number of characters
cannot exceed the number indicated
in the setting “Require passwords
that contain at least x characters”.

Configuration > [Security] Security
Policies

Require passwords that contain no
more than X identical consecutive
characters

2, 3, 4, 5. The number of characters
cannot exceed the number indicated
in the setting “Require passwords
that contain at least x characters”.

Configuration > [Security] Security
Policies

Require passwords that do not
contain the user's first name

Yes, No (default).

Configuration > [Security] Security
Policies

Require passwords that do not
contain the user's last name

Yes, No (default).

Configuration > [Security] Security
Policies

Require passwords that do not
contain the corresponding user
name

Yes (default), No.

Configuration > [Security] Security
Policies
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Require passwords that do not Yes, No (default). Configuration > [Security] Security
contain the user's email address Policies

Use this method to change There are several options for users | Configuration > [Security] Security
passwords to recover their password. It can Policies

be via an access code, security
questions, or by contacting the
system administrator. For details
on each of the option, see Details
regarding the "Use this method to
change passwords" setting.

Number of incorrect attempts 3,5 Configuration > [Security] Security
allowed per user to enter the email Policies

address

Lock a user’s account when the Yes, No. Configuration > [Security] Security
number of incorrect attempts Policies

allowed to enter the email address

is exceeded

Details regarding the “Use this method to change passwords” setting

The change password procedure contains six options of authentication:

Access Code An email containing an access code is sent to the user
once the user has confirmed his/her email address.

Security Questions The user is asked to answer the security questions
(from 1 to 3) previously entered in his/her profile. If the
answer is correct, the user is invited to enter a new
password.

Security Questions and Access Code The user is asked to answer the security questions
(from 1 to 3) previously entered in his/her profile. If the
answer is correct, an email containing an access code
is sent to the user once the user has confirmed his/her
email address.

Security Questions or Access Code The user is asked to answer the security questions
(from 1 to 3) previously entered in his/her profile.
If the answer is correct and the user has an email
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address, an access code is sent to the user once the
user has confirmed his/her email address. If the user
does not have an email address and the answer to the
security question is correct, the access is granted to
the application and the user is invited to change his/her
password.

Security Questions and/or Access Code When this option is activated, one of the following
situation will happen. See the Security Questions and/
Or Access Code table.

Contact System Administrator The user is asked to contact the system administrator.
Only the system administrator can then generate a new
password and communicate it to the user.

Yes Yes The user will have to answer the security questions
correctly and an access code will be emailed.

Yes No The user will receive an access code by email.

No Yes The user will have to answer the security questions
correctly to be able to access the application.

No No The user will be asked to contact the technical support.

Configuring Security Policies
Prerequisite
The Manage security policies user type permission is required.
Configuration > Security Policies

Steps

1. Inthe Security Policies page, click Edit next to a topic.

2. Inthe Editor page, select a value for each required setting.
3. Click Save.

Legal Agreement

A legal agreement is a disclaimer text activated by system administrators and displayed to users when
accessing a Taleo solution.
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Taleo clients can create a legal agreement that users must agree to abide by before they can log into
Taleo products that use SmartOrg for login purposes. The text of such agreements typically reminds

all users that the computers they are accessing are government or private industry owned and must be
used in accordance with good security practices.

System administrators are responsible of entering the disclaimer text either by typing the text or by
pasting it from another source, of formatting the text using HTML features such as bold, italic, color,

font type and size, images, etc. and of activating the text so it is displayed to users when accessing a

Taleo solution (except the Career Section).

Taleo clients can create any number of legal agreements and change the currently active agreement at
any time, however, only one agreement can be active at a time. The system will display the active legal
agreement to users if the legal agreement setting was activated.

If the legal agreement feature is implemented, pages are typically displayed to users in the following
order:

» Taleo product list page
* Legal Agreement page
» User Sign In page

If clients prefer that users be authenticated as the first step, they can request Taleo to change the
sequence, in which case the Taleo product list page is “protected” and pages are displayed in the
following order:

* Legal Agreement page
» User Sign In page
e Taleo product list page

Creating a Legal Agreement

Prerequisite

The Manage legal agreements user type permission is required.

Configuration > Legal Agreements

Steps

1.
2.
3.

4,

Click Create.
Complete fields as required.

Apply formatting to the text to organize information, facilitate readability and draw attention to
particular passages.

Click Save.

Next Step

Activating the legal agreement.

Activating a Legal Agreement

Prerequisite

The Manage legal agreements user type permission is required.

Only one legal agreement can be activated at a time.

The legal agreement must be deactivated or draft.
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Configuration > Legal Agreements
Steps

1. Click on the name of a legal agreement.
2. Click Activate next to Properties.

Result

The activated legal agreement is displayed to users in Taleo solutions if the Show the legal
agreement to users at login security policy is set to Yes.

Next Step

Showing the legal agreement to users at login.

Showing the Legal Agreement to Users at Login
Prerequisite
The Manager security policies user type permission is required.
Configuration > Security Policies
Steps

1. Click Edit next to Sign In.
2. Select Yes for the Show the legal agreements to users at login option.
3. Click Save.

Modifying a Legal Agreement
Prerequisite
The Manage legal agreements user type permission is required.
Configuration > Legal Agreements
Steps

1. Click on a legal agreement.
2. Click Edit next to properties.
3. Modify fields as required.

4. Click Save.

Deleting a Legal Agreement
Prerequisite
The legal agreement must be active.
The Manage legal agreements user type permission is required.
Configuration > Legal Agreements
Steps

1. Click Delete next to the agreement.
2. Answer Yes to the message that appears.
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Result

The legal agreement is permanently deleted from the database. If the legal agreement was active, it
will no longer be displayed to users when signing in a Taleo solution.

Deactivating a Legal Agreement
Prerequisite
The Manage legal agreements user type permission is required.
The legal agreement must be active.
Configuration > Legal Agreement
Steps
1. Cick on the name of a legal agreement.
2. Click Deactivate next to Properties.
Result

The deactivated legal agreement is no longer displayed when users sign in a Taleo solution.

Hiding the Legal Agreement to Users at Login
Prerequisite
The Manager security policies user type permission is required.
Configuration > Security Policies
Steps
1. Click Edit next to Sign In.

2. Select No for the Show the legal agreements to users at login setting.
3. Click Save.

Security Message Templates

Security message templates are messages relating to the security of Taleo Enterprise products. They
are provided by Taleo.

Security message templates are located in the Configuration menu, under Security. For a list of
message templates, see Message Templates Related to Security.

System administrators can change the languages available and the wording of messages. They cannot
create new message templates.

Configuration

To create and edit security message templates in the Configuration menu, the following permission is
required.
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Manage Message Templates

Configuration > [SmartOrg] Administration > [Users] User
Types > Configuration > Security Management

Message Templates Related to Security

Message templates related to security are located in the Configuration menu, under Security.

Forgot Password

Indicates that the
password change
request was received
and provides the
user the access code
needed to change
his/her password.

User account email
address (user
trying to do a forgot
password).

{Other.UserEmail}

Password Change
Instructions

Indicates that the
password change
request was received
and provides a step-
by-step procedure on
how to change the
password.

User account email
address (user
trying to do a forgot
password).

{Other.UserEmail}

Password Change
Request

Indicates to send a
new password to a
user that was unable
to answer his/her
password change
questions, or did

not remember his/
her password and
had not yet specified
questions.

Not define by default.
Define by the client.
(Email probably sent
to an administrator).

PLEASE ENTER A VALID EMAIL
ADDRESS

for a Successful
Network Data
Synchronization

Standard Notification

Indicates that the
synchronization
of a specific
element with the
network database
was successfully
completed.

Logged user email
address (user who
requested the
synchronization
task).

{NdaSynchronizationIinfoFields.emailAddresJ

Standard Notification
for an Unsuccessful

Indicates that the
communication

Logged user email
address (user who

{NdaSynchronizationIinfoFields.emailAddresJ
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Message Template

Description

Recipient

To Field Content

Network Data
Synchronization

with the network
database could
not be established
and that the
synchronization of
a specific element
could not be
executed.

requested the
synchronization
task).

Standard notification
- User Account
Information

Provides information
on how to log into
the application (user
name, access code,
URL address).

User account email
address (user on
which the action is
done).

{AccountCreationFields.EmailAddress}

Standard notification
for a candidate
account confirmation

Indicates that a
candidate account
was created and
how to log into the
application (user
name, access code,
URL address).

User account email
address (user on
which the action is
done).

{AccountCreationFields.EmailAddress}

Standard notification
for a Password
Reset

Indicates that the
user password
was reset and how
to specify a new
password.

User account email
address (user on
which the action is
done).

{PasswordResetInfoFields.EmailAddress}

Standard notification
for a registration

Indicates that an
account was created
and how to access

it using a user name
and access code.

User account email
address (user on
which the action is
done).

{AccountCreationFields.EmailAddress}
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Network Data

Network Data Management

Network data management gives system administrators limited control over network data elements.

Network data elements are data common to all Taleo products. With network data management,
system administrators can activate, deactivate, filter, and synchronize network data elements within
four network data element categories: certifications, employers, institutions, and programs. The values
within each category constitute the network data elements.

Data element synchronization is done between the customer's database and NDA central, the master
data repository.

Example:

For example, the Employer network data category contains a list of all the companies in the Taleo
master data repository. These companies are network data elements. A system administrator can
activate, deactivate, filter, and synchronize some or all of the companies.

Configuration
The user must have the following user type permission:

Manage Foundation Data Configuration > [SmartOrg] Administration >
[Users] User Types

Activating All Network Data Elements
Prerequisite

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg]
Administration [Users] User Types.

This task applies to activating certification, employer, institution, and program network data
elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/
Institutions/Programs

Steps

1. Filter list if necessary.
2. Click Activate All.
3. Click Yes.

Result

The status of all network data elements in the list changes to Active.
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All network data elements are added to the respective list in Taleo Recruiting, Taleo Performance,
and Taleo Onboarding.

Activating a Network Data Element
Prerequisite

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg]
Administration [Users] User Types.

The status of the network data element must be Inactive.

This task applies to activating certification, employer, institution, and program network data
elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/
Institutions/Programs

Steps
Click Activate in the Actions column of the network data element you want to activate.
Result

The status of the network data element changes to Active.

The activated network data element is added to the respective list in Taleo Recruiting, Taleo
Performance, and Taleo Onboarding.

Deactivating All Network Data Elements
Prerequisite

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg]
Administration [Users] User Types.

This task applies to deactivating certification, employer, institution, and program network data
elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/
Institutions/Programs

Steps

1. Filter list if necessary.
2. Click Deactivate All.
3. Click Yes.

Result

The status of all network data elements in the list changes to Inactive.

All network data elements are removed from the respective list in Taleo Recruiting, Taleo
Performance, and Taleo Onboarding.

Data elements in lists that were selected before the element was deactivated remain selected.

Deactivating a Network Data Element
Prerequisite

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg]
Administration [Users] User Types.
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The status of the network data element must be Active.

This task applies to deactivating certification, employer, institution, and program network data
elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/
Institutions/Programs

Steps
Click Deactivate in the Actions column of the network data element you want to deactivate.
Result

The status of the network data element changes to Inactive.

The deactivated network data element is removed from the respective list in Taleo Recruiting, Taleo
Performance, and Taleo Onboarding.

Data elements in lists that were selected before the element was deactivated remain selected.

Filtering Network Data Elements
Prerequisite

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg]
Administration [Users] User Types.

This task applies to filtering certification, employer, institution, and program network data elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/
Institutions/Programs

Steps
1. Select an item in the Refine by list.

The Creation Date is the date the network data element was added to the NDA central
database.

If you filter by Creation Date, click the date and use the calendar to select a specific date.
Network data elements created as of the specified date will be listed.
2. Click Refresh.

Result

The filtered items are listed.

Synchronizing the Database with the NDA Central Database
Prerequisite

You must have the Manage Foundation Data user type permission at Configuration [SmartOrg]
Administration [Users] User Types.

This task applies to synchronizing certification, employer, institution, and program network data
elements.

Configuration > [SmartOrg] Administration > [Network Data] Certifications/Employers/
Institutions/Programs

Steps
1. Click Synchronize.

Configuration Guide Taleo Recruiting FP12A 40



Central Configuration Network Data

2. Click OK.

Result
An email is sent to you when the synchronization is complete.

When synchronizing institutions, RSLocations are also synchronized because institutions are
associated to RSLocations.
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Deep Linking

Deep Linking

Taleo supports certain URLSs that provide a direct access to Taleo products. Taleo also supports
certain URLs to get access to specific actions within a Taleo product.

Users can click on a hyperlink in an email, portal or other environments outside Taleo's application and
navigate directly to a screen in the application.

Using the deep linking feature, the system administrator can provide URLSs to users that directly place
the user on the Recruiting Center home page, directly into the create requisition process, or directly
into a specific job requisition or candidate file.

If single sign-on (SSO) is used, users are directed directly where the URL points to, without having to
go through the User Sign In page. If SSO is not used, users are first prompted to enter their credentials
in the User Sign In page before being able to access the page defined by the URL.

To create a URL that directs users to a specific action, specific parameters are required. For example,
the following URL directs users to a specific requisition:

https://taleo.taleo.net/enterprise/publicurl/viewRequisition?requisitionNumber=8765&language=en

Paremeter Description Value

<Product URL> Taleo product identifier URL. taleo.taleo.net

<action> Action available for the product. viewRequisition
<parameterl> Parameter identifier. requisitionNumber
<valuel> Key value. 8765
<parameter2> Language (fixed string). language
<value2> Language for the user to view the en

page. If no language is specified,
the browser language is used. If
no language is specified by the
browser, the default language used
is English.

System administrators should evaluate how users are using the product. If specific URLs are
appropriate for some audiences, they should implement them to provide easier product or action
access.

Supported Product URLs

Taleo supports certain URLS that provide a direct access to Taleo products.

Change the "client.taleo.net" with the actual zone name.
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Supported Product URLs

Central Configuration

https://client.taleo.net/smartorg/index.jsf

Note: Users are redirected to the central configuration menu.

Table of Contents page

https://client.taleo.net/smartorg/smartorg/common/toc.jsf

Sign Out

https://client.taleo.net/smartorg/iam/accessmanagement/globalLogout.jsf

Recruiting Center home page

https://client.taleo.net/enterprise/enterprise/flex.jsf

Internal Career Section

https://client.taleo.net/careersection/x/jobsearch.ftl?lang=en

Note: x must be replaced by the ID of the internal career section.

Career Section - Job Application

https://client.taleo.net//careersection/<cs_no>/jobapply.ftI?lang=<language>&job=<contest_no_OR_req_id>

Note: <cs_no> needs to be the number of the career section. <language> needs to be replaced with the
language abbreviation code. <contest_no_OR_req_id> needs to replaced with the requisition number or the
requisition identification id.

Career Section - Job Details

https://client.taleo.net//careersection/<cs_no>/jobdetails.ftI?lang=<language>&job=<contest_no_OR_req_id>

Note: <cs_no> needs to be the number of the career section. <language> needs to be replaced with the
language abbreviation code. <contest_no_OR_req_id> needs to be replaced with the requisition number or the
requisition identification id.

Career Section - Job Referral

https://client.taleo.net//careersection/<cs_no>/jobrefer.ftI?lang=<language>&job=<contest_no_OR_req_id>

Note: <cs_no> needs to be the number of the career section. <language> needs to be replaced with the
language abbreviation code. <contest_no_OR_req_id> needs to be replaced with the requisition number or the
requisition identification id.

Onboarding New Hire Portal
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https://client.taleo.net/newhireportal/index.jsp

Onboarding

https://client.taleo.net/onboarding/index.jsf

Taleo Scheduling Center

https://TSC.taleo.net/zoneuser/mainMenu.action

Performance

https://client.taleo.net/orion/flex.jsf?lang=en

Supported Action URLS

Taleo supports certain URLS to get access to specific actions within a Taleo product.

Create a requisition

http://client.taleo.net/enterprise/publicurl/createRequisition

Open a specific requisition

http://client.taleo.net/enterprise/publicurl/viewRequisition?requisitionNumber=8765

Note: Instead of requisitionNumber you can also specify the contest number: http://client.taleo.net/enterprise/
publicurl/viewRequisition?contestNumber=TOR0000334

Open a candidate list specific to a requisition

http://client.taleo.net/enterprise/publicurl/viewCandidates?requisitionNumber=8765

Open a candidate file

http://client.taleo.net/enterprise/publicurl/viewProfile?candidateNumber= 5159

Open a candidate submission

http://client.taleo.net/enterprise/publicurl/viewApplication?applicationNumber=35097

Open a candidate list for manager

http://client.taleo.net/enterprise/publicurl/viewRequisitions

View an offer
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Supported Action URLs

http://client.taleo.net/enterprise/publicurl/viewOffer?offerNumber=15066

View recruiting tasks

http://client.taleo.net/enterprise/publicurl/tasks

Approve arequisition

http://client.taleo.net/enterprise/publicurl/tasks?type=approveRequisition&requisitionNumber=7317

Approve an offer

http://client.taleo.net/enterprise/publicurl/tasks?type=approveOffer&offerNumber=18787

Extend an offer

http://client.taleo.net/enterprise/publicurl/tasks?type=extendOffer&offerNumber=15066

Extend posting

http://client.taleo.net/enterprise/publicurl/tasks?type=posting&requisitionNumber=8178

Amend an approval path

http://client.taleo.net/enterprise/publicurl/tasks?type=amendApprovalPath&requisitionNumber=7498

Finalize start date

http://client.taleo.net/enterprise/publicurl/tasks?type=finalizeStartDate&offerNumber=10437

Confirm employee presence

http://client.taleo.net/enterprise/publicurl/tasks?type=confirmEmployeePresence&applicationNumber =7322

Complete selection process

http://client.taleo.net/enterprise/publicurl/tasks?type=completeSelectionProcess&application Number=7347

Ready for sourcing

http://client.taleo.net/enterprise/publicurl/tasks?type=readyForSourcing&requisitionNumber=5300

Contribute

http://client.taleo.net/enterprise/publicurl/tasks?type=contribute&requisitionNumber=7517

Sourcing strategy to be defined

http://client.taleo.net/enterprise/publicurl/tasks?type=sourcingStrategy ToBeDefined&requisitionNumber =7537
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To be completed

http://client.taleo.net/enterprise/publicurl/tasks?type=toBeCompleted&requisitionNumber=7483

To be filled

http://client.taleo.net/enterprise/publicurl/tasks?type=toBeFilled&requisitionNumber=6477

Duplicate Check

http://client.taleo.net/enterprise/publicurl/tasks?type=verify
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Organizations, Locations, Job Fields

Contextualization: Organization-Location-Job Field

Organizations, Locations, and Job Fields (OLF) represent the fundamental data structure by which
information is organized in the application.

Contextualization, i.e. Organization-Location-Job Field structure associated to an element, represents
the framework the application uses to organize, classify, link, match or search for information in the
application.

Organization describes the hierarchical structure of an organization. Up to 20 organization levels can
be created. The system proposes the following organization structure, but other terms may be chosen
to better reflect the hierarchical structure of a company:

Company

Sector

Department

Division

Location represents a geographical area, such as a country or state. Locations are listed in a
hierarchical order, from the broadest geographical area (often a country) to increasingly specific areas
(work location). Up to 5 location levels can be created. Locations must be associated to Taleo network
locations used for various purposes, mainly integration with external systems, using a common

and standard universal structure. Taleo strongly recommends defining a zipcode for the location. A
common location structure is:

Country

State/Province

Region

City

Work Location

Job Field represents the employment sectors or domains. Up to 4 job field levels can be created.
Job fields must also be mapped to the network job fields, again to have a common language with the
external world, be for posting or integrations. This mapping also serves to inherit existing classification
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for competencies. The system proposes the following job field structure, but other terms may be
chosen to better reflect the structure of a company:

Category

Function

Specialty

Although Organization-Location-Job Field structures are configured with the help of a Taleo
representative during the implementation phase (Implementation operation mode), modifications to
structure elements can be done in maintenance mode at any time. It is possible to customize the
application to reflect a company's unique structure and make modifications to Organization-Location-
Job field elements in real time so that the data accounts for any changes in the structure.

There are several key elements of Taleo solution that are tied to contextualization (Organization-
Location-Job field structure), such as:

» candidate selection workflow

e requisitions and requisition templates
* message templates

e onboarding processes

* reporting

e integration

e user management

e source tracking

* prescreening competencies, questions and assessments
e approvals

* eftc.

The purpose of contextualizing an element (that is, associating it to organizations, locations and/or
job fields) is to make the element relevant according to a specific context. Below is an example of
contextualization with candidate selection workflows.

Requisition Urban transportation United States/California/ Bus driver
Los Angeles

Ccswi Urban transportation United States/California/ Bus driver
San Jose

Csw2 Urban transportation United States Bus driver

The CSW1 would not be available to the user for this requisition, because the last level of its Location
does not match that of the requisition.

The CSW?2 could be available to the user for this requisition. The parent element of the lowest level of
the requisition for each dimension (Organization, Location or Field) must be the same as the lowest
level of the workflow for each dimension:
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When using contextualization, the system applies the AND operator between Organizations, Locations
and Job Fields entities. However, the OR operator is applied between elements of the same entity.

In the following example, a field would be displayed if Canada (or any of its children) AND Architecture
were selected.

Location Canada

Job Field Architecture

In the following example, a field would be displayed if Canada AND Architecture were selected, or if
United States AND Architecture were selected.

Location Canada
Location United States
Job Field Architecture

Configuration

To manage organizations, locations and job fields in SmartOrg, the following permission is required.

Manage foundation data Configuration > [SmartOrg] Administration > [Users] User
Types > Configuration > Foundation Data

Mapping

Mapping is essential to the Organization, Location, and Job Field (OLF) concept because it allows the
creation of an association between a custom element and a standard element from an external system.

Through mapping, it is possible to organize and exchange data between two or more systems in a
compatible format. Mapping locations, for example, helps the application to communicate location
information to job boards when posting a requisition. The two systems agree that the data structure
location will represent a geographical place such as a country, a state or a city. The systems are then
able to swap information based on a mutually comprehensible data exchange agreement.
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Structure Management

The Structure Editor lets you create and delete organization, location, and job field levels according to
your organization's needs. The structure that you establish in the Structure Editor will form the basis of
the Organizations, Locations, and Job Fields throughout the application.

Creating the Organization-Location-Job Field Structure
Prerequisite
The Manage Foundation Data user type permission is required.
The application must be in implementation mode.
Configuration > [SmartOrg] Administration
Steps
Click Structure Management under Organizations, Locations or Job Fields.
Click Edit.
Click Create to add levels.

Enter a description for each level.
Translate the description into every supported content language.

S e o

In the Displayed column, select the levels that you want to display to the user.

For organizations and job fields, the levels must be displayed in sequence. For example, you
can choose to display levels 1 to 3 and not 4, but you cannot display 1, 2, 4, but not 3.

7. Click Save.

Adding a Level to the Organization-Location-Job Field Structure
Prerequisite
The Manage Foundation Data user type permission is required.
The application must be in implementation mode.
Configuration > [SmartOrg] Administration
Steps
Click Structure Management under Organizations, Locations or Job Fields.
Click Edit.
Click Create to add levels.

Enter a description for each level.
Translate the description into every supported content language.

S e o

In the Displayed column, select the levels that you want to display to the user.

The levels must be displayed in sequence. For example, you can choose to display levels 1 to 3
and not 4, but you cannot display 1, 2, 4, but not 3.

7. Click Save.
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Editing a Level in the Organization-Location-Job Field Structure

Prerequisite

The Manage Foundation Data user type permission is required.

To edit the description of a level, the system must be in maintenance mode.

To edit which levels are displayed, the system must be in implementation mode.

Configuration > [SmartOrg] Administration

Steps

1.

2.
3.
4

Click Structure Management under Organizations, Locations or Job Fields.
Click Edit.

Make required changes.

Click Save.

Deleting a Level in the Organization-Location-Job Field Structure

Prerequisite

The Manage Foundation Data user type permission is required.

The application must be in implementation mode.

If you want to delete a level in the Organization structure, you must first move elements that are
attached to it to another level. You cannot delete levels if elements are linked to the level.

Configuration > [SmartOrg] Administration

Steps

1.
2.
3.

Click Structure Management under Organizations, Locations or Job Fields.
Click Edit.
Click Delete next to the desired level.

Element Management

The Element Management feature allows a system administrator to view the properties of the

Organizations-Locations-Job Fields structure and to manage their children.

Creating an Element for the Organization-Location-Job Field Structure

Prerequisite

The Manage Foundation Data user type permission is required.

The application must be in implementation mode or maintenance mode.

Entering a sequence number will overwrite the default alphabetical sequencing available in the

system.

For an element to be active, all of its parents must be active. If not, the Active (Pending) status will

appear in the Status column.

Configuration Guide Taleo Recruiting FP12A

52



Foundation Data Organizations, Locations, Job Fields

Configuration > [SmartOrg] Administration

Steps

1. Click Element Management under Organizations, Locations or Job Fields.
2. Click Create next to Children.

3. Complete the fields.

4. Click Save.

Editing an Element in the Organization-Location-Job Field Structure

Prerequisite

The Manage Foundation Data user type permission is required.

The application must be in implementation mode or maintenance mode.
Configuration > [SmartOrg] Administration

Steps

1. Click Element Management under Organizations, Locations or Job Fields.
2. Click Edit in the Actions column.

3. Make the required changes.

4. Click Save.

Moving an Element in the Organization-Location-Job Field Structure
Prerequisite
The Manage Foundation Data user type permission is required.
The application must be in implementation mode or maintenance mode.
You can only move organizations. Locations and job fields cannot be moved.
Configuration > [SmartOrg] Administration

Steps

1. Click Element Management under Organizations.

In the list of Children, select the element that you want to move.

Click Move.

Specify under which organization you want to move the selected element.
Click Save.

aprwnN

Deleting an Element
Prerequisite
The Manage Foundation Data user type permission is required.
The application must be in implementation mode or maintenance mode.
Configuration > [SmartOrg] Administration

Steps
1. Click Element Management under Organizations, Locations or Job Fields.
2. In the list of Children, select the desired element.
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3. Click Delete.

If the organization, location or job field that you want to delete has elements, you must reassign
the elements to another organization, location or job field. Click OK in the message box.

When the selector opens, you can reassign the elements by selecting a new organization,
location or job field. All the elements (templates, requisitions and candidates) associated to the
organization, location or job field are now reassigned to the organization, location or job field
selected above.

Adding an Element to the Location or Job Field Structure
Prerequisite
The Manage Foundation Data user type permission is required.
The application must be in implementation mode or maintenance mode.
Configuration > [SmartOrg] Administration
Steps
1. Click Element Management under Organizations, Locations or Job Fields.

Click Add next to Children.

2
3. Select the desired element.
4. Click Select.

Element Deactivation for Recruiting

Over time, Taleo clients might need to deactivate or reactivate certain Organization-Location-Job Field
elements in SmartOrg to ensure that the foundation data structure reflects changes to their business
process structure.

Reports mention whether the status of an Organization-Location-Job Field element is Active or
Inactive. In addition, if you deactivate Organization-Location-Job Field elements, they are no longer
displayed in the Recruiting Center but if elements or users are part of requisitions, templates,
guestions, tasks, candidates, etc. and the elements or users are deactivated afterward, that information
is retained for reporting purposes.

If a parent Organization, Location, or Job Field element is deactivated or reactivated, all child elements
are updated to have the same state as the parent element.

If an Organization-Location-Job Field element is part of a record (e.g., requisition or candidate file)
and the element is deactivated, the system continues to display the element in the record. The
Organization-Location-Job Field element is not displayed, however, in Organization-Location-Job Field
selectors (e.g., Location Selector) if a user creates a new record or edits an existing one. Recruiting
Center users can delete a deactivated Organization-Location-Job Field element from an existing
record.

Deactivation is available via Taleo Connect Client (TCC). This can be done by changing the status of
the Organization-Location-Job Field element.

Taleo Connect Client Impact
Deactivation is available via Taleo Connect Client (TCC).
Web Services Impact

Deactivation is available via Taleo Connect Client (TCC).
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Career Section Impact

If an Organization-Location-Job Field element is part of a candidate’s profile and the element is
deactivated, the system continues to display the element in the profile. Candidates cannot add a
deactivated Organization-Location-Job Field element to their profile.

A candidate cannot add a deactivated Organization-Location-Job Field element to a new search.

A candidate cannot add a deactivated Organization-Location-Job Field element to a saved search.
If the candidate runs a saved search that includes a deactivated Organization-Location-Job Field
element, the search uses the next higher active Organization-Location-Job Field element; if there is
no parent element, the criteria is excluded from the search.

If a saved search contains a deactivated Organization-Location-Job Field element, the search uses
the closest active parent element. The deactivated Organization-Location-Job Field element is
ignored if no parent element exists.

Recruiting Center Impacts

Recruiting Center

Functionality

Impact

Advanced search

A deactivated Organization-Location-Job Field element can be included in search
criteria. This enables the user to retrieve candidates whose candidate file includes an
Organization-Location-Job Field element that has since been deactivated.

If a saved search includes an Organization-Location-Job Field element that has since
been deactivated, the element remains part of the search strategy and the search
results. The element remains a search criterion if the search is repeated.

Candidate File

If an Organization-Location-Job Field element is deactivated, it continues to be
displayed in a candidate file.

A deactivated Organization-Location-Job Field element is no longer displayed if the
Profile tab is edited. This is recorded in the History tab.

If a user creates a candidate file or a candidate creates a profile, deactivated
Organization-Location-Job Field elements are displayed in the Organization-
Location-Job Field Selector windows.

A deactivated Organization-Location-Job Field element has no effect on source
tracking contextualization.

A deactivated Organization-Location-Job Field element has no effect on LUDS
selection contextualization.

Candidate Match

A deactivated Organization-Location-Job Field element is not displayed.

Correspondence

The system continues to use deactivated Organization-Location-Job Field elements
for contextualization of template.

Offers (Competitive/
Expectation)

If a Job is selected, it continues to be displayed if it is deactivated afterward.

If a Job is selected, and the Job element is later deactivated, and a user then
attempts to edit the Job, the deactivated Job continues to be displayed and can be
edited.
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Recruiting Center

Functionality

Impact

If a Job is deactivated, it is no longer displayed in the Selector window.

Prescreening and
Disqualification
Questions

Prescreening questions and disqualification questions retain their association with
deactivated Organization-Location-Job Field elements.

A deactivated Organization-Location-Job Field element is not displayed.

Questions associated with a deactivated Organization-Location-Job Field element
are only displayed if the user selects an element and then selects Show all questions.

Questions keep their Active status even if the associated Organization-Location-Job
Field element has been deactivated.

Requisition Templates

Requisitions and templates retain their association with deactivated Organization-
Location-Job Field elements.

A deactivated Organization-Location-Job Field element is not displayed.

Requisitions associated to a deactivated Organization-Location-Job Field element
are only displayed if they are associated with other Organization-Location-Job
Field elements whose status is Active. For example, a Location element has been
deactivated but the corresponding Job Field and/or Organization elements have an
Active status.

When editing requisitions and templates that contain a deactivated Organization-
Location-Job Field element, the requisitions retain their Active status.

If users edit the requisition, this action does not affect the requisition’s association
with the deactivated Organization-Location-Job Field element.

When editing requisitions and templates that contain a deactivated Organization-
Location-Job Field element, the deactivated Organization-Location-Job Field element
is not displayed in the Organization-Location-Job Field Selector windows (e.qg.:
Location Selector).

When creating a requisition or a template, a deactivated Organization-Location-Job
Field element is not displayed.

When creating a requisition or a template, a deactivated Organization-Location-Job
Field element is not displayed in Organization-Location-Job Field Selector windows
(e.g.: Location Selector).

When duplicating a requisition or a template, a deactivated Organization-Location-
Job Field element is not displayed in Organization-Location-Job Field Selector
windows (e.g.: Location Selector).
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Competencies associated with a deactivated Organization-Location-Job Field
element are only displayed if the user selects an element and then selects Show all
questions.

Competencies

Competencies retain their association with deactivated Organization-Location-Job
Field elements.

Competencies keep their Active status even if the associated Organization-Location-
Job Field element has been deactivated.

A deactivated Organization-Location-Job Field element is not displayed.

When selecting a requisition, a deactivated Organization-Location-Job Field is not
displayed.

When selecting a requisition, the requisition can be selected based on deactivated
Organization-Location-Job Field's next highest active parent element.

When creating an Organization-Location-Job Field block, a deactivated Organization-
Location-Job Field is not displayed in the Organization-Location-Job Field Selector
window.

Candidate Creation
(Capture Resume)

When editing an Organization-Location-Job Field block, a deactivated Organization-
Location-Job Field is not displayed in the Organization-Location-Job Field Selector
window

When editing an Organization-Location-Job Field, an update is logged on the History
tab.

In source tracking, a deactivated Organization-Location-Job Field has no impact on
source tracking contextualization.

In Personal Information LUDS, a deactivated Organization-Location-Job Field has no
impact on element contextualization.

Configuration Impact

Agency

In view mode, an agency that has a deactivated Organization-Location-Job Field
is displayed and the Organization-Location-Job Field value is displayed.

In edit mode, a deactivated Organization-Location-Job Field is displayed and
can be saved.
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Configuration Impact

Feature Impact

When adding an agency, a deactivated Organization-Location-Job Field is not
displayed in the Organization-Location-Job Field Selector window.

In view mode, an agency that has a deactivated Organization-Location-Job Field
is displayed and the Organization-Location-Job Field value is displayed.

In edit mode, a deactivated Organization-Location-Job Field is displayed and

Agent
g can be saved.

When adding an agent, a deactivated Organization-Location-Job Field is not
displayed in the Organization-Location-Job Field Selector window.

In view mode, tasks that include a deactivated Organization-Location-Job Field
are displayed and the Organization-Location-Job Field value is displayed.

In edit mode, a deactivated Organization-Location-Job Field is displayed and

Automated Task
can be saved.

When adding a task A deactivated Organization-Location-Job Field is not
displayed in the Organization-Location-Job Field Selector window.

In view mode, a deactivated Organization-Location-Job Field is not displayed but
is displayed on the Display Context tab.

In edit mode, a candidate selection workflow can be “resaved” with Organization-
Candidate Selection Workflow | Location-Job Field if unchanged.

When adding a candidate selection workflow, a deactivated Organization-
Location-Job Field is not displayed in the Organization-Location-Job Field
Selector window.

In view mode, a deactivated Organization-Location-Job Field is displayed.

In edit mode, a deactivated Organization-Location-Job Field is displayed and

Career Section Diversity
can be saved anew.

Forms

When adding a form, a deactivated Organization-Location-Job Field is not
displayed in the Organization-Location-Job Field Selector window.

In view mode, a deactivated Organization-Location-Job Field is displayed.
Career Section - Job Search
Filter When adding a search filter, a deactivated Organization-Location-Job Field is
not displayed in the Organization-Location-Job Field Selector window.

. . In view mode, a deactivated Organization-Location-Job Field is displayed.
Career Section Organization- 9 piay

Location-Job Field
Associations

When adding an association, a deactivated Organization-Location-Job Field is
not displayed in the Organization-Location-Job Field Selector window.
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Configuration Impact

Feature

Impact

Career Section Statements

In view mode, a deactivated Organization-Location-Job Field is displayed.

In edit mode, a deactivated Organization-Location-Job Field is displayed and the
statement can be “resaved” and activated if the Organization-Location-Job Field
element has not been edited.

When adding a statement, a deactivated Organization-Location-Job Field is not
displayed in the Organization-Location-Job Field Selector window.

Career Section - URL builder

In view mode, a deactivated Organization-Location-Job Field is displayed.

In edit mode, a deactivated Organization-Location-Job Field is displayed and
can be saved anew.

When creating an URL, a deactivated Organization-Location-Job Field is not
displayed in the Organization-Location-Job Field Selector window.

Correspondence

In view mode, a deactivated Organization-Location-Job Field is not displayed.

In view mode, templates can be retrieved under the next highest parent element
of the deactivated Organization-Location-Job Field.

In edit mode, a deactivated Organization-Location-Job Field is displayed and
can be saved.

When adding correspondence, deactivated Organization-Location-Job Field is
not displayed in the Organization-Location-Job Field Selector window.

Custom Large Selection
Elements

When editing large selection elements, a deactivated Organization-Location-
Job Field is not displayed in drop-down lists and the value is lost if the user
clicks Save. Only the next highest active parent is displayed in drop-down lists.
contextualization.

When adding a custom large selection, a deactivated Organization-Location-Job
Field is not displayed in the Organization-Location-Job Field Selector window.

Source Tracking

In view mode, a deactivated Organization-Location-Job Field is not displayed.

In edit mode, a deactivated Organization-Location-Job Field is displayed in the
Properties section.

In edit mode, a source tracking configuration can be edited and “resaved” if the
Organization-Location-Job Field has not been edited.

When adding a source, a deactivated Organization-Location-Job Field is not
displayed in the Organization-Location-Job Field Selector window.
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-

Important Note: ID 294) When deactivating Organization-Location-Job Field (OLF) elements,
there are certain behaviors that are important to note. There are some areas where the
deactivated elements will still appear for the system administrator when using the Taleo
Configuration module. If this is a concern, customers should refrain from deactivating OLF
elements until this changes.

It is important to note that the system does effectively hide where appropriate deactivated OLF
elements from both candidates and Recruiting Center users.

Specifically, system administrators can still associate (either via an add or edit action) content
with deactivated OLF elements and can still see deactivated OLF elements in the system
administrator OLF tree views in the following areas within Taleo Configuration:

« Create/Modify Agency (Configuration > [Recruiting] Administration > Agencies)

» Create/Modify Agent ( Configuration > [Recruiting] Administration > Agencies > Agents)

» Create/Modify Task (Configuration > [Recruiting] Administration > Automated Tasks)

* Create/Modify Selection - where elements are mapped to OLF (Configuration > [Recruiting]
Administration > Selection Lists > Large Selections)

» Create/Modify Source (Configuration > [Recruiting] Administration > Sources)

» Create/Modify OLF mapping to a given candidate selection workflow (Configuration >
[Recruiting] Administration > Candidate Selection Workflow > Workflow > Display Context
Tab)

» Create/Modify Job Board Account OLF Associations (on the permissions tab during create/
modify) (Configuration > [Recruiting] Administration > Job Board Accounts > Job Board
Account Permissions Tab)

» Create/Modify Department (Configuration > [Recruiting] Administration > Department List)

In addition, the following tree views within Taleo Configuration will still show deactivated OLF
elements:

» Source list
» Department list
» Position list

Organization-Location-Job Field Behavior of Deactivated Elements

Context Action Organization-Location-Job Field
behavior if element is deactivated
Agency
Agency View Not displayed
Agency Edit Not displayed
Agency Add Not displayed
Agency - generate new posting Add Not displayed
PDF Form
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Forms or Passport Services with
Organization-Location-Job Field
context

Context Action Organization-Location-Job Field
behavior if element is deactivated
Any Future Object configuration Add Not displayed
such as PDF Forms or Passport
Services with Organization-
Location-Job Field context
Any Future Object such as PDF View Not displayed
Forms or Passport Services with
Organization-Location-Job Field
context
Any Future Object such as PDF Edit Not displayed

Automated Tasks for defined Organization-Location-Job Field context

Automated Tasks for defined View Displayed to support historic data

Organization-Location-Job Field integrity

contexts

Automated Tasks for defined Edit Displayed if current/historic data

Organization-Location-Job Field selected (to allow re-saving and

contexts viewing without affecting data
integrity)

Automated Tasks for defined Add Not displayed

Organization-Location-Job Field

contexts

Candidate File

Candidate File View

Displayed to support historic data
integrity

Candidate File Edit

Displayed if current/historic data
selected (to allow re-saving and
viewing without affecting data
integrity)

Candidate File Create

Not displayed

Candidate Search - New Search Organization-Location-Job Field preferences

Search with Organization-Location-
Job Field preferences

Candidate Search - New Search Other Not displayed
Organization-Location-Job Field

preferences

Candidate Search - Run Saved View Not displayed
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Context

Action

Organization-Location-Job Field
behavior if element is deactivated

Candidate Search - Run Saved Edit Not displayed
Search with Organization-Location-

Job Field preferences

Candidate Search - Run Saved Add Not displayed
Search with Organization-Location-

Job Field preferences

Career Sections Organization-Location-Job Field

Career Sections Organization- View Not displayed
Location-Job Field association

admin/config

Career Sections Organization- Edit Not displayed
Location-Job Field association

admin/config

Career Sections Organization- Add Not displayed
Location-Job Field association

admin/config

Career Sections URL

Career Sections URL View Displayed
Career Sections URL Edit Displayed
Career Sections URL Add Not displayed
Correspondence

Correspondence config/admin View Not displayed
Correspondence config/admin Edit Not displayed
Correspondence config/admin Add Not displayed
Disqualification Questions

Disqualification Library config View Not displayed
Disqualification Library config Edit Not displayed
Diversity Forms config/admin Add Not displayed
LUDS

LUDS View Not displayed
LUDS Edit Displayed if current/historic data

selected (to allow re-saving and
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Context

Action

Organization-Location-Job Field
behavior if element is deactivated

viewing without affecting data
integrity)

LUDS Add Not displayed

Offer Data

Offer Data View Displayed to support historic data
integrity

Offer Data Edit Displayed if current/historic data
selected (to allow re-saving and
viewing without affecting data
integrity)

Offer Data Create Displayed if current/historic data
selected (to allow re-saving and
viewing without affecting data
integrity)

Onboarding Tasks

Onboarding tasks admin assigned | View Not displayed

to Organization-Location-Job Field

Onboarding tasks admin assigned Edit Not displayed

to Organization-Location-Job Field

Onboarding tasks admin assigned | Add Not displayed

to Organization-Location-Job Field

Onboarding Transaction

Onboarding transaction association | Other Displayed to support historic data

to legacy Organization-Location-Job integrity

Field

Onboarding transaction filtering by | Filter Not displayed

Organization-Location-Job Field

Prescreening Questions

Prescreening Library config View Not displayed

Prescreening Library config Edit Not displayed

Prescreening Library config Add Not displayed

Privacy Agreements config/admin

Privacy Agreements config/admin View Not displayed

Privacy Agreements config/admin Edit Not displayed
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Context

Action

Organization-Location-Job Field
behavior if element is deactivated

Privacy Agreements config/admin Add Not displayed

Reports

Reporting - Running Reports Other Indicated as “inactivated” in the
listing

Requisitions

Req File Data View Displayed to support historic data
integrity

Req File Data Edit Displayed if current/historic data
selected (to allow re-saving and
viewing without affecting data
integrity)

Req File Data Create Not displayed

Req Tree View in Recruiting Filter Not displayed

Requisition Filter by Manager or Filter Not displayed

Recruiter

Requisition Templates

Requisition Templates View Indicated as “inactivated” in the
listing

Requisition Templates Edit Not displayed

Requisition Templates Create Not displayed

Automated Tasks

Run Automated Tasks for Defined Other Displayed to support historic data

Organization-Location-Job Field
contexts

integrity

SmartOrg-Organization-Location-Job Field

SmartOrg - Organization-Location- | View Invalid; system doesn't allow
Job Field Admin

SmartOrg - Organization-Location- | Edit Not displayed

Job Field Admin

SmartOrg - Organization-Location- | Create Not displayed

Job Field Admin

SmartOrg-User
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Context

Action

Organization-Location-Job Field
behavior if element is deactivated

Employee

SmartOrg - User Admin View Invalid; system doesn't allow

SmartOrg - User Admin Edit Not displayed

SmartOrg - User Admin Create Not displayed

Sources

Source.Tracking config/admin View Not displayed

Source.Tracking config/admin Edit Not displayed

Source.Tracking config/admin Add Not displayed

User Groups

User Groups View Indicated as “inactivated” in the
listing

User Groups Edit Not displayed

User Groups Add Not displayed

User Groups - access to cand/req Other Indicated as “inactivated” in the

data per segmentation rules listing

Departments

Departments View Displayed

Departments Edit Displayed

Departments Add Not displayed

Work Locations

Work Locations View Indicated as “inactivated” in the
listing

Work Locations Edit Not displayed

Work Locations Add Not displayed

Taleo Performance Flex GUI - Employee

Taleo Performance Flex GUI - View Displayed to support historic data

Employee integrity

Taleo Performance Flex GUI - Create Not displayed
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Taleo Performance Flex GUI - Edit Displayed
Employee

Taleo Performance Flex GUI - Position

Taleo Performance Flex GUI - View Displayed to support historic data
Position integrity

Taleo Performance Flex GUI - Create Not displayed

Position

Taleo Performance Flex GUI - Edit Not displayed

Position

Taleo Performance Flex GUI — Job Role (Career)

Taleo Performance Flex GUI - Job | View Displayed to support historic data
Role (Career) integrity
Taleo Performance Flex GUI — Job | Create Not displayed

Role (Career)

Taleo Performance Flex GUI — Job | Edit Not displayed
Role (Career)

Taleo Performance Flex GUI — Business Org

Taleo Performance Flex GUI — View Displayed to support historic data
Business Org integrity
Taleo Performance Flex GUI — Create Not displayed

Business Org

Taleo Performance Flex GUI — Edit Not displayed
Business Org
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Departments

Department
A department represents a division or service in the company where a future employee will work.

A department is the lowest level of an organizational unit. An example of a department could be a
documentation department where technical writers, translators and editors are working.

Departments are available in:

* Recruiting Administration menu, under Department List, where system administrators create and
edit departments.

* SmartOrg Administration menu, under User Accounts, when system administrators create a user
account.

» Recruiting Center when recruiters create a requisition.

Departments can be imported from a Human Resource Management System (HRMS) in Taleo
Recruiting using the Taleo integration service or they can be manually created by system
administrators. Departments can also be exported, deleted, and recovered via Taleo’s integration
service.

Departments can be linked to organizations and locations.

When creating a department, system administrators can define default approvers for requisitions and
offers. Specified approvers will be selected automatically when users are requesting the approval of a
requisition or an offer.

The autofill functionality is available for departments provided the system administrator has activated
the proper setting. Therefore, when users select a department when creating a requisition, the
department-related fields will automatically be filled.

Creating a Department
Prerequisite
The Enable Department setting must be activated.
Configuration > [Recruiting] Administration > Department List
Steps

1. Click New...
2. Complete the fields as required.
The Department Number must be unique.
The Name field must be translated in every available languages.
3. Optional: Associate the department to an organization.
a) Click Select.
b) Select values for the desired organization levels.
c) Click Done.
4. Optional: Associate the department to a location.
a) Click Select.
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b) Select values for the desired location levels.
c) Click Done.

5. Optional: Define preferred approvers for requisitions. Specified approvers will be selected
automatically when users are requesting the approval of a requisition.

6. Optional: Define preferred approvers for offers. Specified approvers will be selected
automatically when users are requesting the approval of an offer.

7. Specify if the department is always active or if it is active during a specific period of time.
8. Optional: Complete department user-defined fields.
9. Click Done.

Result

The department is available in the Department List page.

Deleting a Department
Prerequisite
The Enable Department setting must be activated.
The system must be in maintenance mode.
Configuration > [Recruiting] Administration > Department List
Steps

1. Click on a department.
2. Click

Result

The department is no longer available for use and is permanently removed from the database.

Activating a Department
Prerequisite
The Enable Department setting must be activated.
The department must be created.
Configuration > [Recruiting] Administration > Department List
Steps
1. Click on a department.

2. Specify if the department is always active or if it is active during a specific period of time.
3. Click Done.

Result

The department is available to users in Taleo Recruiting.

Deactivating a Department
Prerequisite

The Enable Department setting must be activated.
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The department must have the Active status.

Configuration > [Recruiting] Administration > Department List
Steps

1. Click on a department.

2. Select Inactive.

3. Click Done.

Result

The department is unavailable to users while maintaining the information in the database for reuse.

Associating a Department to an Organization
Prerequisite
The Enable Department setting must be activated
You must create a department before you can associate it to an organization.
Configuration > [Recruiting] Administration > Department List
Steps
1. Click on a department.

2. Specify to which organization the department is associated.
3. Click Done.

Associating a Department to a Location
Prerequisite
The Enable Department setting must be activated
You must create a department before you can associate it to a location.
Configuration > [Recruiting] Administration > Department List
Steps
1. Click on a department.

2. Specify to which location the department is associated.
3. Click Done.

Dissociating a Department from an Organization
Prerequisite
The Enable Department setting must be activated.
The department must be associated to an organization.
Configuration > [Recruiting] Administration > Department List
Steps

1. Click on a department.
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2. Under Organization, click & .
3. Click Done.

Disassociating a Department from a Location
Prerequisite
The Enable Department setting must be activated.
The department must be associated to an organization.
Configuration > [Recruiting] Administration > Department List
Steps

1. Click on a department.
2. Under Location, click ##.
3. Click Done.

Department - Permissions and Settings

The following permissions and settings are used for the department functionality.

Manage foundation data Allows users to manage Configuration > [SmartOrg]
departments. Administration > [Users] User Types
> Configuration > Foundation Data

Enable Department Activates the Department No Configuration > [Recruiting]
functionality throughout the Settings
system.
Link Requisition Location to In requisitions and templates, | No Configuration > [Recruiting]
Department Location link the Location field to Settings

the location specified for

the Department. This is a
protected setting activated by
Taleo Support.

Link Requisition Organization | In requisitions and templates, | No Configuration > [Recruiting]
to Department Organization link the Organization field to Settings

the organization specified

for the Department. This is a
protected setting activated by
Taleo Support.
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Department Autofill Activation

Activate the automatic filling
of department-related fields in
requisitions.

No

Configuration > [Recruiting]
Settings

Requisition Action Requires
Effective Department

When certain actions are
performed in requisitions, the
department must be effective.

Not Required

Configuration > [Recruiting]
Settings

Send Department Information
to eQuest When Posting
Requisitions

Send the department code
to eQuest when posting
requisitions in order to do
some reporting in eQuest.

No

Configuration > [Recruiting]
Settings
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Positions

Position
A position represents a job within a company.

A position indicates the type of work offered in the requisition. For example, an administrative
assistant, a technical writer, a translator, an editor are all positions within the documentation
department. Positions are mainly used by large organizations for headcount planning and
management.

Positions are available in:

» Recruiting Administration menu, under Position List.
» SmartOrg Administration, under User Accounts, when system administrators create a user account.
» Recruiting Center when recruiters create a requisition.

Positions are imported from a Human Resource Management System (HRMS) in Taleo Recruiting
via the Taleo integration service. Positions cannot be created nor edited by system administrators.
Positions are mapped to requisition templates.

If the Enable Position setting and the Position field are enabled, the Position field will appear in the
Requisition Wizard instead of the Requisition Template field. When recruiters create a requisition and
select a position in the Position selector, fields from the requisition template will be automatically filled,
with the exception of the Organization, Location, Job Field (OLF) when it exists at the position level.

Configuration

Enable Position Activates the concept of No Configuration >
position throughout the [Recruiting] Settings
system and allows the
auto-filling of requisitions
based on position
information.

Viewing Information on a Position
Prerequisite
The Enable Position setting must be activated.
Configuration > [Recruiting] Administration > Position List
Steps

1. Inthe Position List page, click on a position.

2. View the information. Information such as the position ID, position title, Organization-Location-
Job Field structure associated to a position is available.
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3. Click Close.
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User Account Management

User Account

A user account is created for each user who has access to Taleo applications on a regular or
occasional basis.

User accounts are defined by system administrators in SmartOrg. When creating a user account,
system administrators define the following:

Element Description

Personal Information « Complete name

» Postal address

e E-mail address

* Phone and cellular numbers

» Employee ID (Employee records are also maintained in external
systems like the company's HRIS. In those systems, the employee
is given a unique ID. The Employee ID field is necessary in order to
create the employee record in Taleo when being fed over from an
external system.)

o Title
+ etc.
Employee Information Used for Taleo Performance and Dynamic Approval Routing. Once

information in this section is provided, both an employee and a candidate
file are created for this user and this operation cannot be reverted.

Note that only employees can be users of Taleo Performance. Fields to
complete are:

» Employee picture

* Employee status

« Employee manager

» Organization, Location, Job Role
e etc.

Account Information o User name

» Password

» External user identifier
» Configuration profile

. etc.
User Types User types assigned to the user account.
User Groups User groups to which the user is part of.
Coverage Areas Functional domains to which a user has access. For example,

development plans and goal plans in Performance, requisitions and search
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Element Description

in Recruiting. Functional domains are tied to Organizations, Locations and
Job Fields. The configuration is not mandatory.

General Preferences General preferences are assigned to each user account, for example,
frequent collaborators and approvers, preferred content language.

Creating a User Account
Prerequisite
The Manage user accounts user type permission is required.

In the Employee Information section, certain fields are not mandatory. However, when fields in this
section are populated, the Organization and Location fields become mandatory.

In the Employee Information section, if no data is entered in the Employee Status and Job Role
fields, these fields will be populated with their default values, Current and Employee.

Configuration > [SmartOrg] > Administration > User Accounts

Steps

Click Create.

Specify the language in which you want to create the user account.
Complete the fields in each section presented by the User Account Wizard.
Click Next to navigate between sections.

Click Finish.

Result

akrwdhe

The user account appears in the User Accounts list.

If the Employee Information section is completed, the user's profile is updated and the person is
considered an “employee.” Employees are used in Taleo Performance and the Dynamic Approval
Routing.

User Account General Preferences

General preferences are assigned to each user account.

A user’s general preference settings are defined by system administrators in the User Account feature
available in SmartOrg. However, most settings can be modified by users in Taleo Recruiting, in the My
Setup feature, to fit their personal preferences.

ﬂ Important Note: (ID 292) It is important at deployment to review the defaults for the Default
Recruiter and Default Hiring Manager user preference fields within My Setup. By default,
if there is no Default Recruiter or Default Hiring Manager specified for a user's preference,
when the user creates a requisition he/she will be automatically listed as the "Recruiter" on
the requisition. If a user has his/her name in the Default Hiring Manager field, this will take
precedence and the user will have his/her name appear in the Hiring Manager field rather
than the Recruiter field. For proper behavior of managers, it is recommended to specify this
information automatically upon integration imports of manager User data.

Note for 7.5 migrations: Integration scripts from 7.5 where users were specified as Manager
WebTop users will work for later version migrations to indicate that these users should have
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their name populated into the Default Hiring Manager field. Customers should validate this is
working properly prior to go live and that the integration script has run for all necessary users

to have this data populated correctly.

User Account General Preferences

Element

Description

Accessibility Features

Enable accessibility features in the system.

Candidate List Content

By default, show only candidates that are in selection
process (if relevant).

Content Language

Indicates the preferred content language.

Correspondence Language

Indicates the preferred correspondence language.

Country

Indicates the preferred country.

Default Distance Unit

Default distance unit used when creating a user.

Default Hiring Manager

Default hiring manager. See Important Note above.

Default Recruiter

Default recruiter. See Important Note above.

Default Text Size

Indicates the default text size.

Default Theme

Indicates the default theme.

Display Question Details in Libraries

Indicates the default view (details/no details) in the
libraries.

Enable Recruiting Activity Monitoring

Indicates whether or not to log the user activity within
the Recruiting application on the server. This private
setting can only be modified by Taleo Support.

Enable eShare Email for Response Center Access

Determines whether or not an eShare email will be
sent.

Fax Notification

Send faxable messages to the user by fax, not by
email.

Frequent Collaborators

Default frequent collaborators.

Identifier Content

Default identifier content.

Integration Profile Type

Indicates the integration profile type for the user.

The integration profile type defines how to perform
integration for the user. This private setting can only be
modified by Taleo Support.

Last Update

Last update date.
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Offer Frequent Approvers

Default offer frequent approvers.

Performance Monitor Servlet Login Automatic Test
User Configuration Sequence

Current configuration sequence number. When this
number does not match "Performance Monitor Servlet
Login Automatic Test Configuration Sequence”, the
current user's remaining automatic login count is reset.
This private setting can only be modified by Taleo
Support.

Performance Monitor Servlet Login Automatic Test
User Remaining Count

Number of remaining automatic tests after login. When
this number reaches "0", no more automatic tests will
be automatically executed for this user. This private
setting can only be modified by Taleo Support.

Place of Residence

Default place of residence.

Preferred Non-Electronic Media

Preferred non-electronic media.

Requisition File Automatic Filling

Indicates if the user will use the "automatic filling"
option of the requisition file.

Requisition Frequent Approvers

Default requisition frequent approvers.

Selected Item Default Color

Indicates the default color of the selected items.

Sorting Key

Default sorting key.

Tab displayed when accessing a candidate file from a
list

Tab displayed when accessing a candidate file in
navigation

Time Zone

Indicates the preferred time zone.

When managing by candidate

When managing by offer

Workflow Event Notification

Keep the user informed of workflow events by email.

Zip Code

Used in search preferences, with the location (place of
residence) and last update.
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User Account Status

A user account is assigned a status.

Status Description
Active Only the name and description can be modified.
Inactive Only the status can be modified. The only possibility is to go back to the Active

status. Inactive users cannot be selected.

Deleted The user account has been deleted.
Locked The user account has been locked. The user cannot access Taleo products.
Expired The user account has expired. The validity period of the user account has expired.

Employee Information

Employee information is specific to Taleo Performance and to Taleo Recruiting for the Dynamic
Approval Routing feature.

Employee information is defined in the User Accounts feature available in SmartOrg.

Certain fields in the Employee Information section are not mandatory. However, when fields in this
section are populated, the Organization and Location fields become mandatory.

If inserting a picture of the employee, the file limit is 20 KB and the only supported format is .jpg.
Note that the uploaded file is cropped from the center to obtain a square (so make sure the picture is
correctly centered) and it is then resized to 48 X 48 pixels which results in about 5 KB.

An employee can have one of the following statuses:

* New: New employees currently in an onboarding process.
» Current: Default value.
* Former Employee

If no data is entered in the Job Role and Employee Status fields, default values are assigned
automatically by the system, which are Employee and New respectively.

Editing a User Account
Prerequisite
The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts
Steps
1. Click on a user account.

2. Click Edit next to the section you want to modify.
3. Make required changes.
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4. Click Save.

Activating a User Account
Prerequisite
The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts
Steps
1. Click on a user account.

2. Click Activate in Account Information.
3. Click Yes.

Deactivating a User Account
Prerequisite
The Manage user accounts user type permission is required.
You need to transfer the user's work items to another user.

This feature may be useful for contract or temporary workers who assist on a assignment but who
may leave and later return to an organization. When these workers return, you can reactivate the
user account without having to reset their group association (because they are still tied to their user

groups).

Configuration > [SmartOrg] > Administration > User Accounts
Steps

1. Click on a user account.

2. Click Deactivate in Account Information.

3. Click Yes.

Deleting a User Account
Prerequisite
The Manage user accounts user type permission is required.

For the deletion to be possible, the user must not own any requisitions, templates, folders; no
actions must be assigned to the user; the user must not report to a manager.

Any pending tasks and owned objects must first be transferred to another user.

You will be able to recover a deleted user account. However, you will need to reassign the user to at
least one user group.

Configuration > [SmartOrg] > Administration > User Accounts
Steps
1. Locate the user in the User Accounts list.

2. Click Delete in the Actions column.
3. Click Yes.
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Result

Once deleted, the user account status is set to Deleted and the user account is deactivated.

Assigning a User Type to a User Account

Prerequisite

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts
Steps

Click on a user account.

Click Edit next to User Types.
Click Add next to User Types.
Select one or several user types.
Click Select.

apr wbneE

Result

The user types appear in the User Types list.

Removing a User Type Assigned to a User Account

ASS

Prerequisite

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts
Steps

1. Click on a user account.
2. Click Edit next to User Types.
3. Click Remove next to the user type.

Result
The user type is no longer displayed.
Next Step

Assigning a user type to the user account.

ociating a Configuration Profile to a User Account
Prerequisite

The Manage user accounts user type permission is required.

Each user account is assigned one configuration profile. If no configuration profile is used, the

default value of each setting is used.

Changes made to a configuration profile are applied the next time a user linked to this configuration

profile logs in.

Configuration > [SmartOrg] > Administration > User Accounts
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Steps

1. Click on a user account.

2. Click Edit next to Account Information.
3. Choose a configuration profile.

4. Click Save.

Assigning a Personal Coverage Areato a User Account
Prerequisite
The Manage user accounts permission is required.

Configuration > [SmartOrg] Administration > User Accounts

Steps

1. Click on a user account.

2. Click Create next to Personal Coverage Areas.

3. Click Add next to Functional Domains.

4. Select the desired functional domains then click Select.

5. Click Save.

6. If desired, specify organizations, locations and/or job fields for the coverage area.

If no Organization-Location-Job Field structure is specified, then the coverage area will apply to
all organizations, locations and job fields .

Locking a User Account
Allows a system administrator to lock a user account if, for example, the user was fired.
Prerequisite
The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts
Steps

1. Click on a user account.
2. Click Lock in Account Information.
3. Click Yes.

Next Step
Deactivating the user account.

Transferring the user's work items.

Unlocking a User Account

Allows a system administrator to unlock a user account if, for example, a user enters an incorrect
password too many times and the system locks the account.

Prerequisite

The Manage user accounts user type permission is required.

Configuration Guide Taleo Recruiting FP12A 82



Users User Account Management

Configuration > [SmartOrg] > Administration > User Accounts
Steps

1. Click on a user account.
2. Click Unlock in Account Information.
3. Click Yes.

Generating a Password for a User Account

Allows a system administrator to generate a password for a user if, for example, the user does not
have his/her username handy or does not have an email address to receive a temporary access code.

Prerequisite

The Manage user accounts user type permission is required.
Configuration > [SmartOrg] > Administration > User Accounts
Steps

1. Click on a user account.

2. Click Generate Password in Account Information.

3. Specify if you want to send the password in an e-mail.
4. Click Yes.

Result

The user will be forced to change his/her password at next login.

Work Item Delegation

Work item delegation allows a user to delegate work items to another user for a short preset period of
time.

Work item delegation is useful during the time a user is on vacation or on a sick leave. When selecting
a user (new owner) to whom work items will be delegated, the following rules apply:

» The new owner must have the same user type permissions (constraints not included) as the current
owner.

» The new owner must be at least in all the same groups as the current owner.

« If the current owner is an eShare user (not a Taleo application user), the new owner must also be
an eShare user.

ﬂ Important Note: (ID 155) When a user delegates work items to an alternate user, if the
user is a collaborator on a requisition, the alternate user must also be made collaborator
on that requisition in order to perform the same actions as the user. The system does not
automatically allow the delegated to interact as a collaborator on behalf of the original user.

Delegating Work Items
Prerequisite

The Manage user accounts user type permission is required.

Configuration Guide Taleo Recruiting FP12A 83



Users User Account Management

For a user to be valid for delegation, the following rules must be applied:

* The new owner must be different from the current owner.
» ltis always possible for a Recruiting Center user to be the new owner.

Configuration [SmartOrg] > Administration > User Accounts

Steps

Click on a user account.

Click Delegate in Account Information.
Select a user.

Select From and To dates.

Click Save.

a s> D e

Transferring Work Items
Prerequisite
The Manage user accounts user type permission is required.
If the work items transferred belong to an employee, the designated user must also be an employee.
The owner of the work items transferred must have the same user type as the designated user.
Configuration > [SmartOrg] > Administration > User Accounts
Steps

Click on a user account.

Click Transfer in Account Information.

Select a user.
Click Save.

P w b e

Result

Work items (requisitions, templates, folders) have been transferred permanently to another use.
Note that correspondence messages are not included in the items being transferred.

Next Step

Deleting the user account.
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User Type Management

User Type

A user type is a set of permissions from various domains, used by various products to control what
users associated to a user type can do.

User types are centrally managed in SmartOrg for all products.

Default user types predefined by Taleo are provided with the system. System administrators can also
create new user types.

A user type can cumulate permissions for multiple functional domains and therefore provides access
to many products. Users are assigned a user type. Users navigate in multiple applications according to
permissions specified by their user type. A user can be associated to several user types. For example,
the recruiter and administrator for recruiting, and manager for performance.

» Itis recommended to leave untouched the Taleo default user types.

« When creating a user type, it is recommended to duplicate an existing user type that has
been validated in the zone already to work properly.

» If possible, use a single user type which combines all necessary permissions.

User Type Permission

A user type permission grants users access to a specific context in the application.
Permissions are organized by functional domains (core products):

* Recruiting

* Integration

» Configuration

» Performance

* Grid

e Compensation

e Learning

* Reporting and Analytics
+ Common

Functional domains are then separated into sub-domains. Depending on the amount of permissions
in a sub-domain, permissions can be grouped into sections. When permissions are grouped into
sections, system administrators can select the desired section in a drop-down list and quickly see the
permissions grouped in that section.

Example of how permissions are organized in a functional domain

Functional Domain Recruiting
Sub-Domain Requisitions
Section Requisition Types
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Example of how permissions are organized in a functional domain
Permission name Allow access to professional requisitions
Permission name Allow access to hourly requisitions
Permission name Allow access to campus requisitions
Permission name Allow access to contingent requisitions
Permission name Allow access to executive requisitions

Functional domains are displayed in bold when permissions have been granted. Also, the Expand All
button allows system administrators to see at a glance all domains, sub-domains and permissions
granted to a user type.

Each user account is assigned at least one user type for which a series of permissions are granted.

A user type can cumulate permissions for multiple functional domains and therefore have access to
many products. A domain can be used in more than one product. The same domains are used for
groups or coverage area.

If a system administrator modifies the permissions associated with a user type, the changes affect all
users who have been assigned the user type.

For a list of all user type permissions, refer to the Excel file 12A Default User Types and Permissions.

Default Recruiting User Types
Recruiting user types predefined by Taleo are provided with the system.
Default Recruiting user types are:

* Recruiting Administrator

» Power Recruiter

» Basic Recruiter

* Power Manager

» Basic Manager

» Hourly Manager

e Basic Onboarding

» Power Onboarding

* Onboarding Administrator
e System Administrator

For a list of default user types and their default permissions, refer to the Excel file entitled 12A Default
User Types and Permissions.

ﬂ Important Note: (ID 275) These default user types are the ones recommended by Taleo
as a starting point for system operability and represents traditional usage patterns. It is
recommended to leave untouched the Taleo default user types. Sourcing database zones
come with these default user types. For existing and migrating zones, these user types can
be manually created if desired. Once created, it is recommended to duplicate an existing user
type that has been validated in the zone already to work properly.
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Manager User Types and Related Permissions

Several features can be accessed by managers.

ﬂ Important Note: (ID 285) Several features that managers could not access in version 7.5 can
now be accessed in Taleo 10. In version 7.5, your organization may have granted permissions
to some of these features but the product definition was preventing access to them. For this
reason, it is important to verify the Manager user types in Taleo 10 to ensure that they are set
as desired.

The table presents user type permissions that are recommended for re-validation for all Manager user
types. These permissions appear in the table because:

» They represent a permission that managers could not have in version 7.5 due to product
constraints.

» They represent new permissions added to allow this version to align with the 7.5 product constraints
specific to managers.

* They represent new permissions added to allow this version to align with settings that may have
been configured in version 7.5 specifically for managers.

Functional Sub-Domain Permission
Domain

Recruiting Requisition Access Posting and Sourcing
Recruiting Requisition Amend an approval path created by another user (user B)
Recruiting Requisition Amend an approval path created by this user
Recruiting Requisition Approve requisitions
Recruiting Requisition Choose to pass when this user decides on behalf of another approver
Recruiting Requisition Choose to pass when this user is asked to approve a requisition
Recruiting Requisition Create an approval path
Recruiting Requisition Create Requisitions > Only from a Template
Recruiting Requisition Create templates
Recruiting Requisition Decide for other approvers when creating an approval path
Recruiting Requisition Manually fill (close) a requisition
Recruiting Requisition Put a requisition on hold
Recruiting Requisition Recover deleted templates
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Functional Sub-Domain Permission
Domain

Recruiting Requisition Remove approver, change decision of approver, or change approved
requisition recipient when amending an approval path created by another
user

Recruiting Requisition Remove approver, change decision of approver, or change approved
requisition recipient when amending an approval path created by this user

Recruiting Requisition Reopen a filled or cancelled requisition

Recruiting Requisition Save a requisition as open

Recruiting Requisition Select Taleo system sources in selector window

Recruiting Requisition Send an approval request reminder for requisitions

Recruiting Candidates Create Candidates

Recruiting Candidates Delete Applications

Recruiting Candidates Delete Candidate Files

Recruiting Candidates Edit the information about the referring agent in the "Agents" tab

Recruiting Candidates Set candidate selection workflow event dates, Edit comments in history
summary

Recruiting Prescreening Access question and competency libraries

Recruiting Prescreening Create and edit requisition-specific questions

Recruiting Prescreening Create Questions, Edit Questions and Competencies

Recruiting Prescreening Display scoring information (weight and result columns) - this was defined
via MWT setting in Taleo 7.5, ensure this permission is set as desired for
your user types in Taleo 10.

Recruiting Prescreening Edit Profiler, Edit Models

Recruiting Prescreening Manage disqualification questions

Recruiting Prescreening Remove or delete questions and competencies

Recruiting Prescreening View and manage ACE threshold and alert recipients

Recruiting Prescreening View and manage the "Request More Information” alert

Recruiting Prescreening View and manage the daily recruiting report

Recruiting Sourcing Extend posting and unpost
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Functional Sub-Domain Permission
Domain

Recruiting Sourcing Invite matching candidates to apply

Recruiting Sourcing Post requisitions

Recruiting Sourcing Post to staffing agents/agencies

Recruiting Sourcing Prevent and allow posting

Recruiting Sourcing Request Internet mining by specialized agencies

Recruiting Sourcing Request sourcing strategy by specialized agencies

Recruiting Sourcing Submit ads to non-electronic media

Recruiting Offer All offer and offer approval permissions - this entire module was not
available to managers in 7.5. Ensure these permissions are set as desired
for your manager user types in Taleo 10.

Recruiting Search Access advanced search

Recruiting Search Access candidate Quick and Specific search

Recruiting Search Access competencies and questions criteria

Recruiting Search Access External/lnternal candidate criteria

Recruiting Search Allow the same search criteria more than once within a query

Recruiting Search Allow users to select the attribute Required, Desired or Excluded

Recruiting Search Allow users to view candidates that are being considered in other active
requisitions

Recruiting Search Customize advanced search queries

Recruiting Search Edit, move or delete search queries created by other users and saved in
shared folders

Recruiting Other Use Personal Folders

Recruiting Other Share Personal Folders

Recruiting Other Access Shared Folders
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Creating a User Type
Prerequisite

When creating a user type, it is recommended to duplicate an existing user type that has been
validated in the zone already to work properly.

The Manage user types user type permission is required.
Configuration > [SmartOrg] Administration > User Types
Steps

1. Click Create.

2. Enter a code and a name.

3. Enter a description to clarify the intent of the user type.
The description is displayed in the user type selector and listed under the user account definition
page.

4. Select Active from the Status list so it can be added to user accounts and groups, otherwise
select Inactive.

5. Click Save.

6. Click beside the functional domain you want to configure and click Edit to display the user type
permissions.

7. Select the required view and manage permissions and click Save.

Changing a User Type Status
Prerequisite
The Manage user types user type permission is required.
Configuration > [SmartOrg] Administration > User Types
Steps

1. Click on a user type.

2. Click Edit next to Properties.

3. Select either Active or Inactive from the Status list.
4. Click Save.

Result

If changed to Active, the user type can now be associated with a user account or group and
the status Active appears in the User Types list. If changed to Inactive, the user type cannot
be associated to any new user accounts or groups, but will remain valid for those it is already
associated with.

Deactivating a User Type
Prerequisite
The Manage user types user type permission is required.

The user type must have the Active status.
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Configuration > [SmartOrg] Administration > User Types
Steps

1. Click on a user type.

2. Click Edit next to Properties.
3. Select Draft in the Status field.
4. Click Save.

Result
The status Draft appears in the User Types list.

Duplicating a User Type
Prerequisite
The Manage user types user type permission is required.
Configuration > [SmartOrg] Administration > User Types
Steps

1. Locate the user type you want to duplicate.

2. From the Actions column, click Duplicate for the user type.

3. Change the code, name and description as required.
When you have more than one language, after entering the name for the initial language, click
Refresh and select the next language from the list and click Refresh again. Enter the required
value for that language and then choose the next language, click Refresh and repeat the
process.

4. Click Save.
Result

On the user type definition page, your actions are displayed in the History section. On the User
Types page, the new user type is displayed and its status is Active.

Editing User Type Properties
Prerequisite
The Manage user types user type permission is required.
Configuration > [SmartOrg] Administration > User Types
Steps

1. Click a user type.

2. Click Edit next to Properties.

3. Make the required changes to the code, name and description.
4. Click Save.

Dissociating All Users from a User Type
Prerequisite

The Manage user types user type permission is required.
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Configuration > [SmartOrg] Administration > User Accounts
Steps

1. Inthe Refine by field, select User Type.

2. Inthe adjacent field, enter a word or part of a word found in the name of the user type you want
to delete.

3. Click Refresh.

4. Click a name displayed in the User Accounts list.

5. Click Edit next to User Types.

6. Locate the user type you want to remove and click Remove in the Actions list.
7. Click Save.

8. Repeat steps 4 to 7 for each user who has the user type you want to delete.
Result

The user type is no longer displayed in the User Types list.
Next Step

Deleting a user type.

Deleting a User Type
Prerequisite
The Manage user types user type permission is required.
You can delete a user type provided no users are associated with the user type.
Configuration > [SmartOrg] Administration > User Types
Steps
1. Locate the user type you want to delete.
2. Click Delete in the Actions column.
Result

The user type is no longer displayed in the User Types list.

Granting a User Type Permission
Prerequisite
The Manage user types user type permission is required.
Configuration > [SmartOrg] Administration > User Types
Steps

Click on a user type.

Click on a functional domain.

Click Edit next to the sub-domain.

Select the permissions you want to grant.
Click Save.
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Result

All users assigned with this user type now have the selected permissions.

Revoking a User Type Permission
Prerequisite
The Manage user types user type permission is required.
Configuration > [SmartOrg] Administration > User Types
Steps
Select a user type.
Click the functional domain (and in some cases the sub-domain) containing the permission.
Click Edit next to the section containing the permission you want to revoke.

Clear the check box next to the permission you want to revoke.
Click Save.
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Result

On the user type definition page, your actions are displayed in the History section. The users who
have the user type will no longer have the permissions you revoked.
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User Group Management

User Group

A user group is a group of people who need to have access to the same information (for example, a
group of people who work on the same requisitions).

User groups are used in Taleo Recruiting, Taleo Performance, and Taleo Reporting and Analytics.

The creation of a few groups typically simplifies the work of an organization's users because each
group has access only to the information that its members need.

One group, called the Main Group is created for all users within an organization. The Main Group's
Organization- Location-Job Field structure cannot be modified.

The creation of a user group by system administrators involves:

Defining a name for the group.

Selecting users belonging to the group.

Defining the coverage areas of the group to specify the product areas to which the group has
access, that is selecting domains and sub-domains and linking them to organizations, locations and
job fields.

For Reporting, group creation also involves:

Creating a folder in Business Objects.
Selecting groups that have the reporting domain tied to it to define who gets access to the reports
within that folder.

The product domains when defining a coverage area are:

Recruiting Performance Reporting and Analytics
Requisitions Succession Plans Reporting and Analytics
Search

Special rules regarding user groups:

Users should be removed from the Main Group after being added to a specific group.

To gain access to elements associated to a particular group, the user must belong to that group.

It is only possible to delete a group if all its members belong to at least one other group.

It is not possible to delete a group if a user is associated to this group.

It is not possible to delete a group if elements (such as requisitions) remain associated to the group.
If a user is removed from a group and the user owns one or more element (such as requisitions)
associated with this group, the elements will appear in red in the system (for example, in the
requisition list) to indicate that there is a conflict.

User Group Management

User groups are used in Taleo Recruiting, Taleo Performance and Taleo Reporting and Analytics.
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» Taleo Recruiting Center

» ltis possible to create a user and to not link the user to a user group. In Taleo Recruiting Center,
it is recommended that users belong to at least one user group if they are a recruiting user who
creates, approves or manages requisitions. If a user is authorized to search, the user will be able
to view candidates of all Organization-Location-Job Field structures unless a user group using
the recruiting search domain.

» Search and requisition are independent domains that can be individually applied to a user group.

» |If users do not belong to a group linked to the Requisition domain, and they are a Recruiting
user, the user will only see requisitions they own or collaborate on or without restriction (All) if so
authorized. The user will not see information in or by group, even if their user type permission
state otherwise — since there are no groups linked to the user to view. In addition, the user will
not see information in or by group, even if their user type permission state otherwise — since
there are no groups linked to the user to view.

» Taleo Performance

» Users will only see the data of the domain that belongs to their group, provided they have the
proper user type permission.

» ltis possible to create a user and not link the user to a group for a given domain. For all
sub-domains (except for the Employee Succession Search) users will not be able to see
information in or by group, even if their user type permission state otherwise — since there are
no groups linked to the user to view. If a user is authorized to search (sub-domain Employee
Succession Search), the user will be able to view employees of all Organization-Location-Job
Field structures.

» Taleo Reporting and Analytics

» The reporting administrator creates documents within the reporting and analytics environment.
These include Web Intelligence Documents, Analytics, Advanced Analytics, Single Dashboards,
Tiered Dashboards, Hyperlinks, Desktop Intelligence Documents and imported files (PDF, XLS,
DOC, TXT, etc...)

» Each reporting document is filed into a “folder.”

» Each reporting folder can be linked to one or more reporting groups containing the reporting
domain.

» Users can belong to one or more groups that have the reporting domain associated, Reporting
Administrator ties these groups to reporting folders where reporting and analytic documents are
filed.

» Users only have access to the documents included in the folders to which their group(s) are
linked. With the exception of reporting administrators, if a user has no groups linked to a
reporting domain, he/she will not be able to see any reports.

* When generating a report data presented is still derived by user’s access in that application
(Recruiting Center or Performance)

Creating a User Group
Prerequisite
The Manage groups user type permission is required.
Configuration > [SmartOrg] Administration > User Groups
Steps

1. Click Create.
2. Complete the New Group page.
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3. If your organization activated more than one language, enter values for each of the other
languages, being sure to click Refresh after you select a new language and before you enter the
values for that language.

4. Click Save.
Result

The system displays the user group. If you display the list of user groups, the new user group
appears there.

Next Step
Adding users to the user group.

Defining coverage areas for the user group.

Adding a User to a User Group
Prerequisite
The Manage groups user type permission is required.
You must create a user group before you can add users to it.
Configuration > [SmartOrg] Administration > User Groups
Steps
1. Click on a user group.
2. Click Add next to Users.
3. Click the check box next to each user you want to add to the user group.
4. Click Select.
Result

The user is displayed in the Users list.

Removing a User from a User Group
Prerequisite
The Manage groups user type permission is required.
Configuration > [SmartOrg] Administration > User Groups
Steps
1. Click on a user group.
2. Click Show next to Users.
3. Inthe Actions column, click Remove next to the user you want to remove.
Result

The user is no longer displayed in the Users list. The History section is not updated automatically
but if you move to a different page and then display the user group definition page anew, the action
you performed is displayed in the History section.

If you remove a user from a group and the user owns one or more requisitions associated with this
group, the requisitions will appear in red in the Requisitions list to indicate that there is a conflict.
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To revert the situation, re-enter the owner of the requisitions in the group, reassign each requisition
owned by this user to a new user who belongs to the same group, reassign each requisition owned
by this user to a group to which the owner used to belong.

Deleting a User Group
Prerequisite
The Manage groups user type permission is required.
It is not possible to delete a group if requisitions or templates remain associated to the group.
Configuration > (SmartOrg) Administration > User Groups
Steps
1. Inthe User Groups list, locate the user group you want to delete.
2. Click Delete in the Actions column.
3. Click Yes.
Result

The user group is removed from the User Groups list.

Coverage Area

A coverage area is a combination of functional domains, Organizations, Locations and Job Fields that
together determine the scope of information available to a specific user group.

The coverage areas of a group define exactly what kind of information is available to the group's
members. A coverage area typically contains domains (and perhaps subdomains), which are core
products, and Organizations, Locations and Job Fields. The combination of domains, Organizations,
Locations and Job Fields associated with a coverage area determine the scope of information available
to the group for that area.

Adding a Coverage Area to a User Group

Allows the system administrator to limit the information available to a user group by specifying core
products and Organizations, Locations and Job Fields.

Prerequisite

The Manage groups user type permission is required.

You must create a user group before you can add coverage areas to it.
Configuration > [SmartOrg] Administration > User Groups

Steps

Click on a user group.

Click Create next to Coverage Areas.

Click Add next to Functional Domains.

Select the domain/subdomain you want to make available to the user group.

Click Select.
Click Save.
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Result

The domains you selected are displayed in the Functional Domains section of the Coverage Area
page.
Next Step

Adding organizations, locations and job fields to the coverage area.

Removing a Coverage Area from a User Group
Allows a system administrator to reduce the kinds of information currently available to the user group.
Prerequisite
The Manage groups user type permission is required.
Configuration > [SmartOrg] Administration > User Groups

Steps

1. Click on a user group.

2. Click Show next to Coverage Areas.

3. Click Remove next to the coverage area you want to remove.
4. Click Yes.

Result

The coverage area is no longer displayed in the Coverage Areas list. The History section is not
updated automatically but if you move to a different page and then display the user group definition
page anew, the action you performed is displayed in the History section.

Adding Organizations, Locations and Job Fields to a Coverage Area

Allows the system administrator to further define which information will be available to members of the
user group according to organizations, locations and job fields.

Prerequisite
The Manage groups user type permission is required.

You must add functional domains to a coverage area before you can add Organization, Location
and Job Field values.

Configuration > [SmartOrg] Administration > User Groups

Steps

1. On a Coverage Area page, click Add next to the type of item you want to add: Organizations,
Locations or Job Fields.

2. After the system displays the corresponding selector page, click the check box next to each item
you want to add to the coverage area.

3. Click Select.

4. You can repeat the previous steps if you added Organization elements, for example, and you
also want to add Location and Job Field elements.

Result

The Organization, Location and Job Field elements you added are displayed in the corresponding
sections of the Coverage Area page.
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Removing Organizations, Locations and Job Fields from a Coverage Area
Prerequisite
The Manage groups user type permission is required.
Configuration > [SmartOrg] Administration > User Groups
Steps
Click on a user group.
Click Show next to Coverage Areas.

Click on a coverage area.
On the Coverage Area page, click Remove next to the item you want to remove.
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Result

The Organization, Location or Job Field element you removed is not longer displayed in the
corresponding section of the Coverage Area page.

Reducing the Scope of a Coverage Area

You can remove functional domains, Organizations, Locations and Job Fields if you want to reduce the
scope of a coverage area.

Prerequisite

Configuration > (SmartOrg) Administration > User Groups
Steps

Click on a user group.

Click Show next to Coverage Areas.
Click the coverage area you want to modify.

DR

You can perform any of the following steps.

* To remove a functional domain, Organization, Location or Job Field, click the corresponding
Remove in the Actions column.

« To remove all Organizations, all Locations or all Job Fields, click Remove All next to the
corresponding item.

Result

The items you removed are no longer displayed the Coverage Areas page. The actions you
performed are displayed in the History section of the user group definition page.
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Configuration Profiles

Configuration Profile

A configuration profile is a set of settings which control how the application behaves for a specific set of
users to better fit the user experience.

It is through the configuration profile that different product behaviors can be achieved such as a
streamlined manager product experience vs. a more robust recruiter product experience. Users may
have the same set of permissions which grant access to specific features, but how a user is presented
access to the features is then further controlled by the configuration profile designation.

In addition to user types (which control permission access to specific features) and user groups (which
further define access to elements and functions based on Organizations-Locations-Job Fields), users
have a configuration profile associated with their user account.

USER ACCOUNT
USER TYPE USER GROUP CONFIGURATION PROFILE
Determines permissions Further defines access to Determines what users will
and product access elements and functions based on see (home page, center stage,
through functional domains. Organizations-Locations-Job Fields. core navigation bar, etc.

Configuration profiles are created in SmartOrg. Once created, a configuration profile is assigned to
Recruiting Center users via their user account. Therefore, depending on the user signing into the
application, elements displayed to the user will vary depending on the configuration profile associated
to the user.

Three default configuration profiles are provided:

» Recruiter
» Hiring Manager
* Hourly Manager

System administrators can edit the settings for these default configuration profiles and can also create
new configuration profiles. Changes made to a configuration profile are applied the next time a user
linked to this configuration profile logs in.

By default, when a new user is created, no configuration profile is assigned to the user. If no
configuration profile is used, the default value of each setting is used.

For a list of the configuration profile settings, see Configuration Profile Settings.

Configuration

To have access to the Configuration Profiles feature in SmartOrg, the following permission is required.
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Manage configuration profile

Configuration > [SmartOrg] Administration > [Users]
User Types > Configuration > User Management

Configuration Profile Settings

About Link in Auxiliary Menu

Display the about link in the auxiliary menu.

Advanced Search "Save Query" Button

Displays the "Save Query" button in the advanced
search page.

Advanced Search Links

Displays the advanced search links.

Advanced Search Toolbar

Displays the advanced search toolbar.

Auxiliary Navigation Bar

Displays the auxiliary navigation bar.

Candidate File Creation

Indicates the files used to create a candidate.

Candidate List Format

Candidate list format available for users having this
configuration profile.

Center Stage - Separator Line

Display a line between the Welcome title and the
content of the main center stage (this line helps to help
distinguish the title from the body portion of the page).

Center Stage - Welcome Title

Display the Welcome message when users first log in
and are presented the Recruiting center stage.

Center Stage Configuration

Indicates the center stage configuration.

Center Stage Footer Text

Indicates if the center stage footer is displayed.

Communication Channel - Custom Link

Contains the link text towards the custom page in the
communication channel.

Communication Channel - Custom Link Tooltip

Contains the tooltip text for the link towards the custom
page in the communication channel.

Communication Channel - Custom Link URL

Indicates the URL of the custom page in the
communication channel.

Communication Channel - Custom Text

Contains the text to be displayed in the custom
communication channel.
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Configuration Profile Settings

Setting

Description

Communication Channel - Custom Title

Contains the title to be displayed in the custom
communication channel.

Communication Channel - HTML Custom URL

Indicates the URL of the HTML custom page in the
communication channel.

Communication Channel Mode

Indicates the "Communications" channel mode to be
used.

Core Navigation Bar

Displays the core navigation bar.

Customer Support Section

Enable the customer support section.

Customer Support Text

Contains the text to be displayed in the customer
support section.

Dashboard Configuration

Assign a specific dashboard configuration to a
configuration profile.

Default "Advanced Search" Field Configuration

Displays the selection of fields that are available to the
user when performing an advanced search.

elLearning Section URL

Indicates the target URL to the eLearning section.

Recruiting Header Text

Displays the Recruiting header text.

Release Notes

Display the release note information when accessing
the application, according to the user's profile.

Requisition File Automatic Filling

I want to use the "automatic filling" option of the
requisition file.

Requisition File Creation

Indicates the files used to create a requisition.

Requisition List Format

Requisition list format available for users having this
configuration profile.

Search Widget

Displays the search widget.

Show information for Filter Default

Indicates the default value for the context filter, which
controls what requisitions are included in the Recruiting
requisition list and center stage channels.

Show information for Filter Visibility

Indicates whether the context filter control is displayed
on the Recruiting requisition list and homepage.

Training Section URL

Indicates the target URL to the training section (Taleo
University).

View or Edit Requisition File

File used for viewing or editing a requisition.

Web Support Link in Auxiliary Menu

Display the web support link in the auxiliary menu.
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Welcome Center Content Indicates which customized content and layout will be
used in the Welcome Center.

Creating a Configuration Profile
Prerequisite
The Manage configuration profile user type permission is required.
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles
Steps

Click Create.

Provide a code and a name.

Click Save.

Click on configuration profile settings and set them as desired.
Click Save.
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Next Step

Activating a configuration profile.

Activating a Configuration Profile
Prerequisite
A configuration profile must have the Draft or Deactivated status.
The Manage configuration profile user type permission is required.
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles
Steps
1. Click on a configuration profile.
2. Click Activate.
Next Step

Associating a configuration profile to a user account.

Associating a Configuration Profile to a User Account
Prerequisite
Configuration > [SmartOrg] Administration > [Users] User Accounts
Steps

1. Click on a user account.
2. Click Edit next to Account Information.
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3. Select a configuration profile.
4. Click Save.

Deactivating a Configuration Profile
Prerequisite
A configuration profile must be activated.
The Manage configuration profile user type permission is required.
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles
Steps

1. Click on a configuration profile.
2. Click Deactivate.

Deleting a Configuration Profile
Prerequisite
The Manage configuration profile user type permission is required.
The configuration profile must have the Draft or Inactive status.
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles
Steps
1. Click Delete next to the configuration profile.
2. Click Yes.
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Lists

List Format

List formats are available for candidates lists and requisitions lists. They allow the display of candidate
file or requisition file information in different columns.

The system provides a selection of default candidate and requisition lists that are ready to use.
However, system administrators can create new list formats to better suit their organization needs.
Recruiting Center users can select (among the list formats created by their system administrator) the
list format they wish to use to display files in a list. They can also create up to three list formats and
select columns to display specific information (if permissions were granted). Columns available to
choose from have been previously defined by system administrators.

In this illustration, the Education list format was selected to display candidates.

Candidates
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List Format Context

List formats are organized by context, that is pages in the system where a list of candidates or
requisitions would be presented to Recruiting Center users.

List format contexts are provided by the system. System administrators cannot create new ones. A
context can contain several list formats. The number of list formats that can be created for a context is
defined by Taleo.

Type of List Default List Format Contexts

Candidate Al Candidates by Requisition List

» All Candidates by Folder List

» All Candidate by Offer List

» List of automatically pooled candidates

* Requisition Specific Candidate List

» Candidate Capture/Possible Duplicates List
e Search Results / Advanced Search

e Search Results / Quick Search

Requisition + Requisition List
* Mini Requisition List
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Configuring List Formats

The configuration of list formats consists of the following steps.
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Activating fields for selection in list formats. The columns in a list format are made up with fields.
Selecting a list format variation.

Creating a list format.

Displaying advanced filters in a list format.

Displaying quick filters in a list format.

Creating custom instructions for a list format context.

Assigning a list format variation to configuration profiles.

Important Note: (ID 266) Be aware of the following specific field visibility behavior in
candidate lists. Fields can be made visible for internal or external candidates (via the candidate
security level permissions) and fields can be contextualized to appear only for certain
Organizations-Locations-Job Fields or staffing types circumstances. As a result, the current
behavior in candidate lists is as follows:

* When a field was not made visible to the user for both internal and external candidates, the
column will appear but data will be blank for situations where the user should not see the
data.

* When a field was made visible to the user for either internal or external candidates, the
column will appear but data will be blank for situations where the user should not see the
data.

» When a field was made visible and available (active) to the user but was not used in the
candidate file, data will be displayed if it exists. (This may happen if the field was supplied
on another submission where the field is present).

« When a field is not present on the file because it was not configured for display in a specific
context (Organizations-Locations-Job Fields or staffing types), data will be displayed if it
exists. (This may happen if the field was supplied on another submission where the field is
present.)

Important Note: (ID 149) If compensation data is hidden from certain user types, it is
important not to allow these fields to be available in the requisition list view context for these
user types. If compensation fields are present in a list view, the data will appear to the user
regardless of compensation data viewing permissions. It is possible to hide these fields from
select user populations only by using the list format "variation" concept that is applied to a
user's configuration profile.

Activating Fields for Selection in List Formats

Prerequisite

Configuration > [Recruiting] Administration > Fields

Steps

1.

akrwbd

Click a field category.

Click the name of a field.

Click Edit Field Availability next to Properties.

Under Show Standard Fields, select Taleo Recruiting.
Click Save.
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Result

The field is available when selecting columns for a list format context.

Selecting a List Format Variation

Variations are used to organize list format contexts.

Three variations are available. Each Recruiting Center user is linked to a variation via their
configuration profile.

To select a list format variation

Prerequisite

Configuration > [Recruiting] Administration > List Formats

Steps

1.
2.

Click the Candidate or Requisition tab.
In the Show list, select a variation.

Creating a List Format

Prerequisite

Configuration > [Recruiting] Administration > List Formats

Steps

o g wNE
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10.

11.

Click on the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Context Details page, under the Formats for this Context tab, click New...

Provide a name for the list format.

Translate the name of the list format using the Languages list located on the top right hand side
of the page.

Optional: Enter comments.

Optional: You can specify if the list format you are creating will be the default list format for the
context.

Choose the desired columns by selecting the check box next to each column name.

Order columns in the list format by selecting a number in the Sequence Number column then
click Reorder.

Sort files in the list according to a specific criterion. Up to three different sorting criteria can be
specified.

a) To select a criterion, click , inthe Sort By column next to the desired column name.

b) To select a second sorting criterion, click , in the Then by column next to the desired

column name.
c) To select a third sorting criterion, click , in the second Then by column next to the desired

column name.
d) To select ascending or descending sorting order, click , repeatedly.
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12. Optional: You can select the Group records by first sort criterion option if you want to group files
in the list format.

13. Click the Active check box to activate the list format.
14. Click Done.

Result
The list format appears in the Context Details page, under the Formats for this Context tab.
Next Step

If you created a candidate list format, specify the candidate file identifier content.

Displaying Advanced Filters in a List Format
Prerequisite
Configuration > [Recruiting] Administration > List Formats
Steps

Click on the Candidate or Requisition tab.
Select a variation in the Show list.

Click the name of a context.

Select Show Advanced Filters.

Click Done.

a s wdE

Result

The Advanced Filters button is displayed in the Recruiting Center for the selected candidate or
requisition list format context. Note that criteria available in advanced filters are pre-defined by the
system based on the columns selected for the list format context. You cannot modify them. For
details, see Advanced Filters.

Displaying Quick Filters in a List Format

System administrators have the ability to configure quick filters available in requisitions and candidates
lists.

For a list format context, system administrators can select quick filters amongst a predefined list of
filters. See Candidate Quick Filters and Requisition Quick Filters.

System administrators can define a default value for certain quick filters. These default values are
automatically applied to the list.

» If a quick filter is displayed to users, users can choose to edit the default value for the filter.

» If a quick filter is not displayed to users, this means that the users will only see candidates
or requisitions according to this default value. As a result, the total number of candidates or
requisitions can be different from what users see on their list.

For example: In the list format "All Candidates / By Requisition", the system administrator decides to
not display the ACE filter but yet decides to set the ACE filter as a default value. As a result, when
users review the candidates list of a specific requisition, they will see a certain number of candidates.
However, if they click the "candidate" number, which will display the list format "All candidates / By
Requisition” for that same requisition, the system will present them with only the ACE candidates, but
will not display the ACE filter and therefore the number of candidates they see are reduced to only
show ACE candidates.
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To display quick filters
Prerequisite
Configuration > [Recruiting] Administration > List Formats

Steps

Click the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Context Details page, click the Quick Filters tab.

Select filtering criteria by selecting the Displayed check box next to each criterion.

Optional: You can select a default criterion by selecting the Default VValue check box next to the

criterion.

7. Order filtering criteria by selecting a number in the Sequence Number column.
For candidate list filters, the configuration option appears repeatedly for every single list format,
however, similar requisition formats such as requisition specific candidate list formats will share
the same configuration. Changing it in one location, will change it in all others as well.

8. Click Apply.

9. Click Done.

Result

S

Quick filters are displayed in the Recruiting Center for the selected requisition or candidate list
format context.

Creating Custom Instructions for a List Format Context
Prerequisite
Only one text can be customized by context by language.
Text must be created for all available languages.
Configuration > [Recruiting] Administration > List Formats
Steps
1. Click on the Candidate or Requisition tab.
2. Select a variation in the Show list.
3. Click the name of a context.
4. Enter text in the Step Information field. This can help clarify, for example, the list format options

to Recruiting Center users or explain that other contexts are available for different recruiting
circumstances.

5. A maximum of 1000 text based characters is supported. HTML, rich text format (RTF) and
hyperlinks are not supported.
6. Click Done.

Result
The text appears in a callout located to the left of the List Format Configuration icon =— which is

available in the top right hand corner of a list. The callout only appears if instructions are provided.
The instructions appear for all lists in the context.

Configuration Guide Taleo Recruiting FP12A 110



Lists and Filters Lists

Assigning a List Format Variation to Configuration Profiles
Prerequisite

Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Steps

1. Click a configuration profile.

2. Click the Candidate List Format setting.

3. Click Edit.

4. Select a list format variation in the Value drop-down list.
5. Click Save.

6. Click the Requisition List Format setting.

7. Click Edit.

8. Select a list format variation in the Value drop-down list.
9. Click Save.

10. Go back to the SmartOrg Configuration menu.

11. Click User Accounts.

12. Click a user account.

13. Click Edit next to Account Information.

14. Select a configuration profile.

15. Click Save.

List Format - Other Configuration Tasks
The following configuration tasks are available for list formats.

* Adding a column in a list format

* Ordering columns in a list format

» Selecting a default list format

e Setting sort criteria in a list format
» Grouping files in a list format

» Ordering list formats

» Deactivating a list format

* Deleting a list format

¢ Adding a column to a context

* Removing a column from a context
» Specifying the default Candidate File Identifier content

Adding a Column in a List Format
Prerequisite
Configuration > [Recruiting] Administration > List Formats

Steps

1. Click on the Candidate or Requisition tab.

2. Select a variation in the Show list.

3. Click the name of a context.

4, In the Formats for this Context tab, click on a list format.
5. Select the check box next to a column.
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6. Click Done.

Ordering Columns in a List Format
Prerequisite
Configuration > [Recruiting] Administration > List Formats

Steps

1. Click on the Candidate or Requisition tab.

2. Select a variation in the Show list.

3. Click the name of a context.

4. Inthe Formats for this Context tab, click on a list format.
5. Select a number in the Sequence Number column.

6. Click Reorder.

7. Click Done.

Result

Columns are placed in the list according to the order specified.

Selecting a Default List Format
Prerequisite
The list format must be Active.
Configuration > [Recruiting] Administration > List Formats

Steps

1. Click on the Candidate or Requisition tab.

2. Select a variation in the Show list.

3. Click the name of a context.

4. In the Formats for this Context tab, click on a list format.
5. Select the option Default format for this context.

6. Click Done.

Result

In the Context Details page, under the Formats for this Context tab, a check icon appears in the
Default column, next to the list format. The list format will be applied by default to the list.

Setting Sort Criteria in a List Format
Prerequisite
The list format must be created in order to set sorting criteria.
Configuration > [Recruiting] Administration > List Formats

Steps

1. Click on the Candidate or Requisition tab.

2. Select a variation in the Show list.

3. Click the name of a context.

4. In the Formats for this Context tab, click on a list format.

5. To select a criterion, click  in the Sort By column next to the desired column name.
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6. To select a second sorting criterion, click , in the Then by column next to the desired column

name.
7. To select a third sorting criterion, click , in the second Then by column next to the desired

column name.
8. To select ascending or descending sorting order, click , repeatedly.

9. Click Done.

Grouping Files in a List Format
Prerequisite

Configuration > [Recruiting] Administration > List Formats

Steps

1. Click on the Candidate or Requisition tab.

2. Select a variation in the Show list.

3. Click the name of a context.

4. In the Formats for this Context tab, click on a list format.
5. Select the option Group records by first sort criterion.

6. Click Done.

Result

Files are grouped in the candidate or requisition list. For example, a system administrator could
decide to group candidate files by cities. As a result, the candidate list could display candidate files
grouped by the city of Boston, then the city of Los Angeles, New York, San Francisco, etc.

Ordering List Formats
Prerequisite
Configuration > [Recruiting] Administration > List Formats

Steps

Click on the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Formats for this Context tab, select a number in the Sequence Number column.
Click Reorder.

. Click Done.

Result

I N e

List formats for the context are displayed in the specified order.

Deactivating a List Format
Prerequisite
Configuration > [Recruiting] Administration > List Formats

Steps
1. Click on the Candidate or Requisition tab.
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Select a variation in the Show list.

Click the name of a context.

In the Formats for this Context tab, click on a list format.
Deselect Active.

Click Done.

Result
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In the Context Details page, under the Formats for this Context tab, a check icon no longer appears
in the Active column next to the list format. Also, the list format is unavailable when users select a
list format for a candidate or requisition list.

Next Step

If you no longer want this list format, you can delete it.

Deleting a List Format
Prerequisite
A default list format cannot be deleted.
Configuration > [Recruiting] Administration > List Formats

Steps

1. Click on the Candidate or Requisition tab.

Select a variation in the Show list.

Click the name of a context.

In the Formats for this Context tab, select a list format.
Click

aprwn
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Result

The list format is deleted from the database. It no longer appears in the Context Details page, under
the Formats for this Context tab and it is unavailable to users.

Adding a Column to a Context
Prerequisite
Configuration > [Recruiting] Administration > List Formats

Steps

Click on the Candidate or Requisition tab.
Select a variation in the Show list.

Click the name of a context.

In the Columns in this Context tab, click Add...
Select a field group.

Select a field in the Available Fields list.

Click Add.

. Click Done.

Result
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The column appears in the Columns in this Context tab. The column is available to Recruiting
Center users when they customize their list formats.
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Removing a Column from a Context

Prerequisite
Configuration > [Recruiting] Administration > List Formats

Steps

Click on the Candidate or Requisition tab.
Select a variation in the Show list.

Click the name of a context.

In Columns in this Context tab, select a column.
Click Remove.
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Result

The column no longer appears in the Columns in this Context tab. Also, the column is not displayed
to users when they customize their own candidate or requisition list format.

Next Step

Reordering columns in the context.

Hiding Advanced Filters

Prerequisite

Configuration > [Recruiting] Administration > List Formats

Steps

1. Click on the Candidate or Requisition tab.
2. Select a variation in the Show list.

3. Click the name of a context.

4. Clear Show Advanced Filters.

5. Click Done.

Result

The Advanced Filters button is no longer displayed for the selected candidate or requisition list
format context.

Candidate File Identifier

The candidate file identifier is used to specify which candidate-specific information is presented in the
Candidate column of candidates lists.

The candidate file identifier can provide the following information in the form of text or icon:

Candidate name (first name, last name, middle initial)
Identification number
Ace candidate

Internal candidate
In at least one selection process

Referred candidate ®
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The Candidate column is always displayed in candidates lists. System administrators are responsible
of defining which information will appear by default in the column. However, Recruiting Center users
can modify the default set by their system administrator via their personal preferences available under

My Setup.

Specifying the Default Candidate File Identifier Content

Prerequisite

Configuration > [Recruiting] Administration > File Identifiers

Steps
1. Click Candidate.

2. Select the information you want to display.
3. Select a sorting key to determine which value will be used to sort the candidate column.

4. Click Done.
Result

Selected values appear in the Record Identifiers page. Also, the element selected will appear by
default in the Candidate column of candidates lists.

List Format - Permissions and Settings

The following permissions and settings are used for the list format functionality.

requisition list

Create personal list formats for the

formats.

Allows Recruiting Center users to
create personalized requisition list

Configuration > [SmartOrg]
Administration > [Users] User Types
> Recruiting > Requisitions

candidate list

Create personal list formats for the

formats.

Allows Recruiting Center users to
create personalized candidate list

Configuration > [SmartOrg]
Administration > [Users] User Types
> Recruiting > Candidates

candidate lists

Access requisition-specific

to access requisition-specific
candidate lists.

Allows Recruiting Center users

Configuration > [SmartOrg]
Administration > [Users] User Types
> Recruiting > Candidates

Item Requiring Attention
icon in Candidate
Submissions

Removes the "ltem On
Requiring Attention"
icon from the candidate
file upon some specific
actions performed by

a recruiter or a hiring

Configuration >
[Recruiting] Settings
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manager against a
candidate, even if the
candidate’s file has not
been physically viewed.

Maximum Number of Indicates the maximum 1000 Configuration >
Items in List number of items [Recruiting] Settings
displayed in the list (tasks,
requisitions, templates,
submissions, etc). The
maximum number of items
allowed is 1000. Contact
Taleo Support for details.

Maximum Candidate List | Sets the number of 17 Configuration >
Columns columns that can be used [Recruiting] Settings
in a candidate list format.
The default value is 17

columns.
Maximum Number of Sets the number of 12 Configuration >
UDF for Candidate List columns of type user- [Recruiting] Settings
Columns defined field (UDF) that

can be used in a candidate
list format. The default
value is 12. Contact Taleo
Support for details.

Item Requiring Attention Removes the Item No Configuration> [Recruiting]
icon in Candidate Requiring Attention icon Settings
Submissions .rh" when an action has

been performed against
a candidate, even if the
candidate’s file has not
been physically viewed.

The table below indicates the actions affected by the activation of the Item Requiring Attention icon in
Candidate Submissions setting.

General Actions

Go in the candidate profile No

Offer Actions
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Action The Jh icon is removed?

Create Offer Yes
Make Offer Yes
Cancel Offer Yes
Capture Expectation Yes
Capture Candidate Response Yes
Capture Competitive Offer Yes
Extend Offer Yes
Renege Offer Yes
Rescind Offer Yes
Send Offer Yes
Update Expiration Date Yes
Update Start Date Yes
Request Approval Yes
Amend Approval Path Yes
Decide on Approval Yes
Terminate Approval Yes
Candidate Selection Workflow Actions

Move/Change Status & Step Yes
Bypass Yes
Reject Yes
Has Declined Yes
Hire Yes
Schedule Interview Yes
Update Interview Yes
Cancel Interview Yes
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Action The Jh icon is removed?

Mark as Yes Yes
Mark as No Yes
Mark as Maybe Yes
Move all to next step Yes
Move to next step Yes
Revert Yes
Reset Selection Process Yes
Candidate File Actions

Match No
Merge No
Share No
Fill Out Form No
Print No
File in folder No
Compare Yes
Add Comment No
Add Grade No
Attach File No
Send Correspondence No
Find Similar Candidate No
Remove candidate No
Delete Submission Yes
Undelete Submission Yes
Create Screening Request No
Open Candidate Submission Yes
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Onboarding Actions

Start Onboarding Process Yes

Cancel Onboarding Process Yes

Column Width in Lists

The width of columns in lists can be enlarged or reduced.

The width of icon columns is 26 pixels.

,h- Used to draw a user's attention to items that he/she owns and that require viewing.

@ If the Disqualification Questions functionality is enabled, this icon is displayed in the
Candidates lists.

e Identifies top candidates (those who meet all required criteria) in the candidate list of a
requisition.
=1 Indicates the most advanced progression status of a candidate on other requisitions across all

positions where the candidate is being considered.

Indicates that a candidate is in at least one selection process.

Indicates that a file was attached.

o |

Indicates that the candidate is internal, that he/she already works for your organization.

Indicates that the candidate was referred by a agent or a colleague.

o

Indicates that the candidate is new in the selection process.

Indicates the number of candidates who applied on a requisition.

B3|

Indicates the number of candidates who received a job posting notification.

Indicates that a requisition requires the recruiter/hiring manager’'s immediate attention.
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) Prevents users from posting a requisition.

|Il Indicates that the daily recruiting report function has been activated for that requisition.

The width of field columns is set as follows: the label length + the sorting icon length. There is a
minimum default width of 50 pixels. Note that if a column has two fields (like Employer/Title or Step/
Status), then the width would be increased by 30 pixels.

There are exceptions to the above rule. The following column have a specific hard-coded default width:

Application LinkedIn ID 70 pixels

Profile LinkedIn ID 70 pixels

Application City 100 pixels
Profile City 100 pixels
Application State, City 100 pixels
Profile State, City 100 pixels
Contest Number, Job Information, Title 170 pixels
Job Information, Title 170 pixels
Application CRI 170 pixels
Profile CRI 170 pixels

Requisition Active Locales 45 pixels
Requisition Mini Active Locales 45 pixels
Job Active Locales 45 pixels
Requisition Status 100 pixels
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Requisition Status Detail 100 pixels
Requisition Mini Status Detall 100 pixels
Job Status 100 pixels
Requisition Recruiter 100 pixels
Requisition Mini Recruiter 100 pixels
Requisition Recruiter Assistant 100 pixels
Requisition Mini Recruiter Assistant 100 pixels
Job Recruiter 100 pixels
Requisition ID 100 pixels
Requisition Title 170 pixels
Requisition Mini Title 170 pixels
Requisition Job Information Title 170 pixels
Requisition Mini Job Information Title 170 pixels
Requisition Mini Title 2 170 pixels
Requisition Mini Title 3 170 pixels
Job Information Title 170 pixels

Maximum Number of Rows Displayed in a List

Requisitions List 1000

Yes (but, no
indication that the
results exceeded the
limit)

Yes. A system sort is
applied using the last
modification date.
The user can then
perform a sort on the
1000 requisitions.

Yes
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as Organizations,
Locations, Job
Fields, Employers,
Institutions, etc.)

indication that the
results exceeded the
limit)

Candidates List 1000 No (but a message | No Yes
indicates to filter the
list)
Job-Specific 1000 No (but a message | The user can Yes
Candidate List indicates to filter the | perform a sort.
list)
Automatic Candidate | 300 Yes (but, no No Yes
Pooling List indication that the
results exceeded the
limit)
Advanced Search 300 Yes (but, no No Yes
Results List indication that the
results exceeded the
limit)
Offers List 1000 No (but a message | No Yes
indicates to filter the
list)
Selectors (such 1000 Yes (but, no Alphabetical sort Yes
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Advanced Filter

Advanced filters help Recruiting Center users to filter lists using an expansive set of filtering criteria.

Both requisitions and candidates lists have “advanced” filtering tools at the very bottom of the left panel
of the page. Recruiting Center users can select several advanced filter criteria to filter a list. Once
executed, the criteria are presented to the user across the top of the screen with an [ adjacent to the
filter criteria. By clicking i, the criteria can be removed and the list will dynamically update according
to the updated criteria set. User-defined fields can also be available as filtering criteria.

Advanced filters are filtering on an already filtered list, that is whatever advanced filter criteria is
selected, the list will be filtered based on what is already displayed in the list. For example, a user
filters a requisitions list using the Pending, Open and On Hold status quick filters (he does not select
the Draft status filter). The user then applies the advanced filter “Status Details/Draft”. The list will
display “No matches found”. In this example, the system first displays all requisitions except Draft
ones. Then, from the results displayed by the quick filters, the system finds those requisitions that are
draft.

When using advanced filters for which words must be entered, users have the ability to enter partial
words. For example, a user could filter a candidate list with candidates whose first name starts with
“cath”. The system would retrieve candidates whose first name is “cathy”, “catherine” or “cathia”.

Displaying Advanced Filters in a List Format
Prerequisite
Configuration > [Recruiting] Administration > List Formats

Steps

Click on the Candidate or Requisition tab.
Select a variation in the Show list.

Click the name of a context.

Select Show Advanced Filters.

Click Done.

Result
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The Advanced Filters button is displayed in the Recruiting Center for the selected candidate or
requisition list format context. Note that criteria available in advanced filters are pre-defined by the
system based on the columns selected for the list format context. You cannot modify them. For
details, see Advanced Filters.

Quick Filter

Quick filters help Recruiting Center users to quickly filter a list down to relevant information.
Quick filters are displayed on the left panel of a page and are available in the following lists:

» Tasks
» Requisitions
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» Candidates

» Offers

* Requisition Templates

* Questions

e Interview Questions

» Disqualification Questions
» Competencies

By default, quick filter categories are collapsed and only display selected filtering criteria. When no
quick filter is selected, the list displays all available entries. As soon as one filter is selected, it is
automatically applied to the list and the list refreshes according to the selection made. Users do not
need to refresh the list. For example, in the Requisitions list, if the Status - Open quick filter is selected,
only open requisitions are displayed in the list.

Several quick filters can be applied at a time. Quick filters can be restored to their initial value by
clicking ##.

Some quick filters have an O icon to refresh the related list. Also, when entering data in more than
one field and clicking 3 Or pressing the Enter key, the refresh action takes into account the data
entered in all the fields.

For a list of available filters, see Candidate List Quick Filters and Requisition List Quick Filters.

ﬂ Important Note: (ID 317) When applying Organization, Location or Job Field quick filters,
select the desired value and then click into another field in the quick filter area to get the list to
refresh with the criteria applied.

Displaying Quick Filters in a List Format

System administrators have the ability to configure quick filters available in requisitions and candidates
lists.

For a list format context, system administrators can select quick filters amongst a predefined list of
filters. See Candidate Quick Filters and Requisition Quick Filters.

System administrators can define a default value for certain quick filters. These default values are
automatically applied to the list.

« If a quick filter is displayed to users, users can choose to edit the default value for the filter.

» If a quick filter is not displayed to users, this means that the users will only see candidates
or requisitions according to this default value. As a result, the total number of candidates or
requisitions can be different from what users see on their list.

For example: In the list format "All Candidates / By Requisition”, the system administrator decides to
not display the ACE filter but yet decides to set the ACE filter as a default value. As a result, when
users review the candidates list of a specific requisition, they will see a certain number of candidates.
However, if they click the "candidate" number, which will display the list format "All candidates / By
Requisition” for that same requisition, the system will present them with only the ACE candidates, but
will not display the ACE filter and therefore the number of candidates they see are reduced to only
show ACE candidates.
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To display quick filters

Prerequisite

Configuration > [Recruiting] Administration > List Formats

Steps

1. Click the Candidate or Requisition tab.

2. Select a variation in the Show list.

3. Click the name of a context.

4. Inthe Context Details page, click the Quick Filters tab.

5. Select filtering criteria by selecting the Displayed check box next to each criterion.

6. Optional: You can select a default criterion by selecting the Default Value check box next to the
criterion.

7. Order filtering criteria by selecting a number in the Sequence Number column.
For candidate list filters, the configuration option appears repeatedly for every single list format,
however, similar requisition formats such as requisition specific candidate list formats will share
the same configuration. Changing it in one location, will change it in all others as well.

8. Click Apply.

9. Click Done.

Result

Quick filters are displayed in the Recruiting Center for the selected requisition or candidate list
format context.

Requisition List Quick Filters

Primary Location v v
Organization v v
Job Field v v
Status v p 4
Requisition ID ‘ﬁ ) 4
. o The Status quick filter is considered a multi-select within the same field and acts as an OR filter. For

example, when selecting the Draft and Open status filters, the user will see all requisitions that are
either in Draft or Open status.
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Candidate List Quick Filters

Candidates -
Internal

Candidates - 'ip 'ﬂP 'ﬂ? 'ﬂP 'ﬂﬁ 'ip

Referred

Candidates
- Requiring v v v v v X
Attention

Candidates 'ip 'ﬂP ) 4 b 4 ) 4 b 4

- In selection
Process

Candidates 'ip ) 4 ) 4 'ﬂP ) 4 b 4

- Active
on Current
Requisition

Candidates 'ip ) 4 ) 4 'ﬂP 'ﬂﬁ 'ip

- Active on
concurrent
requisition

Candidates 'ip ) 4 ) 4 'ﬂP ) 4 b 4

- Exclude
disqualified

Candidates 'ip ) 4 ) 4 'ﬂP ) 4 b 4

- New in
selection
process

Submissions ‘p ) 4 ) ‘P ) b 4

- Submission
completed

Submissions - ‘p ) 4 ) ‘P ) b 4

Meet required
criteria

Submissions -
ACE v # # v # X
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Submissions -
Assets Met

Submissions
- Results
between %

Submissions -
Creation Date

Submissions
-Completion
Date

<

Submissions
- Last Activity
Date

<

Submissions -
Step

Submissions -
Status

b 4

Submissions -
Employer

Submissions -
Program

A S I S W I

A S I S W

L4

Submissions -
Radius

b 4

b 4

Requisitions -
Status

Requisitions -
Organization

Requisitions
-Primary
location

LS I N I 8

Requisitions -
Job Field

<

Requisitions -
Requisition ID
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Folder Name b 4 'ﬂP ) 4 b 4 ) 4 b 4

Offer Status b4 p 4 'ﬂ? b4 p 4 )4

Shift x x x x 'ﬂF 'ﬂP

Offer Dates:

Creation, X X v X X X

Start,

Approval,

Expiration &

Acceptance

~ Candidates quick filters are considered a single select on different fields and act as an AND between
the filters. For example, when selecting the Internal and Referred candidate filters, the user will only
see the candidates that are Internal and Referred.

.3* The Candidates - Active on Current Requisition filter will display any candidates in an active step/status
(excluding any that are in a rejection, decline, or in hire step/status). The Candidates - In selection
Process filter will display any candidates in an active step/status (excluding any that are in a rejection,
decline, or in a hire step/status) and not flagged as disqualified based on disqualification questions.

Show Filter

The Show filter allows Recruiting Center users to filter information displayed in a list using ownership,
collaboration or status criteria.

The Show filter can appear in:

* Requisitions list.
» Candidates list.
» Tasks list.

« Home page.

The Show filter:

» Can be displayed everywhere except in the home page.
» Can be displayed everywhere including the home page.
e Can be not displayed at all.

Values appearing in the Show filter depend on the permissions granted to the user and on the
configuration of the application. Available values are the same for all three pages where the Show
filters can appear. Possible values are:

e |Jown
» | collaborate on
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| own or collaborate on

| own in My coverage area

| own or collaborate on or in My coverage area
Groups the user is part of

All

For example:

If a user’s permissions does not allow a user to see requisitions he/she does not own, the user will
only see the “l own” value.

If a user’s permissions allow a user to see requisitions he/she does not own BUT the collaborator
feature is not available in the company, the user will not see the following values related to the
collaborator feature: “I own or collaborate on”, “I collaborate on” and “I own or collaborate on or in
My coverage area”.

If a user’s permissions allow the user to see requisitions he/she does not own AND the collaborator
feature is available in the company, the user will see the following values related to the collaborator
feature: “l own or collaborate on”, “I collaborate on” and “I own or collaborate on or in My coverage
area”.

When displaying the Candidates list, a check box called Show requisitions inactived since appears
just underneath the Show filter. Selecting this check box will add to the Requisitions list the Deleted,
Canceled and Filled requisitions.

Displaying the Show Filter

The following settings are used to configure the Show Filter.

Show information for Filter | To set whether the Everywhere including in Configuration >

Visibility Show filter control is the home page [SmartOrg] Administration
displayed on lists and the > [Users] Configuration
homepage. Profiles

Show information for Filter | To set the default value I own Configuration >

Default for the Show filter, which [SmartOrg] Administration
controls what requisitions > [Users] Configuration
are included in the Profiles

If you think users will not
need to change the value
of the Show filter, consider
not displaying the Show
filter to them.

Recruiting requisition
list and center stage
channels.

If you want to ensure
users see relevant
requisitions without having
to change the filter each
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time, do not display the
Show filter.
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Fields

Field

A field is used to collect and display information.
Fields are divided into four categories based on where they are used in the Recruiting Center:

e Candidate

» Department
» Offer

» Requisition

There are two types of fields within the system:

» Standard fields provided by Taleo.

» User-defined fields (or custom fields) created by system administrators to collect information
specific to their organization.

Various properties can be applied to both standard fields and user defined fields:

» Availability: Where the field is used, that is Recruiting Center, career sections, the candidate search
feature, the History tab, reports (for user-defined fields).

» Content required: The content of a field may be required to save, approve (requisition fields only),
or source (requisition fields only). If this is the case, users must enter information in the field in order
to proceed. If content is not required, users do not have to enter any information in the field.

» Security level: General, Restricted, or Confidential.

» Organizations, Locations and Job Fields contextualization:To make fields relevant according to a
context.

» Staffing type exceptions: An exception regarding the staffing type, that is Professional, Hourly,
Campus, Contingent, Executives.

Taleo Recruiting v v v v
Career Section v v

Candidate Search v

History v

Cu§tom Report v v v v
Universe
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There are limitations to the number of user-defined fields (UDF) that can be created. Up to 300 UDF
can be created for each category of field, that is 50 for requisitions, 50 for departments, 50 for offers,
and 150 for candidates (50 for personal information, 50 for work experience and 50 for education).

Configuring Fields

The configuration of fields consists of the following steps.

Using standard fields and modifying their properties, or creating a user-defined field.
Defining the availability of a field.

Associating a field to an Organization, Location, Job Field.

Creating a staffing type exception for a field.

Setting the security level for requisitions, candidates, and offers.

aprwdPRE

Creating a User-Defined Field

User-defined fields (UDF) can be created to collect information according to specific organization
requirements.

The following types of user-defined fields can be created:

e Text and multilingual text

 Number
 Date
* Selection

Creating a User-Defined Field of Type "Text" or "Multilingual Text"
Prerequisite
Configuration > [Recruiting] Administration > Fields
Steps

1. Click on a field category.

2. Click Create User-defined Field.

3. Inthe Type list, select Text or Multilingual Text.

4. Enter a name for the field.
The name is used internally. It must be unique and without any spaces. Spaces can result in
problems for integration with other HRIS applications. Underscores can be used.

5. Enter help text if you are creating a Candidate field.
The help text will be displayed in the career section directly below the user-defined field,
providing candidates with an explanation of the field. If using multiple languages, you will have
to enter a translation of the help text for those languages. If translations are not provided, the
system copies the help text into the other languages and adds the wording “not translated” at the
end.
The help text can contain up to 1000 characters (spaces count as characters). It is
recommended, however, that help text be kept as short as possible to improve readability and
to ensure that the text does not compete against more important information for the user’s
attention.

6. Enter a label.
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This is the name that will be displayed to candidates in the career section, and to recruiters and
hiring managers in the Recruiting Center.

7. Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition, and
Offer user-defined fields.

8. Enter information in the Attributes section.

a) In the Max. Num. Chars. field, enter a number to set the maximum number of characters in
this field.

b) In the Width field, enter a number to set the width of the field in terms of characters. For
example, a value of 20 means that the field will be 20-character wide.

¢) Inthe Num. of lines field, enter a total number of lines for this field.

d) In the Default field, enter the default text that will appear in the Text field when it is displayed.
The text must respect the format settings listed previously.

9. Translate the field into all available languages. Languages are available at the upper right of the
page.
10. Click Save.

Creating a User-Defined Field of Type "Number"
Prerequisite
Configuration > [Recruiting] Administration > Fields
Steps

1. Click on a field category.
2. Click Create User-defined Field.
3. Inthe Type list, select Number.
4. Enter a name for the field.
The name is used internally. It must be unique and without any spaces. Spaces can result in
problems for integration with other HRIS applications. Underscores can be used.
5. Enter a label.
This is the name that will be displayed to candidates in the career section, and to recruiters and
hiring managers in the Recruiting Center.
6. Enter a short label.
This label name is used in lists. Short Label is not available for Department, Requisition and
Offer user-defined fields.
7. Enter information in the Attributes section.
a) In the Specific Number Type field, select a number type: Not Specified, Number, Amount.
In you selected Not Specified, enter in the Num. of Decimals field a humber to set the
maximum number of decimals in this field (numeric value only). Decimals count as digits.
Therefore, the value entered in Num. of Decimals must be lower than the number entered in
the Maximum field.
b) In the Width field, enter a number to set the width of the field in terms of characters. For
example, a value of 20 means that the field will be 20-character wide.
¢) In the Maximum field, enter a number to set the maximum number of digits in this field,
including decimals.
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d) In the Default field, enter the number that will appear in the Number field by default. This
number must reflect the settings entered previously. The Default value must be equal to, or
higher, or lower than the maximum number of digits.

8. Translate the field into all available languages. Languages are available at the upper right of the
page.
9. Click Save.

Creating a User-Defined Field of Type "Date"
Prerequisite
Configuration > [Recruiting] Administration > Fields
Steps
1. Click on a field category.
2. Click Create User-defined Field.
3. Inthe Type list, select Date.
4

Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in
problems for integration with other HRIS applications. Underscores can be used.

5. Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and
hiring managers in the Recruiting Center.

6. Enter a short label.
This label name is used in lists. Short Label is not available for Department, Requisition and
Offer user-defined fields.

7. Enter information in the Attributes section.
a) In the First Year in Range field, select the earliest year to be displayed.
b) In the Last Year in Range field, select the last year to be displayed.
¢) Inthe Display Order field, select the order in which the years will be displayed.
d) Select Day Displayed option to display the day.

8. Translate the field into all available languages. Languages are available at the upper right of the
page.

9. Click Save.

Creating a User-Defined Field of Type "Selection"
Prerequisite
Configuration > [Recruiting] Administration > Fields
Steps
1. Click on a field category.
2. Click Create User-defined Field.
3. Inthe Type list, select Selection.
4

Enter a name for the field.

The name is used internally. It must be unique and without any spaces. Spaces can result in
problems for integration with other HRIS applications. Underscores can be used.
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10.

11.
12.

13.

Enter a label.

This is the name that will be displayed to candidates in the career section, and to recruiters and
hiring managers in the Recruiting Center.

Enter a short label.

This label name is used in lists. Short Label is not available for Department, Requisition and
Offer user-defined fields.

In the New/Modified Element field, enter a value for the selection then click Apply.

The newly created value appears in the Available Elements list.

Repeat step 7 for all the values in the selection.

Activate the values by selecting each value and clicking Add.

If you want one of the value to be selected by default, select the value in the Active Elements
list, then select the Default option.

The word Default appears in parenthesis beside the value.

Indicate if you want the selection to be of type single answer or multiple answers.

Translate the selection into all available languages. Languages are available at the upper right of
the page.

Click Save.

Defining the Availability of a Field

Prerequisite

Configuration > [Recruiting] Administration > Fields

Steps

1. Click a field category.

2. Click the name of a field.

3. Click Edit Field Availability.

4. Select where the field will be available: Recruiting Center, career sections, the candidate search
feature, the History tab, and in reports (for user-defined fields).

5. Indicate if the content for the field is required to save, approve (requisition fields only), or source
(requisition fields only) or if it is not required.
Recruiting Center users will need to enter information in the field in order to proceed. If content
is not required, users do not have to enter information in the field. If a field in a file is mandatory
and the user is not authorized to edit the field because of the security level of the field, an error
message will be displayed and the user will not be allowed to complete the transaction.
Offer fields configured as required only apply in the context of a job offer (Offer Terms). As a
result, offer fields are not required when users are creating other types of offers (that is, current
job, competitive offer, expectations). Also, users permitted to create/edit supplementary offers
are able to enter as much or as little data as they desire, and when creating a job offer they are
required to complete any required fields prior to saving.

6. Specify the security level of the field, that is General, Restricted, or Confidential.

7. Click Save.

Associating a Field to an Organization, Location, and/or Job Field

Prerequisite

The Enable Field Classification setting must be enabled in the Recruiting settings.
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Configuration > [Recruiting] Administration > Fields

Steps

Click a field category.

Click the name of a field.

Click Add next to Organizations, Locations, or Job Fields.
In the selector, select one or more elements.

Click Select.

ok w DN e

Result

The organizations, locations and job fields selected appear in the field page. The field is available
in the Recruiting Center for an Organization-Location-Job Field structure context associated to the
same organizations, locations or job fields. For details, see Field Contextualization.

Creating a Staffing Type Exception for a Field
Prerequisite
Configuration > [Recruiting] Administration > Fields

Steps

Click a field category.

Click the name of a field.

Click Add next to Exceptions.

Select a staffing type from the Staffing Types drop-down list.

Click Create.

If desired, click Add next to Organizations, Locations and/or Job Fields.
Select organizations, locations and/or job fields.

Click Select.

© N o e

Result

The selected staffing type appears in the Exceptions section of the field page. The field will no
longer be available when creating a user-defined form for a specific staffing type or Organization-
Location-Job Field structure of a staffing type. For details, see Field Staffing Type Exception.

Setting the Security Level for Requisitions, Candidates, and Offers

The security level of a field is associated to the security level for requisitions, candidates and offers, in
view mode and in edit mode.

This is done using the following specific security level permissions:

» Security level for requisitions (in view mode)

» Security level for requisitions (in edit mode)

» Security level for internal candidates (in view mode)
« Security level for external candidates (in view mode)
» Security level for internal candidates (in edit mode)

» Security level for external candidates (in edit mode)

« Security level for offers (in view mode)
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» Security level for offers (in edit mode)

Setting the Security Level for Requisitions
Prerequisite
Configuration > [SmartOrg] Administration > User Types

Steps

Click on a user type.

In the Recruiting functional domain, click Edit next to Requisitions.

Select the permission Security level for requisitions (in edit mode).

Set the desired security level.

Select the permission Security level for requisitions (in view mode).
Set the desired security level.

Click Save.

N o gD

Setting the Security Level for Candidates
Prerequisite

Configuration > [SmartOrg] Administration > User Types

Steps

1. Click on a user type.

2. Inthe Recruiting functional domain, click Edit next to Candidates.

3. Select the permission Security level for internal candidates (in edit mode).
4. Set the desired security level.

5. Select the permission Security level for internal candidates (in view mode).
6. Set the desired security level.

7. Select the permission Security level for external candidates (in edit mode).
8. Set the desired security level.

9. Select the permission Security level for external candidates (in view mode).

10. Set the desired security level.
11. Click Save.

Setting the Security Level for Offers
Prerequisite
Configuration > [SmartOrg] Administration > User Types
Steps
1. Click on a user type.
In the Recruiting functional domain, click Edit next to Offers.

2
3. Select the permission Security level for offers (in edit mode).
4. Set the desired security level.
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5. Select the permission Security level for offers (in view mode).
6. Set the desired security level.
7. Click Save.

Field - Other Configuration Tasks
The following configuration tasks are available for fields.

» Deleting a field.
» Dissociating a field from an Organization, Location, Job Field.
» Removing a staffing type exception for a field.

Deleting a Field
Prerequisite
Only user-defined fields can be deleted.
Configuration > [Recruiting] Administration Fields
Steps

1. Click a field category.

2. Click Show Custom Fields.

3. Click Delete next to the field to be deleted.
4. Click Done.

Dissociating a Field from an Organization, Location, Job Field
Prerequisite
The Enable Field Classification setting must be enabled in the Recruiting settings.
Configuration > [Recruiting] Administration Fields
Steps

1. Click a field category.
2. Click the name of a field.
3. Click Remove next to an organization, location, or job field.

Result

The field selected no longer appears in the field page. The field will be available in the Recruiting
Center for all Organization-Location-Job Field structures.

Removing a Staffing Type Exception for a Field
Prerequisite
Configuration > [Recruiting] Administration Fields
Steps
1. Click a field category.
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2. Click the name of a field.
3. Click Remove next to an exception.
Result

The field is available when creating a user-defined form for a specific staffing type or Organization-

Location-Job Field structure of a staffing type.

Field - Permissions and Settings

The following permissions and settings can be used to configure fields.

Enable Field
Classification

Determines if fields
can be classified by

Organizations, Locations,

and Job Fields.

No Configuration >

[Recruiting] Settings

The following permissions are used to associate the security level for requisitions, candidates and

offers, in view mode and in edit mode.

Security level for requisitions (in view mode)

Configuration > [SmartOrg] Administration> User Types
> Recruiting > Requisitions > General

Security level for requisitions (in edit mode)

Configuration > [SmartOrg] Administration> User Types
> Recruiting > Requisitions > General

Security level for internal candidates (in view mode)

Configuration > [SmartOrg] Administration> User Types
> Recruiting > Candidates > General

Security level for external candidates (in view mode)

Configuration > [SmartOrg] Administration> User Types
> Recruiting > Candidates > General

Security level for internal candidates (in edit mode)

Configuration > [SmartOrg] Administration> User Types
> Recruiting > Candidates > General

Security level for external candidates (in edit mode)

Configuration > [SmartOrg] Administration> User Types
> Recruiting > Candidates > General

Security level for offers (in view mode)

Configuration > [SmartOrg] Administration> User Types
> Recruiting > Offers > General

Security level for offers (in edit mode)

Configuration > [SmartOrg] Administration> User Types
> Recruiting > Offers > General
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Field Security Level
Each field is associated to a security level to restrict access or viewing of a field.

When configuring fields, system administrators specify the security level of a field.

Security Level Description

General No security, fields can be viewed and edited. It is the most basic security level; most fields
have this level by default.

Restricted Medium security, most users can view the fields, but only designated users can edit them. It
is used to restrict specific users from either viewing or editing the information.

Confidential Top secret security, ony designated users can view and edit the fields. This is a
confidentiality level beyond the Restricted security level that can be used to restrict users
from viewing and/or editing the information, especially sensitive information. Two fields are
marked as Confidential by default: Social Security Number and Date of Birth.

Some requisition fields are always visible regardless of their security level. This allows control over
who can edit fields, but does not prevent visibility, important in most cases.

* Requisition ID

« Title

e Primary Location
» Organization

» Job Field

» Recruiter

e Hiring Manager

The security level of a field is also associated to the security level for requisitions, candidates and
offers, in view mode and in edit mode. Note that for the above listed fields, the security level in view
mode can be configured, but will not apply. Only the security level in edit mode will be applied. This is
done via the following specific security level permissions:

» Security level for requisitions (in view mode)

» Security level for requisitions (in edit mode)

» Security level for internal candidates (in view mode)
« Security level for external candidates (in view mode)
» Security level for internal candidates (in edit mode)
» Security level for external candidates (in edit mode)
» Security level for offers (in view mode)

» Security level for offers (in edit mode)

When defining a user type, system administrators need to decide which security level will be granted
for these specific permissions. Each user type has one of the above security levels associated to it to
define if the user type has a general, restricted or confidential access to information.

The security level of a field can be modified at any time, thus impacting the user types associated to
that security level.

At a high level, the user type permissions work as follows:
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Users having the “general” permission access will only see/edit fields set at the “general” security
level.

Users having the “restricted” permission access will see/edit fields set at the “general” and
“restricted” security levels.

Users having the “confidential” permission access will see/edit fields set at all security levels, that is

“general”, “restricted”, and “confidential”.

For example, a hiring manager might have a view and edit access to general requisition fields, a view
only access to restricted requisition fields and no access at all to confidential requisition fields, while
having a view only access to general offer fields.

More specifically the behaviors of these permissions are:

Restricted/Confidential fields in View mode in the file:

If a field is at a higher security level than the user has access to view, the field will not be displayed
to the user.

Restricted/Confidential fields in Edit mode in the file:

If a field is at a higher security level than the user has access to edit, but the field security level
gives them access to view it, then the field will be in read only mode in the edit. If a field is at a
higher security level than the user has access to edit or view, then the field will not be displayed to
the user.

Restricted/Confidential fields on the list:

If a field is at a higher security level than the user has access to view for both external AND internal
candidates, the user will see what he is allowed to see and an empty field will be displayed for the
information the user cannot see. If a field is at a higher security level than the user has access to
view for either external OR internal, but not both, then the column will be displayed and the field will
be empty for those candidates that the user is restricted from seeing the content, whether the field
has data or not. As well, grouping by this field on the list will not be possible in this scenario.

Restricted/Confidential fields in the advanced/quick filters of a list:

If a field is at a higher security level than the user has access to view for both external AND internal
candidates, then the column will not be available in the advanced or quick filters. If a field is at a
higher security level than the user has access to view for either external OR internal, but not both,
then the column will be available in the advanced or quick filters. If the user filters using this field,
then the system will filter as specified for the candidate type that they can view, but will not filter
the candidate type that they are restricted from seeing the content and therefore will return all
candidates for that type.

Restricted/Confidential fields in the search (Quick/Advanced/Duplicate Check):

If a field is at a higher security level than the user has access to view for both external AND internal
candidates, then the field will not be available in the search.

If a field is at a higher security level than the user has access to view for either external OR internal,
but not both, then the field will be available in the search. If the user searches using this field, then
the system will search as specified for the candidate type that they can see, but will not search the
candidate type that they are restricted from seeing the content.

Restricted/Confidential fields in message templates (correspondence):

If a field is at a higher security level than the user has access to view, then the user will not be able
to send a message template that contains the restricted or confidential token.

ﬂ Important Note: (ID 313) Some candidate fields may automatically be set to Restricted or

Confidential and should be reviewed and possibly edited to achieve the desired behavior.
For example, by default many related personal information fields may be set to Restricted,
and date of birth and social security number are always set to Confidential. It is important to
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review the state of these fields and ensure they are set properly according to the client desired
outcome.

Field Contextualization

Field contextualization resides in specifying the Organization-Location-Job Field structure for a field.

For each field, with the exception of fields set as mandatory by the system, system administrators can
choose to define that a field is only available for a specific Organization, Location or Job Field. This
means that outside of the defined structure, the field will not be visible.

Example of a requisition field contextualization: Let's say your organization wants the "Citizenship
Status" field to only appear in US jobs. To do that, the system administrator needs to associate the
"Citizenship Status" field to the "United States" location (Configuration > [Recruiting] Administration
> [Fields] Requisition > Citizenship Status > Edit Field Availability). When creating a requisition, the
"Citizenship Status" field will only be available if the location of the requisition is the United States.

The contextualization of candidate fields in Career Sections will display based on the Organization-
Location-Job Field of the requisition for which candidates are applying or based on the Organization-
Location-Job Field in the candidate’s record if candidates are in a General Profile flow.

There are two ways for the Organization-Location-Job Field contextualization to get onto the general
profile of a candidate.

* When the Organization-Location-Job Field block is part of the General Profile flow, then the
candidate must make a selection on Organization-Location-Job Field .

* When a candidate applies on a requisition, the Organization-Location-Job Field for that requisition
is added to the candidate’s General Profile.

Example of a candidate field contextualization: Let's say your organization wants the "Social Security
Number" field to appear for candidates applying to jobs in the US. To do that, the system administrator
needs to associate the "Social Security Number" field to the "United States" location (Configuration

> [Recruiting] Administration > [Fields] Candidate > Social Security Number > Edit Field Availability).
With this contextualization:

* When a candidate applies for a job, the job must have the United States location in order for the
Social Security Number field to be presented for completion.

« When a candidate creates a general profile, the candidate must have the United States location
specified in his/her job preferences for the Social Security Number field to be presented for
completion.

* When a recruiter views/edits (if authorized) a job submission, the Social Security Number field will
not appear unless the job associated with the submission has a United States location.

» When a recruiter views/edits (if authorized) a candidate general profile, the Social Security Number
field will not appear unless the candidate’s job preferences include a United States location.

The following fields cannot be contextualized or marked with various security level, because
they are mandatory to support the requisitions or candidates in the system: Creation Date, Last
Modified Date, Requisition Number.
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Field Staffing Type Exception

A field can be associated to a given Organization-Location-Job Field structure for different staffing
types.

An exception regarding the staffing type (Professional, Hourly, Campus, Contingent, Executives) can
be created for a field. System administrators can define an Organization-Location-Job Field structure
specifically for staffing types where specific contextualization is required. When doing this, system
administrators are able to define new properties for the field as well as a new Organization-Location
Job Field structure for the field for that staffing type. For example:

« A customer wants the Shift Availability Grid field to be visible for Hourly job submissions only. This
would be done by modifying the property of the field to not available, and then adding an exception
for the Hourly staffing type where the property for the field is set to available.

* A customer wants to set the Social Security Number field so that it does not appear on any
candidate submissions except for Hourly submissions in the United States. This would be done by
modifying the property for the field to not available, and then adding an exception for the Hourly
staffing type where the property for the field is set to available and has the United States location
linked to it.

* A customer wants to allow the designation of whether medical clearance is an employment
precondition on all requisitions in the Medical Testing division except for executive jobs where
clearance is only required for Medical Testing requisitions in China, the United States and the
United Kingdom. The customer does NOT want this field to display in any other contexts. This
would be done by making the field available for recruiting, linking the field to the Medical Testing
organization, and then creating an exception for the Executives staffing type where the property of
the field is set to available and is linked to the China, United Kingdom and United States locations
and the Medical Testing organization.
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Requisition Template Fields

Requisition Template Job Code Field
Requisition templates can be assigned a job code.

Customers not using the Job Code field can deactivate it. When the Job Code field is deactivated:

* The Code column does not appear in lists.

* The Job Code field does not appear in files, in view or edit modes. It does not appear in the
Requisition Templates list and cannot be included in the configurable Requisition lists.

» The Job Code field is not available in selectors.
» The Job Code field does not appear in callouts.

Deactivating the Requisition Template Job Code Field

Prerequisite
Configuration > [Recruiting] Administration > Fields

Steps

Click Requisition Template.

Click Job Code.

Click Edit Field Availability.

Do not check the Taleo Recruiting option.

Note that the Security Level and Content Required options cannot be configured. This is why
they are grayed out. Also, no Organization-Location-Job Field contextualization and no staffing
type exception can be specified.

5. Click Save.
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Result

The Job Code field is deactivated and is not displayed in the Recruiting Center.
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Selection Lists

Global Selection List

A global selection list is a list of elements (values) used to define a field, that can be used by several
products and that can only be viewed and edited.

Global selection lists are available in the Configuration menu. There are seven global selection lists:

Education levels
Employee statuses
Job levels

Job types
Schedules

Shifts

Travels

Global selection lists can be edited, that is system-defined items can be added or removed.

Recruiting Selection List

A recruiting selection list is a list of elements (values) used to define a field, that can be used in the
Recruiting Center and that can be viewed, edited, and created.

The following types of selections are available:

Small Selection - Standard: A predefined selection provided by the system. The selection
provides a few elements and is represented by a radio button or a drop-down list. These selections
can only be modified, that it elements in the selection can be created, added, or removed. For
certain small standard selections (for example, Advance Notice), system administrators can
add and remove pre-defined elements. For others (like Commission Package, Option Package,
Relocation Package and Stock Package), they can create new elements.

Small Selection - Custom: A small selection created by system administrators to collect
information for specific organization requirements.

Large Selection - Standard: Large standard selections such as Employers, Institutions,
RSlocations are predefined selections provided by the system. The selection provides a large
number of elements and is represented by a quick search lookup.

Large Selection - Custom: Large user-defined selections (LUDS) created by system
administrators and that can be associated to Organizations, Locations, and Job Fields. The
selection provides a large number of elements and is represented by a quick search lookup.

Selection with a drop-down

Justification

Mew Positicn -
MWew Position

Reptacement

Modification

Extension
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Selection Lists

Selection with a quick entry Education Program

Creating Large User-Defined Selections (LUDS)

The creation of large user-defined selections consists of the following steps:

1. Creating the large user-defined selection.
2. Adding elements to the large user-defined selection.
3. Creating the user-defined field and adding the selection to it.

Creating a Large User-Defined Selection

Prerequisite

Configuration > [Recruiting] Administration > [Fields] Selection Lists

Steps

1. Click the Large Selections tab, then the Custom tab.

2. Click New...

3. Enter a name and a code.

4. Inthe Language Requirements section, specify where descriptions are required:
If you select "Require descriptions in WebTop languages”, the selection and its elements will be
available in the Recruiting Center only.
If you select "Require descriptions in WebTop languages and content languages”, the selection
and its elements will be available in the Recruiting Center and Career Sections.
Once the large custom selection is created (including activated elements), it is no longer
possible to edit this section.

5. Select Activate effective dating if you want selections to be activated for specific periods of time.

6. Associate the selection to the Organization, Location, or Job Field structure. This will allow the
system to properly map the selection to the elements within the application.

7. Select Require mapping for every element if you want every element to be mapped to the
Associated Structure Type selected.

8. Translate the selection into all available languages. Languages are available at the upper right of
the page.

9. Click Done.

Creating Elements to a Large User-Defined Selection

Prerequisite

The large selection must be created first.

Configuration > [Recruiting] Administration > [Fields] Selection Lists

Steps

1.

Click the Large Selections tab, then the Custom tab.
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2. Locate the large user-defined selection you just created.

3. Click the link (should display 0) located in the Number of Elements column.

4. In the Selection Element List page, click New...

5. Entre a code and a description.

6. Indicate if the element is always active or inactive.

7. Translate the element into all available languages. Languages are available at the upper right of
the page.

8. Click Add.

9. Create as many elements as required.

10. Click Close.

Result

The new elements are added to the large user-defined selection.

Creating a User-Defined Field and Adding a Large User-Defined Selection

Prerequisite

Configuration > [Recruiting] Administration > Fields

Steps

1. Click on a field category.

2. Click Create User-defined Field.

3. Inthe Type list, select the large user-defined selection you created.

4. Enter a name for the field.
The name is used internally. It must be unique and without any spaces. Spaces can result in
problems for integration with other HRIS applications. Underscores can be used.

5. Enter a label.
This is the name that will be displayed to candidates in the career section, and to recruiters and
hiring managers in the Recruiting Center.

6. Enter a short label.
This label name is used in lists. Short Label is not available for Department, Requisition, and
Offer user-defined fields.

7. Indicate if you want to display the code, description, or both in the Recruiting Center selector.

8. Indicate if you want to display the folder tree and the Start Date and End Date in the Recruiting
Center selector.

9. Translate the field into all available languages. Languages are available at the upper right of the
page.

10. Click Save.

Deleting Large User-Defined Selections (LUDS)

Prerequisite

The large selection must not be in use.

Configuration > [Recruiting] Administration > [Fields] Selection Lists
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Steps

1.
2.
3.

4,

Click the Large Selections tab, then the Custom tab.
Select a selection.
Click 75

Confirm the deletion.

Result

The large custom selection is no longer available under Large Selections, Custom.

Removing Elements from Large User-Defined Selections (LUDS)

Prerequisite

An element cannot be removed if it is being used.

Configuration > [Recruiting] Administration > [Fields] Selection Lists

Steps

1.

a s wDn

Click the Large Selections tab, then the Custom tab.

Locate the desired selection.

Click the number located in the Number of Elements column.
In the Selection Element List page, select an element.

Click s -

Creating Small Custom Selections

The creation of small custom selections consists of the following steps:

1. Creating the small custom selection.
2. Creating the user-defined field and adding the selection to it.

Creating a Small Custom Selection

Prerequisite

Configuration > [Recruiting] Administration > [Fields] Selection Lists

Steps

1.
2.
3.

Click the Small Selections tab, then the Custom tab.
Click New...
Enter a name for the selection.

The name must be unique. The name of the selection cannot be modified once the selection is
saved.

In the New/Modified Element field, enter a value for the selection, then click Apply.
The newly created value appears in the Available Elements list.

Repeat step 4 for all the values in the selection.

Activate the values by selecting each value in the Available Elements list and clicking Add. The
values appear in the Active Elements section.
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9.

Order the values using the up and down arrows next to the Active Elements section.

Translate the selection into all available languages. Languages are available at the upper right of
the page.

Click Done.

Result

The selection is available under Small Selections, Custom.

Creating a User-Defined Field and Adding a Small Custom Selection

Prerequisite

Configuration > [Recruiting] Administration > Fields

Steps

1. Click on a field category.

2. Click Create User-defined Field.

3. Inthe Type list, select the small custom selection you created.

4. Enter a name for the field.
The name is used internally. It must be unique and without any spaces. Spaces can result in
problems for integration with other HRIS applications. Underscores can be used.

5. Enter a label.
This is the name that will be displayed to candidates in the career section, and to recruiters and
hiring managers in the Recruiting Center.

6. Enter a short label.
This label name is used in lists. Short Label is not available for Department, Requisition, and
Offer user-defined fields.

7. Indicate the type of answer available: single answer and multiple choice answer.

8. Translate the field into all available languages. Languages are available at the upper right of the
page.

9. Click Save.

Deleting a Small Custom Selection

Prerequisite

Configuration > [Recruiting] Administration > [Fields] Selection Lists

Steps

1. Click the Small Selections tab and the Custom tab.
2. Click a selection name.

3. In the Selection Editor, click - i

4. Confirm the deletion.

5. Click Done.

Result

The small selection is no longer available under Small Selections, Custom.
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Removing an Element from a Small Custom/Standard Selection
Prerequisite
An element cannot be removed if it is being used.
Configuration > [Recruiting] Administration > [Fields] Selection Lists
Steps

Click the Small Selections tab and the Custom or Standard tab.

Click a selection name.

In the Active Elements list, select an element then click Remove.
Click Done.

P w DR

Result

The element is no longer displayed in the Active Elements list.
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Field Layout

Field Layout

Field layout consists in determining the position of standard and custom fields in offer forms, requisition
files, and candidate files.

Field layout works differently depending on the type of field.

Offer Field Layout: Both standard and custom offer fields can be positioned in the offer form. The
layout consists in specifying in which category/section of the offer form the field will be displayed (Top
Section, General Terms, Bonuses, Details), which sequential field position it should occupy, and when
it will be displayed (Always Displayed or Hidden by default if empty). Fields for a specific section must
be sequentially grouped together. If a field is configured to display in any context, it will appear in the
offer form and the system administrator will define the placement of the field. If a field is not configured
to display in a given context, it will be omitted from the offer form and the rest of the fields will slide up
in position to accommodate the field's absence.

Offer field layout configuration is available in the Offer Field Layout feature available in the Recruiting
Administration.

Department Field Layout: Only custom department fields can be positioned in a department
configuration page (Recruiting Administration > Department List). The layout consists in specifying the
line and position where the field will appear in the department configuration page.

Department field layout configuration is available in the Department Field Layout feature available in
the Recruiting Administration.

Candidate and Requisition Field Layout: To position candidate and requisition fields in a form, you
need to create blocks of information (called user-defined forms) where you can place standard and
custom fields intermixed within the same form.

Candidate and requisition field layout configuration is available in the User-defined Form feature
available in the Recruiting Administration.

Adding a Field to the Offer Form
Prerequisite
Offer fields must first be created. See Creating a User-defined Field.
Configuration > [Recruiting] Administration > [Fields] Offer Field Layout
Steps

Click Add...

Select a field to include in the form.

Click Add.
Click Done.

P w DR

Result

The field appears in the Field Layout - Offer page.
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Positioning Fields in the Offer Form
Prerequisite
Both standard and custom offer fields can be positioned in the offer form.

For custom fields to appear in the Field Layout - Offer page, you must first create them. See
Creating a User-defined Field.

Configuration > [Recruiting] Administration > [Fields] Offer Field Layout

Steps

1. Inthe Field Layout - Offer page, for each field select a value under Category to specify in which
section of the form the field will be placed.

2. Select a number under Line to specify on which line in the section the field will be placed.
Click Apply.

Removing a Field from the Offer Form
Prerequisite
Custom offer fields must be included in the Offer form.
Configuration > [Recruiting] Administration > [Fields] Offer Field Layout
Steps
1. Select a field.
2. Click Remove.
Result

The field no longer appears in the Field Layout -Offer page.

Adding a Department Field in the Department Field Layout Page
Prerequisite
Custom department fields must first be created. See Creating a User-defined Field.
Configuration > [Recruiting] Administration > [Fields] Department Field Layout
Steps

Click Add...

Select a field to include in the form.

Click Add.
Click Done.

A wbd PR

Positioning Department Fields in the Department Configuration Page

Prerequisite

Custom department fields must first be created. See Creating a User-defined Field.
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Configuration > [Recruiting] Administration > [Fields] Department Field Layout
Steps

1. Inthe Field Layout - Department page, for each field select the line and position to determine the
position of the field.

2. Click Apply.

Removing a Field from the Department Field Layout Page
Prerequisite
Custom department fields must be included in the form.
Configuration > [Recruiting] Administration > [Fields] Department Field Layout
Steps

1. Select a field.
2. Click Remove.
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File Configuration

Configuring Requisition Files

Requisition files are created with the combination of multiple forms and predefined blocks grouped
within sections.

The configuration of a requisition file consists of the following steps:

1. Selecting the fields to include in the requisition file. You can use standard fields provided by Taleo
or you can create your own user-defined fields.

2. Selecting the forms to include in the requisition file. You can modify existing forms or create forms

from scratch.

Creating the requisition file.

Selecting the situation when the requisition file will be used.

Associating the requisition file to a staffing type.

Associating the requisition file to configuration profiles.

o0k w

Configuring Fields

The configuration of fields consists of the following steps.

Using standard fields and modifying their properties, or creating a user-defined field.
Defining the availability of a field.

Associating a field to an Organization, Location, Job Field.

Creating a staffing type exception for a field.

Setting the security level for requisitions, candidates, and offers.

aprwbnE

Creating a User-defined Form
Prerequisite
Configuration > [Recruiting] Administration > User-defined Forms
Steps

1. Click Create.
2. Select a file type and click Next.

3. Select a form type and click Create. Or, if you want to use the default fields in the form type,
select Use the default template.

Provide a code, a name, and a description.
Add rows, columns and sections using the Toolbox features.
In the Field Chooser list, select fields, then drag and drop them in the desired sections.

Edit the field properties by selecting a field and scrolling to the Selected Element Properties
section at the bottom of the form.

8. Click Save.

N o g A

Result

The form appears in the User-defined Forms list and is available when creating user-defined files.
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Creating a Requisition File

Prerequisite

ﬂ Important Note: (ID 148) When creating a requisition file, the blocks in the Prescreening
section must be placed in the following order: 1) Disqualification Questions 2) Competencies
3) Questions. Not all sections must be deployed, but when used they must be used in this
relation to one another to ensure users do not encounter errors in the layout of the file.

Configuration > [Recruiting] Administration > User-defined Files

Steps

1. Click Create.

Select Requisition File in the drop-down list then click Create.

Provide a code and a name.

Provide a description to facilitate future references.

Determine how requisition approval and posting will be handled during the creation process of

the file.

« Without Assistants: This is the default value. There is no special behavior.

* With Assistants: When this value is selected, Recruiting Center users will be prompted
through the approval and posting pages upon saving and closing the requisition file provided
the requisition is ready for approving and posting.

6. Click Save. The requisition file you just created is displayed.

7. If you want to add information on each of the requisition file tab, click Show next to Tab
Management, then click on the tab name.

The name of a tab in a user-defined file can be modified. You must send the new name to
Taleo Support who will then activate the text for your zone. Contact Taleo Support for further
information.

8. Create sections in the requisition file.

a) Click Edit next to Section Ordering.
b) Type the name of the section in the Add a Section field.
The name of the section is viewable by Recruiting Center users when they are in view and
edit modes within a file as well as in the file’s Table of Contents.
c) Click Create Section. The new section appears on the right, under File.
9. Add blocks to the sections.
a) In the Available Blocks section, select a block.
b) Drag and drop the block in the section.
10. Click Save.
11. Click Activate.

arwD

Selecting the Situation When a Requisition File is Used
Prerequisite
The user-defined file must be created and activated.

Configuration > [Recruiting] Administration > Requisition File Setup
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Steps

Click Edit.

For Requisition 1, select the situation when the requisition file will be used. For example, without
posting.

Repeat the same process for Requisition File 2 and Requisition File 3.

Click Save.

Associating a Requisition File to a Staffing Type

Prerequisite

Configuration > [Recruiting] Administration > Requisition File Setup

Steps

1. Click Edit.

2. For Requisition File 1, click Add Staffing Type.

3. In the first drop-down list, select a requisition type.

4. In the second drop-down list, select the situation when the requisition file will be used.
5. Click Save.

Associating a Requisition File to a Configuration Profile

Prerequisite

Configuration > [SmartOrg] Administration > Configuration Profiles

Steps

1.

a b D

Click a configuration profile.

Click the Requisition File Creation setting.
Click Edit.

Select the desired requisition file.

Click Save.

Configuring Requisition Templates

A requisition template is a requisition file containing information that will likely be reused for a similar
job position. Requisition templates are created with the combination of multiple forms and predefined
blocks grouped within sections.

The configuration of a requisition template consists of the following steps:

1.

2.

e

Selecting the fields to include in the requisition template. You can use standard fields provided by
Taleo or you can create your own user-defined fields.

Selecting the forms to include in the requisition template. You can modify existing forms or create
forms from scratch.

Creating the requisition template.
Selecting the situation when the requisition template will be used.
Associating the requisition template to a staffing type.
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Configuring Fields

The configuration of fields consists of the following steps.

arwdpRE

Using standard fields and modifying their properties, or creating a user-defined field.
Defining the availability of a field.

Associating a field to an Organization, Location, Job Field.

Creating a staffing type exception for a field.

Setting the security level for requisitions, candidates, and offers.

Creating a User-defined Form

Prerequisite

Configuration > [Recruiting] Administration > User-defined Forms

Steps

1. Click Create.

2. Select a file type and click Next.

3. Select a form type and click Create. Or, if you want to use the default fields in the form type,
select Use the default template.

4. Provide a code, a name, and a description.

5. Add rows, columns and sections using the Toolbox features.

6. Inthe Field Chooser list, select fields, then drag and drop them in the desired sections.

7. Edit the field properties by selecting a field and scrolling to the Selected Element Properties
section at the bottom of the form.

8. Click Save.

Result

The form appears in the User-defined Forms list and is available when creating user-defined files.

Creating a Requisition Template

Prerequisite

Configuration > [Recruiting] Administration > User-defined Files

Steps

1. Click Create.

2. Select Requisition Template in the drop-down list then click Create.

3. Provide a code and a name.

4. Provide a description to facilitate future references.

5. Click Save. The requisition template you just created is displayed.

6. If you want to add information on each of the requisition template tab, click Show next to Tab

Management, then click on the tab name.

The name of a tab in a user-defined file can be modified. You must send the new name to
Taleo Support who will then activate the text for your zone. Contact Taleo Support for further
information.
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7.

9.

Create sections in the requisition template.

a) Click Edit next to Section Ordering.

b) Type the name of the section in the Add a Section field.
The name of the section is viewable by Recruiting Center users when they are in view and
edit modes within a file as well as in the file’s Table of Contents.

c) Click Create Section. The new section appears on the right, under File.

Add blocks to the sections.

a) In the Available Blocks section, select a block.

b) Drag and drop the block in the section.

Click Save.

10. Click Activate.

Selecting the Situation When a Requisition Template is Used

Prerequisite

The user-defined file must be created and activated.

Configuration > [Recruiting] Administration > Requisition File Setup

Steps
1. Click Edit.
2. Under Requisition Template, select the situation when the requisition template will be used.

3.

Click Save.

Associating a Requisition Template to a Staffing Type

Prerequisite

Configuration > [Recruiting] Administration > Requisition File Setup

Steps

1. Click Edit.

2. Under Requisition Template, click Add Staffing Type.

3. Inthe first drop-down list, select a requisition template.

4. Inthe second drop-down list, select the situation when the requisition template will be used.
5. Click Save.

Configuring Candidate Files

Candidate files are created with the combination of multiple forms and predefined blocks grouped
within sections.

The configuration of a candidate file consists of the following steps:

1. Selecting the fields to include in the candidate file. You can use standard fields provided by Taleo or
you can create your own user-defined fields.

2. Selecting the forms to include in the candidate file. You can modify existing forms or create forms
from scratch.
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3. Creating the candidate file.
4. Selecting the situation when the candidate file will be used.
5. Associating the candidate file to a staffing type.

Configuring Fields
The configuration of fields consists of the following steps.

Using standard fields and modifying their properties, or creating a user-defined field.
Defining the availability of a field.

Associating a field to an Organization, Location, Job Field.

Creating a staffing type exception for a field.

Setting the security level for requisitions, candidates, and offers.

arwDdE

Creating a User-defined Form
Prerequisite
Configuration > [Recruiting] Administration > User-defined Forms
Steps

1. Click Create.
2. Select a file type and click Next.

3. Select a form type and click Create. Or, if you want to use the default fields in the form type,
select Use the default template.

Provide a code, a name, and a description.
Add rows, columns and sections using the Toolbox features.
In the Field Chooser list, select fields, then drag and drop them in the desired sections.

Edit the field properties by selecting a field and scrolling to the Selected Element Properties
section at the bottom of the form.

8. Click Save.
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Result

The form appears in the User-defined Forms list and is available when creating user-defined files.

Creating a Candidate File
Prerequisite

Configuration > [Recruiting] Administration > User-defined Files

Steps

1. Click Create.

2. Select Candidate File in the drop-down list then click Create.

3. Provide a code and a name.

4. Provide a description to facilitate future references.

5. Click Save. The candidate file you just created is displayed.

6. If you want to add information on each of the candidate file tab, click Show next to Tab

Management, then click on the tab name.
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8.

9.

The name of a tab in a user-defined file can be modified. You must send the new name to

Taleo Support who will then activate the text for your zone. Contact Taleo Support for further

information.

Create sections in the candidate file.

a) Click Edit next to Section Ordering.

b) Type the name of the section in the Add a Section field.
The name of the section is viewable by Recruiting Center users when they are in view and
edit modes within a file as well as in the file’s Table of Contents.

c) Click Create Section. The new section appears on the right, under File.

Add blocks to the sections.

a) In the Available Blocks section, select a block.

b) Drag and drop the block in the section.

Click Save.

10. Click Activate.

Selecting the Situation when a Candidate File is Used

Prerequisite

User-defined files must first be created and activated.

Configuration > [Recruiting] Administration > Candidate File Setup

Steps
1. Click Edit.
2. Under Candidate File, for each situation, select the candidate file that will be used.

3.

Click Save.

Associating the Candidate File to a Staffing Type

Prerequisite

Configuration > [Recruiting] Administration > Candidate File Setup

Steps

1.
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Click Edit.

Under Candidate File, for each situation, click Add Staffing Type.

In the first drop-down list, select a requisition type.

In the second drop-down list, select the situation when the file will be used.
Click Save.

Configuring the Create Candidate File

The Create Candidate feature is used when a recruiter receives a resume and wants to capture or
enter the candidate's information into the system. The Create Candidate action is available in the
Recruiting Center home page (center stage) as well as in the candidates list via the More Actions

menu.

The configuration of the Create Candidate feature consists of the following steps:
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1. Selecting the fields to include in the candidate file. You can use standard fields provided by Taleo or
you can create your own user-defined fields.

2. Selecting the forms to include in the candidate file. You can modify existing forms or create forms
from scratch.

Creating the Create Candidate file.

Selecting the situation when the file will be used.
Associating the candidate file to a staffing type.
Associating the requisition file to configuration profiles.
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Configuring Fields
The configuration of fields consists of the following steps.

Using standard fields and modifying their properties, or creating a user-defined field.
Defining the availability of a field.

Associating a field to an Organization, Location, Job Field.

Creating a staffing type exception for a field.

Setting the security level for requisitions, candidates, and offers.
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Creating a User-defined Form
Prerequisite
Configuration > [Recruiting] Administration > User-defined Forms
Steps

1. Click Create.
2. Select a file type and click Next.

3. Select a form type and click Create. Or, if you want to use the default fields in the form type,
select Use the default template.

Provide a code, a name, and a description.
Add rows, columns and sections using the Toolbox features.
In the Field Chooser list, select fields, then drag and drop them in the desired sections.

Edit the field properties by selecting a field and scrolling to the Selected Element Properties
section at the bottom of the form.

8. Click Save.
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Result

The form appears in the User-defined Forms list and is available when creating user-defined files.

Creating the Create Candidate File
Prerequisite
Configuration > [Recruiting] Administration > User-defined Files
Steps

1. Click Create.
2. Select Create Candidate in the drop-down list then click Create.
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10.

11.
12.

Provide a code and a name.

Provide a description to facilitate future references.

Specify if you want to send the ACE Candidate Alert email.

Specify if you want to send the Capture Resume Acknowledgement email.
Click Save. The file you just created is displayed.

If you want to add information on each of the file tab, click Show next to Tab Management, then
click on the tab name.

The name of a tab in a user-defined file can be modified. You must send the new name to
Taleo Support who will then activate the text for your zone. Contact Taleo Support for further
information.

Create sections in the file.

a) Click Edit next to Section Ordering.

b) Type the name of the section in the Add a Section field.
The name of the section is viewable by Recruiting Center users when they are in view and
edit modes within a file as well as in the file's Table of Contents.

c) Click Create Section. The new section appears on the right, under File.

Add blocks to the sections.

a) In the Available Blocks section, select a block.
b) Drag and drop the block in the section.

Click Save.
Click Activate.

Selecting the Situation when the Create Candidate File is Used

Prerequisite

Configuration > [Recruiting] Administration > Candidate File Setup

Steps

1. Click Edit.

2. Under Create Candidate, for each situation, click Add Staffing Type.

3. Inthe first drop-down list, select a requisition type.

4. Inthe second drop-down list, select the situation when the file will be used.
5. Click Save.

Associating the Create Candidate File to a Staffing Type

Prerequisite

Configuration > [Recruiting] Administration > Candidate File Setup

Steps

1.

2.
3.
4

Click Edit.

Under Create Candidate, for each situation, click Add Staffing Type.

In the first drop-down list, select a requisition type.

In the second drop-down list, select the situation when the file will be used.
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5. Click Save.

Associating the Create Candidate File to a Configuration Profile
Prerequisite
Configuration > [SmartOrg] Administration > Configuration Profiles
Steps

Click a configuration profile.

Click the Candidate File Creation setting.

Click Edit.

Select the desired files.
Click Save.

SARE I A
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User-defined Files

User-defined File
User-defined files are used to build requisitions, requisition templates, and candidate files.

A user-defined file is a page consisting of sections, each section contains blocks, a block contains

forms and a form contains fields.

This image illustrates how it appears to Recruiting Center users. In this requisition file, Logistics is the
section, Identification is the form, and the form is made up of fields.
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Four types of user-defined files can be created:

» Requisition File

e Requisition Template
» Candidate File

» Create Candidate

ﬂ Important Note: (ID 315) When creating a user-defined file and starting with a default, any
fields that are part of the default which are inactive will still appear in the file and will need to be
manually removed during the configuration of the file.

Block

Blocks are inserted in different sections of a user-defined file.

When creating a user-defined file, system administrators can create sections where blocks will be
added. These blocks will appear as sub-sections of the file.

In addition to defining the ordering of sections and associated blocks, system administrators can

define the properties of the blocks. Each user-defined form that has been created is a type of block
that can be inserted into in a file. System administrators have the option to select which form they
want to use for a specific block. For example, if a system administrator has created three Candidate
Personal Information forms, when adding the Candidate Personal Information block to the file, the
system administrator will get to choose which of the three Candidate Personal Information forms will be
used for that file.

Some block types have special properties that system administrators can configure.

Candidate Personal Information Option to force users to provide a valid US social security number.
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Certification Option to set the minimum number of entries required.
Education Option to set the minimum number of entries required.
References Option to set the minimum number of entries required.

Work Experience

Option to set the minimum number of entries required.

Information

This block must be one of the first four blocks in the file.

Beside the user-defined forms that are used as blocks of information in a file, pre-defined blocks of
information provided with the system are available and can be incorporated in a file. Some of these
blocks have special properties. Note that the field level content of these blocks is not configurable, but
system administrators do have control over the placement of this information in the file.

Account information None
Additional Information None
Contingent Staffing None
Cover Letter None
Disqualification Questions None

Employment Preferences

Option allowing the display of the Organization menu.

Job Posting Natification

Option to send by default an email notification whenever a new position
matching this profile is posted.

Prescreening Questionnaire

Option allowing the display of mandatory questions (none, single
answer, single and multiple answer, all).

Prescreening Skills

Option allowing the display of the mandatory statement checkbox.
Setting allowing the selection of the skill assessment format (Simple,
Detailed or Combined). Setting allowing to save only skill assessments
when a candidate provides information about a given skill.

Profile Questionnaire

Option allowing the display of mandatory questions (none, single
answer, single and multiple answer, all).

Profile Skills

Option allowing the display of the mandatory statement checkbox.
Setting allowing the selection of the skill assessment format (Simple,
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System-defined Candidate Blocks

Special Properties

Detailed or Combined). Setting allowing to save only skill assessments
when a candidate provides information about a given skill.

Regulations Option allowing the display of the mandatory statement checkbox.
Setting allowing the selection of the skill assessment format (Simple,
Detailed or Combined). Setting allowing to save only skill assessments
when a candidate provides information about a given skill.

Resume Option to define the minimum number of characters required in the
resume field.

Screening None

Shift Availability Grid None

Source Tracking None

Submission Medium None

System-defined Requisition Blocks

Special Properties

Abstract

Not in template.

Candidate Selection Workflow

This block is required in a requisition file and the field is always required
to save a requisition. This block is optional for inclusion in the requisition
template file, and if included, it will be required to save a template.

Disqualification Questions

Not in template.

Group

Not in template. This block must be one of the first four blocks in the file.

Owners

This block must be one of the first four blocks in the file. In addition,
settings allow the display of the following fields: hiring manager, hiring
manager assistant, recruiter assistant, collaborators. Note: There is
no setting to disable the recruiter field, but this can be accomplished
by contextualizing the field so that it only shows up in very limited
circumstances. Technically, this field is required to save a requisition
to the database as the recruiter is considered the primary owner, but
if the field is hidden from view, the user creating the requisition will be
assigned the role of recruiter behind the scenes. If the customer has
activated Dynamic Approval Routing, the Owners block display the
Manager field for users to be able to route a requisition for approval.

Questions

None

Regulatory Services

None

Screening

None

Configuration Guide

Taleo Recruiting FP12A 170



Forms and Files

User-defined Files

System-defined Requisition Blocks

Special Properties

Skills Option to select the simple skill assessment format when the skill
assessment format is set to Simple or Detailed.
Structure This block must be one of the first four blocks in the file. Also, settings

allow the display of organization, work location or job role fields.

Duplicating a User-defined File

Prerequisite

Configuration > [Recruiting] Administration > User-defined Files

Steps

1. Click Duplicate next to the file.
Provide a code and a name.
Provide a description to facilitate future references.

Complete any other fields.
Click Save.

a s

Editing the Description of a User-defined File

Prerequisite

The user-defined file must have the Inactive or Draft status.

The user-defined file must not be in use.

Configuration > Recruiting] Administration > User-defined Files

Steps
1. Cick a user-defined file.

Click Edit next to Properties.

2.
3. Modify the description.
4. Click Save.

Activating a User-defined File

Prerequisite

The user-defined file must have the Inactive or Draft status.

Configuration > [Recruiting] Administration > User-defined Files

Steps

1. Click a user-defined file.
2. Click Activate.

Result

The user-defined file status is changed to Active. It can now be selected when specifying the
situation when the file will be used (via the Candidate File Setup or Requisition File Setup feature).
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Deactivating a User-defined File
Prerequisite
The user-defined file must have the Active status.
The user-defined file must not be in use.
Configuration > [Recruiting] Administration > User-defined Files
Steps

1. Click a user-defined file.
2. Click Deactivate.

Result

The user-defined file status is changed to Draft. You can now modify the user-defined file or make it
unavailable when building requisition or candidate files.

Deleting a User-defined File
Prerequisite
The user-defined file must have the Inactive or Draft status.
Configuration > [Recruiting] Administration > User-defined Files
Steps

1. Click Delete next to the file.
2. Confirm the deletion.

Result

The user-defined file no longer appears in the User-defined Files list and can no longer be used.

Adding a Section in a User-defined File
Prerequisite
The user-defined file must have the Inactive or Draft status.
Configuration > [Recruiting] Administration > User-defined Files
Steps
1. Click a user-defined file.
2. Click Edit next to Section Ordering.

3. Type the name of the section in the Add a Section field.

The name of the section is viewable by Recruiting Center users when they are in view and edit
modes within a file as well as in the file’'s Table of Contents.

4. Click Create Section.

Result

A new section appears on the right, under File.
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Next Step
Adding blocks to the user-defined file.

Deleting a Section in a User-defined File
Prerequisite
The user-defined file must have the Inactive or Draft status.
Configuration > [Recruiting] Administration > User-defined Files
Steps

1. Click a user-defined file.

2. Click Edit next to Section Ordering.
3. Click Delete next to a section.

4. Click Save.

Result

The section and its blocks are no longer displayed in the file.

Adding a Block in a User-defined File

Prerequisite

The user-defined file must have the Inactive or Draft status.

At least one section must be created in the user-defined file.
Configuration > [Recruiting] Administration > User-defined Files
Steps

1. Click a user-defined file.

Click Edit next to Section Ordering.

In the Available Blocks section, select a block.
Drag and drop the block in the section.

Click Save.
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Removing a Block from a User-defined File

Prerequisite

The user-defined file must have the Inactive or Draft status.

The block must not be mandatory.

Configuration > [Recruiting] Administration > User-defined Files
Steps

1. Click a user-defined file.

2. Click Edit next to Section Ordering.

3. Select a block included in a section located on the right hand side.
4. Drag and drop the block to the Available Blocks list.
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5. Click Save.

Modifying the Title of a Section
Prerequisite
The user-defined file must have the Inactive or Draft status.
Configuration > [Recruiting] Administration > User-defined Files

Steps

Click a user-defined file.

Under Sections Ordering, click on a section.
Click Edit next to Properties.

Modify the value in the Title field.

The Title field supports 75 text based characters.
5. Click Save.
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Result

The title of a section is viewable by Recruiting Center users when they are in view and edit modes
within a file as well as in the file’s Table of Contents.

Modifying the Title of a Block

Prerequisite

The user-defined file must have the Inactive or Draft status.
The Title field supports 75 text based characters.
Configuration > [Recruiting] Administration > User-defined Files
Steps

Click a user-defined file.

Under Sections Ordering, click on a block.

Click Edit next to Properties.

Modify the value in the Title field.

The Title field supports 75 text based characters.

5. Click Save.
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Result

The title of a block is viewable by Recruiting Center users when they are in view and edit modes
within a file as well as in the file’s Table of Contents.

Modifying the Name of a Tab in a User-defined File

The name of a tab in a user-defined file can be modified. The system administrator can send the new
name to Taleo Support who will then activate the text for your zone. Contact Taleo Support for further
information.
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Adding Custom Instructions to a Block

Prerequisite
Configuration > [Recruiting] Administration > User-Defined Files

Steps

1. Click a user-defined file.
2. Click on a block.
3. Click Edit next to Properties.
4. In the Description field, enter custom instructions.
The Description field supports 4000 text based characters.
5. Format instructions if desired.
6. Click Save.

Result

The specific instructions appear underneath the block title of a file to assist Recruiting Center users
in understanding what they need to do in a specific block of a file.

Adding Custom Instructions to a Section

Prerequisite

Configuration > [Recruiting] Administration > User-Defined Files

Steps

Click a user-defined file.

In the Section Ordering section, click on a section title (displayed in bold).
Click Edit next to Properties.

In the Description field, enter custom instructions.
The Description field supports 4000 text based characters.
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5. Format instructions if desired.
6. Click Save.
Result

Instructions are only viewable by Recruiting Center users when they are in edit mode within a file.
The instructions appear underneath the section title to assist users in understanding what they need
to do in a specific section of a file.

Adding Custom Instructions to a Tab
Prerequisite
Configuration > [Recruiting] Administration > User-Defined Files
Steps

1. Click a user-defined file.
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In the Tab Label Management section, click Show.
Click on a tab.
Click Edit next to Properties.
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In the Description field, enter custom instructions.

The Description field supports 4000 text based characters.
6. Format instructions if desired.

7. Click Save.

Result

Instructions are only viewable by Recruiting Center users when they are in edit mode within a file.
The instructions appear underneath the tab header to assist users in understanding what they need
to do in the History, Referral and Attachments tabs of a file.

Choosing a User-defined Form for a Block
Prerequisite
Not available for all block types.
The user-defined file must have the Inactive or Draft status.
Configuration > [Recruiting] Administration > User-defined Files
Steps

Click a user-defined file.

Under Section Ordering, click on a block.

Click Edit next to Properties.

Select a form in the User-defined Form drop-down list.
Click Save.

a s> D e

Configuration Guide Taleo Recruiting FP12A 176



Forms and Files

User-defined Forms

User-defined Forms

User-defined Form

A user-defined form is a block of information containing standard and/or custom fields and that is
added to a user-defined file.

User-defined forms can be created for these file types:

* requisition files
* requisition templates
» candidate files

Several types of forms are available for each file type. These types of forms are suggested ways of
packaging information and each form contains a default template that system administrators can use
to start building the form. System administrators can also choose to build the form from scratch and
ignore the default template. Note that it is possible to create multiple user-defined forms for each type
of form. For example, three different user-defined forms for references could be created and used for

different purposes.

Abstract Additional Information Background Check

Additional Information Budget Basic Profile

Budget Compensation Candidate Personal Information
Compensation Contingent Terms Certifications

Contingent Terms External Description Education

External Description Identification References

Identification Internal Description Work Conditions

Internal Description Other Work Experience

Other Profile eSignature

Profile

Duplicating a User-defined Form

Prerequisite

Configuration > [Recruiting] Administration > User-defined Forms
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Steps
Click Duplicate next to the form.
Result

The new user-defined form has the same code with the extension (copy).

Previewing a User-defined Form
Prerequisite
Configuration > [Recruiting] Administration > User-defined Forms

Steps
Click Preview next to the user-defined form.

Deleting a User-defined Form
Prerequisite
The user-defined file must have the Inactive status.
Configuration > [Recruiting] Administration > User-defined Forms

Steps

1. Click Delete next to the user-defined form.
2. Confirm the deletion.

Result

The user-defined form no longer appears in the User-defined Forms list. The user-defined form can
no longer be used in user-defined files.

Activating a User-defined Form
Prerequisite
Configuration > [Recruiting] Administration > User-defined Forms

Steps
Click Activate next to the user-defined form.
Result

The user-defined form status is changed to Active. The user-defined form can be used when
creating user-defined files.

Deactivating a User-defined Form
Prerequisite
The user-defined form status must be Active.
The user-defined form must not be in use.
Configuration > [Recruiting] Administration > User-defined Forms

Steps
Click Deactivate next to the user-defined form.
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Result

The user-defined form status is changed to Draft. The user-defined form is unavailable when
creating user-defined files.

Adding Fields to a User-defined Form

Prerequisite
Configuration > [Recruiting] Administration > User-defined Forms

Steps

1. Click a form.

2. Select afield from the Field Chooser list.

3. Drag and drop the field in the desired section.

4. Edit the properties of a field by selecting the field and scrolling to the Selected Element
Properties section at the bottom of the form.

5. Click Save.

Editing the Properties of a User-defined Form

Prerequisite
Configuration > [Recruiting] Administration > User-defined Forms

Steps

1. Click a user-defined form.

2. Modify the Name, Code and Description fields.
3. Click Save.

Editing the Properties of Fields in a User-defined Form

Prerequisite
Configuration > [Recruiting] Administration > User-defined Forms

Steps

1. Click a user-defined form.

2. Inthe Page Content section, click in a field.

3. Inthe Selected Element Properties section, located at the bottom of the form, modify the
properties of the field.

4. Click Save.

Adding a Static Hyperlink in a User-defined Form

Prerequisite

Configuration > [Recruiting] Administration > User-defined Forms

Steps
1. Click a user-defined form.
2. Click afield.

3. Inthe Selected Element Properties section, under Field Type, select URL.
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4. Inthe Selected Element Properties section, under Access Type, select Read-only.

Access must be set to read-only to ensure the user cannot change the value of the URL.

Adding Custom Instructions to a Field

Prerequisite

Configuration > [Recruiting] Administration > User-Defined Forms

Steps

1. Click a user-defined form.

2. Inthe Page Content section, click in a field.
3. Inthe Selected Element Properties section at the bottom of the page, enter custom instructions

in the Instructions field.

The Instructions field supports 1000 characters, embedded HTML and hyperlinks.

Note that the Help Callout field is not used in Recruiting.

4. Format instructions if desired.

5. Click Save.
Result

Instructions are only viewable by Recruiting Center users when they are in edit mode within a file.
The instructions appear underneath the field to assist users in understanding what they need to do
with certain fields contained in a file.

User-defined Forms Selected Element Properties

Available properties depend on the type of field. Not all properties are available for all elements or for

all products.

Property Option

Description

Access (Editable/ Read Only)

Indicates if the field is read-only or editable. When read-only is selected,
a user is unable to modify the field. Default value is Editable.

Binding field

Data source to which the element is bound. The value displayed in
the Binding field represents the data value (available in the first list of
the Field Chooser) to which the element is associated. For example,
the Annual Bonus field is bound to the AssignmentOfferForForm/
AnnualBonus. The value in the Binding field is not editable.

Columns

Number of columns. Administrator can determine how many columns of
fields to display in each area of each page of the forms.

CSS Style

The desired visual style for displaying the value within an input field.
Use styles as defined in the Cascading Style Sheets 2.0 standard:
wwa3.org reference. This style will override the main style that is used
when the form is displayed to assignees and viewers. If no style
information is entered, the default visual presentation will be used for
that page.

CSS Style Label

This is used to control the formatting of the label above the input field
that is displayed to the assignee and form viewer.
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Property Option

Description

CSS Style Instructions

This style will override the style defined in the career section theme. If
no information is entered, the style defined in the career section theme
will be used.

Default Value

Default value of the input field

Field Label

Input Field Label

Field Size

Indicates the number of elements displayed in a list. Field Size is used
for multiple-selection fields. Default value is 1. For example, if the field
size is 2, the list will display 2 values.

Field Type

e Text Input

e Password Input

¢ Suggest

e Text Area

* Rich Text Format

e Check Box

* Radio Button

e Drop-down List

e Check Box

e Multi level Selector - this enables the user to select a collection

of cascading values that are dependent on each other. Such as
selecting a country, followed by a state/province and then a city.

» Date input

« Date Drop- down list

e Selector

e Read-only Text

* URL - this enables the value of the field to be displayed as a
clickable link when the user accesses the form.

* Image URL - works the same as the URL, but makes the
corresponding image a clickable link.

Help Callout

Similar to instructions, but this is displayed as a help bubble on the form
and can provide information about a field to the user.

Input Mask

Format of the input value. The following syntax must be used:9 = any
number, a = any letter, n = any letter or number, | = logical, or\9 = the 9
character, \a = the a character, \n = the n character, \| = the, | character,
Any other symbol = the symbol (including a space). Possible formats for
SSN and Zip/Postal codes: SSN: 999-99-9999ZIP Code United States:
99999|99999-9999Postal Code Canada: a9a9a9|a9a 9a9|a9a-9a9Note:
Make sure to not add a space before and after the | operator. For
example, do not enter 99999 | 99999-9999

Instructions

This can be used to provide any special instructions necessary to
explain what is being requested for the field. The instructions will
appear just below the field.

Mandatory

Indicates, by selecting the Yes or No option, if the field must be
completed. When a field is mandatory, a red square appears in front of
the field. This can be useful for preventing an assignee from submitting
a form with the value 'Not Specified' in a user-defined selection.
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Property Option Description
Marking the field as Mandatory will require the assignee to specify a
value.
Rows Number of rows available in a text area.
Save Literals If Input Mask is used for a field, it may require that specific numbers or

letters appear within the field when the assignee fills it out at runtime.
Save Literals determines if specific characters in the input mask will
be saved in this field, or if they are simply required for the user to
type in but removed from the saved value. This is useful for helping
assignees to recognize the right information to type in, while removing
the redundant characters for later use.

Status (Deactivated/Activated) Indicates if the field is activated or deactivated (i.e., grayed out or not).
The use of this field depends on the value selected in the Access field.

Editable access + Activated status = field can be modified
Read-only access + Activated status = field not editable
Read-only access + Deactivated status = field not editable

Editable access + Deactivated status = field not editable

Tooltip Displays the text entered in the input field as a tooltip when the
assignee/viewer hovers over the field in the form.

Value Area where user input should be entered or where the information
saved in a field is displayed.
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Candidate File and Requisition File Setup

Candidate File Setup and Requisition File Setup

The Candidate File Setup and Requisition File Setup features allow system administrators to indicate
in which situations user-define files will be used and to associate user-defined files to staffing types.

System administrators first define a primary file. Then, if desired, they can set a different file to be used
for each staffing type. If a staffing type is not specified, the default file will be used.

Candidate File

Activated candidate file for viewing and editing general profiles.

n Important Note: (ID 182) The same file is used for both editing and
viewing purposes.

Activated candidate file for viewing and editing job submissions.

n Important Note: (ID 182) The same file is used for both editing and
viewing purposes.

Create Candidate

Activated file for the quick creation of candidate profiles (default file).

First activated file for creating candidate profiles.

Second activated file for creating candidate profiles.

Third activated file for creating candidate profiles.

Fourth activated file for creating candidate profiles.

First activated file for creating job-specific submissions.

Second activated file for creating job-specific submissions.

Third activated file for creating job-specific submissions.

Fourth activated file for creating job-specific submissions.

Activated file for creating referrer and candidate profiles.

Activated file for capturing referrer profiles and job-specific submissions.
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ﬂ Important Note: (ID 209) At least one Create Candidate flow must be activated for the Create
Candidate feature to work.

Requisition File

Requisition File 1.

Requisition File 2.

Requisition File 3.

Requisition Template

Activated file for creating requisition templates.

Dissociating a Requisition File from a Staffing Type

Prerequisite

Configuration > [Recruiting] Administration > Requisition File Setup

Steps
1. Click Edit.

2. Click Remove next to a staffing type.

3. Click Save.

Result

If no other staffing types are associated to the requisition file, the requisition file will be used with all

types of staffing.

Disassociating a Candidate File from a Staffing Type

Prerequisite

Configuration > [Recruiting] Administration > Candidate File Setup

Steps
1. Click Edit.

2. Click Remove next to a staffing type.

3. Click Save.

Result

If no other staffing types are associated to the candidate file, the candidate file will be used with all

types of staffing.
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Candidate Selection Workflow Configuration

Candidate Selection Workflow

A candidate selection workflow (CSW) provides the framework to move a candidate through the hiring
process in order to evaluate and find the best candidate for a job.

A candidate selection workflow (CSW) includes steps, phases, statuses, and actions a user must go
through before hiring a candidate. An analogy can be drawn between the candidate selection workflow
and moving candidate resumes from one pile to another as the selection progresses and the number
of resumes retained is reduced (for example, a candidate submission is analyzed, the candidate is
contacted, interviewed, then selected).

The CSW is created by system administrators then selected by Recruiting Center users when creating
a requisition. When candidates apply on the requisition, the selected CSW is used to track and
manage candidates from the time they are new to the system to the time that they are hired. Candidate
files in each step of the CSW can have a status. Specific actions can be performed on these candidate
files depending on the steps and statuses. A set of user type permissions grant users access to the
actions that can be performed in a candidate selection workflow.

CSW can be displayed to users on a priority basis. The system will sort workflows according to the
level of compatibility and ensure that the most appropriate workflow is displayed when users create a
requisition.

A CSW can be contextualized, that is organizations, locations, and job fields can be associated by
system administrators to the candidate selection workflow. As a result, when creating a requisition,
users will only see the CSW with an Organization-Location-Job Field structure matching the one of the
requisition. If a CSW is not associated to any Organization-Location-Job Field element, this means that
the CSW will be available for all requisitions.

When associating an Organization-Location-Job Field structure to a CSW, the more specific the level
of the structure is, the more compatible the workflow will be with a requisition. Moreover, the system
will automatically select the workflow which provides the highest degree of compatibility with the
requisition.

Standard CSW are supplied with the application which can be used as templates to create customized
workflows.

A CSW can be associated to a requisition type (professional, hourly, etc.). As a result, when creating
a requisition, users will only see the CSW matching the selected requisition type. If a CSW is not
associated to any requisition type, this means that the CSW will be available for all requisition types.

Configuration

User Type Permissions

Name Location

Choose a candidate selection workflow Configuration > [SmartOrg] Administration > User Types >
Recruiting > Requisitions > General

CSW user type permissions are grouped under Configuration > [SmartOrg] Administration > User Types >
the Candidate Selection Workflow. Recruiting > Candidates > Candidate Selection Workflow
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Reset Candidate Selection
Workflow after Candidate Re-
applies

If the
submission
has reached
the status
Hired,
Inactive or
Withdrawn
If the
submission
has reached
the status
Hired,
Inactive.
Withdrawn or
Rejected
Always
unless the
submission
has reached
the status
Rejected
Always

If the submission
has reached the
status Hired,
Inactive or
Withdrawn

Configuration > [Recruiting] Settings

Building a Candidate Selection Workflow

Prerequisite

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Steps

1. In the Workflows tab, click New, complete the fields then click Done.
2. In the Workflow Details page, add steps to the candidate selection workflow and put them in

order.

3. Click on the steps you added to the CSW and specify if the step is mandatory, restricted or

conditional.

4. In the Steps tab, click on the step added to the CSW and customize each step, that is:
a) Rename the step (optional).

b) Create custom instructions for the step.

c) Select appropriate statuses for the step and put them in the proper order.

d) Select the default status of a step.

e) Determine the status progression level of the step.

f) Link a status to a shortcut button. This shortcut allows users to change the status of a

candidate directly in a candidate file.

g) Make qualifiers or comments mandatory for the step.

h) Set notifications for the status.
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5. Inthe Statuses tab, customize the statuses that make up the steps so they fit your organization
needs. This includes:

a) Rename the status.

b) Add qualifiers (reason linked to a status for rejecting a candidate or for explaining why a

candidate declined a job offer.

© © N

domain.

Candidate Selection Workflow Example

Associate the CSW to an Organization-Location-Job Field structure (optional).
Associate the CSW to a requisition type.
Grant the Choose a candidate selection workflow user type permission.
Activate any user type permissions located in the Candidate Selection Workflow functional

A workflow is composed of one or many steps. And steps are composed of one or many statuses.

Example of a Candidate Selection Workflow

¢ Pre-offer check initiated
¢ Candidate declined

¢ Pending results - Proceed
conditionally*

¢ All checks passed - Proceed*

Step Status Status completing the Status stopping the
step CsSw
New e To be reviewed Short list Rejected
*  Waiting for info
e Under consideration
¢ Phone screen
¢ Candidate declined
e Short list*
* Rejected
Manager review - Manager to review Short List Not interested
e Under consideration by manager
* Candidate declined
e Short list*
¢ Not interested
Interview « To be interviewed To offer Rejected
e lstinterview
¢ 2nd interview
¢ 3rd interview
e 4th interview
¢ Assessment/Test scheduled
¢ Candidate declined
¢ To offer*
* Rejected
Pre-offer check «  Pre-offer checks to do  Pending results - Rejected

proceed conditionally
* All checks passed -
Proceed

« All checks NOT passed
-Proceed
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¢ All checks NOT passed - Proceed*
¢ Rejected
Offer «  Offer to create Offer accepted
« Offer sent out
* Negotiating
e Offer rejected
e Offer accepted*
Hire Hired

Standard Candidate Selection Workflows

Standard A streamlined version of the Master workflow similar to
the original sequential workflow.

Internal A workflow designed to accommodate an internal
recruitment selection process.

Executive A workflow designed to accommodate an executive

recruitment selection process.

Executive (Agency)

A workflow designed to accommodate an agency
driven executive recruitment selection process.

Temporary/Contract A workflow designed to accommodate a temporary or
contract recruitment selection process.

Campus/Student A workflow designed to accommodate a campus
recruitment selection process.

Master A workflow that can be customized when no other

workflow meets your requirements.

Reference Workflow 4.1

Sequential Workflow 4.1

Staffing Station

Stations.

A workflow for applications received via Staffing

Union

A workflow for unionized candidates.
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Candidate Selection Workflow Priority

The candidate selection workflow priority ensures that the most appropriate workflow is displayed to
the user when creating a requisition.

The system can sort candidate selection workflows (CSW) according to the level of compatibility and
ensure that the most appropriate workflow is displayed when a user is creating a requisition.

The system administrator must identify one CSW as the company default workflow. However,

the default workflow will be preselected only if no other workflow is found to be compatible to the
requisition or if other workflows are compatible because they are linked to all Organization, Location
and Job Field (all-all-all).

The system automatically preselects the most compatible workflow as follows:

» The system makes the sum of the differences between the levels specified in the workflow and in
the requisition.

» The workflow with the least differences is the one displayed in the Candidate Selection Workflow
field.

* In case of a tie, the sort is performed on the code of the workflows.

A workflow with no value (Null) for a dimension (Organization, Location or Job Field) will consequently
be associated to all structure elements from that dimension. However, associating a workflow to no
specific value (equivalent to all) will penalize its level of compatibility. Hence, a workflow tied to all-all-
all will be much less pertinent than a workflow with the slightest specificity in its categorization.

Example:

Food Processing/Food Production | United States/California/Los Cashier
Angeles

Workflow 1: There is no difference between the Organization-Location-Job Field information of this
workflow and that of the requisition.

Cswi Food Processing/ United States/ Cashier
Food Production California/Los
Angeles
Difference (0) (0) (0)

Workflow 2: Because there is no job field, the sum of the difference is 20.

Csw2 Food Processing/ United States/ All
Food Production California/Los
Angeles
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Difference ©) ©) (20)

Workflow 3: There is a difference of one level in the Organization dimension, and a difference of two
levels in the Location dimension, so the sum of the differences is 3.

CSwa3 Food Processing United States Cashier

Difference (@))] (2 ()]

Workflow 4: There is no difference between the Organization-Location-Job Field information of this
workflow and that of the requisition.

Csw4 Food Processing/ United States/ Cashier
Food Production California/Los
Angeles
Difference ) ) )

Workflow 5: Since no dimension is specified in this workflow, the sum of the differences is 60.

CSw5s All All All

Difference (20) (20) (20)

Workflow 6: Once again, since no dimension is specified in this workflow, the sum of the differences is
60. However, this is the default workflow.

CSW6 All All All

Difference (20) (20) (20)

Workflow 7: The location of this workflow is not compatible with that of the requisition. This means

that this workflow is excluded. In this example, the workflow that would be displayed in the Candidate
Selection Workflow field is Workflow 4 (a_csw4), because even though Workflow 1 (z_cswl) and 4 are
tied and have he lowest sum of differences, Workflow 4 will be displayed first when a sort is performed
on the code.
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Code Organization Location Job Field
CSw7 Food Processing/ United States/ Cashier
Food Production California/San Jose

Difference

Creating a Candidate Selection Workflow
Prerequisite

Determine your organization needs, determine if the process is feasible, select an existing workflow
that can be used as a starting point, standardize the workflow as much as possible to produce
efficient, easy to use reports.

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Steps

Click New...

Enter a name, code, comments, and description.

Enter the above information in all available languages.

Select Available to make the workflow available in the Recruiting Center.

Select Default Workflow to make this workflow the default workflow in the Recruiting Center.
In the Steps Usage tab, add steps to the workflow.

In the Display Context tab, associate the workflow to organizations, locations, or job fields.
In the Display Context tab, associate the workflow to a requisition type.

Click Done.

© N kDR

Result

The candidate selection workflow appears in the Workflows page. The candidate selection workflow
can now be used in requisitions.

Activating a Candidate Selection Workflow
Prerequisite
The candidate selection workflow must be created.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Workflows tab
Steps
1. Click on a candidte selection workflow.
2. Select Available.
3. Click Done.
Result

In the Workflows page, a check mark appears in the Available column next to the candidate
selection workflow. The candidate selection workflow is now available to users when creating a
requisition.
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Deactivating a Candidate Selection Workflow
Prerequisite
A candidate selection workflow must be active in order to deactivate it.
Configuration > [Recruiting] Administration > Candidate Selection Workflow
Steps

1. Click on a candidate selection workflow.
2. Clear the Available check box.
3. Click Done.

Result

In the Workflows page, a check mark no longer appears in the Available column next to the
candidate selection workflow. Users can no longer use the candidate selection workflow. The
candidate selection workflow remains available in the database.

Deleting a Candidate Selection Workflow
Prerequisite
A workflow being used by another user cannot be deleted.
Configuration > [Recruiting] Administration > Candidate Selection Workflow
Steps

1. Select a candidate selection workflow.
2. Click.

Result

The candidate selection workflow can no longer be used in Taleo Recruiting. The candidate
selection workflow is permanently removed from the database.

Duplicating a Candidate Selection Workflow
Prerequisite
The candidate selection workflow should be similar to the one being created.
Configuration > [Recruiting] Administration > Candidate Selection Workflow
Steps
1. Click on a candidate selection workflow.
2. Click Duplicate.

3. Make required changes.
4. Click Done.

Result
The candidate selection workflow is available in the Workflows page.
Next Step

Adding steps to the candidate selection workflow.
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Associating the candidate selection workflow to organizations, locations, job fields.

Selecting a Default Candidate Selection Workflow

Prerequisite
The candidate selection workflow must be activated.
Configuration > [Recruiting] Administration > Candidate Selection Workflow

Steps

1. Click on a workflow.

2. Select Default Workflow.
3. Click Done.

Result

In the Workflows page, a check mark appears in the Default column next to the candidate selection
workflow. The candidate selection workflow appears by default when users create a requisition.

Associating a Candidate Selection Workflow to Organizations, Locations and/or
Job Fields

Prerequisite
The candidate selection workflow must be created.
Configuration > [Recruiting] Administration > Candidate Selection Workflow

Steps

1. Click on a candidate selection workflow.

2. Under the Display Context tab, click Add in the Jobs, Organizations or Locations sections.

3. Select Organization-Location-Job Field elements.

4. Click Done.

Result

The candidate selection workflow is associated to an Organization-Location-Job Field structure.
When users create a requisition, only the workflows matching the structure of the requisition will be
displayed according to the Organization-Location-Job Field selected for the requisition (instead of

all workflows of the company). Moreover, the system will automatically select the workflow which
provides the highest degree of compatibility with the requisition.

Disassociating a Candidate Selection Workflow from an Organization-Location-
Job Field

Prerequisite

The candidate selection workflow must be associated to an Organization-Location-Job Field
structure.

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Steps

1. Click on a candidate selection workflow.

2. Under the Display Context tab, click Remove next to the organization, location or job field you
want to remove.
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3. Click Done.

Result

The candidate selection workflow is no longer associated to the Organization-Location-Job Field
element and will be available for requisitions not associated to an Organization-Location-Job Field
structure.

Associating a Candidate Selection Workflow to a Requisition Type

Prerequisite
The candidate selection workflow must be created.

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Steps

1. Click on a candidate selection workflow.

2. Under the Display Context tab, select a requisition type in the Available Requisition Types list.
3. Click Add

4. Click Done.

Result

The selected requisition type now appears in the Selected Requisition Types list. When users

create a requisition, workflows are displayed according to the requisition type (professional, hourly,
contingent, etc.) selected for the requisition (instead of all workflows of the company).

Disassociating a Candidate Selection Workflow from a Requisition Type

Prerequisite
The candidate selection workflow must be created.

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Steps

1. Click on a candidate selection workflow.

2. Under the Display Context tab, select a requisition type in the Selected Requisition Types list.
3. Click Remove.

4. Click Done.

Result

The requisition type returns in the Available Requisition Types list.

Activating the Self-assigned Task Action Inside a Step

Prerequisite
The Self Assigned Task action must be available (Candidate Selection Workflow / Actions tab)

Configuration > [Recruiting] Administration > Candidate Selection Workflow

Steps

1. Inthe Actions tab, click the Self Assigned Task.

2. Select Available.

3. Click Done.

4. Inthe Steps tab, click the step where you want to add the action.
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In the Actions Usage tab, click Add...
Select the Self Assigned Task action.
Click Done.

Click Done.

Result

© N o »

The action is added to the selected step. When a candidate gets to the step where the Self-
assigned Task action was added, Recruiting Center users have the ability to select the Create a
self-assigned task option in the Change Step and Status window or Bypass window. If the option is
selected, users have to provide a name, due date, description, and comments for the self-assigned
task. The task then becomes available under the Tasks tab.

Bulk Move to the Hire Step/Status

Recruiting Center users can move several candidates to the Hire step/status in a single transaction.

When this feature is activated, users are able to select more than one candidate to move to the Hire
step/status. The system performs a verification to see if the number of candidates selected is equal to
or less than the number of positions still open.

If additional information is required during the hire action, for example the start date, all the information
entered will apply to all candidates hired in that action.

This feature supports candidate selection workflows with or without the RSOffer step.
Configuration

This feature is enabled by the following setting. The setting is a global setting that affects all requisition
types (professional, executive, hourly, etc.). It cannot be activated for a specific requisition type.

Simultaneous Hiring of Multiple « No Yes Configuration > [Recruiting] Settings
Candidates . Yes

As a recommended practice, customers should activate this feature to perform mass hiring.

Activating the Bulk Move to Hire Step/Status
Prerequisite
Configuration > [Recruiting] Settings
Steps
1. Click on the Simultaneous Hiring of Multiple Candidates setting.
2. Click Edit.

3. Select Yes.
4. Click Save.

Result

User are able to move more than one candidate to the Hire step/status.
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Changing the Step/Status in One Click

Allows users to access steps and statuses directly in the Candidates list without having to select an
action in the More Actions list.

To be able to change the step/status of a candidate with one click, the Next Action column must be
added in a candidate list format.

The Next Action column contains actions that will give access to the next status or step related to a
candidate. Actions available in the new column will allow users to:

» Change the status of a candidate to the next completion status (if the step is not already
completed).

» Move the candidate to the initial status of the next step if the current step is completed.

Actions available in the Next Action column are Candidate Selection Workflow (CSW) movements only,
either a

* Move to the next step in the CSW
» Change to the completion status within the current step

If the current status is not a completion status, the action displayed will be a move (change status) to
the first completion status of the current step.

If the current status is a completion status, then the action will be a move to the next step at the initial
status. In a one-step CSW (reference workflow), only statuses configured as a “completion status” will
show up as next steps.

Configuration

To be able to add a column to a list format, the following permission is required.

User Type Permission

Name Location

Create personal list formats for the candidate list Configuration > [SmartOrg] Administration > User
Types > Recruiting > Candidates

Updating Steps and Statuses for Submissions on Different
Requisitions

Recruiting Center users can select multiple submissions on different requisitions and update the
corresponding step or status.

Recruiting Center users can select several candidate submissions submitted on different requisitions
and move them to the next step, bypass the current step, or change the step's status provided all the
submissions are at the same step and all the requisitions use the same Candidate Selection Workflow
(CSW).

Whichever action users want to perform (move candidate submissions to the next step, change a
step's status, or bypass the current step) on multiple submissions, the users require the corresponding
user type permission. If users do not have a particular permission, the corresponding action is
unavailable for selection.
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If users select multiple submissions and some of them do not correspond to the user type permission
that governs the action the users want to perform, a message at the end of the updating process
indicates which submissions were not updated. Take the case of a user who had a user type that had
the Bypass steps: Only if this user is an owner of the requisitions permission. Suppose the user
selected multiple candidate submissions on different requisitions and all the submissions were at the
1st Interview step. The user then performed the bypass action to advance the submissions directly to
the 3rd Interview step. If the selection included submissions from candidates for whom the user was a
collaborator rather than the owner, the system would generate a message listing the submissions that
were not updated. The submissions of candidates "owned" by the user would be updated to the 3rd
Interview step.

If users change the current step of multiple submissions to Hire and some of the requisitions are then
filled, a message is displayed for each filled requisition.

» If there are active offers associated with a filled requisition, the following message is displayed:
Once this operation is completed, all openings available for the requisition {Requisition ID} will have
been filled. The system will then unpost the requisition. However, you must first rescind all other
offers extended to be able to close the requisition.

« If there are no active offers associated with a filled requisition, the following message is displayed:
Once this operation is completed, all openings available for the requisition {Requisition ID} will
have been filled. If the system is not able to unpost the requisition and change its status to "Filled",
the requisition will have to be filled manually and the system will assign a task to {0}. Do you want
to hire the selected candidates? If the user answers "No", the action is canceled; none of the
submissions selected initially are updated to the Hire step.

While a user is updating the step or status of a selection of submissions on different submissions,

the "Send correspondence” check box is available for selection if the individual has a user type that
has the following permission and value: Send correspondence (while changing the status of a
candidate in a workflow) - Without restriction. If the value is instead Only if this user is an owner of
the requisitions or a collaborator, the check box is displayed only if the individual is the owner of or a
collaborator for all of the submissions selected.

While a user is updating the step or status of a selection of submissions on different submissions,

the workflow Event Date calendar is available for selection provided that all the submissions selected
satisfy the Set candidate selection workflow event dates permission for the user type assigned to
the user. For example, if the setting value is Only if this user is an owner of the requisitions or a
collaborator, the user must be the owner of or a collaborator for all of the submissions or Event Date
calendar will not be displayed.

Configuration
The following permissions are listed because they have an effect not only when a user wants to update

a step or status for a single submission but also when multiple submissions are selected for updating
as a batch.

User Type Permissions

Name Location

Change submission status Configuration > [SmartOrg] Administration > [Users]
User Types > [Functional Domains] Recruiting >
[Candidates] Edit

Move submissions to next step Configuration > [SmartOrg] Administration > [Users]
User Types > [Functional Domains] Recruiting >
[Candidates] Edit
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Bypass steps

Configuration > [SmartOrg] Administration > [Users]
User Types > [Functional Domains] Recruiting >
[Candidates] Edit

Send correspondence (while changing the status of a
candidate in a workflow)

Configuration > [SmartOrg] Administration > [Users]
User Types > [Functional Domains] Recruiting >
[Candidates] Edit

Set candidate selection workflow event dates

Configuration > [SmartOrg] Administration > [Users]
User Types > [Functional Domains] Recruiting >
[Candidates] Edit

Candidate Progression Status

The candidate progression status indicates the most advanced progression status of a candidate on
other requisitions across all positions where the candidate is being considered.

To see the progression status of a candidate, the Progression Status column, represented by this
icon = , must be added to the candidate list format. Icons are then used to indicate the furthest

active progression status of a candidate across all positions where he/she is being considered. When
clicking a progression status icon, a tooltip indicates the active status and a date. For example: "Most
advanced progression status: New (as of 2011-Oct-17)".

&

New

&

Reviewed

A |

First, second, and third interview

w Testing

1=| Offer

=

E, k Hired

T Pipeline
Contact
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In the scenario below, a candidate has applied to four jobs:

1 Active for sourcing New > To be reviewed

2 Closed Interview 2 > To be scheduled
3 Active for sourcing Offer > Rejected

4 Active for sourcing Interview 1 > To be scheduled

The icon that would appear for this candidate across all contexts would be Interview 1 1? because it is

the furthest active progression status on an active job. Note that both requisition status and candidate
status must be active to be considered for the furthest active progression status.

In the Candidates list, the staircase icon ﬁﬂ remains available and shows the parallel job applications

of the candidate. In a job-specific candidate list, the progression status icon may be displayed while
the staircase icon may not be displayed if there is only one job application. In the search result list,
if the staircase icon is displayed, the progression status icon is also displayed. If no staircase icon is
displayed, the progression status column is empty.

It is recommended to remove the tracking solution (staircase icon) and to replace it with the
Progression Status feature in general lists (such as search result lists, folder lists) if you allow users
to view the content of requisitions to which a candidate has applied and to which the user has access.
In a job-specific candidate list, the staircase icon is visible only when there is at least one concurrent
active job application, and the progression status icon is visible as soon as there is one active job
application.

Configuration

For the Candidate Progression Status feature to be available, the system administrator must add the
Most Advanced Progression Status column in the candidate list format. See Selecting a Column for a
List Format.

Threshold CSW Step - Candidates Hidden from Search Results

The main objective of this feature is to exclude from search results candidates who have reached a
specific status to avoid creating additional applications.

Configuration

With the following setting, the system administrator configures what “step” in the candidate
selection workflow when reached and still active should prevent candidates from being searched by
unauthorized users.

Threshold CSW Step - Hide from [+ New Minimum Configuration > [Recruiting] Settings
Search « Reviewed Workflow
* Declined Sequence
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* Rejected

e Testing

e Offer

e Hired

e Minimum
Workflow
Sequence

e 1st Interview

e 2nd Interview

¢ 3rd Interview

The above setting works in conjunction with the following user type permission. The system
administrator can specify which user types can view, through searches, candidates who are being
considered on other requisitions.

Competitive Workflow Restriction

This feature prevents Recruiting Center users from advancing a candidate in the candidate selection
workflow if the candidate is already in an advanced stage of selection (offer or hire step) for another
position.

The system can be configured such that if the workflow for one active submission is advanced beyond
the selected threshold reference workflow step, users are prevented from advancing the workflow of
other submissions for this candidate. When a user attempts such an action, he/she will instead receive
a message telling them which submission is blocking them from advancing.

Note that an active submission is a submission where the user is in the step on an active requisition
and not at a terminal that ends the workflow, such as Rejected or Withdrawn. In other words, the
candidate is still being actively considered on an active requisition or the candidate has been hired.

To enable this feature, the following setting must be configured. System administrators must select the
reference workflow step that once reached will invoke blocking the progression on other submissions.
If no step is selected, the function is not activated.

Threshold CSW Step - Indicates the CSW Configuration >
Prevent Advancing reference model step [Recruiting] Settings
beyond which candidates
are locked to the
submission and cannot
be advanced on other
submissions.
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System administrators can grant the following user type permission to bypass this blocking and allow
associated users to advance candidates regardless of other submissions:

Advanced candidates in workflow even if already Configuration > [SmartOrg] Administration > [Users]
reached the threshold step on a different submission User Types > Recruiting > Candidates

When all of the above has been configured, users will only notice a change if all the following elements
are true:

» The candidate has two or more submissions.

» One of those submissions is active (not rejected or withdrawn), and its workflow has advanced
beyond the threshold step.

» The requisition is active or the candidate is marked as being hired.

» The user tries to advance the workflow of one of the other submissions from this candidate.

» The user does not have user type permission to ignore this restriction.

If all of the above is true, users will see a message informing them that the workflow cannot be
advanced. The message will indicate the specific submission that is blocking them from advancing the
candidate in the workflow.

Note that the Competitive Workflow Restriction feature is complimentary to the feature which hides
candidates from search results if they are beyond a threshold step (which is activated by the Threshold
CSW Step - Hide from Search setting). See Threshold CSW Step - Candidates Hidden from Search
Results.
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Candidate Selection Workflow Step

A step represents a major stage or event in a candidate selection workflow.
A step in a candidate selection workflow can be mandatory or optional.

* Mandatory: If a step is mandatory, the user must take the candidate through the step before moving
on to any subsequent steps. The user will not have access to the subsequent list of steps until the
step is completed.

» Optional: If a step is optional, the user can skip the step entirely and move the candidate on to the
next step. Or, the user can move a candidate conditionally through a step without completing the
step in order to move to a subsequent step, and return to the conditional completion step later to
complete it.

Most steps are mandatory and sequential, meaning that they must be completed in the prescribed
order. In some scenarios, a user may be able to move a candidate to a step without completing the
current one, but the system will require that all mandatory steps be completed before a hire can be
completed.

Each step must be finished with a completion status, indicated by an asterisk (*), before a candidate
can move to another step in the hiring process. A completion status completes the step.

A step can have a Restricted confidentiality level. In many organizations, hiring managers are not
involved in the earliest steps of the candidate selection process. Recruiters are responsible for
evaluating new applications and only submit qualified candidates to the hiring managers. It is possible
to configure steps to prevent hiring managers from viewing specific selection steps (such as New) in
the Taleo Recruiting Candidates list.

Notifications can be added to steps. This allows sending a message to users to let them know when a
step is reached by candidates.

There is no limit on the number of steps that can be used in a CSW. However, a best practice
is to only add necessary steps.

Example of a step versus possible statuses:

Step Status

New « To be reviewed

e Waiting for info

¢ Under consideration
¢ Phone screen

¢ Candidate declined
¢ Phone screen

Configuration Guide Taleo Recruiting FP12A 203



Candidate Selection Workflows Step

Configuration

Move submissions to next step Configuration > [SmartOrg] Administration > User Types >
Recruiting > Candidates > Candidate Selection Workflow

Bypass steps Configuration > [SmartOrg] Administration > User Types >

Recruiting > Candidates > Candidate Selection Workflow

View candidates in steps whose confidentiality Configuration > [SmartOrg] Administration > User Types >
level is "Restricted" Recruiting > Candidates > Candidate Selection Workflow

CSW user type permissions are grouped under | Configuration > [SmartOrg] Administration > User Types >
the Candidates - Candidate Selection Workflow | Recruiting > Candidates > Candidate Selection Workflow
functional domain.

Creating a Step

Prerequisite

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab

Steps

1.
2.

Click New...

Complete the name, short name (which appears on the Step tab in the Candidate List of Taleo
Recruiting), code, and comments.

3. Complete the Step Information field if you want to create custom instructions for the step.

4. Select a reference model. Reference models are used to map steps to reports, emails, EEO
status settings in Regulations as well as to other functions used throughout the application. They
are also used to determine the status that will trigger the Employment Equity Information (USA)
recruiting setting.

5. Inthe Statuses Usage tab, add statuses to the step.

The Rejected and Declined statuses are present by default; they can be removed if desired.

6. Inthe Actions Usage tab, select actions for the step.

7. Click Done.

Result

The step appears in the Steps page and can be used in a candidate selection workflow.

Deleting a Step

Prerequisite

The step must not be used in a candidate selection workflow.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
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Steps

1. Select a step.
2. Click.
Result

The step no longer appears in the list of steps, and information is permanently deleted from the
database.

Activating a Step
Prerequisite
The step must be created.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab

Steps

1. Cick on a step.
2. Select Available.
3. Click Done.
Result

In the Steps page, a check mark appears in the Available column next to the step. The step is
available for selection when creating a candidate selection workflow.

Next Step

Adding steps to a candidate selection workflow.

Deactivating a Step

Prerequisite
The step must not be used by a candidate selection workflow.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab

Steps

1. Click on a step.
2. Clear Available.
3. Click Done.
Result

In the Steps page, a check mark no longer appears in the Available column next to the step. The
step is removed from the list of steps available when creating a candidate selection workflow. The
step remains in the database.

Next Step

Deleting the step, if the step is no longer required.

Duplicating a Step
Prerequisite

The step should be similar to the one being created.
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Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab

Steps

Click on a step.

Click Duplicate.

Enter a new code.

Make other necessary changes.
Click Done.
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Result

The step created from an existing one appears in the Steps page.
Next Step

Adding the status to a step.

Selecting the Default Status of a Step

Prerequisite

The step must be created.

Only one status must be defined as the initial status for a specific step.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
Steps

1. Click on a step.

2. Inthe Statuses Usage tab, click on the desired status.

3. Select the option This is the initial status for this step.

4. Click Done.

Result

In the Step Details page, under the Statuses Usage tab, a check mark appears in the Initial column
next to the status. The default status is used when a candidate reaches the step.

Adding Steps to a Candidate Selection Workflow
Prerequisite
The step must be activated in order to add it to the candidate selection workflow.
There is no limit on the number of steps tha can be used in a candidate selection workflow.
Configuration > [Recruiting] Administration > Candidate Selection Workflow
Steps
1. Click on a candidate selection workflow.
Under the Steps Usage tab, click Add...
Select the steps.

Click Add.
Click Done.
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Configuration Guide Taleo Recruiting FP12A 206



Candidate Selection Workflows Step

Result

The step is added to the candidate selection workflow. Candidate will be required to go through the
step for that candidate selection workflow.

Next Step

Configuring and ordering steps in the candidate selection workflow.

Configuring a Step Used in a Workflow
Prerequisite
The step must have been added to the candidate selection workflow before configuring it.
Configuration > [Recruiting] Administration > Candidate Selection Workflow
Steps
1. Click on a candidate selection workflow.

Under the Steps Usage tab, click on a step.
Decide if the step is mandatory, restricted or conditional.

If mandatory, the user will be forced to go through this step before going on to any following
step.

Restricted prevents the step from being visible in the Candidates list. A restricted step cannot be
placed after an unrestricted step.

If conditional, the step can be skipped entirely and the candidate can be moved to the next step.

4. Set naotifications for the step if desired. This allows you to send a message to users to let them
know when the step is reached by candidates.

5. Click Done.
Result

In the Workflow Details page, under the Steps Usage tab, a check icon appears in the Mandatory,
Restricted and Allow columns depending of your configuration choices.

Removing a Step from a Candidate Selection Workflow
Prerequisite
The step must be included in the candidate selection workflow.
Configuration > [Recruiting] Administration > Candidate Selection Workflow
Steps
1. Click on a candidate selection workflow.
2. Click on the check box next to a step, then click Remove.
Result

The step is no longer included in the candidate selection workflow. A step removed from a candidate
selection workflow is not deleted permanently; it is still available in the Steps page and can be
reused.
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Next Step

Ordering steps in the candidate selection workflow.

Ordering Steps in a Candidate Selection Workflow

Prerequisite

Steps must have been added to the candidate selection workflow.

Configuration > [Recruiting] Administration > Candidate Selection Workflow
Steps

1. Click on a candidate selection workflow.

2. Under the Steps Usage tab, select a new position (number) in the list next to the step name.
3. Click Reorder.

Result

The steps in the candidate selection workflow are ordered as specified.

Creating Custom Instructions for a Step

Prerequisite
Only one text can be entered for each step for each language.
Text must be provided for all available languages.

A maximum of 1000 text based characters is supported. HTML, rich text format (RTF) and
hyperlinks are not supported.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab

Steps

1. Click on a step.
2. Enter text in the Step Information field.
3. Click Done.

Result

The instructions appear in a callout located within the Selection Workflow area in the left hand side
of a page. The callout displays all step-related instructions for the specific workflow, no matter what
step the user has selected. The provided information regarding a step in a candidate selection
workflow can explain users, for example, the purpose of the step, what are the next steps in the
workflow, etc.
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Status

Candidate Selection Workflow Status

A status indicates the position or state a candidate has reached in the step of a candidate selection
workflow.

A candidate can change status during a step but the candidate can only have one status at a time in
each step. Statuses are more flexible than steps as most are optional and do not need to be followed
in a certain order. Statuses can be temporary therefore requiring an additional action from the user
or they can complete a step (indicated by *) because they complete the step by either moving the
candidate to the next step or terminating the candidate selection process.

Available statuses will depend on the candidate selection workflow being used. For example:

» Approved

* In Process

» Negotiating

» Waiting for results

Example of a step versus possible statuses:

New «  To be reviewed

« Waiting for info

¢ Under consideration
¢ Phone screen

e Candidate declined
¢ Phone screen

Statuses have different progression levels.

Initial Indicates the first status that will apply to a candidate accessing a new step.
Example: For the 1st Interview step, the initial status would be To Be Scheduled.

Not Started Indicates that the step has not started yet. Example: For the 1st Interview step,
“To be Scheduled” is a Not Started status because the interview has not been
scheduled and the step has not officially started.

In Progress Indicates that a candidate needs to be moved to other statuses before moving
to the next step. The option “move” is not available to the user at this point.
Example: For the 1st Interview step, “Scheduled” is an In Progress status.

Completed Indicates that a candidate can move to the next step. The option “move” is
available to the user at this point.
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Progression Level Description

Conditionally Completed Indicates that a candidate can move from one step to another even if some
activities are not completed in the step (missing information, waiting for an
approval, waiting to confirm an interview date, waiting for test results, etch.).
When a status is conditionally completed, the user is able to return to the step
and eventually complete unfinished activities. The step is not completed until
all activities are finished. More than one status in a step can be conditionally
completed.

When selecting the Completed level, the following option becomes available: “Allow completion even
if some activities remain pending”. This option allows the move to the next step even if some activities
are still pending from a previous step.

A status can be linked to a button that will be used as a shortcut to change the status of a candidate
directly in a candidate file.

Shortcut Button Description

Changes the candidate’s status to the next appropriate status.

@ Changes the candidate’s status to Rejected.

3 Changes the candidate’s status to Under consideration.

When configuring a status used in a step, it is possible to ask the system to automatically change

the status once an interview is scheduled during the step. This is done by selecting the Interview
Scheduling Behavior option in the Status Details page. This option is used with the Interview
Scheduling feature only. You can activate the Interview Scheduling Behavior option for statuses related
to the 1st, 2nd and 3rd Interview steps. When a recruiter creates a meeting in Taleo Recruiting, if the
Interview Scheduling Behavior option is selected in more than one status, the recruiter will have to
select the appropriate status in the Action Dialog window. The Interview Scheduling permission must
be enabled

When configuring a status used in a step, it is also possible to allow candidates to reach the status
automatically when specific conditions are met. You can create and edit conditions that will be used

to identify candidates who are allowed to reach this status automatically. Passport is responsible for
handling requests to and from external service providers. It communicates with other modules in order
to maintain requests up to date and interacts with the assessment platform to request assessment
evaluations. The automatic progression of applications automates the CSW process based on the
results obtained by Passport external services.

Configuration

Any changes made to a status affects all candidate selection workflows using the modified status.
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Change submission status Configuration > [SmartOrg] Administration > User Types >
Recruiting > Candidates > Candidate Selection Workflow

CSW user type permissions are grouped under | Configuration > [SmartOrg] Administration > User Types >
the Candidate Selection Workflow. Recruiting > Candidates > Candidate Selection Workflow

Creating a Status
Prerequisite
Configuration > [Recruiting] Administration > Candidate Selection Workflow
Steps
1. Click New...

2. Complete the fields.
3. Click Done.

Result

The status appears in the Statuses page.
Next Step

Adding qualifiers.

Deleting a Status
Prerequisite
The status cannot be used in a step.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Statuses
Steps
1. Select a status.
2. CIick-@- :
Result

The status no longer appears in the list of statuses and is permanently removed from the database.

Activating a Status
Prerequisite
The status must be created.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Statuses tab
Steps

1. Click on a status.
2. Select Available.
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3. Click Done.
Result

In the Statuses page, a check mark appears in the Available column next to the status. The status is
available for selection when creating a step.

Next Step
Adding the status to a step.

Deactivating a Status
Prerequisite
A status must be active in order to deactivate it.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Statuses

Steps

1. Click on a status.

2. Clear the Available check box.
3. Click Done.

Result

In the Statuses page, a check mark no longer appears in the Available column next to the status.
The status no longer appears in the list of statuses available when creating a step. The status
remains in the database.

Next Step

Deleting the status, if the status is no longer required.

Duplicating a Status
Prerequisite
The status should be similar to the one to be created.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Statuses

Steps

1. Cick on a status.

2. Click Duplicate.

3. Complete fields as required.
4. Click Done.

Result

The status created from an existing one appears under the Statuses tab.
Next Step
Adding qualifier groups to the status.

Configuring a Status Used in a Step
Prerequisite

The status must be added to the step before configuring it.
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Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
Steps

1. Click on a step.

Click on a status.

Indicate if the status is the initial status of the step.

Determine the step progression level, that is Not Started, In Progress, Completed.

Select a status change button that is used a shortcut to change the status of a candidate directly
in a candidate file.

a ke

6. Select the Ask for a qualifier option if you want the user to select a qualifier to motivate the
change to this status. This option is available only if the status has qualifiers defined.

7. Select the Ask for comments option if you want the user to enter a comment when the change is
done to this status.

8. Select the Interview Scheduling Behavior option if you want the system to automatically change
the status once an interview is scheduled for the step. This option is used with the Interview
Scheduling feature only. You can activate the Interview Scheduling Behavior option for statuses
related to the 1st, 2nd and 3rd Interview steps. When a recruiter creates a meeting in Taleo
Recruiting, if the Interview Scheduling Behavior option is selected in more than one status, the
recruiter will have to select the appropriate status in the Action Dialog window. The Interview
Scheduling permission must be enabled.

9. Set notifications for the status if desired. This allows you to send a message to users to let them
know when the status is reached by candidates.

10. Activate the automatic progression of candidates feature if desired and create conditions.
11. Click Done.
Result

In the Step Details page, under the Statuses Usage tab, different information appears in the
Progression Level, Reference Model, Initial, Qualifiers and Comments columns depending of your
configuration choices.

Any changes made to a status affects all candidate selection workflows using the modified status

Adding Statuses to a Step
Prerequisite
The status must be activated in order to add it to the step.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
Steps
Click on a step.
Under the Statuses Usage tab, click Add...
Select a status.

Click Add.
Click Done.
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Next Step

Ordering statuses.
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Removing a Status from a Step

Prerequisite

You cannot remove a status that was selected as the initial status. You must first select another
status that will become the initial status.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
Steps

1. Click on a step.

2. Under the Statuses Usage tab, select a status.
3. Click Remove.

4. Click Done.

Result

The status is no longer included in the step. A status removed from a step is not deleted
permanently; it is still available in the Statuses page and can be reused.

Ordering Statuses in a Step
Prerequisite
Statuses must be included in the step before ordering them.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
Steps

1. Click on a a step.
2. Inthe Step Details page, under the Statuses Usage tab, select a new position (number) in the
list next to the status name.

3. Click Reorder.
4. Click Done.

Result

The statuses in the step are ordered as specified.

Activating the Corresponding Action for a Status
Prerequisite
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Statuses tab
Steps
1. Click on a status.
2. Select the "Activate the corresponding action" option.
This option is available for these statuses: Rejected, Declined, Offer, Verbal Offer, Hired.
3. Click Done.
Result

The status will be available as an action in the More Actions list.

Configuration Guide Taleo Recruiting FP12A 214



Candidate Selection Workflows Status

Allowing Date Entry and Modification for a Status
Prerequisite
The status must be created to activate this setting.

For actions that result in a change of status (that is, Change Status, Move, Bypass, Offer, Hire a
Candidate, Candidate has Declined, Reject Candidate). The results displayed in reports will reflect
the actual dates when events were performed.

The Set candidate selection workflow event date user type permission is required.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Statuses tab
Steps

1. Click on a status.

2. Select the option Allow event date entry and modification.

3. Click Done.

Result

Users will be able to enter the date when an event was performed, rather than when it was
recorded.

Activating the Automatic Progression of a Candidate
Prerequisite

Requisition and candidate statuses must be active to consider a candidate for the furthest active
progression status.

Tracking solution must be removed.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab

Steps

1. Click on a step.
Under the Statuses Usage tab, click on a status.

Select the option Allow candidates to reach this status automatically when the (optional)
conditions specified below are met.

4. Click Create a Condition...
5. Complete the fields.
The list of available condition providers will vary according to the providers selected at your

organization. Information will vary according to service selected. For more information on
available services, please contact your Taleo representative.

Click Done.
7. Click Done.
Result

The automatic progression feature is now activated for the status so that candidates can reach a
status automatically when specified conditions are met.
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Deactivating the Automatic Progression of a Candidate
Prerequisite
The automatic progression of candidate application must be enabled in order to deactivate it.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
Steps
1. Click on a step containing the status for which you want to deactivate the automatic progression
option.
Under the Statuses Usage tab, click on the desired status.

Clear the option Allow candidates to reach this status automatically when the (optional)
conditions specified below are met.

4. Click Done.
Result

The automatic progression feature is no longer activated for the status. Candidates can no longer
reach a status automatically.
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Action

Candidate Selection Workflow Action

A candidate selection workflow action is an event performed on a candidate file during the hiring
process.

A candidate selection workflow action is linked to a specific step of the candidate selection workflow
by the system administrator and it is performed by a user when a candidate reaches the step of the
workflow. For example, if the action Start Onboarding Process is added to a step, then the recruiter
can start the Onboarding process when a candidate is in that step.

Candidate selection workflow actions are provided by the system. They cannot be created. Available
actions for a candidate selection are:

Add Comments Add comments to a candidate file.

Bypass Bypass a step in a candidate selection workflow without any
restriction.

Change Status/step Change the status of a step in a candidate selection workflow.

Export to SAP Export a candidate file to SAP human resources management

system (HRMS).

Fill Out Form Add a PDF form to a candidate file. The candidate will be required to
fill out the form.

Grade Enter or remove a grade in a candidate file.
Move Move a candidate from one step to another.
Reset Selection Process n Important Note: (ID 222) The rules for the "Reset Selection

Process" action are not well implemented and for now it is
best to not implement this action. This manual candidate
feature is activated via the permission "Reset the selection
process of an existing submission".

Revert Undo the last action in a step.
Send Correspondence Send a correspondence to a candidate.
Start Onboarding Process Start an onboarding process.
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Undelete Undelete a candidate file.

Update Start Date Update the start date of a candidate.

Configuration

CSW permissions are grouped under Candidate | Configuration > [SmartOrg] Administration > User Types >
Selection Workflow. Recruiting > Candidates > Candidate Selection Workflow

Activating an Action
Prerequisite
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Actions tab
Steps
1. Click on an action.
2. Select Available.
3. Click Done.
Result

In the Actions page, a check mark appears in the Available column next to the action. The action is
available for selection when creating a step.

Deactivating an Action
Prerequisite
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Actions tab

Steps

1. Click on an action.

2. Clear the Available check box.
3. Click Done.

Result

In the Actions page, a check mark no longer appears in the Available column next to the action.
Also, the action is no longer available in the list of actions for selection when creating a step.

Adding an Action to a Step
Prerequisite

The action must be activated.

Configuration Guide Taleo Recruiting FP12A 218



Candidate Selection Workflows Action

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
Steps
1. Click on a step.

2. Under the Actions Usage tab, click Add...
3. Select an action then click Add.

Result

The action is added to the step indicating which action the user needs to perform when a coandidate
reaches the step.

Next Step

Ordering actions in the step.

Removing an Action from a Step
Prerequisite
The action must be activated.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
Steps
1. Click on a step.

2. Under the Actions Usage tab, select an action.
3. Click Remove.

Result

The action is no longer available for the step. An action removed is not deleted permanently, it is still
available in the Actions tab and can be reused.

Reordering Actions in a Step
Prerequisite
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
Steps

1. Click on an step.

2. Under the Actions Usage tab, select a new position (number) in the list next to the action name.
3. Click Reorder.

Result

The list is updated to reflect the new order of the actions. Actions will be carried out in the specified
order in the step.

Making Comments Mandatory for an Action

Prerequisite

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Steps tab
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Steps

1. Click on an action.
2. Select Make comment mandatory.
3. Click Done.

Result

In the Actions page, a check mark appears in the Comment Mandatory column next to the action
and users will need to provide a comment for this action.

Configuration Guide Taleo Recruiting FP12A 220



Candidate Selection Workflows Qualifier

Qualifier

Qualifier and Qualifier Group

A qualifier is a reason linked to a status for rejecting a candidate or for explaining why a candidate
declined a job offer.

Qualifiers are reasons for rejecting a candidate or for explaining why a candidate declined a job

offer. Qualifiers are created by the system administrator and linked to the Has declined and Rejected
statuses. Qualifiers provide additional information needed to move a candidate in a candidate selection
workflow or to change the status of a candidate.

When users change the status of a candidate to Has declined or Rejected, the qualifiers displayed
will vary depending on the statuses linked to the steps chosen for the selected candidate selection
workflow.

For example, a candidate may have declined a job for personal reasons, because he/she does not
want to relocate, or because he/she has accepted another position. In this case the qualifiers could be:

* Not willing to relocate

* Not willing to travel

» Feels that salary is insufficient
* No reason given

* eftc.

A qualifier group is a set of qualifiers created by the system administrator. Instead of linking one
qualifier to a status, the system administrator can link a group of qualifiers.

Creating a Qualifier
Prerequisite
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifiers tab
Steps
1. Click New...
2. Complete fields as required.
3. Click Done.
Result

The qualifier appears in the Qualifiers page.

Deleting a Qualifier
Prerequisite
The qualifier must be deactivated.
The qualifier must not be used in a candidate selection workflow.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifiers
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Steps

1. Select a qualifier.
2. Click.

Result

The qualifier no longer appears in the list of qualifiers.

Activating a Qualifier
Prerequisite
The qualifier must be created.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifiers
tab

Steps
1. Click on a Code.

2. Select Available.
3. Click Done.

Result

In the Qualifiers page, a check mark appears in the Available column next to the qualifier. The
qualifier is available in the qualifiers list when creating a qualifier group.

Deactivating a Qualifier
Prerequisite
The qualifier must be active.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifiers
Steps
1. Click on a qualifier.

2. Clear the Available check box.
3. Click Done.

Result

In the Qualifiers page, a check mark no longer appears in the Available column next to the qualifier.
The qualifier is no longer available for selection when adding a qualifier to a qualifier group.

Creating a Qualifier Group
Prerequisite

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifier
Groups

Steps
1. Click New...
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Complete fields as required.

Click Add to add an existing qualifier or New to create a new qualifier.
Select at least one qualifier.

Click Done.
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Result

The qualifier group appears in the Qualifier Groups page. Users have a mean to explain why they

moved a candidate in the candidate selection workflow or changed the status of a candidate.
Next Step

Activating a qualifier group.

Deleting a Qualifier Group
Prerequisite
Qualifier group must not be in use.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifier
Groups

Steps

1. Select a qualifier group.
2. Click.

Result

The qualifier group no longer appears in the list of qualifier groups when adding a qualifier group to

a status.

Activating a Qualifier Group
Prerequisite
You must create a qualifier group before you can activate it.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifier
Groups tab

Steps

1. Click on a qualifier group.
2. Select Available.

3. Click Done.

Result

In the Qualifier Groups page, a check mark appears in the Available column next to the qualifier
group. The qualifier group is available in the Add Qualifiers Group list when creating a status.

Deactivating a Qualifier Group
Prerequisite

A qualifier group must be active in order to deactivate it.
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Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifier
Groups

Steps

1. Click on a qualifier group.
2. Clear the Available check box.
3. Click Done.

Result

In the Qualifier Groups page, a check mark no longer appear in the Available column next to the
qualifier group. The qualifier group is no longer available for selection when creating a status.

Adding a Qualifier to a Qualifier Group
Prerequisite
The qualifier must be activated.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifier
Groups

Steps

1. Click on a qualifier group.
2. Click Add...

3. Select a qualifier.

4. Click Add.

Removing a Qualifier from a Qualifier Group
Prerequisite
The qualifier group must not be used.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifier
Groups

Steps

1. Click on a qualifier group.
2. Inthe Qualifiers list, select a qualifier.
3. Click Remove.

Result

The qualifier is no longer included in the qualifier group. A qualifier removed from a qualifier group is
not deleted permanently; it is still available in the Qualifiers page and can be reused.

Ordering Qualifiers in a Qualifier Group
Prerequisite
A qualifier group must include more than one qualifier.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Qualifier
Groups
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Steps

1. Click on a qualifier group.
2. Inthe Qualifier list, select a new position (humber) for a qualifier.
3. Click Reorder.

Result

The qualifiers in the qualifier group are ordered as specified.

Adding a Qualifier Group to a Status
Prerequisite
The qualifier group must be activated in order to add it to the status.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Statuses
Steps

1. Click on a status.

2. Click Add...

3. Select a qualifier group.
4. Click Add.

Result

The specific qualifier group is available to users when modifying the status of a candidate.

Removing a Qualifier Group from a Status
Prerequisite
The qualifier group must not be used.
Configuration > [Recruiting] Administration > Candidate Selection Workflow > Statuses
Steps

1. Click on a status.
2. Select a qualifier group.
3. Click Remove.

Result

The qualifier group is no longer linked to the status. A qualifier removed from a status is not deleted

permanently; it is still available in the Qualifier Groups page and can be reused.

Ordering Qualifier Groups in a Status
Prerequisite

Qualifier groups must be included in the status.

Configuration > [Recruiting] Administration > Candidate Selection Workflow > Statuses tab

Steps

1. Click on a status.
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2. Inthe Qualifier Groups list, select a new position (number) for a qualifier group.
3. Click Reorder.

Result

The qualifier groups in the status are reordered as specified.
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Phase

Phase
A phase is a configured parameter for an action performed during the candidate selection workflow.

Phases are available in a candidate selection workflow only if phases are integrated to a service.
Therefore, not all services have phases that can be configured in a candidate selection workflow.

If phases are available for a service, the system administrator will be able to create phases and
configure them.

Example:

The phase allows the system administrator to associate the workflow, step and status that will trigger
a follow-up appointment and further configure which appointment invitation will be distributed. A
requisition can include up to ten phases. However, to avoid confusion, it is recommended to use only
two or three phases per requisition. The appropriate invitation will be automatically sent based on the
calendar ID association selected by the user in the requisition file Screening section.

Creating a Phase
Prerequisite

The Access Screening Services configuration and the Access Administration user type permissions
are required.

Configuration > [Recruiting] Administration > Selections > Large Selections tab > Custom tab
Steps

1. Inthe Custom tab, click the elements link located on the same row as the service for which you
are creating a phase.

Select New.
Complete the fields.
4. Click Done.

Result

A new phase is now available in the drop down list under phase in the CSW Action section of the
service.

Next Step

Adding an invitation phase to a requisition.
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Candidate Search

Candidate Quick Search

The candidate quick search allows Recruiting Center users to quickly find specific candidates.

The candidate quick search is available at the top right hand corner of the Recruiting Center pages. It
is available to Recruiting Center users if settings were configured and if user type permissions were
granted.

@ &

When performing a candidate quick search, the search engine searches for candidates who applied on
a job, submitted a profile, or are registered but did not apply on a job (could be a person who referred
a friend for a job and who had to register himself/herself as a new user, or a person who registered
himself/herself while clicking My Account).

The candidate quick search engine searches information in the following fields:

+ first name

* last name

* middle name

* email address

» candidate identification number (you must use at least three numbers (coupled with wildcards) of
the total identification number, otherwise the search will not work)

Configuring the Candidate Quick Search

The configuration of the candidate quick search consists of the following steps.

1. Enabling the Search Widget setting.

2. Granting the candidate quick search permission.

3. Setting the security level for the First Name, Middle Name, Last Name, and Email Address fields so
that users can see these fields and search on them.

Creating a list format for search results. You can also use the default list format or modify it.

5. Assigning a list format variation to configuration profiles.

e

ﬂ Important Note: (ID 174) The candidate quick search allows users to search information in
the following fields: first name, last name, middle name, email address, candidate ID. If you do
not want these fields to be visible to certain users, do not give them access to the candidate
quick search. Otherwise, they will be able to perform a quick search but no candidates will be
returned.

Enabling the Search Widget Setting
Prerequisite

Configuration > [SmartOrg] Administration > [Users] Configuration Profiles
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Steps

Click a configuration profile.

Locate the Search Widget setting using the Refine by feature.
Click the Search Widget setting.

Click Edit.

Select the Yes value.

Click Save.

Granting the Candidate Quick Search Permission

Prerequisite

Configuration > [SmartOrg] Administration > [Users] User Types

Steps

Click a user type.

Click the Recruiting functional domain.

Click Edit next to Search.

Select the Access candidate Quick and Specific search permission.
Click Save.

Setting the Security Level of a Field

Prerequisite

Configuration > [Recruiting] Administration > Fields

Steps

Click a field category.

Click the name of a field.

Click Edit Field Availability.

Select the security level of the field: General, Restricted, Confidential.
Click Save.

Creating a List Format for Quick Search Results

Prerequisite

Configuration > [Recruiting] Administration > List Formats

Steps

Click on the Candidate tab.

Select a variation in the Show list.

Click the Search Results / Quick Search list format context.

In the Context Details page, under the Formats for this Context tab, click New...

Provide a name for the list format.

Translate the name of the list format using the Languages list located on the top right hand side
of the page.

Optional: Enter comments.

Optional: You can specify if the list format you are creating will be the default list format for the
context.

Choose the desired columns by selecting the check box next to each column name.
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10. Order columns in the list format by selecting a number in the Sequence Number column then
click Reorder.

11. Sort files in the list according to a specific criterion. Up to three different sorting criteria can be
specified.
a) To select a criterion, click  in the Sort By column next to the desired column name.

b) To select a second sorting criterion, click , in the Then by column next to the desired

column name.
c) To select a third sorting criterion, click _ in the second Then by column next to the desired

column name.
d) To select ascending or descending sorting order, click , repeatedly.

12. Optional: You can select the Group records by first sort criterion option if you want to group files
in the list format.

13. Click the Active check box to activate the list format.

14. Click Done.

Result

The list format appears in the Context Details page, under the Formats for this Context tab.

Assigning the List Format to a Configuration Profile and User Account
Prerequisite
Configuration > [SmartOrg] Administration > Configuration Profiles

Steps

Click on a configuration profile.

Click on the Requisition List Format or the Candidate List Format setting.
Click Edit.

Select a variation.

Click Save.

Go back to the SmartOrg Administration menu.
Click User Accounts.

Click on a user account.

. Click Edit next to Account Information.

10. Select a configuration profile.

11. Click Save.

©oNoO LD

Candidate Quick Search - Permissions and Settings

The following permissions and settings are used to configure the candidate quick search.

Access candidate Quick and Specific search Configuration > [SmartOrg] Administration > [Users]
User Types > Recruiting > Search
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Search Widget Displays the search Yes Configuration >
widget. [SmartOrg] Administration
> [Users] Configuration
Profiles
Quick Search Candidate | Indicates the maximum 300 Configuration >
Pool Size number of candidates [Recruiting] Settings

returned by a quick
search. This is a private
setting that is activated by
Taleo Support.

Search Results Default Maximum number of 300 Configuration >
Limit search results. This is [Recruiting] Settings
a protected setting that
is activated by Taleo
Support.

Candidate Specific Search

The specific candidate search can be considered to be an extension of the candidate quick search in
that it offers greater searching precision.

The specific candidate search is available at the top right hand corner of the Recruiting Center pages.
It is available to Recruiting Center users if settings were configured and if user type permissions were
granted.

MR~ | Search Candidate
= Search for -
* (Candidates
Requisitions
Specific candidate

If Recruiting Center users have the permission to access candidate identification information, the
candidate search will allow them to search by:

» candidate identification number only (you must use at least two numbers of the total identification
number or more, otherwise the search will not work)

e candidate first name

« candidate last name

» candidate first and last names
» e-mail address
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Using the specific candidate search, users can enter the same or different search terms in any of the
four fields. For this reason, the specific candidate search often produces search results that are more

relevant than those generated by the candidate quick search.

Wild card can be used with 1 or 2 characters in the specific candidate search, to support searching for
combined words. For example, d* in first name and magnan in last name will return all magnan with

first name starting by d. See Wild Card in the Advanced Search with Keywords.

Configuring the Candidate Specific Search

The configuration of the specific candidate search consists of the following steps.

1. Enabling the Search Widget setting.
. Granting the candidate specific search permission.

2
3. Creating a list format for search results. You can also use the default list format or modify it.
4

. Assigning a list format variation to configuration profiles.

Enabling the Search Widget Setting
Prerequisite
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Steps

Click a configuration profile.

Locate the Search Widget setting using the Refine by feature.
Click the Search Widget setting.

Click Edit.

Select the Yes value.

Click Save.

S e o

Granting the Candidate Specific Search Permission
Prerequisite
Configuration > [SmartOrg] Administration > [Users] User Types

Steps

1. Click a user type.

Click the Recruiting functional domain.

Click Edit next to Search.

Select the Access candidate Quick and Specific search permission.
Click Save.

a s DN

Creating a List Format for Quick Search Results
Prerequisite
Configuration > [Recruiting] Administration > List Formats

Steps
1. Click on the Candidate tab.
2. Select a variation in the Show list.
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10.

11.

12.

Click the Search Results / Quick Search list format context.

In the Context Details page, under the Formats for this Context tab, click New...

Provide a name for the list format.

Translate the name of the list format using the Languages list located on the top right hand side
of the page.

Optional: Enter comments.

Optional: You can specify if the list format you are creating will be the default list format for the
context.

Choose the desired columns by selecting the check box next to each column name.

Order columns in the list format by selecting a number in the Sequence Number column then
click Reorder.

Sort files in the list according to a specific criterion. Up to three different sorting criteria can be
specified.

a) To select a criterion, click , inthe Sort By column next to the desired column name.

b) To select a second sorting criterion, click _ in the Then by column next to the desired

column name.
c) To select a third sorting criterion, click . in the second Then by column next to the desired

column name.
d) To select ascending or descending sorting order, click , repeatedly.

Optional: You can select the Group records by first sort criterion option if you want to group files
in the list format.

13. Click the Active check box to activate the list format.
14. Click Done.

Result

The list format appears in the Context Details page, under the Formats for this Context tab.

Assigning a List Format Variation to Configuration Profiles

Prerequisite

Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Steps

© o NG A~ ®WDNE

Click a configuration profile.

Click the Candidate List Format setting.

Click Edit.

Select a list format variation in the Value drop-down list.
Click Save.

Click the Requisition List Format setting.

Click Edit.

Select a list format variation in the Value drop-down list.
Click Save.

10. Go back to the SmartOrg Configuration menu.
11. Click User Accounts.
12. Click a user account.
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13. Click Edit next to Account Information.
14. Select a configuration profile.
15. Click Save.

Candidate Specific Search - Permissions and Settings

The following permissions and settings are used to configure the candidate quick search.

Access candidate Quick and Specific search Configuration > [SmartOrg] Administration > [Users]
User Types > Recruiting > Search

Access candidate identification and contact information | Configuration > [SmartOrg] Administration > [Users]
User Types > Recruiting > Candidate

Search Widget Displays the search Yes Configuration >
widget. [SmartOrg] Administration
> [Users] Configuration
Profiles
Quick Search Candidate Indicates the maximum 300 Configuration >
Pool Size number of candidates [Recruiting] Settings

returned by a quick
search. This is a private
setting that is activated by
Taleo Support.

Search Results Default Maximum number of 300 Configuration >
Limit search results. This is [Recruiting] Settings
a protected setting that
is activated by Taleo
Support.

Candidate Advanced Search

The Candidate Advanced Search allows Recruiting Center users to search for candidates using an
array of criteria that are different than the ones used in the quick search function.

The Candidate Advanced Search enables users to find and match relevant candidates to their open
requisitions. Users can create search queries using keywords to search across numerous text fields of
the candidate file and combine them with specific fields such as prescreening questions and skills that
typically produce search that have a higher degree of precision.
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The Candidate Advanced Search is available at the top right hand corner of the Recruiting Center
pages. It is available to Recruiting Center users if settings were configured and if user type permissions
were granted.

Configuring the Candidate Advanced Search

The configuration of the candidate advanced search consists of the following steps.

1. Enabling the Advanced Search Links setting.

2. Granting the candidate advanced search permission.

3. Creating a list format for advanced search results. You can also use the default list format or modify
it.

4. Assigning a list format variation to configuration profiles.

Enabling the Advanced Search Links Setting
Prerequisite
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Steps

Click a configuration profile.

Locate the Advanced Search Links setting using the Refine by feature.
Click the Advanced Search Links setting.

Click Edit.

Select the Yes value.

Click Save.

S A

Granting the Candidate Advanced Search Permission
Prerequisite
Configuration > [SmartOrg] Administration > [Users] User Types

Steps

1. Click a user type.

Click the Recruiting functional domain.

Click Edit next to Search.

Select the Access advanced search permission.
Click Save.

aprwDd

Creating a List Format for Advanced Search Results
Prerequisite

Configuration > [Recruiting] Administration > List Formats
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Steps

1. Click the Candidate tab.

2. Select a variation in the Show list.

3. Click the Search Results / Advanced Search list format context.

4. Inthe Context Details page, under the Formats for this Context tab, click New...

5. Provide a name for the list format.

6. Translate the name of the list format using the Languages list located on the top right hand side
of the page.

7. Optional: Enter comments.

8. Optional: You can specify if the list format you are creating will be the default list format for the
context.

9. Choose the desired columns by selecting the check box next to each column name.

10. Order columns in the list format by selecting a number in the Sequence Number column then
click Reorder.

11. Sort files in the list according to a specific criterion. Up to three different sorting criteria can be
specified.
a) To select a criterion, click , inthe Sort By column next to the desired column name.

b) To select a second sorting criterion, click , in the Then by column next to the desired

column name.
c) To select a third sorting criterion, click , in the second Then by column next to the desired

column name.
d) To select ascending or descending sorting order, click , repeatedly.

12. Optional: You can select the Group records by first sort criterion option if you want to group files
in the list format.

13. Click the Active check box to activate the list format.

14. Click Done.

Result

The list format appears in the Context Details page, under the Formats for this Context tab.

Assigning a List Format Variation to Configuration Profiles
Prerequisite
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Steps

Click a configuration profile.

Click the Candidate List Format setting.

Click Edit.

Select a list format variation in the Value drop-down list.
Click Save.

Click the Requisition List Format setting.

Click Edit.

Select a list format variation in the Value drop-down list.
. Click Save.

10. Go back to the SmartOrg Configuration menu.

11. Click User Accounts.

©oNoG MDD
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12. Click a user account.

13. Click Edit next to Account Information.
14. Select a configuration profile.

15. Click Save.

Candidate Advanced Search - Permissions and Settings

The following permissions and settings are used to configure the candidate advanced search.

Access advanced search Configuration > [SmartOrg] Administration > [Users]
User Types > Recruiting > Search

Other search permissions are available in the Search Configuration > [SmartOrg] Administration > [Users]
functional domain. User Types > Recruiting > Search

Advanced Search Links Displays the advanced search | Yes Configuration > [SmartOrg
links. Administration] Configuration
Profiles
Advanced Search Toolbar Displays the advanced search | Yes Configuration > [SmartOrg
toolbar. Administration] Configuration
Profiles
Advanced Search "Save Displays the "Save Query" Yes Configuration > [SmartOrg
Query" Button button in the advanced search Administration] Configuration
page. Profiles
Default "Advanced Search" Displays the selection of fields | Variation 1 Configuration > [SmartOrg
Field Configuration that are available to the user Administration] Configuration
when performing an advanced Profiles
search.
Activate Segmentation in Indicates if candidate search | No Configuration > [Recruiting]
Search results are restricted based Settings
on the coverage area of the
search user's groups and
staffing types.
Display Incomplete Application | Display incomplete Yes Configuration > [Recruiting]
submissions in candidate Settings
list and in candidate search
results. This is a protected

Configuration Guide Taleo Recruiting FP12A 238



Candidate and Requisition Search

Candidate Search

setting activated by Taleo
Support.

Display Identification Missing
Candidates

Include candidates whose
identification is missing in
candidate list and in candidate
search results (does not apply
to Quick Search).

Yes

Configuration > [Recruiting]
Settings

Candidate Search Mask
Processed

Exclude candidates in
selection process on open
requisitions from candidate
search results in the advanced
search.

No

Configuration > [Recruiting]
Settings

Threshold CSW Step - Hide
from Search

Indicates the CSW reference
model step beyond which
candidates will be excluded
from search results (unless
user type has overriding
permission).

New

Configuration > [Recruiting]
Settings

OFCCP Search Trace
Activation

Defines if clients want to
archive search criteria. Part of
OFCCP regulation. This is a
protected setting activated by
Taleo Support.

* Disabled: The feature is
disabled.

« Enabled (without
requisition identification):
The feature is always
enabled.

¢ Mandatory (with requisition
identification): An error
message appears if
users forget to specify
a requisition in order to
archive data.

« Optional (with requisition
identification): Users may
select the option and
specify a requisition in
order to archive data.

Disabled

Configuration > [Recruiting]
Settings

OFCCP Search Trace
Candidate IDs Activation

Defines if system will archive
search criteria as well as
search results (candidates

Yes

Configuration > [Recruiting]
Settings
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IDs). Part of OFCCP
regulation. This setting can be
activated only if the Search
Regulation Trace Functionality
setting is activated. This is a
protected setting activated by
Taleo Support.

search using structured fields
(OLF)

the candidate search using
required criteria for place of
residence or OLF preferences
will display only candidates
with exact match at the same
level or below. No parent or
empty value will be returned.

When set to Yes, the result
of the candidate advanced
search using required criteria
for Place of Residence or
OLF preferences will display
only candidates with exact
match at the same level. No
parent or empty value will be
returned. It is recommended to
enable this setting if importing
a lot of candidates without
preferences.

Do not enable the setting:

¢ If you wish to take
into consideration the
candidates' broad
preferences. If candidates
apply online, they usually
have preferences inherited
from job submission or set
in their profile.

Search Randomize Enabled Randomized search results No Configuration > [Recruiting]
activated. This is a protected Settings
setting activated by Taleo
Support.

Search Results Default Limit Maximum number of search 300 Configuration > [Recruiting]
results. This is a protected Settings
setting activated by Taleo
Support.

Activate exact match for When enabled, the result of Yes Configuration > [Recruiting]

Settings
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¢ Because it excludes
candidates that are willing
to work on the search
criteria.

Randomized Search Result

The randomized search result feature allows Recruiting Center users to specify that the information
contained in the advanced search result list be returned in random order.

The randomized search results feature supports requirements from the Office of Federal Contract
Compliance Programs (OFCCP) and is usually activated only for clients located in the United Stated
through protected settings. Randomized search means that candidates displayed in the advanced
search result list are picked randomly in the overall list of candidates matching search criteria. An
advanced candidate search done with randomization will return a list of 300 candidates or less, but
instead of displaying the first 300 candidates, it will display any 300 of the matching candidates, with
no predetermined priority, and will sort them based according to the sorting criterion set for the list. Any
candidate matching the search criteria can be returned.

Enabling Randomized Search Result
Prerequisite
Configuration > [Recruiting] Settings

Steps

Contact Taleo Support to have the Search Randomize Enabled protected setting enabled.

Search Result Archiving

The search result archiving feature allows Recruiting Center users to select the requisition for which
they want to archive search criteria and results.

The search result archiving feature supports requirements from the Office of Federal Contract
Compliance Programs (OFCCP) and is usually activated only for clients located in the United Stated
through protected settings. When performing an advanced search, search criteria and/or results are
archived in the database. The information is kept in the database for two years for audit purposes and
prevents candidates from hard deletion.

When the feature is activated, all search results, even those done for requisitions outside the US will
be archived.

Enabling Search Results Archiving
Prerequisite

Configuration > [Recruiting] Settings
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Steps

Contact Taleo Support to have the OFCCP Search Trace Activation and the OFCCP Search
Trace Candidate IDs Activation protected settings enabled.

Why Advanced Search is Filtering Candidates on Your Behalf
Certain elements could have an impact on advanced search results.

Data segmentation: If your organization has activated data segmentation, this might exclude a lot

of candidates from your search results. For this reason, it is important to verify if your organization
has implemented such restrictions and, if this is the case, ask how they affect which candidates you
are entitled to view. There are two dimensions to data segmentation: a user type permission whereby
the candidates displayed to a user is determined by the person’s staffing type; and the Organization,
Location and Job Field (OLF) associated with groups that the user is a member of. While it might be
easy to manage only a few groups around specific organizations, the effect of segmentation can be
difficult to clearly understand if users are associated with multiple groups incorporating various OLF.
Ask your system administrator if he/she has activated the Activate Segmentation in Search setting.

Incomplete submissions: Many candidates never complete their submissions for various reasons.
An incomplete general profile will not be retrieved during a search if your organization has configured
the system that way. Note that in average, 33% of candidates might not have completed a job specific
submission or a general profile. An interesting alternative to not displaying such candidates is to
display them and add an Incomplete Submission column.

Remember that the “incomplete submission” flag refers to the online submission process, not to
the completeness of the candidate file overall. If your organization does not display incomplete
submissions, incomplete submissions that might contain a lot of information are obviously not
displayed. On the other hand, you might have partial submissions, that were captured or imported,
and those partial submissions have the “complete” flag, even if only few fields were captured. Thus,
incomplete submission refers to online submissions or online profiles that have not passed the
submission page, regardless of whether all the content has been provided or not. Ask your system
administrator if he/she has activated the Display Incomplete Application setting.

Identification missing: “Identification missing” candidate files are missing a candidate’s first and
last name and do not have the official “anonymous” flag. Ask your system administrator if he/she has
activated the Display Identification Missing Candidates setting.

Excluding candidates in selection process: Candidates who are in a selection process associated
with an open requisition can be excluded from search results. Ask your system administrator if he/she
has activated the Candidate Search Mask Processed setting.

Excluding candidates in selection process who have attained or proceeded beyond a specific
status: The Threshold CSW Step - Hide from Search setting works in tandem with the Allow users

to view candidates that are being considered in other active requisitions user type permission to
prevent competitive recruiting. This setting sets the status from which the system is to stop showing
candidates. If the candidate has attained or proceeded beyond the selected status in one of its
submissions, the candidate will no longer be displayed in the search results. This prevents users from
matching these candidates to additional requisitions and inviting them to apply for multiple positions.
Ask your system administrator if he/she has activated that setting and user permission.

Matching the place of residence: By default, when a user searches for candidates associated with

a specific place of residence, the system retrieves candidates associated with a “higher” location in
addition to the specific location (place of residence). It is recommended that you include “higher” levels
(country and state/province) because even if in theory candidates do have all levels (down to region),
some might not. Exceptions are:
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« If the place of residence field is not mandatory (usually only optional in capture candidate or through
import).

« Ifitis a new country. Taleo place of residence locations, which are centrally managed, increase
in number as customers request that specific new countries be included. Taleo had numerous
countries without states or regions in the past and started to add into the database such countries’
regions on a customer-by-customer basis. Some candidates never had the opportunity to select a
2nd or 3rd level so it is important that they are not excluded by default when a search is performed.

The number of exceptions should be less than the number of candidates with an exact match and
Taleo feels it is fair to retrieve those candidates who never had the opportunity to indicate their
structured place of residence. Some Taleo clients might want to change this setting however.

Excluding Candidates with Specific Statuses from Search Results
Prerequisite
Configuration > [Recruiting] Settings

Steps

1. Open the Threshold CSW Step - Hide from Search setting.
2. Select a threshold step in the Value field.
3. Click Save.

Result

The above setting works in conjunction with the Allow users to view candidates that are being
considered in other active requisitions user type permission. If the candidate has reached the
selected status, the candidate will no longer be displayed in the search results, based on the

permission of the user type.

Next Step

Grant the Allow users to view candidates that are being considered in other active requisitions user
type permission.

Conceptual Search

Conceptual Search is an alternative way to search candidate files that broadens the search result by
including documents that are similar based on concepts and proximities. The retrieved documents do
not need to contain everything entered as search criteria, only related concepts.

In a Conceptual Search, most of the structured data elements are not part of the candidate file and are
leveraged by the Advanced Search engine. Although Conceptual Search might be the preferred search
method of some users, the Conceptual Search engine was built to complement the Advanced Search.
Advanced Search can retrieve candidate files with more precision, using mandatory criteria used to
source candidates for a specific requisition and can clearly define the required criteria set for a specific
job. But what if you don't have precise criteria for a search? What if you have candidates without
structured data and who have simply a pasted resume or an attached file? Or perhaps you cannot

find any candidates using the Advanced Search and want to know what your database holds with
regard to a hard-to-fill job description or candidates used as a basis to find other candidates. These are
scenarios for which the Conceptual Search is most suitable.

Once the Conceptual Search module is enabled, the system administrator can control which users will
have access to Conceptual Search by granting them a user type permission.
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Even if Conceptual Search was not activated, the conceptual search user type permission
is available in the list of permissions but the permission has no function until the module is
activated by Taleo.

The Conceptual Search is available via the Advanced Search. When selecting the Conceptual option,
users must enter significant text in the Keywords field (typically taken from a candidate's resume or a
job description) to search for candidates. The search engine then looks through the following content of
the candidate file:

Content Searched by the Conceptual Search

Pasted resume from the general profile.

Career objectives from the general profile.

Additional information from the general profile.

Education (Other Institution, Other Program, Education Level (Achieved), and text-based User Defined Fields)
from the general profile.

Work Experience (Other Employer, Other Job Function, Achievements, and text-based User Defined Fields)
from the general profile.

Text-based answers to questions from the library.

Text-based user-defined field answers.

The last three attachments per candidate provided the attachments use one of the following supported file
formats:

e .doc, .docx (Word)

e .ixt (standard text file)

e _rtf (rich text format)

e .pdf (Adobe Portable Document Format)

¢ .htm or .html (hypertext markup language documents)
* .wpd (Word Perfect)

e .odt (if Oracle 11G is used)

On top of that, users can increase the Conceptual Search with any specific search criteria made
available to them. This provides the possibility to mine the database on various concepts to find
interesting candidates, but also restricts the result with more precise criteria, which was not available
before.

The conceptual search cannot retrieve disqualified candidates because they are not indexed in the
database.

Below are a few tips when using Conceptual Search.
Tip 1: Provide enough text in the Keywords field

If you only need to type a few words, it is usually advisable to perform a Keyword search or Related
Terms search instead of a Conceptual Search. The Conceptual Search analyzes a text, extracts
the most significant elements and compares them with significant words and relationships between
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words extracted from a sample of about 100,000 candidate files from your database. The system
discards non-significant words from its reference list in the knowledge base. A word used by only a
few candidates or another used by almost all candidates might not have any weight in the Conceptual
Search “brain”. For example, if you searched for the word “consultant” in a consultant database,

then the word would occur so many times that it might not even share any concept with other words.
The search engine would perform a search using the exact word “consultant” and most or all of the
candidates would have this criterion.

If you performed a Conceptual Search using only a few words, chances are that some of the words
would be non-significant. You would better off pasting entire paragraphs and let the system determine
what is important in each one and identify the best candidates based on this information.

Tip 2: Sort results by decreasing relevancy

The Conceptual Search engine tends to retrieve a lot of candidates. What distinguishes them is the
relevancy between the candidate file and the Conceptual text box. You will typically want to sort the
retrieved candidates from most relevant to least relevant.

Configuring the Conceptual Search

The configuration of the conceptual search consists of the following steps.

Contacting Taleo to have the Conceptual Search Activation protected setting enabled.
Enabling the Advanced Search Links setting.

Granting the candidate advanced search permission.

Granting the conceptual search permission.

Creating a list format for advanced search results. You can also use the default list format or modify
it.

Assigning a list format variation to configuration profiles.
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Enabling the Advanced Search Links Setting
Prerequisite
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles
Steps

Click a configuration profile.

Locate the Advanced Search Links setting using the Refine by feature.

Click the Advanced Search Links setting.

Click Edit.

Select the Yes value.
Click Save.
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Granting the Candidate Advanced Search Permission
Prerequisite
Configuration > [SmartOrg] Administration > [Users] User Types
Steps

1. Click a user type.
2. Click the Recruiting functional domain.
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3.
4,
5.

Click Edit next to Search.
Select the Access advanced search permission.
Click Save.

Granting the Conceptual Search Permission

Prerequisite

Configuration > [SmartOrg] Administration > [Users] User Types

Steps

1.
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Assigning a List Format Variation to Configuration Profiles

Click a user type.
Click the Recruiting functional domain.
Click Edit next to Search.

Select the Access conceptual search option of the advanced search permission.

Click Save.

Prerequisite

Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Steps

1. Click a configuration profile.

2. Click the Candidate List Format setting.

3. Click Edit.

4. Select a list format variation in the Value drop-down list.
5. Click Save.

6. Click the Requisition List Format setting.

7. Click Edit.

8. Select a list format variation in the Value drop-down list.
9. Click Save.

10. Go back to the SmartOrg Configuration menu.

11. Click User Accounts.

12. Click a user account.

13. Click Edit next to Account Information.

14. Select a configuration profile.

15. Click Save.

Creating a List Format for Advanced Search Results

Prerequisite

Configuration > [Recruiting] Administration > List Formats

Steps

1.

Click the Candidate tab.
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Select a variation in the Show list.

Provide a name for the list format.
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of the page.
Optional: Enter comments.

~

Click the Search Results / Advanced Search list format context.
In the Context Details page, under the Formats for this Context tab, click New...

Translate the name of the list format using the Languages list located on the top right hand side

8. Optional: You can specify if the list format you are creating will be the default list format for the

context.

9. Choose the desired columns by selecting the check box next to each column name.

10.
click Reorder.

11.
specified.

Order columns in the list format by selecting a number in the Sequence Number column then

a) To select a criterion, click , inthe Sort By column next to the desired column name.

b) To select a second sorting criterion, click , in the Then by column next to the desired

column name.

Sort files in the list according to a specific criterion. Up to three different sorting criteria can be

c) To select a third sorting criterion, click , in the second Then by column next to the desired

column name.

d) To select ascending or descending sorting order, click , repeatedly.

12.
in the list format.

13. Click the Active check box to activate the list format.

14. Click Done.

Result

The list format appears in the Context Details page, under the Formats for this Context tab.

Conceptual Search - Permissions and Settings

The following permissions and settings are used to configure the conceptual search.

Optional: You can select the Group records by first sort criterion option if you want to group files

Access advanced search

Configuration > [SmartOrg] Administration > [Users]
User Types > Recruiting > Search

Access conceptual search option of the advanced
search

Configuration > [SmartOrg] Administration > [Users]
User Types > Recruiting > Search

Other search permissions are available in the Search
functional domain.

Configuration > [SmartOrg] Administration > [Users]
User Types > Recruiting > Search
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Conceptual Search Activates the conceptual No Configuration >
Activation search functionalities. [Recruiting] Settings
This is a protected

setting activated by Taleo
Support.

Other settings related to Configuration >

the Advanced Search are [Recruiting] Settings
available under Recruiting
settings. You can also
refer to the Advanced
Search - Permissions and
Settings table.

General Profile Search

It is possible to return search results of candidates who have only submitted a general profile but have
not yet applied on any specific requisition.

When this feature is enabled, users may add the “Exclude candidates who applied on requisitions”
search criteria in the advanced search form and decide to search only for candidates who have
submitted a general profile but have not yet applied for a specific position. This feature helps to ensure
candidates who do not apply for a specific job are also considered.

Configuring the General Profile Search
The configuration of the general profile search consists of the following steps.

1. Adding the "Exclude candidates who applied on requisitions" field in the advanced search form.
2. Enabling the Advanced Search Links setting.
3. Granting the candidate advanced search permission.

Adding the "Exclude candidates who applied on requisitions" Field in the Advanced
Search Form

Prerequisite

This is a prerequisite for this task.

Configuration > [Recruiting] Administration > Advanced Search Page

Steps

1. Inthe Field Group, select Basic Profile.

2. Inthe Available Fields, select Exclude candidates who applied on requisitions.

Click Add.
3. Click Save.
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Granting the Candidate Advanced Search Permission
Prerequisite
Configuration > [SmartOrg] Administration > [Users] User Types
Steps

1. Click a user type.

Click the Recruiting functional domain.

Click Edit next to Search.

Select the Access advanced search permission.
Click Save.
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Enabling the Advanced Search Links Setting
Prerequisite
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles
Steps

Click a configuration profile.

Locate the Advanced Search Links setting using the Refine by feature.

Click the Advanced Search Links setting.

Click Edit.

Select the Yes value.
Click Save.
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Similar Candidate Search

Recruiting Center users have the ability to look for similar candidates based on information of an
existing candidate.

This type of search (often referred to as “more like this” search) can be performed from a candidate list
or from within a candidate file by using the Iﬁﬁ icon.

The “find similar candidates” search uses the candidate file, which includes the fields used in the
Conceptual Search, as the search criteria.

In addition to this information, the system uses default values for the Last Update and all the underlying
search parameters applied in the Conceptual Search. The candidate’s location is ignored because

the system cannot assume you want to search for the current candidate location. You can, however,
direct the “find similar candidates” search in your preferences to use your default search location. The
2,500 character limitation that applies to the Conceptual Search does not apply to the “find similar
candidates” search. The Last Update value and Place of Residence (location) are user preferences
that can be defined in My Setup.

Note that performing a “find similar candidates” search using a candidate file that contains no
information in any of the list of fields used in the Conceptual Search retrieves no candidates and even
displays a message informing the end user that the selected candidate cannot return any candidate. A
candidate selected as a reference for a Conceptual Search must have significant text information, like
an attached resume or a plain text pasted resume.
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The “find similar candidates” search can be performed for one candidate file at a time.

The “find similar candidates” is available for all types of job submissions, including hourly candidate job
submissions.

Configuring the Similar Candidate Search

When the conceptual search is enabled and configured, the similar candidate search becomes
automatically available to Recruiting Center users.

For details, see Configuring the Conceptual Search.

Exclusion of Agency Owned Candidates in Search Results

Agency owned candidates can be excluded from candidate search results.

When this feature is enabled, users may add the “Exclude candidates owned by agencies” search
criteria in the advanced search form and decide to include or not agency owned candidates in search
results.

Adding the "Exclude candidates owned by agencies" Field in the Advanced
Search Form

Prerequisite

This is a prerequisite for this task.

Configuration > [Recruiting] Administration > Advanced Search Page

Steps

1. Inthe Field Group, select Basic Profile.

2. Inthe Available Fields, select Exclude candidates owned by agencies.

Click Add.
3. Click Save.

Advanced Candidate Search Page Layout

Because system administrators can customize the Advanced Candidate Search page, the search
page might have a different layout in different zones and even for different users, based on their
configuration profile.

By default, the following search criteria are included in the Advanced Candidate Search page:

* Keywords

» External/lInternal Candidate
» Last Update

* Place of Residence

» Disqualified Candidate

Users who have the required permission can add other search criteria provided they were made
available by the system administrator. This is done using the Customize... button. For a list of fields
available for the Candidate Advanced Search, see Advanced Search Fields.

For many search fields, users can specify an additional criterion:
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» Required: Only candidates with that criterion are retrieved.
« Excluded: Candidates with that criterion are excluded.

» Desired: Candidates with that criterion are considered more relevant than those without the
criterion.

Users may also have the ability to search on precise Organization-Location-Job Field (OLF) elements
without incorporating candidates with parent preferences or null values in preferences. When this
feature is enabled, if a user is performing a Candidate Advanced Search using Place of Residence as
a Required criteria or Organization-Location-Job Field as a Required criteria, search results will display
only candidates with an exact match at the same level. No parent or empty value will be returned. For
example, searching for San Francisco will no longer return candidates within California, United States
or that have an empty preference value.

Two search options are available on the left side of the Advanced Candidate Search page: “Archive
search criteria for requisition” and “Random results”. These options support OFCCP requirements
and are usually activated only for clients located in the United States through protected settings. The
Archive search criteria for requisition field, once activated, can be optional or mandatory. Once a
requisition is entered in this field, the search query and search results are kept in a log file and the
retrieved candidates cannot be hard deleted from the database for the next two years. The Random
results option generates a different set of candidates who match the required fields every time you
run the same search if the total number of candidates matching your criteria is above the number of
displayed candidates, usually set to 300. For details, see Search Results Archiving and Randomized
Search Results.

=

|#] Random results

When performing a Candidate Advanced Search, the more you add search criteria, the narrower the
scope of your search will be, typically resulting in fewer but more pertinent results. By adding multiple
occurrences of the same criteria, you broaden the scope of your search, typically resulting in more
search results.

A best practice is to start your Candidate Advanced Search with only a few criteria, and to then narrow
your search down by going back to your search query and entering one or more additional search
criteria. Your search results will then contain fewer candidates. It is simpler and more efficient to start
with a general search and narrow down the results to a manageable candidate pool than to start with a
tightly defined narrow search and then need to broaden the search in order to obtain a viable candidate
pool.

The search engine can retrieve any number of candidate files although, for performance and
management reasons, only 300 are displayed. By default, we suggest to display the top 300 by
relevancy.
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Configuring the Advanced Candidate Search Form

The Candidate Search Page feature allows system administrators to select search criteria that will be
available to Recruiting Center users when performing an advanced candidate search.

1. Identifying fields as search criteria.

2. Customizing the Advanced Candidate Search form.

3. Associating the advanced search form to configuration profiles. You can define for each available
configuration profile, the fields that will be available in the Advanced Search page. Therefore,
depending on the selections you make for each configuration profile, the fields displayed to users
linked to different configuration profiles will differ.

4. Granting the "Customize advanced search queries permission" to allow users to customize the
Advanced Candidate Search.

ﬂ Important Note: (ID 280) When configuring the advanced candidate search page, be sure
to only include fields in the form that you want users to use. If users have the permission to
perform an advanced candidate search, they will have the ability to use any fields that you
have included in the form regardless of viewing permissions for the fields. When search results
are displayed, if users are not allowed to view internal and/or external candidates, the field will
appear in the list if the column is present and the word "Confidential” will appear instead of the
data in situations where users cannot view the data.

Identifying a Field as a Search Criterion
Prerequisite
Configuration > [Recruiting] Administration > Fields
Steps

Click a field category.

Click a field.

Click Edit Field Availability next to Properties.

Select Candidate Search.
Click Save.
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Result

In the Fields list, Candidate Search appears in the Availability column. The field is available in the
Candidate Search Page feature.

Customizing the Advanced Candidate Search Form
Prerequisite

The Candidate Search option in the Properties page of a field must be selected for a field to appear
in the Available Fields list.

When customizing the advanced candidate search form, be sure to only include fields in the form
that you want Recruiting Center users to use. If a user has the permission to perform an advanced
candidate search, he/she will have the ability to use any fields that you have included in the form
regardless of viewing permissions for the fields. When search results are displayed, if the user is
not allowed to view internal and/or external candidates, the field will appear in the list if the column
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is present and the word "Confidential" will appear instead of the data in situations where the user
cannot view the data

Configuration > [Recruiting] Administration > Candidate Search Page

Steps

1. Select afield in the Available Fields list.
2. Click Add.

3. Click Save.

Result

The field appears in the Selected Fields list. It is available to Recruiting Center users when
customizing the advanced candidate search form provided they have access to the advanced
search.

Associating a Default Advanced Search Form to Configuration Profiles
Prerequisite
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Steps

Select a configuration profile.

Click on the Default "Advanced Search" Field Configuration setting.
Click Edit.

Select Variation 1, 2, or 3.

Click Save.

Result
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If you do not not configure a specific selection of fields for a given configuration profile, or if a user
is not linked to a configuration profile, then only the default set of fields will be available in the
Recruiting Center when customizing a search query.

Granting the "Customize advanced search queries" Permission
Prerequisite
Configuration > [SmartOrg] Administration [Users] User Types

Steps

1. Click a user type.

Click the Recruiting functional domain.

Click Edit next to Search.

Select the Customize advanced search queries permission.
Click Save.
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Candidate Advanced Search Fields

The table presents fields available in the Advanced Candidate Search page.

To be available to Recruiting Center users, these fields must first be made available by system
administrators. Then, users who have the required permission can add these fields in the Advanced
Candidate Search page using the Customize... button.
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Fields Available in the Advanced Candidate Search Page

All user-defined fields (UDF) marked as “Candidate Search” at the field property level.

Personal information:

Accepts Job Posting Notifications

Date of Birth

Email Address (or User Name)

Employee Number

First Name

Last Name

Middle Name

Place of Residence (RSLocation) - Note that using radius search around a zip code should be done when a

zip code is required from candidates. If it is optional, many candidates might be discarded even if they are
good candidates.

Prefix

Referred/Not Referred
Social Security Number
Work Phone Number

Basic profile from the profile:

Advance Notice

Date of Availability is
Employee Status

Job Level

Job Shift

Job Type

Schedule

Travel

Preferred Job

Preferred Location
Preferred Organization

Shift Availability Grid

Willing to work on holidays
Willing to work on weekends
Expected Hourly Pay Rate
Hours per week willing to work
Hours per week, preferred

Education from the profile:

Institution

Other Institution

Program

Other Program

Education level (Achieved)
Graduation date

Start Date
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¢ GPA (normalized value)
e Graduated
« Any searchable education user-defined field

Experience from the profile:

e Current Job

¢ Employer

e Other Employer

e Job Function

e Other Function

« Any searchable experience user-defined field

Questionnaires:

¢ Questions from library (no local questions from requisition)
e Skills

Requisition Number/Title

Sources and mediums from all submissions:

¢ Application Medium
e EventID

e Source Name

e Source Type

Certification:

e Certification

¢ Other Certification

¢ Location

e Certification ID

¢ Issuing Organization

¢ Issue Date is between

« Expiration Date is between
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Requisition Search

Requisition Quick Search
The requisition search allows Recruiting Center users to quickly find specific requisitions.

The requisition quick search tool is available at the top right hand corner of the Recruiting Center
pages. It is available to Recruiting Center users if it has been configured in the user's configuration
profile and if the user type permission has been granted.
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The requisition quick search allow Recruiting Center users to enter the title, the number, or a keyword
to find the desired requisition. A wild card search may also be used. The search engine only returns
results appropriate to the user's permissions and group association.

When performing a requisition search using a keyword, the search engine looks through all the content
of the requisition file, that is:

* Requisition number

* Requisition title

» Requisition title by manager

* Requisition internal description
» Requisition external description
* Job board summary description
« Internal qualifications

» External qualifications

» Abstract

» Additional information

* Department

» Position

» Offer UDF

¢ Department UDF

For the requisition search, the system automatically applies the boolean operator AND. The AND, OR,
and NOT operators can be entered manually.

The search is not case sensitive.

For performance and management reasons, a maximum of 300 matching files are displayed.

Configuring the Requisition Quick Search

The configuration of the requisition quick search consists of the following steps.

1. Enabling the Search Widget setting.

2. Granting the requisition search permission.

3. Creating a list format for search results. You can also use the default list format or modify it.
4. Assigning a list format variation to configuration profiles.
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Enabling the Search Widget Setting

Prerequisite

Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Steps
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Click a configuration profile.

Locate the Search Widget setting using the Refine by feature.
Click the Search Widget setting.

Click Edit.

Select the Yes value.

Click Save.

Granting the Requisition Search Permission

Prerequisite

Configuration > [SmartOrg] Administration > [Users] User Types

Steps

1.
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Click a user type.

Click the Recruiting functional domain.

Click Edit next to Search.

Select the Access requisition search permission.
Click Save.

Creating a List Format for Quick Search Results

Prerequisite

Configuration > [Recruiting] Administration > List Formats

Steps

1. Click on the Candidate tab.

2. Select a variation in the Show list.

3. Click the Search Results / Quick Search list format context.

4. Inthe Context Details page, under the Formats for this Context tab, click New...

5. Provide a name for the list format.

6. Translate the name of the list format using the Languages list located on the top right hand side
of the page.

7. Optional: Enter comments.

8. Optional: You can specify if the list format you are creating will be the default list format for the
context.

9. Choose the desired columns by selecting the check box next to each column name.

10. Order columns in the list format by selecting a number in the Sequence Number column then

click Reorder.
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11. Sort files in the list according to a specific criterion. Up to three different sorting criteria can be
specified.
a) To select a criterion, click , inthe Sort By column next to the desired column name.

b) To select a second sorting criterion, click  in the Then by column next to the desired

column name.
c) To select a third sorting criterion, click _ in the second Then by column next to the desired

column name.
d) To select ascending or descending sorting order, click , repeatedly.

12. Optional: You can select the Group records by first sort criterion option if you want to group files
in the list format.

13. Click the Active check box to activate the list format.
14. Click Done.

Result

The list format appears in the Context Details page, under the Formats for this Context tab.

Assigning the List Format to a Configuration Profile and User Account
Prerequisite
Configuration > [SmartOrg] Administration > Configuration Profiles

Steps

Click on a configuration profile.

Click on the Requisition List Format or the Candidate List Format setting.
Click Edit.

Select a variation.

Click Save.

Go back to the SmartOrg Administration menu.

Click User Accounts.

Click on a user account.
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Click Edit next to Account Information.
10. Select a configuration profile.
11. Click Save.
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Search Queries

Search Query

A search query is an advanced candidate search that has been saved in order to be used repetitively
and potentially shared with other Recruiting Center users.

A search query is a set of search criteria selected by a Recruiting Center user to perform an advanced
candidate search. Each time an advanced search is performed, a search query can be created. A
search query can be used as a basis for future searches and can be changed to narrow or broaden
search results when needed.

The search query feature is available at the top right hand corner of the Recruiting Center pages.

Users can save a search query if the feature is activated in the user’s configuration profile and if

the user type permission has been granted. The fields that can be selected in the Recruiting Center
to customize a search query are set by the system administrator for each configuration profile. If a
user is not linked to a configuration profile or is linked to a configuration profile for which the system
administrator has not selected additional fields, then only the set of default fields are displayed when
customizing a search query in the Recruiting Center.

Two types of queries can be created:

» Personal search queries will remain available only to the user that created the query.
» Shared search queries are queries that are made available to selected users.

Configuring the Search Query Feature

The configuration of the search query feature consists of the following steps.

1. Enabling the Search Query setting.
2. Enabling the Advanced Search Links setting.
3. Granting the candidate advanced search permission.

Enabling the Search Query Setting
Prerequisite
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles
Steps

1. Click a configuration profile.

Locate the Advanced Search “Save Query” button setting using the Refine by feature.
Click the Advanced Search “Save Query” button setting.

Click Edit.

Select the Yes value.
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6. Click Save.

Result

The Save Query button is displayed to Recruiting Center users when creating an advanced search.

Enabling the Advanced Search Links Setting
Prerequisite
Configuration > [SmartOrg] Administration > [Users] Configuration Profiles

Steps

Click a configuration profile.

Locate the Advanced Search Links setting using the Refine by feature.
Click the Advanced Search Links setting.

Click Edit.

Select the Yes value.

Click Save.

o g s DN

Granting the Candidate Advanced Search Permission
Prerequisite
Configuration > [SmartOrg] Administration > [Users] User Types
Steps

Click a user type.

Click the Recruiting functional domain.

Click Edit next to Search.

Select the Access advanced search permission.
Click Save.

a s> D

Configuration Guide Taleo Recruiting FP12A 260



Candidate and Requisition Search Data Segmentation

Data Segmentation

Data Segmentation

Data segmentation is the ability to limit candidates retrieved in the search results based on predefined
Organization-Location-Job Field associated with the search domain.

Data segmentation is used to identify which Recruiting Center users are authorized to view candidates
according to corporate guidelines or potentially country guidelines for data privacy and sharing. With
this feature, not all candidates will be visible to all users.

To enable data segmentation, system administrators must do the following:

What to do Where to do it

Enable the Activate Segmentation in Search setting. Configuration > [Recruiting] Settings

Create a user group and define a coverage area (that | Configuration > [SmartOrg] Administration > User
is, select the Search functional domain and associate Groups
the group to Organizations, Locations or Job Fields).

Add users to the user group. Configuration > [SmartOrg] Administration > User
Groups

Define requisition type access for users (that is, define | Configuration > [SmartOrg] Administration > User
access to professional, hourly, campus, contingent, and| Types > Recruiting > Requisitions > Requisition Types
executive requisitions).

Example 1:

A system administrator needs to set up a Recruiting team such that they can only search and retrieve
candidates who have expressed an interest in working anywhere in Europe, as kept in their location
preferences. The system administrator will have to do the following:

* Enable the Activate Segmentation in Search setting.
» Create the user group "Recruiting — Europe".
« Assign at least one coverage area to the user group:

« Domain = Recruiting > Search.

» Locations = Austria, Belgium, Bulgaria, Cyprus, Czech Republic, Denmark, Estonia, Finland,
France, Germany, Greece, Hungary, Ireland, Italy, Latvia, Lithuania, Luxembourg, Malta,
Netherlands, Poland, Portugal, Romania, Slovakia, Slovenia, Spain, Sweden, United Kingdom
(that is, all countries in Europe).

» Add users to the "Recruiting — Europe" user group.
» Define requisition type access for users.

Alternatively, system administrators can create personal coverage areas with the search domain at the
user level instead of using a group with such coverage area. As a result, while searching candidates
using the candidate advanced search, quick search or specific search as well as the view candidates
under the job posting notification feature, such users will only be able to retrieve candidates having
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selected at least one of the listed European countries. Note that candidates without any preference can
be retrieved.

Example 2:

An organization wants to segment candidate general profiles by user group. The organization has

eight different companies sharing one zone. Each company has its own career section and the
company’s recruiters are setup in a user group contextualized by Organization. The companies do not
want to share candidate general profiles that come in through their own specific career section. Data
segmentation is driven by the employment preferences created automatically while applying on a job or
collected in the general profile application flow. The system administrator will have to do the following:

» If profile only submission is allowed, make sure the Employment Preferences block is included in
the Candidate Profile application flow (Configuration > [Career Section] Administration > Application
Flows).

* Enable the Activate Segmentation in Search setting.

» Create a user group contextualized by Organization and make sure the Recruiting - Search domain
is associated with such organization.

» Add users to the user group.

When the candidate completes the Employment Preferences block on the career section, the
Organization that the candidate selects drives the data segmentation of the candidate general profile
by user group. When a recruiter from a user group runs a search on a candidate that has selected an
Organization outside of their user group, a recruiter with one or many search domains will be limited
to candidates who had selected at least one of the search domain organization available. A candidate
who had selected an organization outside of the recruiter group will not be visible if the recruiter's
organization(s) is not selected.
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Matching Candidates and Requisitions

There are three contexts where candidates and requisitions can be automatically matched.

Matching candidates when posting a requisition: When posting a requisition to an external career
section, Recruiting Center users can view candidates who were found to match the requisition they are
posting. This feature is available via the Preview Matching Candidates button. This matching is based
on matching candidate criteria you have set. When configuring this feature, you have the ability also
set an option to send an email to candidates who match the selected requisition. Candidates who have
all the Required criteria will receive an email inviting them to apply on the job that is posted. There are
also default filters available for matching candidates. Configuring these filters will help the user narrow
down or widen the list of matching candidates.

Matching candidates while viewing their candidate file: This is known as a reverse search since
Recruiting Center users start with the candidate file and then work back to matching requisitions. This
can be helpful when there are two top candidates for a position and one is hired; users can use a
reverse search to find another open requisition for the candidate who was not hired. This feature is
available via the I:-J}gé'icon. The matching requisitions criteria lets you select criteria that will guide the

system on how to match candidates to requisitions.

In a career section, candidates can access jobs that match their preferences: Candidates

who have completed a job-specific submission or a general profile can access jobs that match the
preferences they have set in their general profile. Jobs that match display on the Personalized Job List.
The configuration of the Personalized Job List is done in the Career Section Administration menu. For
details, refer to the Career Section Configuration Guide.

Matching Candidates when Posting a Requisition
The configuration of this feature consists of the following steps.
Additional text if needed (optional)

1. Setting matching candidate criteria.

2. Setting matching candidate filters.

3. Specifying preview settings.

4. Activating the matching candidate email notification.

Setting Matching Candidate Criteria
Prerequisite
Configuration > [Recruiting] Administration > Matching Candidate Criteria
Steps

1. Inthe Matching Criteria — Job Posting Notification page, select matching criteria and specify if
they are required or desired.

2. Click Save.
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Setting Matching Candidate Filters
Prerequisite
Configuration > [Recruiting] Administration > Matching Candidate Filters
Steps

1. Inthe Default Filters for Matching Candidates page, select matching candidate filters.
2. Click Save.

Specifying Preview Filters
Prerequisite
Configuration > [Recruiting] Administration > Matching Candidate Preview
Steps
1. Inthe Preview Matching Candidates page, select a country in the Available Countries list.

Having no selection in the Selected Countries list disables the Preview Matching Candidates
button in the requisition file.

2. Click Add.
3. Click Save.

Result

If a requisition’s location corresponds to the country you selected, the Preview Matching Candidates
button will be available in the requisition Posting and Sourcing tab. This feature is useful if a
company may not feel comfortable in showing to users a list of matching candidates for job posted
in some countries because of regulation reasons (EEO regulations for example).

Activating the Matching Candidate Email Notification
Prerequisite
Configuration > [Recruiting] Settings
Steps

1. Locate the Email Job Matching Candidates Default setting.
2. Click Edit.

3. Select Yes.

4. Click Save.

Result

In the requisition file, the option E-mail this job posting to matching candidates is selected by default.
An email will be automatically sent to candidates that match a requisition requirements.

Matching Candidates while Viewing their Candidate File
The configuration of this feature consists of the following steps.

Additional text if needed (optional)
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1. Setting matching requisition criteria.

Setting Matching Requisition Criteria
Prerequisite
Configuration > [Recruiting] Administration > Matching Requisition Criteria
Steps

1. In the Matching Criteria - Match Candidate page, select matching requisition criteria and specify
if they are required or desired.

2. Click Save.

Matching Candidates and Requisitions - Permissions and Settings

The following permissions and settings are used for the matching candidates and requisition
functionality.

Match candidates to requisitions Allows Recruiting Center users to Configuration > [SmartOrg]
create personalized requisition list | Administration > User Types >
formats. Recruiting > Search

Email Job Matching By default, check the No Configuration >
Candidates Default "Email this job posting [Recruiting] Settings
to matching candidates"
check box .

Matching Candidate Criteria

Criteria used for matching candidates when posting a requisition.

Preferred Jobs/Job
Preferred Locations/Locations
Preferred Organizations/Organization

Place of residence/Location
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Competencies

Questions

Job Level

Job Type
Schedule

Shift

Employee Status
Education Level
Travel

Minimum Annual Salary

Matching candidate criteria are set by system administrators. However, they can be modified by
Recruiting Center users to find more relevant requisitions for a particular candidate.

Matching criteria (except for competencies and questions) can be set as desired or required:

* Required: The criterion is mandatory. A match must exist between the content of the candidate
file and of the requisition file. If a requisition file meets the criterion, it will appear in the list of
requisitions presented to the user.

» Desired: The criterion is an asset. A match is not required between the content of the candidate file
and of the requisition file. Desired criteria are considered as a plus. A requisition file that does not
match a desired criterion is not rejected.

Requisition files that meet all the required criteria and that also meet some desired criteria will
appear at the top of the requisitions list presented to the user. Competencies and questions criteria
are considered as wildcards. If these criteria are not selected as required in the requisition, or if a
candidate does not enter answers for these criteria, the answers will still be considered.

Matching Candidate Filters

Filters used to control the number of candidates displayed to users when viewing a list of candidates
matching a requisition.

Invite internal candidates.

Invite candidates living in: all countries, the requisition country, the requisition state/province or the requisition
region.

Invite only candidates whose information has been modified during the last x month.
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Do not invite candidates who have an incomplete profile that has not been modified during the last x month.

Do not invite candidates who have at least one application with any of the selected statuses: New, Reviewed,
1st, 2nd, 3rd interview, Testing, Offer, Hired, Rejected, Decline, Inactive.

Invite candidates who have applied at least once through any of the following source types or sources:

Matching candidate filters are set by system administrators. However, they can be modified by
Recruiting Center users.

Matching Requisition Criteria

Criteria used when matching candidates while viewing their candidate file (reverse search).

Preferred Jobs/Job

Preferred Locations/Locations
Preferred Organizations/Organization
Place of residence/Location
Competencies

Questions

Job Level

Job Type

Schedule

Shift

Employee Status

Education Level

Travel

Minimum Annual Salary

Matching criteria (except for competencies and questions) can be set as desired or required:

* Required: The criterion is mandatory. A match must exist between the content of the candidate
file and of the requisition file. If a requisition file meets the criterion, it will appear in the list of
requisitions presented to the user.
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» Desired: The criterion is an asset. A match is not required between the content of the candidate file
and of the requisition file. Desired criteria are considered as a plus. A requisition file that does not
match a desired criterion is not rejected.

Requisition files that meet all the required criteria and that also meet some desired criteria will appear
at the top of the requisitions list presented to the user.

Competencies and questions criteria are considered as wildcards. If these criteria are not selected as
required in the requisition, or if a candidate does not enter answers for these criteria, the answers will
still be considered.
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Approval
An approval is the act of a user approving an element or asking others to approve an element.
An approval can be requested for:

* requisitions
» offers

When an approval is requested, the user must choose from a list the name of the users who will be
required to approve the requisition or the offer. The list of approvers can be configured or not by the
system administrator depending on the type of approval chosen by an organization.

» If the standard approval process is used within an organization, the user will select approvers from
a list containing all of the active users of the database. The user will also be able to create a list of
frequent approvers via the My Setup feature.

« If Dynamic Approval Routing is used within an organization, the list of approvers will be pre-
populated upon clicking the Request Approval button. The list of approvers to be generated is
configured by the system administrator within the Dynamic Approval Routing feature. These
approvers are displayed based on the configured rules and conditions.

ﬂ Important Note: (ID 301) In the Request Approval window, there is a checkbox to add
the approvers as frequent collaborators. This function will only add these users as frequent
collaborators under My Setup > Preferences. It will not add these users as collaborators on the
requisition currently open. Also note that users will need to log out and log back in to see the
change applied to their list of frequent collaborators under My Setup > Preferences.

Important Note: (ID 353) As of Feature Pack 11A.4, the “Notify me once this task is
complete" checkbox has been removed from the Request Approval window for requisitions
and offers because this option did not have any purpose. Notifications about the progress of
approvals can be configured by system administrators if desired.

The approval path can be carried out in two ways:

» Sequential: When the first approver receives an approval request, he/she approves the element.
Once approved, the approval request goes to the next approver, and so on.

» Parallel: All approvers receive an approval request at the same time and they can all approve the
element at the same time

Settings allow the selection of the default approval model for a requisition or for an offer.

If the standard approval process is used within an organization, the system administrator must activate
settings to enable sequential or parallel approval. If the dynamic approval routing is used within an
organization, approval will be sequential unless there are more than one approver for the same role,
then approval will be parallel.

Users have the ability to approve requisitions and offers either via the Tasks list and/or eShare. System
administrators can choose the method(s) of approval for different users:

» eShare: available to users when the Access response center user type permission is granted
(Configuration > [SmartOrg] Administration > User Types > Recruiting > General) and when
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the user's preference for Enable eShare Center E-mail is set to True (Recruiting > My Setup >
Preferences).

» Tasks list: Tasks are available to the user if the system administrator has configured the Tasks
channel into the user's center stage and/or the system administrator has granted access to the
Core Navigation Bar in the user's configuration profile.

» Either eShare or Tasks list: if eShare and the Tasks channel are both configured for the user,
the user can receive both eShare approval requests and also track them in the Tasks list. Users
can decide on approval from either location. Tasks executed from the eShare center will be
automatically updated in the user's Tasks list as well. If an approval is executed from the Tasks
list, the eShare request will indicate that the decision has already been made and the eShare is no
longer active.

All approval files are PDF files. When conducting the approval from either the Tasks list or from
eShare, the user will receive a PDF print version of the file to review (rather than the actual file being
visible in the system). Also, approval files are generated according to the user’s permissions to view
fields having specific security levels.

Configuration

Several user type permissions related to requisition and offer approvals are available in SmartOrg.

Permissions related to requisition approval are Configuration > [SmartOrg] Administration > User
grouped under the Recruiting - Requisitions - Approval | Types > Recruiting > Requisitions > Approval
functional domain.

Permissions related to offer approval are grouped Configuration > [SmartOrg] Administration > User
under the Recruiting - Offers - Approval functional Types > Recruiting > Offers > Approval

domain.

Permissions related to both offer and requisition Configuration > [SmartOrg] Administration > User
approvals are listed under the Recruiting - Other - Types > Recruiting > Other > General

General functional domain.

The Enable Approval Models setting allows collaborative (parallel) approval in addition to sequential
approval. It allows forwarding an approval request to another approver if the user has the permission to
amend approval paths. For details, contact Taleo Support.

Enable Approval Models « No No Configuration > [Recruiting] Settings

The Offer Default Approval Model setting is used to define the approval model that will be used by
default when users are creating an offer approval request.
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Offer Default Approval Model Sequential or Sequential Configuration > [Recruiting] Settings
parallel

The Requisition Default Approval Model setting is used to define the approval model that will be used
by default when users are creating a requisition approval request.

Requisition Default Approval Sequential or Sequential Configuration > [Recruiting] Settings
Model parallel

The Offer Approval Workflow Activation setting determines whether or not approvals are used on
offers.

Offer Approval Workflow Activation| No, Optional, Optional Configuration > [Recruiting] Settings
Mandatory

The Offer Letter Must be Selected for Approval Request setting allows a request for approval only if an
offer letter has been selected.

Offer Letter Must be Selected for | Yes, No. No Configuration > [Recruiting] Settings
Approval Request

Data Access Security

When conducting an approval, users will be able to see data they are authorized to view based on their
viewing permissions. For example:

» If a user is authorized to view fields with the General security level, then these fields will be
displayed on the file. Fields having the Restricted or Confidential security level will not appear on
the file.

» If auseris only authorized to view compensation data on requisitions where he/she is the owner,
compensation fields on requisitions outside of their ownership will not be displayed.

If a system administrator has forgotten to give users at least viewing permission to fields with the
General security level, general viewing rights will be granted to allow the file to render.
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Exception Scenarios

If a user’'s group changes so that they no longer belong to the authorized approving user group: This
will not change the user’s ability to execute the approval. The user will still receive the task and will be
able to complete the approval review and decision.

If a user’'s permissions change so that they are no longer authorized to conduct the approval: The user
will not be able to complete the approval request. The task will remain assigned to the user but when
trying to complete the task, the user will receive a message indicating that the user is not authorized.
For the approval process to proceed, the user’s permissions will need to be changed, or the approval
path will need to be amended.

ﬂ Important Note: (ID 287) For requisitions approval, there are two standard message
templates that behave as follows:

« Standard Notification of a Requisition Approval Request (E-share): Message sent to
approvers for both the initial request and any reminders, provided that the eShare center
has been activated.

» Standard Notification of a Requisition Approval Request: Message sent to approvers for
both the initial request and any reminders, in cases where the eShare center has not been
activated. In this message, the Respond hyperlink does not appear by default (to prevent
cases where the eShare center is not available). If users are receiving this message for
requisition approval requests, it means that you are trying to use the eShare function but it
is not implemented. You should call support and ask to have the eShare Center activated.

The above behavior does not exist for offer approval notifications. For offers, there is only
one offer approval notification template; it is sent in all cases, regardless of whether or not the
eShare center has been activated.

Approver

An approver is a Recruiting Center user who will approve requisitions and/or offers.

A list of approvers can be defined by the system administrator at the department level. A list of
personal default approvers, called frequent approvers, can also be defined by the user in the My Setup
feature. When a requisition and/or offer is ready to be approved (by selecting the Request Approval
action), the approval path is selected by default as follows:

» If frequent approvers are selected under My Setup, these approvers will be automatically selected.
» If frequent approvers are not selected under My Setup, the approvers set for the department by the
system administrator will be selected automatically.

When a user selects approvers, the selector only displays users who can be potential approvers. Itis
possible that no approvers are displayed if none of them are allowed to do the approval. An approver
must be an active user and have the user type permission to approve requisitions and/or offers.
Configuration

To be able to approve requisitions, users must be granted the following permission.

User Type Permission

Name Location

Approve requisitions Configuration > [SmartOrg] Administration > User Types >
Recruiting > Requisitions
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To be able to define a list of frequent approvers, users must be granted access to My Setup.

Access the "Preferences"” section in 'My Setup’ Configuration > [SmartOrg] Administration > User Types >
menu Recruiting > Other

eShare User Approval Acknowledgment
eShare users have the ability to receive a confirmation of their requisition or offer approvals.

This feature is automatically available on all Response Center approvals. When users respond to an
eShare approval request, there is a check box to trigger the receiving of an approval acknowledgment.
If users choose to receive the acknowledgment, upon completing their decision on the request, the
users will receive an e-mail message confirming their action.

Six system message templates have been created for this purpose. There is a standard message
available and if desired, system administrators can modify the text of the message sent. The
acknowledgment sent will depend on the decision of the approver:

» Requisition Approved Acknowledgment
» Requisition Rejected Acknowledgment
» Requisition Passed Acknowledgment

» Offer Approved Acknowledgment

» Offer Rejected Acknowledgment

» Offer Passed Acknowledgment

Note that approvals decided via the Tasks channel do not have an acknowledgment option; users can
view their completed tasks in the Tasks channel by clearing the Hide completed tasks option.

Requirements to Approve Requisitions
The minimum requirements to approve requisitions are described below.

* The user must be active.

» The user belongs to the user group of the requisition. (Note: For Dynamic Approval Routing, this
requirement is not enforced; users not belonging to the group can be approvers.)

» The user has the following permissions:

Access Taleo Recruiting Center AND/OR Configuration > [SmartOrg] Administration > User

Access the Response Center (used primarily by eShare Types > Recruiting > Other

users)

View requisitions Configuration > [SmartOrg] Administration > User
Types > Recruiting > Requisitions

The user can view requisitions in any context meaning
that as long as the user can view the object in some
circumstances, he/she will be able to access the object
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to be approved, EVEN if that object is not otherwise
visible to the user. For example: a manager can view
requisitions that he/she owns but the requisitions being
routed for approval is not owned by him/her.

Allow access to professional requisitions OR Configuration > [SmartOrg] Administration > User

— > iting > isiti
Allow access to hourly requisitions OR Types > Recruiting > Requisitions

The requisition type here must match the type of the

Allow access to campus requisitions OR L -
requisition being approved.

Allow access to contingent requisitions OR

Allow access to executive requisitions

Approve requisitions Configuration > [SmartOrg] Administration > User
Types > Recruiting > Requisitions

Requirements to Approve Offers
The minimum requirements to approve offers are described below.

» The user must be active.

« The user belongs to the user group of the requisition. (Note: For Dynamic Approval Routing, this
requirement is not enforced; users not belonging to the group can be approvers.)

» The user has the following permissions:

Access Taleo Recruiting Center AND/OR Configuration > [SmartOrg] Administration > User

Access the Response Center (used primarily by eShare Types > Recruiting > Other

users)

View requisitions Configuration > [SmartOrg] Administration > User
Types > Recruiting > Requisitions

The user can view requisitions in any context meaning
that as long as the user can view the object in some
circumstances, he/she will be able to access the object
to be approved, EVEN if that object is not otherwise
visible to the user. For example: a manager can view
requisitions that he/she owns but the requisitions being
routed for approval is not owned by him/her.

Allow access to professional requisitions OR Configuration > [SmartOrg] Administration > User
Allow access to hourly requisitions OR Types > Recruiting > Requisitions
Allow access to campus requisitions OR

Allow access to contingent requisitions OR

Allow access to executive requisitions
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Access requisition-specific candidate lists

Configuration > [SmartOrg] Administration > User
Types > Recruiting > Candidates

View offers

Configuration > [SmartOrg] Administration > User
Types > Recruiting > Offers

The user can view offers in any context meaning

that as long as the user can view the object in some
circumstances, he/she will be able to access the object
to be approved, EVEN if that object is not otherwise
visible to the user. For example: a manager can view
requisitions that he/she owns but the requisition for the
offer being routed for approval is not owned by him/her.

View internal job submissions (if the candidate is an
internal candidate)

Configuration > [SmartOrg] Administration > User
Types > Recruiting > Candidates

This permission only applies if the candidate receiving
the offer is internal and the user needs it also granted
at some level, regardless of the context level - like view
offers and view requisitions.

Approval Request Reminder

Users may have the ability to send a requisition or an offer approval request reminder to currently

assigned eShare approvers.

Users who have the required permission can click the Send Reminder button on the Approvals tab
within a candidate file or requisition file when an active approval is pending. Another approval request
notification is then sent to the active approver only. Approval reminders are sent by email and will
therefore only reach eShare users. Taleo Recruiting users who only access approvals via the Tasks

channel will not receive a reminder.

Configuration

To send an approval request reminder, users must be granted these permissions. When the
permission is granted, users can click the Send Reminder button when an active approval is pending.
Users without the permission do not see the Send Reminder button.

Send an approval request reminder for offers

Send an approval request reminder for requisitions

Configuration > [SmartOrg] Administration > User
Types > Recruiting > Offers

Configuration > [SmartOrg] Administration > User
Types > Recruiting > Requisitions
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Rules to Terminate an Approval Path
The rule to terminate a requisition approval path is described below.

* The user has the permission to edit requisitions, AND
» The user is the originator of the approval path, OR

» The user is the owner of the requisition (that is, manager, manager assistant, recruiter, recruiter
assistant).

Configuration of the Access to Elements Being Approved

Access to the object being approved by users must be configured.
For eShare via email:

» The eShare Response Center Product must be activated by Taleo Support.

» The Access the Response Center (used primarily by eShare users) permission must be granted in
SmartOrg (Configuration > [SmartOrg] Administration > User Types > Recruiting > Other).

* The Enable eShare Email for Response Center Access user’s preference must be enabled in the
Recruiting Center (Recruiting Center > Resources > My Setup > Preferences). Note: The same
setting exists under Configuration > [General Configuration ] Settings. By default, it is set to No
for all users. If changing the value of this setting, the change will apply to all users that have not
manually edited their own user preference.

For Tasks via the Recruiting Center:

» The Access Taleo Recruiting Center permission must be granted in SmartOrg (Configuration >
[SmartOrg] Administration > User Types > Recruiting > Other).
» Access must be given to the tasks via one or both of the following means:

e The Tasks tab available in the core navigation bar. The core navigation bar is enabled via the
SmartOrg Configuration Profiles feature.

» The Tasks channel available in the main panel. The Tasks channel is configured via the Center
Stage feature. The Center Stage is then associated to the user's configuration profile. See
Center Stage.

Attachments in Approvals

Attachments in requisition and offer approvals are outlined in the following table.

Attachment Requisition Approval Offer Approval

Requisition

Offer

Offer Letter

Job-specific, Candidate facing = yes

Configuration Guide Taleo Recruiting FP12A 278



Approvals Approvals

Attachment Requisition Approval Offer Approval

Job specific, Candidate facing = no

Other, Candidate facing = yes

Other, Candidate facing = no

Requisition Approval Rerouting After Changes

Configuration options when activated can force requisitions to automatically be rerouted for approval
when certain business scenarios occur.

The system administrator can configure certain settings to force requisitions to automatically be
rerouted for approval when certain business scenarios occur. The system administrator defines which
scenarios he/she wishes to activate. Each of the settings can be individually set to control if that
situation when it occurs will cause the requisition to be re-routed for approval:

Setting Name Description

Restart Approval Process After "Cancel" Step Restart the approval process when reopening a
requisition after it has been canceled.

Restart Approval Process After "Fill" Step Restart the approval process when reopening a
requisition after it has been filled.

Restart Approval Process After "On Hold" Step Restart the approval process when reopening a
requisition after it has been placed on hold.

Restart Approval Process After Editing the Number of | Restart the approval process when editing the number

Positions of positions for the requisition.
Restart Approval Process After Editing the Salary Restart the approval process when editing the salary
Fields fields in the requisition file.

Immediately upon a Recruiting Center user has performed an action that makes true one of the above
activated settings:

» The requisition status will return back to Draft.
» The requisition will be unposted.
» The requisition tasks will be deleted.

Also, if the requisition was posted and the Recruiting Center user modifies the requisition file, the
requisition will be re-routed to the Draft status and it will also be unposted.

Example: If a Recruiting Center user re-opens a canceled requisition and if the Restart Approval
Process After "Cancel" Step setting has been activated, rather than the requisition reverting back to
it's original state, the requisition will revert back to the status of To be approved. The requisition must
be reapproved before sourcing for the position can be restarted. The prior approval process will still
be visible from the tracking history, but the approval tab will reflect the most current approval cycle. If
the requisition had originally been canceled during the approval process, the prior approval cycle that
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was in process will be terminated and will be replaced by the new one which must be initiated from the
beginning.

Setting a Default Approval Path for Requisitions

Setting a default approval path for requisitions allows you to specify, at the department level, which
approvers will be selected by default when users are requesting the approval of a requisition. Such
default approval path is used when no default approval path is set at the user level and when a
department is selected while creating a requisition.

Prerequisite

The Enable Department setting must be activated.

A department must be created before defining approvers.
Configuration > [Recruiting] Administration > Department List
Steps

1. Click on the desired department.
Under the Approver Preferences - Requisitions section, click <.

2

3. Select one or several approvers from the user list then click Done.

4. To change the order of the approvers, select a number from the list next to the approver, then
click Reorder.

5. Click Done.

Result
The default approval path for requisitions has been created.
Next Step

Setting a default approval path for offers.

Setting a Default Approval Path for Offers
Prerequisite
The Enable Department setting must be activated.
A department must be created.
Configuration > [Recruiting] Administration > Department List
Steps

1. Click on the desired department.

Under the Approver Preferences - Offers section, click 4.
Select one or several approvers from the user list.

Click Done.

To change the order of the approvers, select a number from the list next to the approver, then
click Reorder.

6. Click Done.
Result

S

The default approval path for offers has been created. The approvers selected by default when
users are requesting the approval of an offer are selected at the department level.
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Next Step

Setting a default approval path for requisitions.
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Dynamic Approval Routing

Dynamic Approval Routing

Dynamic Approval Routing is an advanced tool that automatically populates requisition and offer
approvers through the use of inclusion and exclusion rules. These rules, based primarily on functional
and hierarchical roles, enable customers to enforce processes and simplify the approval process for
the initiator.

Once the Dynamic Approval Routing module has been purchased, the module must be activated by
Taleo and it becomes available in the Taleo Configuration menu. The system administrator is then
responsible for configuring and activating the Dynamic Approval Routing feature.

Basically, the Dynamic Approval Routing works as follows: When the Dynamic Approval Routing is
activated and implemented, when a user routes a requisition or an offer for approval, if the Dynamic
Approval Routing is relevant for the context of the requisition or the offer, it will predetermine the list
and sequence order of approvers. The initial list of approvers may or may not be modified by the user
routing the approval request (the user must have been granted a user type permission). With the
path already generated, the user can simply click to request that the approval process be initiated.
Approvers will receive approval requests just as they do with the standard approval functionality.

The configuration of the Dynamic Approval Routing involves many steps for the system administrator:

» defining the “reports to” structure and configuring users involved in the Dynamic Approval Routing
process

« defining hierarchical and functional roles

« defining inclusion and exclusion rules

« configuring approval paths and sequences

» granting related user type permissions

Once the Dynamic Approval Routing is configured, it is important to test the workflow with a small
sample that can be easily controlled prior to full deployment. This step is recommended to ensure that
the desired results are achieved prior to rolling out to the entire employee population.

Checklist prior to testing:

» Ensure roles are activated and assigned properly to users.

» Ensure all Dynamic Approval Routing components are active (approval paths, rules, sequences).

» Ensure inclusion rules are included on the active workflow for every role expected to be included in
the approval workflow.

« Ensure sequences are defined for the desired Organizations-Locations-Job Fields contexts and
contain all possible approver roles.

« To test, observe structure for active path and create entity (requisition or offer) within that category.

« Observe the approval path presented to the initiating user and ensure it is as expected.

System changes after an object is routed for approval will not change the list of approvers.

For example: If a new approval path is created and activated, it will only impact newly created
approval requests, it will not impact the approvals that are already in process. If a user
replaces another user in a functional role, the update will only affect new approval requests,
not existing approvals in process where the prior user was assigned. (Customers can still use
the delegate feature for an approval task assigned to one user to be routed to a different user).

What happens when the system finds more than one appropriate match:
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« If a workflow has a rule invoking the inclusion of a functional role, it says “the best” matching user
will be assigned a task. Based on the configuration, it is possible that more than one match would
be equally suitable. In such case, if more then one user included in a functional role matches the
given Organization-Location-Job Field context, then all those users are included within the same
sequence in the approval path (that is, users will be included in parallel).

» If a user matches more than one inclusion rule, the system removes duplicate and the first
appearance of user in the approval path is kept and all others are removed. For example, a
compensation team has an opening and the director of compensation is pulled in for both a
functional and hierarchical role. Once all roles are resolved (the same user is included because its
hierarchical role is included and its functional role is included), the system removes duplicate.

« If an approval request matches the context of more than one sequence, the system protects itself. It
is not possible to create two sequences in the same Organization-Location-Job Field context.

In cases where there may be more than one contextual match, the system does not contain logic to
prevent a user from creating duplicate contexts that may conflict with one another when used except
for contextualization of sequences.

Configuration

Note that there is only one offer approval path configuration area, as opposed to requisitions where
there is one per requisition type. Also, offer inclusion rules allow for more conditions to be built using
Offer fields (including UDFs), and comparison of offer salary and requisition salary.

Manage approval paths. Configuration > [SmartOrg] Administration > User
Types > Configuration > Approval path

Access exclusion rules. Configuration > [SmartOrg] Administration > User
Types > Recruiting >Administration

All requisition approval permissions are grouped under | Configuration > [SmartOrg] Administration > User
the Approval functional domain. Types > Recruiting > Requisitions > Approval

Enable Approval Models « No No Configuration > [Recruiting] Settings

¢ Yes

Dynamic Approval Routing Approval Path

An approval path is used for the Dynamic Approval Routing (DAR) to determine how approvals will
behave for an approval path category (offers or requisitions).

Only one approval path can be active per requisition type at any given time. The approval path set for
offers is reused for all offers being created.

For defining the approval path of a DAR, the system administrator defines:
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» Properties: Name and code used when referencing the path.

* Notifications: There is one notification specific for Dynamic Approval Routing to help with the
scenario where there is an approver inserted into a path who does not have the authorization to
access or approve a requisition. When this scenario occurs, the users specified via the People
notified of users without access notification setting will be sent a correspondence informing them so
that they can take action to fix the situation by either updating roles in the system to ensure the user
is granted the correct permissions, or someone else can go in an approve on this person's behalf.
The message template for this correspondence is available in the correspondence manager and is
titted Approval process access error.

» Settings: Different settings used for the DAR, that is if comments will be mandatory when rejecting
an approval, if the sequence of approvers generated by DAR will be presented to the approval
initiator and/or subsequent approvers.

Dynamic Approval Routing Reports to Structure

The “Reports to” structure is used in the Dynamic Approval Routing module to define to whom each
user reports to.

If a customer intends to use hierarchical roles or the reports to ("up # levels") to populate the flow, the
"Reports to" structure must be implemented for Dynamic Approval Routing. If a customer intends to
use only functional roles, the customer can still implement Dynamic Approval Routing but the "Reports
to" structure does not need to be populated.

The “Reports to” structure should be done via a user integration. If an integration is not used, the
system administrator can alternatively manually configure all users involved in a Dynamic Approval
Routing in the User Accounts section of SmartOrg.

Locking Generated Approval Paths

With the introduction of the Dynamic Approval Routing (DAR) feature, a mechanism was required so
users would not be able to remove or reorder approval paths generated by the DAR engine.

This feature is available for all but makes practical sense to use in conjunction with the Dynamic
Approval Routing feature.

The following permission allows system administrators to control if a user type is authorized to remove
or reorder the pre-populated approvers presented during the request approval action.

Permission Location

Edit approvers when requesting approvals Configuration > [SmartOrg] Administration > User
Types > Recruiting > Other

When the Dynamic Approval Routing is used to generate the list of approvers, this permission can be
used to lock out the user’s ability to modify that list of approvers. This permission can also be used if
the requisition approval path is always created from scratch (which means the user has no frequent
approvers and is not using requisition duplicate function) and the client wants to enforce that for offer
approvers; the same approvers who approved the requisition must also approve the offer.

When a user does not have the above permission:

« When using the Request Approval action (for requisitions or offers), the user conducting the
approval request cannot remove nor reorder system-generated approvers. These may have been
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inserted from DAR, requisition duplication, frequent approvers, or from requesting offer approval (in
which case a starting list of approvers always exists, either via DAR, frequent approvers, or pulling
in the initial approvers from the requisition).
» The user can add and reorder additional approvers, and remove approvers that he/she has added.
» The user, if authorized, may amend approval paths once routed for approval (this is managed by
another permission).

When the permission is not granted, an x will not be present when hovering over an approver and the
order sequence drop-down boxes will be unable to be selected.

Setting Up the Dynamic Approval Routing
Prerequisite
Purchase the Dynamic Approval Routing module and ask Taleo to activate it.
Configuration

Steps

Define the Dynamic Approval Routing “Reports to” structure.
Create and configure hierarchical roles.

Create and configure functional roles.

In SmartOrg, under User Types, grant requisition approval user type permissions.
Create and configure exclusions rules.

Create and configure inclusion rules.

Define the Dynamic Approval Routing approval path.

Create and configure sequences.

Test the workflow with a small sample.

10 Activate the Dynamic Approval Routing approval path.
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Defining the Dynamic Approval Routing Reports to Structure
Prerequisite
Configuration > [SmartOrg] Administration > User Accounts

Steps

1. Click on a user account.

2. Click Edit next to Employee Information.
3. Set the employee status to Current.

A user cannot be designated as someone's manager unless he/she is a "current” employee.
4. Specify the employee manager.

The manager is the person to whom the user reports to. Note that in order for a user to be
available in the Employee Manager field, he/she must be classified as “Current” in the Employee
Status field.

5. Select an Organization and a Location.

Note that these fields are not relevant to the functioning of Dynamic Approval Routing. They
are required to support behaviors in Taleo Performance. These fields are not required to be
specified if using Integration to update the employee information.

6. Click Save.
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Activating an Approval Path Category
Prerequisite
The Dynamic Approval Routing feature must be activated by Taleo Support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

Configuration

Steps
Under Dynamic Approval Routing, click Activate next to an approval path category.
Result

When an approval is requested by a user, if the approval path category is activated for the
approval being requested, then it is the dynamic approval routing process that will be used in Taleo
Recruiting.

Next Step

Creating an approval path.

Deactivating an Approval Path Category
Prerequisite
The Dynamic Approval Routing module must be activated by Taleo support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

Configuration

Steps
In the Configuration page, under Dynamic Approval Routing, click Deactivate next to an approval
path category.

Result

When an approval is requested by a user, if the approval path category is deactivated for the
approval being requested, then it is the standard approval process that will be used.

Creating an Approval Path
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

Configuration

Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click Create next to Approval Paths.

3. Complete the fields and selections.
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4. Click Save.
Result

A new approval path is available for the chosen approval path category.
Next Step

Creating a sequence and adding inclusion and exclusion rules.

Deleting an Approval Path
Prerequisite
The Dynamic Approval Routing module must be activated by Taleo Support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

The approval path must be draft.
Configuration
Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click Delete next to an approval path.

Result

The approval path is no longer available for the chosen approval path category.

Activating an Approval Path
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

The approval path must be inactive or draft and no other approval path must be active.
At least one sequence and one rule must be included in the path.

Configuration

Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click on an approval path.
3. Click Activate next to the name of the approval path.

Result

The activated approval path can no longer be assigned the draft status. The approval path is
available to users when requesting an approval for the given category.

Editing an Approval Path
Prerequisite

The Dynamic Approval Routing must be activated by Taleo Support.
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The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

Configuration

Steps

Under Dynamic Approval Routing, click on an approval path category.
Click Edit next to the approval path.

Make changes as required.
Click Save.
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Deactivating an Approval Path
Prerequisite
The Dynamic Approval Routing module must be activated by Taleo support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

The approval path must be active.

Configuration

Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click on an approval path.

3. Click Deactivate next to the name of the approval path.

Result

The approval path is no longer available to users when requesting an approval for the given
approval path category.

Testing the Dynamic Approval Routing Workflow

By narrowly constraining the Organization-Location-Job Field sequence contexts on the active
workflow, it is possible to test your Dynamic Approval Routing workflow prior to full deployment with
a small sample that can be easily controlled. This step is recommended to ensure that the desired
results are achieved prior to enrolling out to the entire employee population.

Prerequisite
Configuration

Steps

Ensure roles are activated and assigned properly to users.
Ensure all DAR components are active (approval paths, rules, sequences).

3. Ensure inclusion rules are included on the active workflow for every role expected to be included
in the approval workflow.

4. Ensure sequences are defined for the desired Organizations-Locations-Job Fields contexts and
contain all possible approver roles.

5. Observe structure for active path and create entity (requisition) within that category.
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6. Observe the approval path presented to the initiating user and ensure it is as expected.

Configuration Guide Taleo Recruiting FP12A 289



Approvals Dynamic Approval Routing Rule

Dynamic Approval Routing Rule

Dynamic Approval Routing Rules

Rules are used to dynamically determine the circumstances whereby specific users/roles will be
included in an approval path.

Rules are used in the Dynamic Approval Routing feature. Rules allow the approval path to be very
flexible and accommodate a myriad of business requirements. Every user and/or role to be added to
an approval path MUST be added by a rule.

Two types of rules are used for the Dynamic Approval Routing:

* inclusion rules
» exclusion rules

When configuring the Dynamic Approval Routing, it is recommended to create rules first, then create
the approval paths because inclusion rules are required to populate paths. Once rules have been
defined, the system administrator can configure the actual approval path.

Configuration

Manage Approval Paths Configuration > [SmartOrg] Administration > User
Types > Configuration > Approval Path

Exclusion Rule

Exclusion rules define exceptional roles that may have been included in certain structure but
an exception needs to be applied to remove that role in certain Organization-Location-Job Field
circumstances.

Exclusion rules are optional. When activated, unlike inclusion rules, they automatically apply to all
approval paths for that requisition, they do not need to be inserted into the approval path definition to
work. Exclusion rules will omit matching approvers from the approval path.

Example: Never include the Director when the Organization is Canadian Operations.

When defining exclusion rules, three options are available:

All roles included between the following roles When this type of rule is used, the system will ignore
all roles in the system and pay attention only to the
employee reports to structure. The system will look at
who is the Manager of the Requisition/Offer and will
go up the number of specified direct reports from that
manager.
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Option Description

Only the selected role Allows the selection of a specific hierarchical or
functional role in the approval path. Note: when a
hierarchical role is used, the system will look at who

is the Manager of the Requisition/Offer and will go
through the “reports to” structure until it finds an
employee with the specified hierarchical role. It will then
include the first matching employee in that hierarchical
role. For example, if there were two directors in the
“reports to” structure and the director hierarchical role
was selected, only the first director in the hierarchy
would be added to the flow ordered by how they report
to one another.

All roles included up to the specified number of levels, | Allows the selection of a series of employees using the
where the administrator specifies the role and the # of | hierarchical role structure in the approval path. The
upper levels. system will use the Hiring Manager of the requisition
and will go through the reports to structure until it finds
the first employee with the specified role. It will then
include this person and every employee in the reporting
structure up to and including the first employee it finds
at # hierarchical roles above the specified role in the
path.

It is recommended to create rules first, then create the approval paths because inclusion rules are
required to populate paths.

Inclusion Rule
Inclusion rules define the roles that will be included in the approval path.

Rules are used to dynamically determine the circumstances whereby specific users/roles will be
included in an approval path. Rules allow the approval path to be very flexible and accommodate a
myriad of business requirements. Every user and/or role to be added to an approval path MUST be put
there by a rule and where DAR is in use at least one approver must be invoked..

Once the inclusion rules are created, the system administrator determines what rules will be activated
for the active approval workflow. Any combination of active rules can be used.

At least one inclusion rule must be added to an approval path prior to activation.
There are two types of inclusion rules:

* Unconditional
» Conditional

Unconditional inclusion rules always includes the role in the approval path, regardless of the context
of the requisition or the offer (other than the specified requisition type for which the path is defined).
Example: Always include the job posting approver. When creating an unconditional rule, the only thing
that needs to be specified is the roles to be included. The operators for including roles are outlined
below.
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Option

Description

From the manager role up to the number of specified
direct reports, where the administrator then defines the
# of direct reports

When this type of rule is used, the system will ignore
all roles in the system and pay attention only to the
employee reports to structure. The system will look at
who is the Manager of the Requisition/Offer and will
go up the number of specified direct reports from that
manager.

Only the selected role

Allows the selection of a specific hierarchical or
functional role in the approval path. Note: when a
hierarchical role is used, the system will look at who

is the Manager of the Requisition/Offer and will go
through the “reports to” structure until it finds an
employee with the specified hierarchical role. It will then
include the first matching employee in that hierarchical
role. For example, if there were two directors in the
“reports to” structure and the director hierarchical role
was selected, only the first director in the hierarchy
would be added to the flow ordered by how they report
to one another.

All roles included up to the specified number of levels,
where the administrator specifies the role and the # of
upper levels.

Allows the selection of a series of employees using the
hierarchical role structure in the approval path. The
system will use the Hiring Manager of the requisition
and will go through the reports to structure until it finds
the first employee with the specified role. It will then
include this person and every employee in the reporting
structure up to and including the first employee it finds
at # hierarchical roles above the specified role in the
path.

All roles between the following roles. Where two roles
are defined

Allows the selection of a series of employees using the
hierarchical role structure in the approval path. The
system will use the Hiring Manager of the requisition
and will go through the reports to structure until it finds
the first employee with the lower level role. It will then
include this person and every employee up to and
including the first employee it finds at the upper level
hierarchical role.

Conditional inclusion rules include a role when certain conditions are met.

Example: Include the CFO on all requisitions where the base salary is > $100,000 and the Location is

United States.

For conditional inclusion rules, the rule operator process is the same as it is with unconditional rules,
but there is a another step involved where the user creates the conditions under which the specified
roles will be included in the path. When creating a condition, the first step is to define the fields to be
used in the condition. For each field there are available operators to define how the field condition

will work. Conditions can be applied on requisition fields as well as on offer fields, depending on the
approval type. For a requisition approval path, conditions can be applied only on requisition fields. For
an offer approval path, conditions can be applied only on offer fields. All Offer and Requisition fields,
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either user-defined or system defined, can be used to create conditions. Conditional rules used within
approval paths for offers may also contain a unique condition that compares the offer salary to the
maximum salary on the requisition. Note that this comparison is entirely numeric, and does not take
variables such as pay basis or currency into account when including an approver.

For example, for numeric fields, operator options include: is equal to, is less than, is greater than, is
not equal to, is less than or equal to, is great than or equal to. Once the operator is set, the value is
determined for the condition. An example of a condition might be: Salary is greater than or equal to
100,000K US.

Once a condition is created it can be added to the formula builder. The system administrator can add
as many conditions as necessary to define the necessary rules. Once the conditions have been added,
they can be strung together using boolean operator logic: And, Or, (,) and Not are supported functions.
The conditions and formula functions can be moved around in the formula area by highlighting the item
(represented in orange) using the < and > keys.

Creating an Exclusion Rule
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.
The Manage approval paths user type permission is required.
Configuration

Steps

Under Dynamic Approval Routing, click on an approval path category.

Click Create next to Exclusion Rules.

Complete fields as required.

Click Save.

Click Add next to Roles.

Select from the drop-down list how roles will be included in the approval process.
To select a role, click Search.

Click Save.

Result
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The role to be excluded appears in the Roles section. Users associated to the role, and with a
matching Organization, Location and Job Field, will not be requested for approval for that category
of approval path.

Next Step

Activating an exclusion rule.

Adding a Role to an Exclusion Rule
Prerequisite
The Dynamic Approval Routing feature must be activated by Taleo support.
The Manage approval paths user type permission is required.
Configuration

Steps
1. Under Dynamic Approval Routing, click on an approval path category.
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Click on an exclusion rule.

Click Add next to Roles.

Select from the drop-down list how roles will be included in the approval process.
To select a role, click Search.

Click Save.

Result
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The role appears in the Roles list of the Exclusion Rule page. Users associated to the role will be
excluded from the approval path.

Next Step

Activating an exclusion rule.

Activating an Exclusion Rule

Allows a system administrator to activate an exclusion rule so it can be used in an approval path to
exclude users from approving requisitions or offers.

Prerequisite

The Advanced Approval Routing must be activated by Taleo support.
The Manage approval paths user type permission is required.

The exclusion rule must be draft or inactive.

Configuration

Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click on an exclusion rule.
3. Inthe Exclusion Rule page, click Activate.

Result

The exclusion rule appears as active in the Exclusion Rules list.

Deactivating an Exclusion Rule
Prerequisite
The Advanced Approval Routing module must be activated by Taleo support.
The exclusion rule must be active.
The Manage approval paths user type permission is required.
Configuration

Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click on an exclusion rule.

3. Click Deactivate.

Result

The exclusion rule appears as inactive in the Exclusion Rules list and can no longer be used in an
approval path.
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Deleting an Exclusion Rule
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.
The Manage approval paths user type permission is required.
The exclusion rule must be draft.
Configuration
Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click Delete next to the exclusion rule.

Result

The exclusion rule no longer appears in the Exclusion Rules list; it is permanently deleted. It
therefore can no longer be used in an approval path.

Removing a Role from an Exclusion Rule
Prerequisite
The Dynamic Approval Routing module must be activated by Taleo Support.
The Manage approval paths user type permission is required.
Configuration
Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click on an exclusion rule.
3. Click Remove next to the role.

Result

The role will no longer appear in the Roles list of the Exclusion Rule page. Users associated to the
role can be selected in the approval process.

Creating a Conditional Inclusion Rule
Prerequisite
The Dynamic Approval Routing module must be activated by Taleo Support.
The Manage approval paths user type permission is required.
Configuration
Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click Conditional Rule next to Inclusion Rules.

3. Complete fields as required.

4. Click Save.
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5. Click Edit next to Conditions.

6. Create a condition by completing the fields then click Add this criteria to formula.
7. Click Save.

8. Click Add next to Roles.

9. Select from the drop-down list how roles will be included in the approval process.
10. To select a role, click Search.

11. Click Save.

Result

The rule appears in the Inclusion Rules list of the Approval Paths and Rules page.
Next Step

Activating an inclusion rule.

Creating an Unconditional Inclusion Rule
Prerequisite
The Dynamic Approval Routing module must be activated by Taleo Support.
The Manage approval paths user type permission is required.
Configuration
Steps
Under Dynamic Approval Routing, click on an approval path category.
Click Unconditional Rule next to Inclusion Rules.
Complete fields as required.
Click Save.
Click Add next to Roles.
Select from the drop-down list how roles will be included in the approval process.

To select a role, click Search.
Click Save.
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Result

The rule appears in the Inclusion Rules list of the Approval Paths and Rules page. The role is added
to an approval path regardless of the Organization-Location-Job Field structure.

Next Step

Activating an inclusion rule.

Activating an Inclusion Rule
Prerequisite
The Dynamic Approval Routing feature must be activated by Taleo Support.
The inclusion rule must be inactive or draft.
The Manage approval paths user type permission permission is required.

Configuration
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Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click on an inclusion rule.
3. Click Activate.

Result

The inclusion rule appears as active in the Inclusion Rules list so it can be used in an approval path
to include users from approving requisitions or offers.

Deactivating an Inclusion Rule
Prerequisite
The Dynamic Approval Routing module must be activated by Taleo support.
The inclusion rule must be active.
The Manage approval paths user type permission is required.
Configuration
Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click on an inclusion rule.
3. Click Deactivate.

Result

The inclusion rule appears as inactive in the Inclusion Rules list and can no longer be used in an
approval path.

Deleting an Inclusion Rule
Prerequisite
The Dynamic Approval Routing must be activated by Taleo support.
The Manage approval paths user type permission is required.
The inclusion rule must be draft.
Configuration
Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click Delete next to an inclusion rule.
3. Click Yes to confirm the deletion.

Result

The inclusion rule no longer appears in the Inclusion Rules list and is permanently deleted from the
database.

Next Step

Activating an inclusion rule.
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Adding a Role to an Inclusion Rule
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.
The Manage approval paths user type permission is required.
Configuration
Steps
Click on an approval path category.
Click on an inclusion rule.
Click Add next to Roles.
Select from the drop-down list how roles will be included in the approval process.

To select a role, click Search.
Click Save.
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Result

The role appears in the Roles list of the Inclusion Rule page. Users associated to the role will be
requested for approval.

Next Step

Activating an inclusion rule.

Removing a Role from an Inclusion Rule
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.
The Manage approval paths user type permission is required.
Configuration
Steps
1. Under Dynamic Approval Routing, click on an approval path category.
2. Click on an inclusion rule.
3. Click Remove next to the role.
Result

The role no longer appears in the Roles list of the Inclusion Rule page.
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Dynamic Approval Routing Sequence

Sequence
A sequence is the order in which the approvers will be displayed to the user when requesting approval.

Sequences are used in the Dynamic Approval Routing (DAR) feature. A sequence is part of the
approval path and determines the order of approvers (roles) for the assigned context. Roles may

be set as “required” on a sequence so that progress is halted if selected roles are not included. If
these approvers are not available when the path is generated, the user will not be able to proceed in
generating the approval request and will instead be required to contact their system administrator to
proceed. This will allow the system administrator to intervene and review configuration to ensure the
appropriate approvers are in place for the requisition.

Multiple sequences may be active on a path at one time. The sequences are contextualized, so the
sequence can be different for different Organizations, Locations and/or Job Fields. Where DAR is
activated, a sequence must exist. It is recommended that a default sequence be used to ensure
approvals can proceed if a context does not match any other defined sequence.

It is possible to create a sequence and not give it a specific context. In this case, the sequence will
reside at the root level and will apply as the default sequence to be used in any case where a more
specific context matching sequence is not found.

It is important when defining a sequence to include all possible roles that may ever be included in an
approval path. Any invoked role that has no defined sequence will be randomly appended to the end of
the approval path. There is no need to include Onboarding specific roles such as New Hire or Process
Owner as these roles never play a part in approval routing for requisitions or offers.

Note, when the From the manager role up to the number of specified direct reports inclusion rule option
is used, these individuals will always appear first in the sequence before any other approvers.

Configuration

User Type Permissions

Name Location

Manage Approval Paths Configuration > [SmartOrg] Administration > User
Types > Configuration > Approval Path

Creating a Sequence
Prerequisite
The Dynamic Approval Routing module must be activated by Taleo Support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

Configuration

Steps
1. Under Dynamic Approval Routing, click on an approval path category.
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Click on an approval path.
Click Create next to Sequence.
Complete fields as required.
Click Save.
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Result
The approvers will be requested for approval in the selected order.
Next Step

Adding a role to a sequence.

Deleting a Sequence
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

Configuration

Steps

1. Under Dynamic Approval Routing, click on an approval path category.
2. Click on an approval path.

3. Click Delete next to the sequence.

Result

The sequence is removed of the Sequence list of the approval path page, and the sequence will no
longer be executed when the approval path is used in Taleo recruiting.

Next Step

If the approval has no sequence, a new sequence must be created to be able to activate the
approval path.

Adding a Role to a Sequence
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

Configuration

Steps

1. Click on an approval path category.
Click on an approval path.

Click on a sequence.
Click Access the role selector.

o~ wnN

Select at least one role.
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6. Click Select.

Result

The role will appear in the Sequence list of the Sequence page of the approval path.

Removing a Role from a Sequence
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

Configuration

Steps

Under Dynamic Approval Routing, click on an approval path category.
Click on an approval path.

Click on a sequence.
Click Remove next to a role.
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Result

The role no longer appears in the Sequence list of the Sequence page of the approval path.

Ordering Roles in a Sequence
Prerequisite
The Dynamic Approval Routing must be activated by Taleo Support.

The Manage approval paths user type permission must be granted in the SmartOrg User Types
feature.

More than one role must be included in the sequence.
Configuration

Steps

Under Dynamic Approval Routing, click on an approval path category.
Click on an approval path.

Click on a sequence.

Click Reorder.

Select a role.

Move the role with the arrows.

Click Save.
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Result

The roles are presented in the Sequence list in the chosen order so that the role appearing at the
top of the list is the first role to be requested for approval.
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Functional Roles

Functional Role

Functional roles are roles functional in nature and are involved in approval workflows because of their
function. A role is used to choose users that will be assigned to approve a requisition or an offer based
on contextualization.

Functional roles are used in the Dynamic Approval Routing (DAR) feature.

Each role must have a single default user assigned. Each role may also have users assigned for
specific Organization-Location-Job Field structure and from there are called into play in approval
workflows when objects are created for their structure. If a workflow has a rule invoking the inclusion
of a functional role, the best matching user will be assigned the task. A user can have many functional
roles. Functional roles are also used for Onboarding.

The configuration of functional roles is done in the Taleo Configuration menu, via the Functional Roles
feature.

When creating functional roles:

* Give it a name and a code.

* Assign a default assignee.

» Assign other assignees and associate them to an Organization-Location-Job Field structure. For
example, you are creating an HR Leader role. You select John Smith as an assignee and associate
him to the Canadian Operations organization. As a result, John is now the HR Leader for the
Canadian Operations. When a functional role is invoked in an approval process the best matching
employee for the role will be used. If there is no matching employee for the OLF context, then the
default assignee will be used. It is possible to have multiple assignees have the same functional
role in the exact same context. Only one of these approvers will be required to act as the approver
on behalf of the entire set of users with that functional role and context when this is the case.

Once the employee structure of reporting relationships and all functional and hierarchical roles have
been created, system administrators can begin using the Dynamic Approval Routing module to define
the business rules for how approval workflows will operate. This module is implemented distinctly for
each requisition type. So the steps outlined below would need to be repeated for the requisition types
for which the system administrator plans to implement Dynamic Approval Routing.

Configuration

User Type Permissions

Name Location

Manage Functional and Hierarchical Roles Configuration > [SmartOrg] Administration >User Types
> Configuration > User Management

View Functional and Hierarchical Roles Configuration > [SmartOrg] Administration >User Types
> Configuration > User Management
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Creating a Functional Role
Prerequisite
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Functional Roles
Steps

1. Click Create.
2. Complete the fields.
3. Click Save.

Result
The new role appears in the Functional Roles list.
Next Step

Activating a functional role.

Editing a Functional Role
Prerequisite
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Functional Roles
Steps

1. Clickon arole.

2. Click Edit next to properties.
3. Change fields as required.
4. Click Save.

Next Step

The name and description of the functional role is modified.

Activating a Functional Role
Prerequisite
The functional role must be draft or inactive.
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Functional Roles
Steps

1. Click on arole.
2. Click Activate.

Result

The role will be available in the role selector when creating an approval path. The role can no longer
be deleted.
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Deactivating a Functional Role
Prerequisite
The functional role must be active.
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Functional Roles

Steps

1. Click on arole.
2. Click Deactivate.
Result

The role will no longer appear in the Role Selector page when creating or editing an approval path.

Deleting a Functional Role
Prerequisite
The functional role must be draft.
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Functional Roles

Steps
Click Delete next to the role.
Result

The functional role is permanently deleted from the database and will no longer appear in the
Functional Role list.

Selecting a Default Assignee for a Functional Role
Prerequisite
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Functional Roles

Steps

1. Click on arole.

2. Click Edit next to Properties.
3. Select a default assignee.
4. Click Save.

Result

When requesting an approval, if no other users are selected for the role, the default assignee will be
called upon for an approval using this role.

Adding an Assignee to a Functional Role
Prerequisite

The Manage roles user type permission must be granted in the SmartOrg User Type feature.

Configuration Guide Taleo Recruiting FP12A 304



Approvals Functional Roles

Configuration > Functional Roles

Steps

Click on a role.

Click Create next to Assignees.
Click Search.

Select a user.

Click Save.
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Result

The selected user appears in the Assignees list of the role.
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Hierarchical Roles

Hierarchical Role
Hierarchical roles are the explicitly defined roles in the organization and their order of relationships.

Hierarchical roles are used in the Dynamic Approval Routing (DAR) feature to define how high up in
the organization hierarchy certain approval processes will need to reach. Only one hierarchical role can
be assigned to a user.

Example: Senior Vice President > Vice President > Sr. Director > Director > Manager.

The creation of hierarchical roles is done in the Configuration menu, via the Hierarchical Roles feature.
The system administrator can associate users to a hierarchical role via the Hierarchical Role feature.
However, it is recommended to use an employee integration to associate users to their hierarchical
role so that this information stays current and synchronized with the HRMS.

When creating hierarchical roles:

» Start from the top of the organization and go down. It will be easier to associate subordinate roles if
the highest level is active first.

» Create codes that will allow to sort them in an order that represents their hierarchy. In this example,
the Team Leader reports to the Manager, the Manager reports to the Director and so on.

» Specify the superior role in the Hierarchy section. For example, if creating the Manager role, the
hierarchy could be Director, meaning that the Manager will report to the Director.

» Several users can be associated to one hierarchical role, but a user may only be associated to one
hierarchical role.

Configuration

Manage Functional and Hierarchical Roles Configuration > [SmartOrg] Administration >User Types
> Configuration > User Management

View Functional and Hierarchical Roles Configuration > [SmartOrg] Administration >User Types
> Configuration > User Management

Creating a Hierarchical Role
Prerequisite
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Hierarchical Roles
Steps

1. Click Create.
2. Complete i the fields.
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3. Click Save.
Result

The new role appears in the Hierarchical Roles list and can be used to choose the superior role of a
hierarchy.

Next Step

Selecting a superior role.

Activating a Hierarchical Role
Prerequisite
The hierarchical role must be draft or inactive.
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Hierarchical Roles
Steps

1. Inthe Hierarchical Roles list, click on a role.
2. Inthe Hierarchical Role page, click Activate.

Result

The role will be available in the Role Selector page when creating an approval path. The role can no
longer be deleted.

Next Step

Selecting the superior role.

Editing a Hierarchical Role
Allows a system administrator to modify the name and description of a hierarchical role.
Prerequisite
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Hierarchical Roles
Steps

1. Inthe Hierarchical Roles list, click on a role.

2. In the Hierarchical Role page, click Edit next to Properties.
3. Inthe Role Editor page, change fields as required.

4. Click Save.

Deactivating a Hierarchical Role
Prerequisite
The hierarchical role must be active.
The Manage roles user type permission must be granted in the SmartOrg User Type feature.

Configuration > Hierarchical Roles
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Steps

1. Inthe Hierarchical Roles list, click on an role.
2. Inthe Hierarchical Role page, click Deactivate.

Result

The role will no longer be available when creating an approval path and when selecting a superior
role.

Deleting a Hierarchical Role
Prerequisite
The hierarchical role must be draft.
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Hierarchical Roles
Steps
In the Hierarchical Roles list, click Delete next to a role.
Result

The hierarchical role is permanently deleted from the database and will no longer appear in the
Hierarchical Roles list.

Selecting a Superior Role
Allows a system administrator to select the role that will be at the top of the hierarchy.
Prerequisite
The hierarchical role must be inactive or draft.
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Hierarchical Roles
Steps

1. Inthe Hierarchical Roles list, click on a role.

2. Inthe Hierarchical Role page, click Select next to Hierarchy.
3. Inthe Role Selector page, select a role.

4. Click Select.

Result

The selected role will be the first one to be solicited in the approval path using this role.

Adding a User to a Hierarchy
Prerequisite
The Manage roles user type permission must be granted in the SmartOrg User Type feature.

Configuration > Hierarchical Roles
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Steps

1. Inthe Hierarchical Roles list, click on a role.

2. Inthe Hierarchical Role page, click Add next to Users.
3. Inthe User Selector page, select a user.

4. Click Select.

Result

The user will appear in the users list of the hierarchical role. The selected user will be called upon
when an approval path uses this role.

Removing a User from a Hierarchy
Prerequisite
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Hierarchical Roles
Steps
1. Inthe Hierarchical Roles list, click on a role.
2. Inthe Hierarchical Role page, click Remove next to a user.
3. Click Yes to confirm the deletion.
Result

The user no longer appears in the users list of the hierarchical role. The selected user will no longer
be called upon when an approval path uses this role.
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Assignees

Creating an Assignee
Allows a system administrator to add an assignee to a functional role.
Prerequisite
The Manage roles user type permission must be granted in the SmartOrg User Type feature.

Configuration > Functional Roles

Steps

1. Inthe Functional Role page, click on a functional role.
2. Inthe Role page, click Create next to Assignees.

3. Inthe New Assignee page, click Search.

4. Inthe User selector, select a user.

5. Click Select.

6. Click Save.

Result

The selected user will appear in the Assignees list of the role.

Deleting an Assignee
Allows a system administrator to remove an assignee from a functional role.
Prerequisite
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Functional Roles
Steps

1. Inthe Functional Role page, select a functional role.
2. Inthe Role page, click Delete next to the assignee.
3. Click Yes to confirm the deletion.

4. Click Save.

Result

The deleted assignee no longer appears in the Assignees list of the role. The assignee will no
longer be called upon for approval when the role in which it was included will be used in an approval
path.

Associating an Assignee to an Organization, Location or Job Field
Allows a system administrator to contextualize the use of an assignee in a role.
Prerequisite

The assignee must be created.
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The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Functional Roles

Steps

Click on a role.

Click on an assignee.

Click Add next to Organizaiton, Location or Job Field.
Make a selection.

Click Select.
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Result

The assignee will be available in Taleo Recruiting only if the Organizaiton, Location or Job Field
matches the Organizaiton, Location or Job Field specified for the requisition or the offer for which an
approval is being requested.

Dissociating an Assignee from an Organization, Location or Job Field
Prerequisite
The assignee must be created.
The Manage roles user type permission must be granted in the SmartOrg User Type feature.
Configuration > Functional Roles
Steps
1. Click on arole.
2. Click on an assignee.
3. Click Remove next to an organization, location or job field.
Result

The assignee will be available in Taleo Recruiting when requesting an approval for any organization,
location or job field.
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Correspondence Message Templates

Message Templates

Message Template
A message template is an e-mail model used to send correspondence.

Message templates are used whenever a notification or e-mail is sent via the application. Message
templates can be used, for example, during a process review, interview scheduling, approval process,
candidate selection workflow, etc.

Message templates are available via the Configuration menu:

* Message templates under Configuration (Security) are messages relating to the security of Taleo
Enterprise products. They are system-generated messages provided by Taleo. For details, see
Security Message Templates.

» Message templates under Specific Configuration are messages specific to each Taleo Enterprise
product. Taleo provides system-generated message templates. But new message templates can
also be created. Paragraphs are added to messages. They can be accessed directly, or from within
a message template.

System-generated message templates can all be edited by system administrators. Many system-
generated message temp