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Configuring your Company Default Settings

The Company Configuration section contains all the default settings for your company. We
recommend you configure all the default settings prior to configuration of your platform. All changes
performed here have an impact on the whole platform and are visible to all users.

Accessing Configuration Pages

To open the TalentLink Configuration pages:

1. Type your URL and log in as the system administrator.
2. From the Settings section of the left dynamic menu, select System Administration.

+ Home

v Reqguisitions

+ Candidates
Communication Center

Reporting

Configuration
v Learning
v Career Planning
v Succession Planning
v Performance Management
v Development Planning
v Competency Management
v Time Sheet
=] Settings

v Forms & Questionnaires

v Communication Templates

v System Administration

v User Management
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Company Configuration Settings

1. On the Configuration page, select Company Configuration.

First = Home > Configuration

CONFIGURATION

Global System Administration

Company Configuration

Currency Maintenance

Modules
Organization Breakdown Structure
Document Security Management

From the Company Configuration page you can configure the following default values for your
company:

Default configuration settings (see page 14)

Role assignment (see page 18)

Search and matching configuration (see page 19)
Hiring process (see page 20)

Front office web services (see page 21)

Account mail templates (see page 22)

® Many of the configuration settings can also be assigned on a per organisation basis, or even per
individual user (such as granting mobile access or creating an email signature).
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Default Configuration Settings

Some settings here will apply to your whole system, while others are global default settings that can
be modified across the lower organization levels if required.

COMPANY CONFIGURATION

Default Configuration

Company Mame Explore
Display Company name in Header Path o
Mobile Access v
Default corporate branding NewCo ¥ |
Default Supplier Portal Branding Standard v |
User Default Email Signature Corporate company signatu @-l x ]_@l
User Default Letter Signature Corporate company signatu @-[ b ]_@
Language English (UK} v
List of enabled Languzages I_I Bulgarian Iil Portuguese (BR)
L Czech ¥ German
| English (US) #| Finnish
#| Hungarian ¥ Ttalian
¥ Norwegian ¥ polish

Company Name
The company name users enter on the login page, and which appears on job offers.

Display Company Name in Header Path
Display the name of your company in the top-left corner of the navigation bar on all pages.

‘Expll:ure =Home = Configuration = Company Configuration

COMPANY CONFIGURATION

Default Configuration

Company Name Explore

Page 14



Lumesse

Mobile Access

Specify whether all users can access the mobile version of TalentLink on their compatible mobile
devices. Users will log in using the same credentials they use when logging into the back office. If you
do not want to assign this globally you can leave the option unselected and assign access per
organization or to individual users.

Default Corporate Branding

Specify the default corporate branding that all users see when they log into TalentLink. If you wish to
create different branding specifications per organization, or for different users, you can work with
your Lumesse consultant to create one or more branding specifications that can be assigned at lower
levels.

Default Supplier Portal Branding
Specify the default supplier branding that applies to Supplier Portals.

User Default Email Signature
Select a pre-defined default email signature for all users in the slice.

User Default Letter Signature
Select a pre-defined default letter signature for all users in the slice.

@® Forinstructions for creating signatures refer to Creating Signature Templates (see page 320).

& X
® To select a signature click “—~. To clear click “Z+. To preview click @J
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Language

Set a default language to be used when sending emails relating to user accounts (password
modification, account activation, and so on). Each user will be able to modify this in their User
Preferences.

List of Enabled Languages
Select the languages to use on the platform. All values within the List of Values (LOVs) need to be
translated in the activated languages so that users see the values in their own language.

Currency EUR v

Currency Rate On Slice Leval ) ves ® Ng

Duplicate Candidates per Organisation ) Yo @ Ng

Duplicated candidates verification method @ ) )

(When duplicatad candidates are detected using the selectad ® Standard (Default duplicate check algorithm, Ched
FEJTE? the candidate’s records are automatically merged into one () Configurable Duplicate Checking Rules
Automatic primary employes ID genaration on slice level ® vos L No

Automatic primary position ID generztion on slice level ® Yog ) No

Automatic primary job ID generation on slice level ® Yos L No

Automatic primary job family ID generation on slice level ® Yos L No

Default date and time format used for user creation ddimmiyyyy ¥ | hhomm v’
Date format usad for candidate application process Defing

Allow zpplicants to re-zpply for 2 position ) Yes @ Ng

URL to 2ccess the Login Page (usad zlso in the content of Event Motification) https:/femeal mredtalentlink.com
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Currency
Select the default currency in use across the slice. The values that appear here are set by the GSA in
the Currency field (from the Configuration page select Standard Field Activation then Currency).

Currency Rate on Slice Level
If set to Yes, you can define slice-level default (base currency) and currency rate values. If set to No,
you can define default (base currency) and currency rate values at the department level.

Duplicate Candidates per Organization

A duplicate is a candidate who has two or more records across an organization. For example, they have
applied for jobs with two or more of a recruitment company's end clients. By default the system
merges these candidates into a single candidate (provided their first name, last name and email
address/alternative email address all match). This prevents duplicate candidates existing for an
organization.

If you select this option, such candidates are not automatically merged across the organization. This is
most likely to be of use in recruitment companies that are recruiting for more than one employer, and
the same candidate may therefore apply for jobs with more than one company.

Duplicated Candidates Verification Method

(Used in conjunction with Duplicate Candidates per Organization) If Standard is selected duplicate
candidates are checked using the system defaults (first name, last name and email
address/alternative email address). If Configurable Duplicate Checking Rules is selected additional
options will appear such as Social Security Number, Zip Code, etc. Selecting any of these options adds
them to the list of items used to check for duplicate candidates.

These checking rules are applied at slice level; you cannot set different checking options for local
organizations.

Automatic Primary Employee ID Generation on Slice Level
Specify whether a new employee’s ID will be generated automatically at slice level.

Automatic Primary Position ID Generation on Slice Level
Specify whether a new position’s ID will be generated automatically at slice level.

Automatic Primary Job ID Generation on Slice Level
Specify whether a new job's ID will be generated automatically at slice level.

Automatic Primary Job Family ID Generation on Slice Level
Specify whether a new job family's ID will be generated automatically at slice level. (A job family is a
group of roles or functional names, for example Marketing, Sales, and so on.)

Default Date and Time Format used for User Creation
Specify the default date and time format for all new users. Users can change this afterwards to suit
their preference.

Date Format used for Candidate Application Process
Select the date format to be used when a candidate applies for a post. Clicking Define opens a new
window where you can select different time formats for different languages.

Allow Applicants to Re-apply for a Position
If Yes is selected candidates can reapply for a position where they have previously been rejected. If
No is selected a candidate can reapply but will be automatically assigned a status of Rejected.

Login and Event Notification URL

Default address proposed to the user for email notifications sent by the system (for new tasks,
candidates or availabilities that need to be defined). The user has direct access to the platform login
page from the email received.
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Size it for any Upload Document 2048 " kB (Maximum Size: 2048 kB)
Enable Auto-closing & ves Mo Period before Auto-Close 3p Days
Activate automatic archiving of employee candidate data & Yag No
Alovw mmanual archiving of active candidates 2 Yes N

Restrict glowed [P addresses to
(Please provide comma delmited lst of IP addresses. Leave ampty I you do not want to define any rules. Use "-" to define ranges. Exampla: 10

airmitad
Max number of days to norease the contract length without creating contracty

EXLEnson

Size Limit for any Upload Document
Maximum file size for user and candidate document uploads.

Enable Auto-Closing

When a job is created in TalentLink the recruiter must specify the number of hires for the position.
Auto-closing closes the job automatically when the specified number of hires has been reached. All
other active candidates are automatically put in a Closed status so they can be considered for
archiving in accordance with the Data Privacy rules. Candidates will not receive a notification email.

Period before Auto-Close
This sets the default number of days before the auto-close process begins; the clock starts ticking from
when the last hire is made for the position.

Activate Automatic Archiving of Employee Candidate Data
If Yes, employee candidates can be automatically archived under certain conditions, for example,
employees with an unlimited contract.

Allow Manual Archiving of Active Candidates
Active candidates can be manually archived by users who have the appropriate rights.

Restrict Allowed IP Addresses to
TalentLink can only be accessed from the URLs specified here. The list of addresses can be configured
as a single comma delimited list.

Max Number of days to Increase the Contract Length Without Creating Contract Extension

This option forces recruiters who want to modify the dates of not yet accepted condition forms to
enter a new contract end date that is no higher than the maximum number of days set here. For
example, if the value is 3 you can only specify a new contract end date that is equal to the previous
end date plus a maximum of three days.

Role Assignment

Role Assignment

Standard Recruiter EI
when sending Candidate / Applicant to a User
Standard Recruiter

when sending Requisition to a User

Enable Mamed Access using
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Enable Named Access Using

When assigning a candidate file, assigning an applicant, or sending a job to a user, you can assign a role
to the recipients that allows them to access the sent items even if they are not authorized (based on
their standard profile).

® Seek your TalentLink consultant’s advice before changing these options as these settings affect the whole
company and any sub-organizations.

Search and Matching Configuration

This section appears if Matching functionality is activated for your slice.

Search and Matching Configuration

Search Engines K2 Idol Search Engine

Matching - Candidates for a Job K2 Matching - Candidates for a Job
BurningGIass Matching - Candidates for a Job

Matching - Jobs for 3 Candidate Mot Available

Matching - Candidates like a Candidate Mot Available

Apply To All Organizations D ves @ Mo

Search Engines - K2 Idol is the default search engine for TalentLink. This cannot be changed.

Matching - Candidates for a Job - There are two methods for automatically matching candidates to
requisitions with TalentLink Recruiting:

K2 matching (also known as Profile matching), uses an online form type called Profile to identify candidates
who match specific criteria

BurningGlass matching is a value-added service that must be activated by Lumesse. This enables
automated matching of candidates to requisitions

If matching functionality is activated you can choose to Apply To All Organizations or none.
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Hiring Process

Hiring Process

Allow concurrent Hiring Processes @ Yes @ Mo
When checking for concurrent contracts check for @© Only accepted contracts @ All contracts
Allow candidates to negotiate offer @ ves © Mo

Allows to hire candidate(s) outside of the hiring @ Yes @ No

OrOCess
Headcount warning when creating new contractApplication statuses to be considered:
plig=]

Offer accepted
Offered

Accepted

Anticipated
Auto-closed
Auto-Declined
Cancelled

Closed

Completed
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Allow Concurrent Hiring Processes

If Yes is selected, when a single candidate is in a Hired, Offer Accepted or Offered status on multiple
positions, users will receive a warning prompt that another hiring process is active for the same
period.

When Checking for Concurrent Contracts Check for

If Only accepted contracts is selected, the system looks only for contracts that are Accepted and that
have start and end dates which overlap the specified period (so the current behaviour should remain
unchanged).

If All contracts is selected, the system performs a concurrent contract check by looking for all
contracts that have start and end dates which overlap the dates of the contract being
created/modified.

Allow Candidates to Negotiate Offer
If Yes, a candidate can negotiate the terms of any offer made to them through TalentLink. The email
received by the candidate will contain a Counter Offer button, as well as buttons to Accept or Decline.

Allow to hire Candidate(s) Outside of the Hiring Process
If Yes, a Quick Hire option will be available for every step in the Selection Process. This enables users
to skip any remaining steps and change the candidate’s status to Hired.

Submission for PROGRAMME ADMINISTRATOR - NARG3619 is In Process Since 2

Selection Steps I Additional Tasks Hiring Process

Submission date:
\/ Submission Details Roberts James
Sourcing Channel:

Start
\/ Recruitment Team Sift .
Perform
Application Review - Line Manager Put on hold
Applicant has a Disability Beject
Withdraw
1st Interview Continue
SHL Test I Quick Hire E |

Contact by Email

Headcount Warning when Creating new Contract

This enables you to define the application statuses to be considered in the available headcount check.
If this checkbox is selected, when the requisition headcount configured here has been reached,
recruiters will receive a warning message when trying to create an offer.

Front Office Web Services

This section enables you to define the URL to be included in emails sent to candidates.

Front Office Web Services - Calendar Event

@ Event Scheduling url will be included in ermails sent to the Candidate. Provide customn url if your site uses Calendar
Event WS. If no url is provided the ermail will include the url of the generic event scheduling site.

These seftings apply to all local organizations, unless specified differently at organization level.

@ se generic site url
) Global customn url
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Account Mail Templates

This section enables you to assign system notification emails to be used for User Activation, User
Account Confirmation and User Forgot Password.

Account Mail Templates

ser Activation BG:Activation BG, BR:Activation BR, CH:Activation CH, CM:Activ:
User Account Activation Confirmation BG:Activation Confirmation BG, BR:Activation Confirmation BR,
User Forgot Passwaord BG:Forgot Password BG, BR:Forgot Password BR, CH:Forgot |

Clicking inside the grey areas causes a new window to appear where you can preview and select the
templates for each language. These email templates are managed from the left dynamic menu by
selecting Settings>Communication Templates then selecting Email used in Administration from the
Document Type dropdown list.
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Managing Currency Conversion Rates

The currency conversion feature enables you to define and manage conversion rates for the currencies
you work with. This makes it possible for you to track costs in different currencies and produce reports
in the currency of your choice. You can:

Add and edit conversion rates
Define the date interval a conversion rate is valid for

Keep a history of conversion rates with their dates

@® Currency conversion rates are ONLY applied to Talent Management functionalities: defined currency
settings are NOT taken into account when adding a cost entry to a requisition or when defining a contract
for a new hire.

In the global configuration settings Settings > System Administration > Company Configuration, you
can apply default (base currency) rates across the whole slice, or define them at department-level.

If Currency Rate on Slice Level is set to Yes, you can define slice-level default (base currency) and
currency rate values.

Currency EUR v
Currency Rate On Slice Level Yes '® Mo

If Currency Rate on Slice Level is set to No, you can define default (base currency) and currency rate
values at the department level.

CURRENCY CONVERSION RATE

*
Departments Sales Demo Org UK Izl

Base Currency * Please select Izl ﬁl

Current Currency Rate

Currency Currency Rate

»

AED

AFMN

ALL

AMD 4,000
AMG

ACIA

ALD

AWG

m
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Currency Conversion Rate

@® Only users who are assigned the role HR Admin can configure currency conversion rates. The HR Admin
role is used to support Talent Management enhancements in TalentLink.

When defining currencies you cannot define more than one conversion rate per day. You cannot enter
a rate for the base currency, which is always 1.

1. From the Settings section of the left dynamic menu, select System Administration, then
Currency Maintenance.

The Currency Conversion Rate page is displayed.

CURRENCY CONVERSION RATE

Departments * Zales Demo Org UK E|

Base Currency * Please select Izl E‘

Current Currency Rate

Currency Currency Rate

AED ~
AFM

ALL

AMD 4,000

ANG

AQA

ALD

AWG

m

2. From the Department dropdown list select a department to set its currency rate.

3. From the Base Currency dropdown list select the currency to be used as the base for the currency
conversion then click Save.

4. Click OK to confirm your action.
5. Inthe Current Currency Rate section, select a currency to set its rate. If rates have already been
set for currencies they are displayed in this section.

You can now view the History of the Currency (see page 25) or Edit the Currency Conversion Rate (see
page 25) as required.
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History of the Currency
After you select a currency, any history associated with it is displayed.
History of the EUR Currency

From Date Juin

To Date T

Filter

From Date To Date Rate
22/07/2013 1.120

You can view the history by From Date and To Date or filter the information as required.

Editing the Currency Conversion Rate

1. Select a Currency from the list and type the Rate you require, then click Save.

Edit Currency Conversion Rate

Currency EUR

Date Z2072013

Rate [1.150

[Son | Gacel

2. Select a Date from which the rate will take effect.

@® You cannot have gaps in the dates: a rate for a currency is valid until the next rate for the same
currency starts.

CURRENCY EFFECTIVE DATE

Flease select an effective date
@ Today

@ Effective Date

=3 G2
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If you select Effective Date you can either type a date manually or click the calendar icon to display a
pop-up calendar.

CURRENCY EFFECTIVE DATE

Please select an effective date

Today

@ Effective Date | 1
July, 2013 =
,—1 €. <, Today R
E Mon Tue Wed Thu Fri Sat Sun
1 2 3 4 5 & 7
g 9 1w 1 12 13 14
15 1 17 18 18 20 21
BZ] 2 24 5 x 27 25—
29 30 3
Select Date

@® You can only select Today or an earlier date. You cannot select a date that is later than today's date.
If you select Today and save the new rate you cannot specify any rates for earlier dates, although
you can change the rate for today.

3. After you specify the date click Save.

The new rate is displayed in the Current Currency Rate section and a new record is displayed in the
History section.
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Activating Modules

The GSA can activate the required modules to enable users to use the additional features. This is done
at organization level.

How to Activate a Module
1. From the Settings section of the left dynamic menu, select System Administration, then
Modules.

The Modules Configuration page displays a list of available modules/features.

MODULES CONFIGURATION

Departments

Departments - DACH r

Modules/Features

#| Talent Acquisition
#| Timeshest
#| Offer and Hirs

#| Hires Planning

=3

2. From the Departments dropdown list, select the required organization.

3. Select the modules/features you want to activate. Deselecting a module turns it off at
organization level.

4. Click Save.
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Managing Organization Breakdown Structure and Properties

TalentLink’s security model is based on the Organization Tree. There is a level 0 Company Node, then
multiple level 1 organizations, followed by unlimited levels of child units.

The organization structure can be configured in different ways. For example:

* * * +* <+

>
>

Functional areas (Marketing, Sales, Finance)

Location (Europe, Asia, North America, UK, France, India, China)
Activities (Qilfield, Network solutions)

Companies (Holdings, Offices)

Customers (useful for recruitment outsourcing process companies who run recruitment for several
organizations)

Recruitment-based (Permanent, Contract, Students, Internships, Senior, Junior)
Divisions

Products (Plastics, Steel)

The following organization structure is based on Locations and Functional Areas:

Level 0 ===3 Organization

Level 1 === United Kingdom

Level 2 ===

Level n

Why do you need an Organization Breakdown Structure?

Creating an organization structure enables you to:

Yy ¥y ¥ v

Give users access to information within a sub-organization, but not necessarily across the whole company
Restrict user access to specific sub-organizations
Configure local organizations differently from the global default settings

Create different branding from the global back office branding
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Define specific processes per organization such as Job Approval Process, Application and Selection
Processes, Referrals, etc

How Settings are Inherited

In general, all settings from a parent node are inherited by the child organization, provided that those
settings are not configurable at child level as well.
Key Configuration Rules

Some settings are configured at Company Configuration (level 0) and are in force for the whole Account
(all organizations). These include:

Languages enabled
General selection rules (concurrent hiring processes, re-application possibility)
Document upload size limit
Auto-closing possibility
Role assighment settings
Search and matching configuration
For more information refer to Default Configuration Settings (see page 14).
Level 1 organizations carry crucial settings that are inherited by all child organizations that sit below them.
These include:
Approval process
Selection process
Application process
Communication templates
Posting sites configuration
Pools management
Default job requisition and condition form formats
Document security settings
Data privacy statement settings
Configurable field management

These settings may vary between different level 1 organizations and it is therefore important to
understand which level 1 organization is parent to each level 2 — level n organization.
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Jobs are created in any level 2 —level 1 organization.

”

_E{ Sales Demo Corp

Company (level 0) settings

(& [ Asi
4 |3 cEO Office

El Global Communications Office
4 3] CIR Office

Asia (Org level 1) settings with effect on child nodes:

Procesz Management (4pproval, selection, pplication)
Communication Templates Management
Posting Sites Manazement

Pools Aanagement

Job Requizition and Caondition Farm Formatz

F ] E{Merchant Banking
E| Corporate & Institutional Banking
|E| Global Markets
|E Securities and Fund Services

[> E{ Retail Banking

T . .

l—l Public Affairs Securty and Prvacy Settings

. |l| Venturing Configurable Fields fhanagement )

" . . . N
4 |t Europe Europe (Org level 1) settings with effect on child nodes:

Process Management (approval, selection, application )
Communication Templates Management
Pozting Sites fhanagement

Pools fitanagement

Job Requizition and Condition Form Formats
Securty and Privacy Settings

Confizurable Fields Management
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Accessing your Organization Breakdown Structure

The Organization Breakdown Structure (OBS) is accessed from the Configuration page.
1.

From the Settings section of the left dynamic menu, select System Administration.

Home

Requisitions
Candidates
Communication Center

Reporting

Configuration

Learning

Career Planning
Succession Planning
Performance Management
Development Planning
Competency Management
Time Sheet

Settings

v Forms & Questionnaires

v Communication Templates

v System Administration

v User Management
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Global Systems Administrator's access to the Organization Breakdown Structure

The GSA can create a new organization (with or without sub-organizations) or refine the existing

organization tree by clicking Organization Breakdown Structure in the Global System
Administration section.

CONFIGURATION

Global System Administration

Company Configuration

Currency Maintenance

Modules

Organization Breakdown Structure

Document Security Management

Local Systems Administrator's access to the Organization Breakdown Structure

The LSA can create and manage organizations (unlimited levels) for their own Level 1 organization.
If you have access to only one organization click Organization Breakdown Structure.
If you have access to more than one organization select your organization in the Administration dropdown

list then select Organization Properties.

Administration Sales Demo Org UK ﬂ

Confgurable Feld Management

ant Check List
- OBS Level 2 6 Select Values
R — - Default Job Workflow SDOUK - defaukk approval
1. -;.-- r- ‘-.. rannal Lict - Default Selection Process SDOUK - Standard
- Default Onboarding Process Nane
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Navigating your Organization Structure

The Organization Management page displays a graphical representation of the company organization.

Organization Name
Search for organization ]
Shanghai
a [raFirst Level O s Code
X ACE Job Library APAC-CN-5H
2 Almgrens Ltd. Organization Description
. ALTAMA
> ADK1 Assigned users
> ADK2 L
P APAC Level 1 N — SelectRole —  any role
4 China Level 2
[=] Shanghai Level 3

Parent nodes are indicated by next to their name.

If the organization unit does not have any child nodes (=] appears next to its name.
1. To locate an organization type its name into Search for organization or click the nodes to expand
the lower levels.
To collapse a node, click it again.

2. Click the organization name (at any level) to view selected organization properties (Name, Code,
Description).
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How the Security Model Works

The security model enables you to assign roles to users within a given organization. Users with rights
and roles in organization A will not have access to data specifically for organization B. As the
Organization Chart is strictly connected with User Management, in the Organization Management
section you can easily view assigned users, create new users and grant roles.

The organization tree always reflects actual dependencies and presents the full node from level 0
down to the level where you have roles assigned (even if you do not have roles in parent departments).

You can only select departments in which you have rights assigned. You cannot select departments for
which you have no rights assigned, even if the departments are visible on the tree.

You can expand/collapse the departments for which you have no rights assigned.

4 [RQATAT
4 |3 Essex County Coundl doesn't have rights Expandable/Collapsable
4 Adults Health and Commurnity Welbeing doesn't have rights Expandable/Collapsable

[=] Adult Community Learning has rights SELECTABLE
a Almgren doesn't have rights Expandable/Collapsable

[=] Almgren subdept1 has rights SELECTABLE

All other OBS level 1 nodes are not visible, because user doesn't have
any rights in any subdepartments to those OBS level 1.
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Organisation Name
Search for arganization
HR. LLIT
-~
a [BFirst e | Code
4 Sales Demo Org UK HRLUT
[ Finance Organisation Description
a HR.
3 pdcic Assigned users
(=] [HR LUT| 3
Limaarie) --- SelectRole - any role E
[=] HRWEN
b I
[=] Marketing
[#] Operations And.re Linossier
& Sales _— Anr::el Chen
[ Sales Demo SE As _WATSON
Chris Kelly
b SandBox .
Christy Yau
[ 5G Dema
Damon Soards
[ South Africa Emily You
k- Squarene Global Administrator
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Managing Organization Breakdown Structure (OBS)

GSA users can alter the organization structure by adding, deleting and editing nodes (LSAs can alter
their local organization structure). These actions are available from the node menu.

1. Right-click on a node name to display the menu.

4 [r[First
4 Sales Demo Crg UK
3 Finance
4 HR

[=] Marketing
[=] Operations
[=] Sales

In the example above, the user wants to add a new child organization to the level 3 organization HR
Luton. The new node will be a level 4 organization and will inherit its basic properties from the parent
level 1 organization.

The only action available for the Company Node (level 0) is Add Child Node. It is not possible to edit or
delete the level 0 node.

Definable Organization Properties depend on the organization levels. A Level 0 organization
(company) defines the most general settings. For more information refer to Default Configuration
Settings (see page 14).

For lower levels, a distinction must be made between level 1 organizations and sub-level child nodes.
Level 1 organizations define a number of properties which are inherited by all dependant child
organizations. It is not possible to overwrite these settings at child organization level.

The following table lists the definable properties for Level 1 Organization Breakdown Structures and
child organizations along with any inheritance pattern.

Level 1 Child nodes | Description

Property to Level 1

Organization Name Name and Code of the organization. Both must be

Code unique. The Code is used as a prefix for system

Description generated job numbers created in this organization.
You can also provide a description of organization.

Mobile Access Inherited Gives users access to the mobile version of TalentLink.
This can be switched off for individual users.

Currency for Cost Inherited The Currency used to calculate costs in the

Tracking organization (see page 23).

Default Document Inherited Enables or restricts access to documents (see page 50).

Security Rule
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Level 1 Child nodes | Description

Property to Level 1

Organization Name Name and Code of the organization. Both must be

Code unique. The Code is used as a prefix for system

Description generated job numbers created in this organization.
You can also provide a description of organization.

Data Privacy Inherited All candidates who are hired take this value as their

Statement for Hires DPS.
If country-specific data retention periods have been
activated (see page 275) this setting is not available.

Default Data Privacy |Inherited Default DPS. This value is used as the default DPS at the

Statement local Career Site. If a candidate applies through the
Career Site that is local to this organization the default
DPS value is displayed. Candidates can overwrite this
setting.
If country-specific data retention periods have been
activated (see page 275) this setting is not available.

Expiration period for |Inherited The number of days (between 1 and 30) after which a

job invitations job invitation sent to candidates expires.

Show date of birth in |Inherited Relates to the Age Discrimination Act. Specifies

PIF whether to display the candidate's date of birth and
age in the Back Office.

Enable Candidate Age |Inherited Relates to the Age Discrimination Act. Defines whether
it is possible to search for candidates by age in the Back
Office. The default value is No.

Search Inherited Enable Candidate Age Search is only displayed when
Show date of birth in PIF is set to Yes.

Enforce Salary Range |Inherited The Salary offered in the condition form must be within

Check the range defined in the job requisition.

Standard (flexible) Job | Inherited Specifies the type of job advert available. Selecting the

Ad Template checkbox enables users to create job adverts.
De-selecting the checkbox enables use of a job advert
template which contains information pre-defined by
the GSA/LSA.

Interview schedule in |Inherited Activates the Interview Scheduler tab, which then

job context

becomes visible on all requisitions. Interview
Scheduler enables line managers to group their
interview slots together for a specific requisition,
rather than making those slots available to any
requisitions.

® Once this feature is activated it cannot be
switched off (the checkbox cannot be unticked).
The Interview Scheduler tab will remain visible to
users, but it does not have to be used.
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Level 1 Child nodes | Description

Property to Level 1

Organization Name Name and Code of the organization. Both must be
Code unique. The Code is used as a prefix for system
Description generated job numbers created in this organization.

You can also provide a description of organization.

OFCCP feature general | Inherited Settings related to the OFCCP module (OFCCP activate
settings search, maximum record limit and enforce invite to
express interest).

Where the OFCCP is activated for the organization, the
OFCCP activate Search-Recording feature must be set
to Yes. This ensures where there is a possibility to
reject a candidate the recruiter must provide a reason
for rejection.

Default Organization |Inherited Company logo and colours as a part of the User
Branding Interface (Ul).

Default Organization |Inherited The default branding assigned to the supplier portal /
Supplier Branding agency.

This option is only available where the supplier portal
branding has been defined.

Email signature Option to Communication template used to create email
inherit signatures in the organization. (see page 320)

Letter signature Option to Communication template used to create letter
inherit signatures in the organization. (see page 320)

Rating Scale for Inherited Enables users to assign a ranking to candidates using a

Candidates subjective scale.

Accepted upload file |Inherited List of acceptable file types that a candidate can

extensions for upload (see page 39).

candidate

Recruitment Context, |Inherited Configuration of default job requisition and condition

Job Requisition and form formats used for permanent or contractor

Condition Form recruitment (see page 41). Permanent is the default

Formats context.

Timesheet Inherited Configuration of Timesheet module (see page 48).

Configuration

There are functional differences between Level 1 organization properties child nodes. These are listed
as a series of links at the bottom of the Organization Properties page. These links are absent for child
nodes below Level 1.

Accepted upload file types for candidate

Assign Recruitment Context

Define Job Requisition format for Permanent Recruitment
Define Job Reguisition format for Contractor Recruitment
Define Condition Form format for Permanent Recruitment
Define Condition Form format for Contractor Recruitment
Timesheet Configuration
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Adding an Organization

Before a new organization is added, some properties must be specified. Available options depend on
the organization level. Some properties are defined only for level 1 organizations and are inherited by
any child organizations in the same node. Please refer to the table in Managing Organization
Breakdown Structure (see page 35) for more information.

1. Access the Configuration page (see page 31).
2. To add a new organization, right-click the parent node and select Add.

a |ffFirst
4 Sales Derno Org UK
I Finance
a HR

[ T Edit
[=] Marketing
[=] Operations
[=] Sales

3. Fillin the fields as required then click @

@® Refer to the table in Managing Organization Breakdown Structure (see page 35) for a definition of
each field.

Organisation Properties

Organisation Mame

Code *

Description

Father Oroanisation Mo Father Organisation.

Currency for Cost Tracking AED T |*

Default Document Security Fule Mo Security ¥ |F
Expiration period for job invitations

(Please enter a value between 1 and * Days

30)

Show date of birth in PIF Yes '® Mo

Emiail signature @@ _@
e®e

Letter signature
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If this is a Level 1 organization you can now assign the recruitment context, and define the Job
Requisition and Offer/Condition Forms, etc. The links that enable you to do this will appear at the
bottom of the Organization Properties page when you open it for editing. Refer to Assigning the
Recruitment Context (see page 41) and Configuring Timesheets (see page 48) for full instructions.

Accepted upload file types for candidate

Assign Recruitment Context

Define Job Requisition format for Permanent Recruitment
Define Job Reguisition format for Contractor Recruitment
Define Condition Form format for Permanent Recruitment
Define Condition Form format for Contractor Recruitment
Timesheet Configuration

Defining the Accepted Upload File Types for Candidates

1. To define the type of files the candidate can upload click Accepted upload file Types for
candidate.

I Accepted upload file types for candidate I

T OO T ST TEE AL

Define Job Reguisition format for Permanent Recruitment
Define Job Requisition format for Contractor Recruitment
Define Condition Form format for Permanent Recruitment
Define Condition Form format for Contractor Recruitment
Timesheet Configuration

2. Select checkboxes to select the file types that can be uploaded by the candidate then click Save.

Accepted upload file types for candidate
] brmp doc [ gif
[[ipeq [[ipg [ odg
[ odp (] ods [ odt
pdf
password protected pdf* O png O ref
[ (O] wiff V] text
[ et (] s [ doex
[¥] xlsx [¥] xlsm ppt
pptx SHWY wpd

| Save | | Cancel |
* Password protected PDFs are not supported by some Talentlink features (e.g. Candidate Pack, sending
files via emnail, document preview)

® If you uncheck the password protected pdf checkbox, candidates will not be able to upload this
type of file as part of their candidate pack.

® If you select this option, the upload will succeed, but managers will see a blank document and an
error message explaining that a secure pdf has been attached.
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Editing an Organization

1. Access the Configuration page (see page 31).
2. To edit an organization's properties, right-click a node and select Edit.

4 [First
4 Sales Demo Crg LK
[ Finance
a HR.

Admin
[=] HRL Add

(@] Hrwe Delete
I+ T Edit {b
[=] Marketing
[=] Cperations

[=] sales

Deleting an Organization

@® If there is anything linked to this OBS level, such as processes, users, email templates etc., these must be
deleted first before you can delete the organization.

1. Access the Configuration page (see page 31).
2. To delete an organization, right-click a node and select Delete.

4 |rFirst
4 Sales Demo Crg LIK
[ Finance
a HR

| Add

Delete .{"_n)

Edit

[=] Marketing
[=] Cperations

[=] sales
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Assigning the Recruitment Context (Permanent or Contractor)

You can differentiate between Job Requisition and Offer/Condition Form formats based on two types
of recruitment contexts - permanent and contractor.

For example, a condition form for contractor recruitment requires different options (rates, timesheet
activation and configuration) to one for permanent employees.

Recruitment Context
assigned o
CONTRACT TYPE

CONTRACTOR
Recruitment Context

PERMAMENT
Recruitment Context

)
)

Job Requisition Format

" Job Requisition
format for Contractor

" Recruitment

_"s‘

oy

" Job Requisition
format for Permanent

"« Recruitment

_'\lb\

-

)
)

‘ Condition Form Format

' & Condition Form
format for Contractor

» Employees

4 Condition Form
format for Permanent

- Employees

1. Access the Organization Properties (see page 31) page then at the bottom of the page click
Assign Recruitment Context.

I.-?-.ssiqn Recruitrnent Context I

Define Job Reguisition format for Contractor Recruitment

Define Condition Form format for Permanent Recruitment

Define Condition Form format for Contractor Recruitment

Timesheet Confiquration

In the Assign Recruitment Context section two important properties are defined:

Contract Types which can be activated/deactivated for the organization
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Recruitment Context which can be selected for active contract types

Assign Recruitment Context

Define Assignments
# Values Permanent Contractor

Limited Agreement (Limited = -
1|r 0 |_!_|
1 contract) - =

Unlimited Agreement (Unlimited = —
o @ (@]
2 contract) - -
[l 3 Graduate/Campus (Graduate) )] ()]

Hourly Worker {Temporary = -
J (i8] |_!_|
4 Contract) - (Deartivated) - B
[[] 5 Internship (Internship) ® ®

Permanent Volume (Permanent = =
o (=1 (@]
6 Volume Process) h -
7 Temporary (Temporary) & i@
F s Speculative Roles (Speculative & .

Roles) - (Deactiated) - -

For example, Fixed Term Contract is set in the Permanent recruitment context. If a job requisition is
raised with a fixed term contract assigned, the condition form to be filled in for a successful candidate is
the one defined for Permanent recruitment context.

2. Select checkboxes and radio buttons to set values as required, then click Save.
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Requisition Forms

A requisition form is the template a user completes when they want to request a recruit. These forms
can be different per OBS level AND per recruitment context (permanent or contractor).

' Job Opening * Job Description I Team Members Candidate profile Step 1 of 4

Administrative Data -
Job Title * .Met Developer (m/f)

Organisational Structure * 4, Engineering ||E|

Job number S5T00230

Subdepartment Flease select -

Functional Area Management ¥ o

Contract

Mumber available * 1

Contract Type * Permanent contract W

Defining the Job Requisition Format

You can define a job requisition format for permanent recruitment and another for contractor
recruitment. These enable you to define possible/required information that must be provided when
creating contractor or permanent job requisitions.

1. To define a format, select the appropriate link from the Organization Properties (see page 31)
page:
Define Job Requisition format for Permanent Recruitment

Define Job Requisition format for Contractor Recruitment

Accepted upload file types for candidate

Define Job Requisition format for Permanent Recruitment
Define Job Requisition format for Contractor Recruitment

Define Condition Form format for Contractor Recruitment

Timesheet Configuration

2. Select which fields you want to display to Advanced users or MSS users in the Job Requisition form.

Selecting Displayed will make the field visible to Advanced users. Selecting MSS will make the same field
visible to users with access to the MSS portal. If a field is not selected in the MSS column that field will not
be seen by MSS users - only Advanced users will be able to see and complete it.
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Standard Fields Settings

Select Standard fields to display and default values (when applicable)

Displayed MSS Field Name Default value
; Please select r | “‘\?'
Working Hours Work unit .
. Work period Please select ¥ | ?
Schedule Type Full Time v | “‘\?

3. You can set default field values for your organization if required by selecting them from each list.

Standard Fields Settings

Select Standard fields to display and default values (when applicable)

Displayed MSS Field Hame Default value
Working H Work unit Hours v
areing Hours Work period Pleaze select

Day

Schedule Type IIW
Month

Country Cuarter
Week
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4. You can also filter which values appear in LOVs by clicking \?
Field Name Default Value
Work Unit Pleaze Select E L 4
Working Hours :
Work Period Please Select [ ?
Schedule Type LOV FILTER A
Country f Al
Work Pexiod Select f Deselect All
State/Province Day
Duration “'?
Maonth ?
Salary -
Quarter ?
Due Date
Internal Requisitior]  week
Mumber

Expected Start Dat
Expected End Datq
Company
City

—
Year

=

Recruitrment From
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values have been filtered out). This field is not visible in requisitions raised by Manager Workspace

Lumesse

If the GSA or LSA has created any configurable fields (these will be at the bottom of the page) you can
change their order by dragging and dropping. You cannot change the order of standard fields.

Properties

[Mame
Code
Form Under Definition

Standard Fields Settings

Define Job Requisition Format for Permanent Recruitment

Almgrens Ltd.
Alm

Job Requisition for Permanent Recruitrment

Select standard fields to display and default values {when applicable)

In the previous example, for permanent recruitment the Duration field is only available in job
requisition definitions raised by Advanced users and the default value is locked as Month (other LOV

users.

Offer/Condition Forms

An offer (or conditions) form is the template a user completes at the Hire stage to define the content

of the offer and contract to be presented to the candidate. These forms can be different per OBS level
AND per recruitment context (permanent or contractor).

Defining the Offer/Condition Format

You can define a condition form format based on recruitment context. This enables you to decide what
information must be provided when raising condition forms for contractors or permanent employees.

1.

page:

Define Condition Form format for Permanent Recruitment

Page 46

To define a format, select the appropriate link from the Organization Properties (see page 31)

Displayed MSS Field Name Default Value

I Wark Unit Please Select EI ___7
Warking Hours Work Period Sase Select E' _—_?
Schedule Type Plzase Select EI ___?
Country @

Show retention periods

State/Province
] Duration Duration Period  Month =] P



Define Condition Form format for Contractor Recruitment

Accepted upload file types for candidate
Assign Recruitment Context

Define Job Requmlhun ﬁ:urmat ﬁ:ur Permanent Recrultment

2. Select fields you want to display in the Condition form.

Selecting Displayed will make the field visible to recruiters. Selecting MSS will make the field visible to

managers or users with access to the MSS portal.

A
Lumesse

Standard Fields Settings
Select Standard fields to display and default values {when applicable)
Displayed MSS5 Field Name Default value
. - ; Please select ¥ | ﬁ
¥ 7] Jorki Vork unit i
orking Hours Work period Please select v| ?
[+ [+ Schedule Type Full Time v | ?

TS Triggers (Timesheet triggers) are explained in Timesheet Adjustment Configuration (see page 48).

3. You can set default field values for your organization if required by selecting them from each list.

Form Under Definition

Standard Fields Settings

Define Employment Terms Form for Contractor Recruitment

Properties
MName Almgrens Ltd.
Code Alm

Employment Terms for Contractor Recrutment

Select standard fields to display and default values (when applicable)

s

Displayed MSS Candidate T Field Name Default Value

DOEE
v s ] H Schedule Type Ful Time [=]
— — W Please Select (=]
7 7 7 . Work Unit
€] & Working Hours ok Pariod s ot =
Fl F Duration Duration Period Please Select (=]
¥ [¥] [¥] El Special Payvment

In the previous example, for contractor recruitment the Schedule type field is only available for
condition forms raised by Advanced users and the default value displayed is Full Time. This field is not
visible in condition forms raised by Manager Workspace or Candidate users.
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Configuring Timesheets

General timesheet configuration is done in the Timesheet Configuration section.

Accepted upload file types for candidate

Assign Recruitment Context

Define Job Requisition format for Permanent Recruitment
Define Job Requisition format for Contractor Recruitment

Timesheet Confiquration

However, the Timesheet Adjustment schema is defined in the Offer/Employment Terms Form (see
page 46).

Configuring Timesheet Adjustments

The Timesheet Adjustment Configuration mechanism enables you to change contract conditions after
an offer is accepted by a contractor candidate and their timesheets are generated. In such cases, any
timesheets that have already been approved are withdrawn, and the following new types are
generated:

A Reversal Timesheet (a copy of the existing Timesheet with negative worked time/units)
A Correction Timesheet
The following general rules apply to the timesheet adjustment mechanism:

If contract dates change, only approved timesheets that are outside the newly defined contract/extension
dates are withdrawn

If the contract rates change, all approved timesheets are withdrawn

If employment terms change, only certain specified changes cause the approved timesheets to be
withdrawn. These are described next.
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Employment terms that cause timesheet adjustments are configured in the Define Employment Terms
Form for Contractor Recruitment. Each field in this form may be set as a timesheet trigger. Any update

made to such conditions activates the timesheet adjustment mechanism.

&

[

< [«

Properties

MNama
Code
Form Under Definition

Displayed MSS

il

=

< =

Standard Fields Settings

Select standard fieklds to displa

Candidat

el

=

< &

Define Employment Terms Form for Contractor Recruitment

Almgrens Ltd.

Alm
Employment Terms for Contractor Recruitment

and default values (when applicable)

Field Name

Schadule Type

Working Hours

Duration
Spedal Payment

Default Value

Work Unit
Waork Perod

Duration Period

Pease Sekect
Pizaze Select
fease Sekct

Beaze Sekect

Bl EIE]E]

In the example shown, changes to the Schedule Type and Working Hours will trigger the timesheet
adjustment mechanism. However, if Duration or Special Payments are changed, the mechanism is
not triggered as those conditions are not specified as timesheet triggers.

For more information please refer to the separate document Contingent and Timesheet
Configuration.
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Managing Document Security Rules

Document Security Management defines keys that lock certain documents and assigns keys to specific
users to enable them to open these documents.

Setting Up Document Security

1. From the Settings section of the left dynamic menu, select System Administration.
2. On the Configuration page, select Document Security Management.

CONFIGURATION

Global System Administration

Company Configuration

Currency Maintenance

Modules

Organization Breakdown Structure

| Document Security Management |

Standard Field Activation

Corporate Configurable Field Managerment

Corporate Site Management

Corporate Location Management

Candidate Summary Management

Corporate Transhktion Management

Interface Field and Value Mapping

Corporate Image Library

Country-Specific | egal Requirements

Configure Entity Code

Organization Management for Select Organization El
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&
3. On the Document Security Management page click
DOCUMENT SECURITY MANAGEMENT
# Actions Dimension Label # of items MI:.' Document Candidate
Opening
1 @ Assassment: results 1 oy

2 @ In i 3 o

4. On the Matrix Dimension page, click @ next to Current List of Values for.
MATRIX DIMENSION

Current List of Values for Lindefined |
Minimum of one record per list of val 3

Action #  Select Values

@ 1 Defauk value

5. Type the name of the document security rule then click Save & Close.

Define Field Values

ListofvaluesLabel £6: |Dncument Security " Please use only ASCIT
letters and numbers.
Language Value
Spanish
Italian
English (UK} Document Security
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6. Click @ below Action.

MATRIX DIMENSION

Current List of Values for DOCUMENT SECURITY (Document Securty ) @
Minimum of one record per list of values.

Action #  Select Values

% 1 Defauk value

7. Type the values for this document security rule then click Save & Close.

Define Field Values

ListofValuesLabel #6: |HR Security ” Please use only ASCII
letters and numbers.
Language Valua
Spanish
Italian
English (LK} HR Security

The Matrix Dimension page displays the document security list of values.

MATRIX DIMENSION

Current List of Values for DOCUMENT SECLIRITY (Document Security )} @
Minimum of one record per list of values,

Action #  Select Values

@ @ 1 MR Securty (HR Security)

8. From the breadcrumb navigation bar, click Document Security Management.

First » Home = Configuration = Document Security Managementf= Matrix Dimension

MATRIX DIMENSION
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9. Click @ below Actions to set the properties for the Document Security Management rule.

DOCUMENT SECURITY MANAGEMENT
#  Actions Dimension Label # of items Job  pocument Candidate
Opening
1 @ A ment r 1 L4
- @ Document security key on job level 3 4
3 @ Document Security Levels 2 v v
4 % Docamant Saquky i
8 &

The Properties page is displayed.
10. Select Document then click Save to activate the security rule.
Define Matrix dimension properties

Matrix Dimension Document Security

Properties
Options
Displayed in (] 10b Opening
Document
Candidate

Business Rules

Searchable in TalentLink
Searchable in Career Section
@ Sort by Order @ Sort alphabetically

* Required Field

| Save | | Cancel |
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Activating Document Security for Users

To use the document security rules, users who are allowed to lock and unlock certain documents must
be issued with the security key as follows:

1.  From the Settings section of the left dynamic menu, select User Management.

-

+ Home |
+ Jobs

v Candidates
Communication Centre

Reporting

Configuration
v+ Learning

v Career Planning

m

v Succession Planning

v Performance Management
v Development Planning

v+ Competency Management
v Time Sheet

=] Settings

v Forms & Questionaires

v Communication Templates

v Systemn Administration

I v User Management @ I

v Winrkonara Mananamant

The list of users is displayed.

2. Click the name of the user to whom you want to issue the security key.
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The user profile is displayed.
User Information
- Settings:
Last Name Andersson Please select -]
First Name Kathy *
Ermail kathy@lumesse com -
Login almgrenempa2 -
Employee Andersson , ( Kathy ) (1) Q@&
Communication Language English (LS} Er
Portal to use ® Advanced User i) Manager Seff Senvice
Uiser status Actve Diisable Lisar Reassign Jobs to other User
User must change password ]
at next logon
Mobile Access

3. Scroll down to the Security section, then click ¥ to activate the key for this user.

Security

4. Select Document Security, then click Save.

Select Matrix Attributes
User ANDERSSON vKathy
Organisation Dimension
Assessment results @ Document Security Levels @ Document Securiy @

R securiy __—

-

SHL = | General Access -~

HR Access

-

-

Save Saue&CreateMewList| Cancel

The security key is activated for the user.

Security
Action MD1

SHL/HR Acces®HR Security
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Locking and Unlocking Documents

® To lock and unlock documents, you must have an activated security key in your user profile (see page 54).

To lock a document:

1. Go to the candidate file and select the Documents/Candidate Pools tab.

-
@ ABRAMS SAL

Candidate Overview Applications Documents/ Candidate Pools Cost
Documents B Link to Pool List of Timesheets

Document Last Update Date - Author

Candidate sumrmary 25/05/2012
Basic PIF (0) 16/02/2012 - Abrams Sal
General Screening Form (55 16/02/2012 - Abrams Sal

2. Select the checkbox next to the document that you want to lock.
3. Click & next to Documents.

@@ ABRAMS SAL

Documents E* Limle #m Mimel Link
Create a CV

Create a Questionnaire
Create a Feedback Report
] Docume (Create 3 Candidate Profile

Candidate Create a Diversity Document

Basic PIF pload a Document
General §

Delete Docurnent

Edit Properties I}

4. From the menu, select Edit Properties.
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The Edit Properties page is displayed.

Edit Properties

Candidate Abrams Sal
Document Mame General Screening Form

Edit Properties

Document Name General Screening Forr
Description
ES

Document Language English (LU3) EI
Attach this Docurment FDO0035 - Fullfilment Center Supervisar EI
Document Securiy Application security |Z| -

Please select

Mo Security

Application security h‘
b

Select the security level you want from the Document Security dropdown list.
Click Save.

The document is locked and only users with the security key can access it. If a user does not have access to
a document a key icon will appear next to its name in the document list and there will be no checkbox to
enable it to be selected.

I Document
Candidate Sumrmary
| CC - Recruiter Review (0)
(&%) General Profile - EXTERNAL (0) I

Application for the position of India Demad Trainin
Louise Smith 134 Candidate Pack.pdf
Engineer CV 1 .doc

External Site PIF (0)

CC - Job Specific Profile (0)

i) (<Y [

i e
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Activating Standard Fields

@® Only a GSA can manage standard fields.

Standard fields are required by the system, therefore their names cannot be edited. Standard fields
are used in different parts of the system including the Requisition Template, Condition Form, and the
Personal Information Form (PIF).

1. From the Settings section of the left dynamic menu, select System Administration then Standard
Field Activation.

STANDARD FIELD ACTIVATION

# Field Label # of items
1 Job Description Fields 6
2 MrMs 3
3 EEC lob Cateqgory 0
4 Reaqion 1762
5 Closing Period 3
6 Country 205
7 Level 4
8 Salary period B
9  Currency 152
10 Data Privacy Statement 10

11 Marital status 6
12 Work period 5
13 Work unit 5
14 Budgeted 2
15 Imaage location (for branded job adverts) 4

Most standard fields are LOVs. The fields on this page are separated by a horizontal line.

The first two fields - Job Description and MrMs - are editable. This means you can relabel them and edit
the values behind the fields (the dropdown list content)

The remaining fields are non-editable, meaning that you cannot relabel them or edit them the values
You cannot switch off a field, but you CAN switch off some of the values so that they aren't visible to users

All field values that are switched on are visible globally; be careful not to switch off values that are already
in use

You cannot add any new values to a standard field

Editable Fields

The following fields are editable:
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Job Description Fields

The Job Description fields are used in the Job Description and the Job Advertisement sections of job
vacancies.

® If you modify these fields, the changes are instantly propagated to all existing job openings on every OBS
level.

1. From the Standard Field Activation page, select Job Description Fields.

The list of values for the Job Description fields is displayed, as shown in the following example.

JOB DESCRIPTION FIELDS

Current List of Values for JOg8 DESCRIPTTON FIELDS
Data Type Text
Minimum of one record per list of values.

# Values I\gl x5)

About us

The role

Your task

Your profile

Benefits

Additional information
Contact

B I e L O B e o B o R

2. Select the value you want to change.

The Define Field Values page is displayed, as shown in the following example.

Define Field Values

Job Description Fields: Fefd7

Language Value
Spanish Contacto
Italian Contatti
Enaglish (UK} Contact

| Save & Close | | Cancel |

3. Type the label translations as required then click Save & Close.

On the Job Description Fields page, you can create a maximum of eight values. You can deselect any values
that are not needed.

4. Click l\g) to select/deselect the values.
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5. Select or deselect checkboxes as required then click Save.

Select the list of relevant entries for

Job Description Fields

About us
Your profile
Contact

The role Your task
Benefits Additional information

How to Apply

* Required Field

| Save | | Cancel |

The following image shows an example of the Job Description fields as they would appear in the Job
Description and Job Advertisement section of Job Openings.

W, TECHNICAL AUTHOR

About us

The role

Your task

Your profile

Leading Financial Services organisation based in the Midlands,

We're looking for an experienced, self-motivated technical author with experience of finandal modelling to
create and improve the user documentation that accompanies ther market leading financal risk software

* Writing a range of user documentation,

* Responsible for ensuring a structured, auditable documentation process i implemented throughout the
documentation ifecyde

* Coordinate and manage internal and external documentation review process

* Ensure high quality and accuracy s maintaned through documentation releases

* Provide regular status reporting on documentation progress

* excelent technical writing skills and financial modelling

* experience writing software help (reference guides, nstallation guides and tutorials) partiodarly for
analytics andfor modeling software

* experience proofreading the work of others

* knowledge about graphics (file formats, resolutions, manipulation of screenshots, etc,)

* ability to work with minimal supervision

* ability to baise with developers and consultants to document new products and features

* a track record of being quick o pick up new tools and technologies

Job Content Job Approval Process Matching Candidates Selection / Hiring

Job Requstion Job Description Profile Budget & Cost Attachments

MrMs

The MrMs field is used to address the candidate (or employee) with their correct courtesy title in
emails and merged Word™ documents.

Based on the gender of the candidate (defined in the candidate/employee Personal Information File),
the courtesy title can be defined for all the languages of the platform.

1. From the Standard Field Activation page, select MrMs.
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The list of values for MrMs field is displayed, as shown in the following example.

MRrMS

Current List of Values for MEMS
Data Type Text
Minimum of one record per list of values.

# Values I\}_";.I Q:)

=

5

=

r

1
2
3

=

(]

2. Select the value you want to change.

The Define Field Values page is displayed, as shown in the following example.

@® In addition to the courtesy title for men and women, you can also define the courtesy title for
candidates/employees whose gender is not specified. This is the generic Ms/Mr value.

Define Field Values

Mrivs: F
Language Value
Spanish Sra
French Mme
English (LK) M=

* Required Field

| Save & Close | | Cancel |

3. Type the label translations as required, then click Save & Close.

In the email or letter sent to the candidate, after merging, the Mr_M:s field is replaced with the defined
value.
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® The Mr_Ms field can be found in the list of merge fields in Template Management, as well as in the
list of merge fields available in Word™ merge.

Roels 7 ulEi=|ar|EFs= =@ Tmerewromn 0

Dear [Yeldr Ms%] [Yeinterviewer last name%) i

FPlease could you review nclosed CV from [3%First_Name%] [%Last_Mame) who has applied
for the role of [%job_opening_ %) and give your feedback on the attached Feedbadk Form.

m

Select Employes 1D ([%eemployves_id%])
Many thanks Select Azsigned location |[Yeassigned_locstion®e])
[Y%user cerson in charaell Selert Manager name {[Yemanager_name%]) il
9173 Select Mr_Ms ([%:Mr_Ms®a])
S= e of birth [[%edate_birth%e])
UK Feedback Report  Preview Selecrd=ferral {[SeReferraltn])

Selert Referring employes email address ([Yereferri
Select Candidste 1D [[Yecandidste 10%]) 1
L =
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Non Editable Fields

For all standard fields below the grey line you cannot re-label them or edit the values. You can select
or deselect the values so that they aren't available, but you cannot add new values.

In general, you can select all values for each of the fields. For example, you may want all countries
and all regions.

However, there may be instances where only a small number of available values are relevant to your
company. For example, if your company only deals in Euros you want to select only these monetary
units in the Currency field.

STANDARD FIELD ACTIVATION
# Field Label # of items
1 Job Description Fields 6
2 MrMs 3
3 EEC Job Category ]
4 Reagion 1762
5 Closing Period 3
6 Country 205
7 Level 4
8 Salary period 6
O  Currency 152
10 Data Privacy Statement 10
11 Marital status B
12 Work period 5
13 Work unit 5
14 Budgeted 2
15 Imzge location (for branded job adverts) 4

EEO Job Category

The Equal Employment Opportunity functionality is not currently used and has no values.
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Region

The Region values are linked to the Country values (see page 66).

The Region appears in the Administrative Data section on the Job Requisition tab.

ADMINISTRATIVE DATA
Job number SDOUKOD352
Country United Kingdnn’
Region South East
Functional Area Logistics
Division Division B
Guaranteed
Interview Mo
Scheme Role?
Assessment _ No
Centre required
Merge Field for Print Ads

Qption & -

1. From the Standard Field Activation page, select Region.

The list of values for the Job Description fields is displayed, as shown in the following example.

REGION
Current List of Values for  Please select (=] rREeGrON @
Data Type Text

2. From the dropdown list, select the Country for which you want to select/deselect Regions.

3. Click '\.5' and select/deselect individual Regions.

To select every Region click Select All.
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To clear every Region select Clear.

REGION

Select All
Current List of Values for  United Kingdom [] Rrecron  Clear
Data Type Text ki)
# Select Values # Select Values # Select Values
1. [IEast Anglia 2. [¥IEast Midlands 3. [¥IEngland
4. ¥lLondon 5. [VIMidiands 6. [¥INorth East
7. [¥INorth West 8. [INorthern Ireland 9. [Mlscotand
10. ¥lsouth East 11. Mlsouth West 12. Wlsouth
13. [wales 14. [¥Iw/est Midands

4.  When you have made your selections click Save.

Closing Period

The Closing Period value is used during Session Management. The values enable a user to define a
specific time to close the booking before the Session starts.

Users select the Closing Period when creating a Session, as shown in the following example.

Define Session

Session Category Details

Title Group Interview EI ’
Description interview with the Hiring Manager and the Line Manager
List Of Organisations SOOUEK, Doris

Session Settings

Session Mame Group Interview with HM and LM
Location London EI )

Date 140812013 B

Fromn 08:00 El EuropefLondon
To 08:30 E' EuropefLondon

Recurrence: Does not recur

Close booking: On =ession start

1. From the Standard Field Activation page, select Closing Period.
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For the Closing Period you can create a maximum of three values. You can deselect any values that are not
needed.

CLOSING PERIOD

Current List of Values for  CLOSING PERIOD @ @
Data Type Text =
# Select Values # Select Values # Select Values
1. Days 2. Hours 3. Minutes

2. Click @ and select/deselect the Closing Periods, then click Save.

CLOSING PERIOD

Current List of Values for CLOSING PERIOD (a
Select All Clea 2=
Data Type Text SEec Al . -
# Select Values # Select Values # Select Values
1. #pays 2. [Hours 3. [#Minutes
Country

The Country field is visible on the Job Requisition tab, in the Administrative Data section of Job
Openings.

ADMINISTRATIVE DATA

r SN ALKAN353
I Country United Kingdomn

Heqgion Condaon
Functional Area Sales and Business Development
Division Division B

Guaranteed Interview

Scheme Rola? res

Asse;sment Centre No

reguired

Merge Field for Print Ads
Option & -

1. From the Standard Field Activation page, select Country.

2. Click @ and select/deselect individual Countries.

To select every country click Select All.
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COUNTRY

Current List of Values for COUNTRY

Select Al Clea

Data Type Text .
# Values # Values # Values

1. ¥lafghanistan 2. ¥abania 3. Waigera

4. I#landorra 5. #angol 6. #antigua

7. #largentina 8. ¥Armenia 9. #Australia

10. #lAustria 11. #lazerbajan 12. #IBahamas

13. #IBahrain 14. #IBangladesh 15. #Barbados

16. #lBelarus 17. #IBelgium 18. #Belize

19. ¥Benin 20. #IBermuda 21. #Bhutan

3.  When you have made your selections click Save.

Level

@® This functionality is not currently used.

Salary Period

The Salary Period field is visible in the Job Requisition tab of Job Openings, in the Contract section.

CONTRACT

Mumber availzble 3

nt rontract
I Salary Min 40,000.00 Max 50,000.00 GBP per Year I

Duraoan s
Schedule Type Full Time
Work Hours Armount 40.00 Hours per Week

Administrative comments

1. From the Standard Field Activation page, select Salary period.
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2. Click @ and select/deselect the Salary Period values, then click Save.

SALARY PERIOD

Current List of Values for SALARY PERTOD L
Sealact All Clear o
Data Type Text

# Select Values # Select Values # Select Values

1. [[l4 weeks 2. [pay 3. [Clrortnight
4. MHour ¥IMonth 6. ouarterly
7. Mweek 8. Mlyear

Ln

Currency

The Currency field is displayed in the Job Requisition tab, in the Contract section.

CONTRACT
Mumber availzble 1
Contract Type Permanent contract
Salary Min ©.90 Max .90 ) GBP Iper Hour
Duration - -
Schedule Type Full Time
fork Hours Armount 30.00 Hours per Week
Administrative comments

@® The value set at the Organization level (Currency for Cost Tracking) is displayed in the Budget & Cost
section of the Job Openings.

1. From the Standard Field Activation page, select Currency.

2. Click @ and select/deselect individual Currency values.

To select every currency click Select All.
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CURRENCY

Current List of Values for CURRENCY :’ e
Data Type Text =
# Select Values # Select Values # Select Values

1. AED 2. AFH 3. ALL

4, AMD 5. ANG . AODA

7. AUD 8. AWG 9. A7

10. BAM 11. BBD 12. BDT

13. BHD 14. BIF 15. BMD

16. BMD 17. BOW 18. BSD

19. BTH 20. BWP 21. BYR

3. When you have finished making your selections click Save.

Data Privacy Statement

The Data Privacy field is visible in the Personal Information Form (PIF) that candidates complete when

they apply.

Administrative Information

Agency
UK - Recruitment Agency 2
Database
1 Year

Application Source Type
Candidate Source
Sourcing Mediurm
Data Privacy Statement

The Data Privacy Statement field sets the time period of the Data Privacy Statement (DPS). The time
period can be set from one month up to 25 years. The candidate’s information will be automatically

archived from either:

The date a candidate becomes inactive (no more active applications), plus the period of the DPS

OR

The date on which the consent to retain data is made, plus the period of the DPS
1. From the Standard Field Activation page, select Data Privacy Statement.

2. Click '\.5' and select/deselect the Data Privacy Statement Period values as required, then click

Save.

DATA PRIVACY STATEMENT

Current List of Values for DATA PRIVACY STATEMENT ; Z’ u
Data Type Text R
# Select Values # Select Values # Select Values

1. 3 Months 2. B Months 3. 1 Year

4. 18 Months 5. 2 Years 6. 3 Years

7. 4 Years 8. 3 Years 9, & Years

10. 7 Years
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Marital Status

The Marital Status field is part of the Personal Information Form which candidates must fill in when

they apply.

The Marital Status field is displayed in the Personal Information section of the Candidate Summary as

shown in the following image.

Personal Information

Marital Status Married
Form of address (XX Mr
Citizenship American
Date of Birth 21/08/1974
Gender Male

1. From the Standard Field Activation page, select Marital status.

2. Click @ and select/deselect the Marital Status values, then click Save.

MARITAL STATUS

Current List of Values for MARITAL STATUS
Select All Clear
Data Type Text
# Select Values # Select Values # Select Values
1. [¥Ibivorcad 2. [Mpomestic Partnership 3. [#IMarried
4. [Mlother 5. [single 6. [Mwidow

Work Period

The Work Period field is visible on the Job Requisition section of Job Openings.

CONTRACT

Mumber availzble 1

Contract Type Temporary Contract

Expected Contract Dates  30/11/2012 -29/11/2013

Standard Rates Min 10.00 Max 20.00 GBP per Month
Total Cost Min 100.00 Max 200.00 GBP

Schedule Type Full Time

Work Hours Arnount 38.00 Hoursf per Week I
Administrative comments

1. From the Standard Field Activation page, select Work period.
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2. Click @ and select/deselect the Work Period values, then click Save.

WORK PERIOD

gggeg:pl_eﬁt_rgit Values for WORK PERIOD Select All Clear (%
# Select Values # Select Values # Select Values
1. [¥pay 2. [#Month 3. [Mguarter
4. [hweek 5. [@lyear
Work Unit

The Work Unit appears in the Contract section on the Job Requisition tab.

CONTRACT

Mumber availzble 1

Contract Type Temporary Contract

Expected Contract Dates  30/11/2012 - 29/11/2013

Standard Rates Min 10.00 Max 20.00 GBP per Month
Total Cost Min 100,00 Max 200.00 GBP

Schedule Type Full Time

Wark Hours Amount 38.00) Hours IerWeek
Administrative comments

1. From the Standard Field Activation page, select Work unit.

2. Click @ and select/deselect the work unit values, click Save.

WORK UNIT
Current List of Values for  WORK UNIT @
Data Type Text

# Select Values # Select Values # Select Values

1. Day 2. Hours 3. Maonth

4. Quarter 5. Week
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Budgeted
The Budgeted values are used when the New Hires Planning module is switched on (see page 371). The

Budgeted values are used when creating a job requisition and are visible in the Contract section of the
Job Requisition tab.

CONTRACT

=1l 1
IBudgeted YE;HJB
e rary Contract

Expected Contract Dates 30f11/2012 - 29/11/2013

Standard Rates Min 10.00 Max 20.00 GBP per Month
Total Cost Min 100.00 Max 200.00 GBP

Schedule Type Full Time

Wark Hours Amount 38.00 Hours  per Week

Administrative comments

1. From the Standard Field Activation page, select Budgeted.

2. Click '\5‘ and select/deselect the Budgeted values, then click Save.

BUDGETED
Current List of Values for  BUDGETED select All Clear e
Data Type Boolean Ll
# Select Values # Select Values # Select Values
1. Mo (Inactive) 2. [Wlves (Active)

Image Location (for branded job adverts)

This refers to TalentLink's Image Library feature, which enables corporate approved images to be
added to careers site job advertisements. Image Location values are used to specify the location of
images on a job advert. For more information on where these images can be used please refer to
Applying Corporate Branding to Job Advertisements (see page 381).

1. From the Standard Field Activation page, select Image location (for branded job adverts).
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2. Click @ and select/deselect the Image Location values, then click Save.

IMAGE LOCATION (FOR BRANDED JOB ADVERTS)

Current List of Values for  IMAGE LOCATION (FOR BRANDED JOB ADVERTS) select All Clear
Data Type Text

# Select Values # Select values # Select values

1. #eottom 2. [¥MHeader 1 3. [¥Header 2
4. [¥ITop of Job Description
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Managing Company Configurable Fields

Configurable fields are used in different parts of the system including the Requisition Template,
Condition Form, and the Personal Information Form (PIF). The GSA can add and modify the values of
standard configurable fields but cannot change the labels as these are used system-wide. Other fields
are fully configurable and defined by the GSA. This is useful for reporting fields to ensure consistency,
as well as creating fields that are commonly used in multiple organizations.

Accessing Configurable Fields

Global System Administrators (GSA) accessing Configurable Fields Management
1. From the Settings section of the left dynamic menu, select System Administration.

2. From the Configuration page, select Corporate Configurable Field Management.

CONFIGURATION

Global System Administration

Cornpany Confiquration

Currency Maintenance

Modules

Organisation Breakdown Structure

Document Security Management

Corporate Configurable Field Management I

Corporate Site Management

Corporate Location Management

Candidate Summary Management

Corporate Translation Management

Interface Field and Value Mapping

Country-Specific | egal Requirements

Configure Entity Code

Administration Select Organisation [~

Local System Administrators (LSA) accessing Configurable Fields Management
1. From the Settings section of the left dynamic menu, select System Administration.
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From the Administration dropdown list select an organization, then select Configurable Field

Management.

Administration

Configurable Field Management

Oroanisation Properties

Process Management

Pool Management

Site Management

Manaage Sourcing Channel List

Manage Referral Programs

Accelerator LIS

Check List
- OBS Level 2

- Default Job Workflow

- Default Selection Process
- Default Onboarding Process

[~

4 Select Values
Engage Default approval
Engage Selection Process

Accelerator Workflow

For both GSAs and LSAs the next page displayed is the Configurable Field Management page.

CONFIGURABLE FIELD MANAGEMENT

Display @ All

# Actions Field Label

239 @ colour chart

@ Guamnteed Interview
Scheme Role?

245

A55&55me nt Centre
283 @ . reguired

P
130 @ Merge Field for Print Ads

™ Corporate Fields only

Corporate # of

@ Local in Organisation Sales Demo Org UK EI

Used for Displayed i

PermanentContractorPermanentContractar

items
Jobs
1 -
2 v 4
2 v 4
1 o

lobs

4

4

Contracts Contracts

Administration

- Section in Job
requisition

Administration

- Section in Job
reguisition

Administration
"  Section in Jab
requisition

Add configurable User Data Add configurable Free Form Fields Add configurable LOV  Link LOVs

On the Configurable Field Management page, you can distinguish between the following types of field:

-

-

b

Standard configurable fields (see page 77)
Company configurable fields (see page 92)

Configurable free form fields (see page 93)
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~  User data (see page 99)

You can also create linked lists by defining relationships between configurable LOVs.

CONFIGURABLE FIELD MANAGEMENT

Display = All 1 Corporate Fields only

# Actions Field Label

I Local

Corporate # of

items

Application Process
Attachment Description

Application Process
Attachments

Sourcing Channel Type
Application Status
Confract Type

Cost Cateqories
Define conditions from
Dperational Team
Rate type

Reason of Completion -
Recruiting Team -

Enable Online Application -

11

15
20

11
11

Replaced Emploves Job Title
& Grade

Job Salary Band o 4

EFunctiunal Area Y

Business line vy

SAP Approved Reguisition -

15

192

Additional Information -

Usel” Udtd -

3 - Personal Information -

in Organisation —All —

Used for

PermanentContractorPermanentContractor

Jobs Jobs  Contracts Confracts
) Standard )
Configurable
B Field B
) Job
Advertising
Administration
o - Section in Job
Requisition
Administration
v 4 o 4 v 4 " Section in Job
Requisition
Administration
Configurable LOV Section i Job
Requisition
Administration
o - - - Section in Jab
Requisition
o v ad Agreement
FConlliguralgla;d dministration
ree rormrie ection in Job
Requisition

. f User Data ] .
-

Displayed in Required Used in

Reports

@® The fields displayed in the overview depend on the configuration of your company.
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Standard Configurable Fields

@® Only the Global System Administrator can access these fields.

CONFIGURABLE FIELD MANAGEMENT

Display @& All Corporate Fields only Local in Organisation | — All — E|
# Actions Field Label Corporate # of Used for Displayed in Required Used in
items Reports
ParmanentContractorPermanentContracto
Jobs Jobs Contracts Contracts
- - Access Type - 3 - - - - - - -
Apphcation Process 5
Attgchment D-:EUID'I"I'l
Apphcation Process B
B B Attachments B B B B
Sourcing Channel Type - 15
Applcation Status 20
AutoCode Type 2

All standard configurable fields are LOVs.

All active values in the LOVs are used across all your organizations

You cannot deactivate a field, but you CAN activate or deactivate some of the field values

Field values can be deactivated by deselecting them

You CAN add new values to a standard configurable field. This is a key difference between standard

configurable fields and standard fields (see page 58)

Default values are created by the system and cannot be modified or deleted; these are indicated by

this icon @

1. Click @I to preview the system default values.

=

2. Click ltf?‘l to add a new value, '\5’ to edit a user-added value or '\,)_(./' to delete a user-added
value.

3. Tochange the order of the values, enter the position number to which you want to move the value

then click A to move the value up or down as required.
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Sourcing Channel Type

The Sourcing Channel Type affects the way candidates are created in the Back Office. Default values
are created by the system and cannot be modified or deleted (these are displayed as read only values).
However, you can create additional values, which can be edited as required.

1.

From the Configurable Field Management page (see page 74), select Sourcing Channel Type.

Current List of Values for SOURCING CHANNEL TYPE
Data Type: Text
Minimum of one record per list of values.

Action

G HONOHONONONONCHORORCHC

#

10

11

12

13

Select Values
Agency (Agency)
ExternalRefarral (ExternalReferral)
External site (ExternalSite)
InternalReferral (InternalReferral)
Internal site (InternalSite)
Job Board (JobBoard)
Other (Other)
TalentLink (Talentlink)
Social Recruiting (SocialRecruiting)
TalentSource (Corporate) (GlobalAggregatorlobboard)
TalentSource (Local in Organization) (LocalAgaregatorlobboard)
Job Distribution (Corporate) (JobDistributionCorporate)

Job Distribution (Local in Organization) (JobDistributionLocallnOrganization)
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Application Process Attachments

This field refers to the attachments a candidate can upload during the application process. The
maximum number of attachments is 20.

1. From the Configurable Field Management page (see page 74), select Application Process
Attachments.

LIST OF VALUES

Current List of Values for AFPPLICATION PROCESS ATTACHMENTS
Data Type: Text
Minimum of one record per list of values.

Action #  Select Values Move to
@l 1 Other attachment (Otherattachment) J_D
@I\i{) 2 Portfolio (Portfolio) qb
@@ 3 Vork Permit (Work Permit) o
@@ 4 Vork Reference (Work Reference) @
@L\i(_;l 5 Languzge Certificate (Language Certificate) 1D
@I\i{) 6 Passport Scan (Passport Scan) qb

8. =

Application Process Attachment Description

To help candidates understand which documents they must attach during the application process, you
can add a short description beside each attachment. The description text is configured as an LOV so
that users can select the appropriate explanation for each attachment.

1. From the Configurable Field Management page (see page 74), select Application Process
Attachments Description.

LIST OF VALUES

Current List of Values for AfFICA TTON PROCESS A TTACHMEN T DESCRIP TTON
Data Type: Text
Minimum of one record per list of values.

Action # Select Values HE:E
@@ 1 Please upload your passport scan (Please upload your passport scan) 7Y
@I\)_(;J 2 Please afttach a3 scan of your Visa (Please attach a scan of your Visa) Y
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The LOV values will be available to users in the Description dropdown list on the Online Application
Process page.

r

ONLINE APPLICATION PROCESS

| External Candidate and Employee 2 Use different process for employees
. Process
active required

Step 1 v ¥ Personal Information . oo 0 P
Step 2 v Y Questionnaire #1 LUK Application Profile 4 3
Step 3 2 Attached CV
P 2 ¥ Free Form Resume
Other Attachments
Name Description
v ¥ Work Permit v | | Please select - X
v [ Other attachment - Q| %X
v O Other attachment o
———— Please upload your passport
PEUDPTEIS | scan
Step 4 @ 7] Attached Cover Letter Please attach a scan of your
@ |° Free Form Cover Letter Visa or work permit

»

"

Application Status

This field refers to the Status that applications can have.

1. From the Configurable Field Management page (see page 74), select Application Status.

LIST OF VALUES

Current List of Values for APPLICATION STATUS
Data Type: Text
Minimum of one record per list of values.

Action # Select Values Move to
1 Accepted (Accepted) 19
2 Auto-closed (AutoClosed) gD

3 Autoc-Dedined (Auto-Declined)

©

Canceled (Canceled)

©

5 Closed (Closed)

©

6 Completed (Completed)

©

7 Invitation Declined (Declined)

CONONONONCONCONC)

©
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@® The default application statuses are linked to steps in the Selection Process, for example In Process means
that the applicant file has been reviewed and pushed through into the Selection Process (when the status
automatically changes from New to In Process).

® Any customized application statuses you create are simply used as labels and are not linked to the
Selection Process. Your custom application statuses are only available when manually updating the
application status of a candidate. In addition, it is not possible to link any automatic actions or emails to
your custom application status or to perform a bulk status update.

Contract Type

This field refers to the types of contract that can be defined.

1. From the Configurable Field Management page (see page 74), select Contract Type.

LIST OF VALUES

Current List of Values for CONTRACT TYPE
Data Type: Text
Minimum of one record per list of values.

Action # Select Values Move to
QI\%_/I 1 Short term contract (Limited contract) JD
@@ 2 Permanent contract (Unlimited contract) g8
QI\%/I 3 Graduzte (Graduate) I
@I\;j/l 4 Internship (Internship) 8
Q I\%I_/I 5 Temporary Contract (Temporary Contract) - Deactivated TP
@@ 6 Tempaorary (Temporary) g8

|€;
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Cost Categories

This field refers to the categories of cost displayed when Budget and Cost are calculated for a job
vacancy or a candidate. Cost categories have no default values.

‘, SOFTWARE DEVELOPER
Requisition Content Requisition Approval Process Matching Candidates Selection / Hiring
Job Requisition Job Description Prafile Budget & Cost < Attachments
Group By Detailed v |
Actual Estimated Cost
Grand Total 2436.00 (EUR) 5000.00 (EUR)
Candidate Cost Categories Description Date Cost Type Actual Estimated Cost
@ Foerster Barbara Interviewing Travel Expenses 27.01.2014 External 150.00 (EUR)
& Green Heiner Agency Fee EMEA Supplier 1 27.01.2014 External 5000.00 (EUR)
& 13nssen Jason Travel Train Tickets 27.01.2014 External 80.00 (EUR)
&  Mikelsen Jula  Accommodation Hotel 27.01.2014 External 84.00 (EUR)
@ Mikelsen Julia Travel Train ticket 27.01.2014 External 122.00 (EUR)
& Job Board Advertising  Monster 27.01.2014 External 500.00 (EUR)
& Offline Advertising IT ADMIN Advertisernent 27.01.2014 External 1500.00 (EUR)

1. From the Configurable Field Management page (see page 74), select Cost Categories.

LIST OF VALUES

Current List of Values for COST CATEGORIES
Data Type: Text
Minimum of one record per list of values.

Action #  Select Values Move to

@ @ 1 Travel (Travel) 1D
B
G
G
B
B
G
G

[

Offline Advertising (Offline Advertising)

©

(4% ]

Response Handliing (Response Handling)

©

I

Job Board Advertising (Job Board Advertising)

©

Ln

Accommodation (Accommodation)

©

=]

©

Interviewing (Interviewing)

|

©

Agency Fee [Agency Fee)

s

©

Referral Fee (Referral Fee)
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The values of this field are used in the Condition form for Contractors, when creating Rates.

1.

From the Configurable Field Management page (see page 74), select Define Conditions Form.

LIST OF VALUES

Data Type: Text

B
[y
5.
=

\.

1

2

GGG

Current List of Values for DEEIVE CONDITIONS FORM
Minimum of one record per list of values.

#  Select Values

Rates (Margins)} (RatesMargins)
Rates (Markups) (RatesMarkups)
Margins (Pay Rate) (MarginsPay)
Markups (Pay Rate) (MarkupsPay)
Margins (Charge Rate) (Margins)

Markups (Charge Rate) (Markups)

Move to

@
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Job Status

This field refers to the status the job vacancy may take during its lifecycle.

1. From the Configurable Field Management page (see page 74), select Job Status.

LIST OF VALUES

Current List of Values for JO8 s74ATLS
Data Type: Text
Minimum of one record per list of values.

Action #  Select Values Move to
@' 1 Closed (Closed) 1
@' 2 Closed /[ Filled (ClosedFiled) 1D
@I 3 Open (Open) o
Qk‘%j 4  Onhold (On hold) 1
Qk‘%j 5 Cancelled (Cancelled) D
Q'\_%j & Draft (Draft) )
Ok‘%;' 7 Anticipated (Anticipated) )
@k‘%j 8  MNew [Mew) ®

® You can manually change the status of a job by going to the Job Opening page and selecting Edit Job
Status.

® When you create a job, the status is automatically set to Open. When the headcount is filled, the job status
is automatically set to Closed/Filled, which triggers certain actions: automatic un-posting of the job and
auto-closing of any open applications linked to the job (if this was previously configured).

Rate Type

This field defines the types of rates that must be specified for contractors.

Rate Types are available in the Condition Form for Contractor Recruitment.

Rates * Rate type Rate unit Pay rate PfS MM Supplier rate 5/C MM Charge rate Cwerall M,
Ratel Standard  Hour ] 20 0 25 0 0
Rate oT1 Howr 24,7 35 a3 0 ag 35
&dd

Page 84



1. From the Configurable Field Management page (see page 74), select Rate type.

Data Type: Text

Action

®

&
&
&
B

LIST OF VALUES

Current List of Values for RATE T¥PE

Minimum of one record per list of values.

#  Select Values

Standard (Standard)
Overtimel (0OT1)
Overtime2 (0T2)
Sick leave (Sick leave)

Holiday (Holiday)

&
Lumesse

Move to

Reason of Completion

The Reason of Completion values are used when a candidate's contract ends, for example when the
contract end date is reached. This field has no default values. You can add, edit or delete values as

required.

The Reasons of Completion list is available when you manually update an application status to

completed.

1. From the Configurable Field Management page (see page 74), select Reason of completion.

B
&
B
&

LIST OF VALUES

Current List of Values for REASON OF COMPLETION
Data Type: Text
Minimum of one record per list of values.

Action

# Select Values

Early Finisher (Early Finisher)
MNatural Finisher (MNatural Finisher)
TUPE transfer (TUPE transfer)

Internal Transfer (Internal Transfer)

Move to
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Schedule Type

The Schedule Type has a number of default values. You can add new values, and change or delete
existing values.

The Schedule Type appears in the Contract section on the Job Requisition tab of the Job.

CONTRACT

Mumber availzble 3

Contract Type Permanent contract

Salary Min 40,000.00 Max 50,000.00 GBPF per Year
Myratinn - ‘fﬁnr

Schedule Type Full Tirme

VOrk Hours MMaLn 00 Hours  per Week

Administrative comments

1. From the Configurable Field Management page (see page 74), select Schedule type.

LIST OF VALUES

Current List of Values for SCHEDULE TYFE
Data Type: Text
Minimum of one record per list of values.

Action #  Select Values Move to
@Q_() 1 Full Time (Full Time) {19
@@ 2 Part Time (Part Time) )

Enable Online Application

This field has default values (Yes or No) which cannot be edited

1. From the Configurable Field Management page (see page 74), select Enable Online Application.

LIST OF VALUES

Current List of Values for EMA8LE ONLINE APPLICA TION
Data Type: Text
Minimum of one record per list of values.

Action # Select Values Move to
@ 1 Yes [Yes) 1D
@ 2 Mo (No) £
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These values inform recruiters of the reason why an application is rejected.
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The Reason of Rejection list is available when you reject a candidate during the selection process or

when you manually update an application status to Rejected.

® Where the OFCCP Search-Recording feature (see page 35) has been activated for an organization, the

Reason of Rejection LOV is a required field.

1. From the Configurable Field Management page (see page 74), select Reason of Rejection.

LIST OF VALUES

Current List of Values for REASON OF REJECTION
Data Type: Text
Minimum of one record per list of values.

Action # Select Values

N
@Q_() 5 Would be unable to do the job (Would be unable to do the job)
e S
@@ 6 Failed assessment (Faied assessment)

@Q(j 7 Over qualfied (Over qualified)

@Q_‘) 1 Did not have sufficient skills for the job (Did not have sufficient skills for the j)

@ \ X\) 2 Did not have sufficient experience for the job (Did not have sufficient experience for t)
{ N
@ (X 3 Did not have sufficient qualifications for the job (Did not have sufficient qualfications f)

, )
@Q_(/ 4 Did not have the night personality/attitude for the job (Did not have the right personality)

Move to

v

e €

e e e e
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Expenses Cost Category

These values define the type of expenses entered in timesheets. The Expenses Cost Category field
has no default values. You can add new values, and edit or delete existing values as required.

1. From the Configurable Field Management page (see page 74), select Expenses Cost Category.

LIST OF VALUES

Current List of Values for EXPENSES COST CATEGORY

Data Type: Text

Minimum of one record per list of values.

Action # Select Values Move to

@I\?_C_:I 1 Travel (Travel) 1D
@I\?_(P:I 2 Accommodation (Accommodation) @
@I\?_(j 3 Food (Food) £
P PN
@@ 4  Telephone (Telephone) G
@@ S Other (Other) &

The Expenses Cost Category list is available in the Timesheet page of a hired candidate.

List Of Units
Spent
Monday Tuesday Wednesday  Thursday Friday Saturday Sunday Rate
Rates 14/02/2011 15/02/2011 16/02/2011 17/02/2011 18/02/2011 19/02/2011 20/02/2011 total
Standard (Hour - hhemm) | 8:00/® | s5:00/8 | s:00/ | s:00/ | s:00)® | & | & anoo
OTL (Howr - hhem) | 1:00/é® | 1:00(® | 1:00(® | 1:00(® | 1:00(4® | & | & so0
List Of Expenses
Amount Currency Cost Category Description
50/ |GEF i Select v
GEF
Travel
GEF Accommodation
GEFP Food
Telephone
GEP Other

Total budget 50.00

Add more

Hours Rates for Timesheet

The Hours Rates for Timesheet field has no default values. You can add new values, and edit or
delete existing values as required.

1. From the Configurable Field Management page (see page 74), select Hours Rates for Timesheet.
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Proposal Source in Succession Planning

The Proposal Source in Succession Planning field has four default values:
Manager
HR
External Source
Project Manager
You can add new values, and edit or delete existing values as required.

1. From the Configurable Field Management page (see page 74), select Proposal Source in
Succession Planning.

LIST OF VALUES

Current List of Values for PROPOSA! SOURCE IN SUCCESSION PLANNING
Data Type: Text
Minimum of one record per list of values.

Action #  Select Values Move to
@I\i{j 1 Manager (Manager) 1D
@@ 2 HR (HR) 19
@L\i(_:.l 3 Bxternzl Source (ExternalSource) 1D

@@ 4 Project Manager (ProjectManager)

=

Operational Team

The Operational Team is used for Manager Workspace users. Only Manager Workspace users can be
selected as Operational Team members in a job requisition. The Operational Team LOV contains three
system default values, which can be activated or deactivated; these cannot be deleted. You can
create LOVs for additional team members.

Operational Team fields are visible on the Job Requisition tab of job vacancies.

OPERATIONAL TEAM

Hiring manager - EManual Adebayor , adebayor@lumesse. co.in

Alternative Hiring Manager - Sara  Watson , gerardryan200@gmail.com

Send CVs To - Michal Frosch , michal.frosztega@lurnesse.com

Marketplace Order Recipient (Temp Reguirement Only) - Joseph  Finch , finch@ness.com

a1 P
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1. From the Configurable Field Management page (see page 74), select Operational Team.

LIST OF VALUES
Current List of Values for OPERA TTONAL TEAM
Minimum of one record per list of values.
Action # Select Values
@ 1 Hiring manager (OperlUserl)
& 2 Lol HR (Operiser2)
@ 3 Operationzl team member 3 (Operlser3)
@@ 4  Work Councll (Work Council)
@@ 5 Representative body for disabled employeas (Represantative body for disabled employees)

For the Operational Team you can create a maximum of four values. You can deselect any values that are

not needed.

2. From the List of Values page click @ at the bottom of the list to select/deselect the values.

LIST OF VALUES

1

Current List of Values for OPERATIONAL TEAM
Minimum of one record per list of values.

# Select Values

Hring manager (OperUserl)

Local HR (OperUser2)

Operational team member 3 (OperUser3)
Work Council (Work Councl)

Representative body for dszbled employees (Representative body for disabled employees)

el @le

@® The operational team can be fully deactivated. Deselect all the values in the operational team if you

do not want the operational team to be visible in the requisition.
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3. Click Save after activating or deactivating the values.

Select the list of relevant entries for

Operational Team

Hiring manager Local HR Operational team member 3

[C] operational team member 4
* Required Field

| Save | | Cancel |

Recruiting Team

The Recruiting Team LOV contains three system default values, which can be activated or
deactivated; these cannot be deleted. You can create LOVs for additional Recruiting Team members.

@® If you modify these fields, any changes are instantly propagated to all existing job vacancies.

The Recruiting Team fields are visible on the Job Requisition tab of job vacancies.

RECRUITING TEAM

1. Recruiter 1 - Andrew Brown , andrew.brown@lumesse.com
2. Recruiter 2 - Su Oakley , su.oakley2@lumesse.com
3. Recruiter 3 - Louise McAteer , louise.mcateer@lumesse.com

Process Comments

1. From the Configurable Field Management page (see page 74), select Recruiting Team.

LIST OF VALUES

Current List of Values for RECRUITING TEAM
Minimum of one record per list of values.

Action #  Select Values
@ 1 Recruiter 1 (PIC1)
@ 2 Recruiter 2 (PICZ2)
@ 3 Recruiter 3 (PIC3)

P P
@l x| 4 Recruiter 4 (Recruiter 4)
(i I
@l x| 5 Recruiter 5 (Recruiter 5)

For the Recruiting Team you can deselect any values that are not needed.
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2. Click '\_/' at the bottom of the list to select/deselect the values.

LIST OF VALUES

Current List of Values for RECRUITING TEAM
Minimum of one record per list of values.

Action = Select Values
\5 1 Recruker 1 (PIC1)
\51 2 Recruter 2 (PIC2)
\51 3 Recruker 3 (PIC3)

3. Click Save after activating or deactivating the values.

Select the list of relevant entries for

Recruiting team

Recruiter 1 Recruiter 2 Recruiter 3
* Required Field

| Save | | Cancel |

Adding your own Configurable Fields

Both GSAs and LSAs can add new fields.

Global System Administrators (GSAs) can add fields on a global level. These fields can be made
mandatory for all local organizations or available to use on an optional basis.

LSAs can only add fields in their local organization. These fields can be made mandatory or optional.

New fields can be added for use in the Job Requisition Template or Condition Form, but not in the
Application Form

New fields can be LOVs or free form (five different formats include text, date and integer)

You can specify field properties to set where the field will display, whether it is mandatory, and if it is
searchable
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Creating a Configurable Free Form Field

Free Form fields let users enter in data, as opposed to selecting values from a dropdown list.

Setting up a Configurable Free Form Field is a two-stage process: to make the field visible the GSA
must manually activate it for each local organization (see page 96).

GSAs can create both local and corporate fields. Local System Administrators only have access to the
local fields in their organization.

1. From the bottom of the Configurable Field Management page (see page 74), click Add
configurable Free Form Fields.

&
2. Click & next to Undefined on the List of Values page.

LIST OF VALUES

Current List of Values for Undefined @
Minimum of one record per list of values.

Action # Select Values Format Required

L’:f) 1 Default value

3. Type the field name label and any required translations of that field name then click Save &
Close.

Define Field Values

ListofValuesLabel #391: J0B INFORMATION ” Please use only ASCII
letters and numbers.
Language Value
Spanish
German
English (LK)

* Required Field

Save & Close | | Cancel |
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4. There is always a default value: click ':.'EJ to edit the default value and replace this with your
own.

LIST OF VALUES

Current List of Values for J08 INFORMATION  (Job Information ) @ X

Minimum of one record per list of values.

Action # Select Values Format Required
Qg_i 1 Default value
=) ap

5. Select the Format. This restricts what type of data can be entered in the field.
Date - This displays as a calendar with a date format selector
Integer - Uses whole numbers only including negative numbers; no decimal numbers
Numeric - Uses any numerical value including decimals
Text - Uses any letters, numbers or special characters
Text Area - Provides a larger area than a Text field

6. To make this field mandatory for users to fill in select Required.

7. Click Save & Close. The words 'Default value' have been replaced with whatever you typed.
P ;"'

8. To add more fields to this group, on the far right of the page click Z

9. Repeat the previous steps until all values have been added.
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Specifying where the Field can be used

The properties of a configurable Free Form Field must be set up on a per company basis. The Options
section on the Field Properties form defines where the field is used and where it is displayed.

1. Click '\5‘ next to the appropriate Free Form Field to set up the field properties.

Create field properties for
Field Replaced Employee
Properties
ID Type
Corporate Feld, to be granted by GSA only
Corporate Feld, to be granted locally
® |ocal Feld in | Select Organisation r
Options
Arez of Uss ¥ Job Opening for Permanent
#| Job Opening for Contractors
¥ Condition Form for Permanent
¥ Condition Form for Contractor
Image Library
Display in Job Opening Section  Contract r
Business Rules
Included in Job Posting Extract
#| Updateable
| Save | | Cancel |

2. Set the Field Type:
Corporate Field, to be granted by GSA only - Corporate field that is granted only by the GSA and
applies to all Level 1 organizations of the company.
Corporate Field, to be granted locally - Corporate field that can be granted to several organizations by
the GSA.
Local Field in - Field that is granted to one organization. The GSA must select this organization from the
dropdown list.

3. Select the Area of Use for the field and the section of the job vacancy in which it will display.
Area of Use - Select areas where this field is available for use (within the Job Requisition or Condition
Form).
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Display in Job Opening Section - Select the section of the job vacancy where the field will be displayed
(Administration Section or Contract).

1. Set the Business Rules:

Create field properties for

Field Replaced Employee

Properties
ID Type
CONTRACT
Corporate Field, to be granted by GSA only
Number available ] Corporate Feld, to be granted locally
Contract Typs Petmznent contratt ® Local Field in = Select Organisation v
Expectad Contract Dates 01/03) 1
Salary Min 20,000, Max 22, Options
Schadule Type - 7 )
Wiorl Honure Aopouint A0 1 Hours Area of Use :;: ;GE gpen!ng ;Gl. EEITanint
Replaced Employee Jane Cohen — 2EEnlng e Enie e
I P poy l#/  Condition Form for Permanent
& | 1#  Condition Form for Contractor
| Image Library
Display in Job Opening®&action | Contract v
Administration Section in Job requisition
Business Rules onira
) Included in Job
¥ Updateable

Included in Job Posting Extract - The field is displayed in job postings sent to agency email addresses or

agency portals.

Updateable - The field is updatable in the area where it is displayed. If this Business Rule is not
activated, users cannot add or change values for the field.

2. Click Save.

Activating Free Form Fields

A new Free Form Field must be activated at the Organization level before it can be displayed in the
Job Requisition/Condition Forms for a department. Refer to Configurable Lists of Values (see page 92)

for more information.

@® This option is only available for GSAs. Local System Administrators only have access to the organization of

which they are in charge.

1. From the Settings section of the left dynamic menu, select System Administration.
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From the Configuration page, select Organization Breakdown structure.

CONFIGURATION

Global System Administration

Company Configuration

Currency Maintenance

Modules

Droanization Breakdown Structure

Document Security Management

4
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Right-click the name of the organization in which you want to display the field and select Edit.

At the bottom of the Organization Properties page, select Define Job Requisition format for
Permanent Recruitment or Define Job Requisition format for Contractor Recruitment.

Accepted upload file types for candidate

Define Job Requisition format for Permanent Recruitment

Define Job Reguisition format for Contractor Recruitment

Define Condition Form format for Contractor Recruitment

Timesheet Confiquration

In the Activate Configurable Free Form Fields section, activate the required Configurable Free

Form Fields for the different Job Requisition Formats.

Activate Configurable Free Form Fields

Displayed MSS Field Hame Default value Area Required
[ [C]  Direct Supervisor - Administration
[ O]  If replacement - Administration
Merge Field for Print Ads - Administration

® All the settings defined at organization level are propagated to the sub-organizations.

The Order section provides an overview of the fields which will be displayed in the Job Requisition, as well

as details of where the fields are displayed.
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6. To change the order of the values, drag and drop them into position.

Order

List of Free List of
Drag and Drop Below to Rearrange The Order Form Values

Values

Field #

Administration
Functional Area - z
Division 4 26
Guaranteed Interview Scheme Role? v 4 245
Assessment Centre required ™ 4 283
Merge Field for Print Ads v 4 130

Editing a Configurable Free Form Field

1. To add, edit or delete a value for a Free Form Field, click the name of the field from the
Configurable Field Management page (see page 74).

P o -
1 @ JobSaryBand * B & & & - Aqu::ﬂ:]r?sgﬂi;t?;mn n _ &

5 @ Functional Area  « 14 o o Administration Section in
P

4

Job requisition

3 @ Business ine @ 0 o F o  HdministrationSectionin -,

Jaob requisition

2. Click @ to add a new value, @ to edit an existing value, or @ to delete a value.

LIST OF VALUES

Current List of Values for JOB INFORMATION  (Job Information ) @ (3)
Minimum of one record per list of values.

Action # Select Values Format Required

@ 1 Default value

3. Change the value as required, then define the translations and the format in which it will be filled
in.

4. Specify whether this is a required field, then click Save & Close.
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Adding User Data Fields

You can configure the data you want to store for users. For example, mobile number, address, and so
on. This data can be used as merged fields in email templates.

1. From the bottom of the Configurable Field Management page (see page 74), click Add
configurable User Data.

LIST OF VALUES

Current List of Values for (ndefined @

Minimum of one record per list of values.

Action #  Select Values
I;ffjl 1 Default value

il

>
2. Click = next to Undefined.

Define Field Values

Listof\aluesLabel £4: * Please use only ASCII
letters and numbers.
Language Value
Spanish
Enaglish (UK}

* Reguired Field
Define Properties

Type TEXT [=]
Lock field [l

| Save & Close | | Cancel |

3. Enter information as required and select the Lock field checkbox if you do not want users to edit
the LOV.

4. Click Save & Close.

® If the LOV is locked a TalentLink user will not be able to change this field when they access
Preferences > User Data.

. L |
5. Define the first value by clicking corresponding to the Default value.

=
=

6. Click *= to create values for the User Data.
7. Enter the required information, then click Save & Close.
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The user data appears in the User Information section for each user.

User Information
Last Mame Abbot
First Name FPaul
Email tim.meinen9@lumesse.com
Login p.abbot
Employee \_J\ '\_)_(_,:J
Communication Language German ™
Portal to use @ Advanced User ©) Manager Seff Service
IUser status Active Disable User
User must change password at next logon  [C]
Mobile Access

The User Data is also visible to the user and can be filled in by them on their Workspace Header.
- PRy

zer Preferences

User Data

Change Password

Personal Job Template

Event Motification

Mail Gateway

Client PC Reguirements

Creating a Configurable LOV

@® Setting up an LOV is a two-stage process: to make the LOV visible the GSA must manually activate it for
each local organization (see page 105).

Configurable lists of values (LOVs) are presented as dropdown lists from which recruiters can select
values. To create an LOV you need to give it a field label name, then add values (the content in the
dropdown list).

1. From the bottom of the Configurable Field Management page (see page 74), click Add
configurable LOV.
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2. Click @ next to Undefined.

LIST OF VALUES

Current List of Values for Undefined @

Data Type:
Minimum of one record per list of values.

Data

Action # Select Values value

I(f_/l 1 Default value

A
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3. Type the field name label of the LOV and any required translations of that field name.

Define Field Values

Listof\ValuesLabel #391: JOB INFORKMATION * Please use only ASCII
letters and numbers.
Language Value
Spanish
German
English (LK)

Define Properties
Data Type Text El

Save & Close | | Cancel |

* Required Field

4. Select the LOV Data Type.

Integer - Whole numbers only including negative numbers; no decimal numbers
Text - Any letters, numbers or special characters

Numerical - Any numerical value including decimals

Positive Integer - Whole numbers only starting from 1; no negative numbers

Boolean - Not used

@® This field ensures all values defined for the LOV must be of the same data format.

5. Click Save & Close.

Now you need to add values to the LOV.
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6. There is always a default value: click |¢§J to edit the default value and replace this with your
own.

Action # Select Values

I.t_) 1 Default value

7. Click Save & Close. The words 'Default value' have been replaced with whatever you typed.

8. To add more values to the new LOV, on the far right of the page click =
9. Type your value and translations, then click Save & Close. Repeat until all values have been
added.

Specifying where the LOV can be used

The Properties of a configurable field must be set up on a per company basis. In the Properties
section, you can define the type of LOV, the Display Options (places where the LOV will be visible) and
the Business Rules for each LOV.

1. Click '\.i.') next to the LOV to specify the properties.

4 Administration Section in
ry - o
1 & JobSalaryBand 6 2 o Job requisition

2 @ Functional Area  «F 14 «F o  of «f Pdministration Section in

Job requisition

3 @ Business line > g q?" @; ¢ Administration Section in

Jaob requisition

2. Select the appropriate ID Type.

Create field properties for
Field Job Salary Band

Properties

ID Type

® Corporate Field, to be granted by GSA only
Corporate Field, to be granted localy

Local Field in -+ Select Organisation ¥

Corporate Field, to be granted by GSA only - Corporate field that is granted only by the GSA and
applies to all level 1 organizations within the company.

Corporate Field, to be granted locally - Corporate field that can be granted to several organizations by
the GSA.

Local Field in - Field that is granted to one organization. The GSA must select this organization from the
dropdown list.
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3. Select the Area of Use for the LOV and the section of the job vacancy in which the LOV will
display.
Area of Use - Select areas where this field is available for use (within the Job Requisition or Condition

Form).

Display in Job Opening Section - Select the section of the job vacancy where the field will be displayed
(Administration, Job Description, Job Advert or Contract)

Create Field Properties for
Field Business line

Properties
ID Type

ADMINISTRATIVE DATA

* Corporate Field, to be granted by GSA only

Requisition Number dooos: Corporate Field, to be granted locally

Internal Requisition Number - Local Field in© Select Organization T
Start Date 12/07/20 tions

Country . United KN pros'Siise @ Requisition for Permanents

State/Province - ¥ Requisttion for Contractors

tandard Condition Form

| Business line Eéif;izsinn; ] yment Terms for contractors
Irmage Biegary
Job Salary Band 3

Display in Requisition Section ' Administration Section in Job Requisitior ¥
Administration Section in Job Requisition

Business Rules Job Description Tab
Required Job Advertisement Page
o] Updateable greemen

4. Select the Business Rules that apply by selecting the appropriate check boxes. Business Rules
define how the LOV is used and where it is/isn't displayed (see next topic for more details on
hiding LOVs).

Required - The LOV is required in any area where it is displayed.

Updateable - The LOV is updatable in the area where it is displayed. If this business rule is not
activated, users cannot add or change values for the LOV.

Searchable in TalentLink - This LOV can be used to run a search in the Back Office (this kind of search is
available in the Job Openings page, if you filter on one organization) or the Front Office. This provides a
better candidate experience, and enables the representation of large lists of value on the front end.
Additionally a group of Linked Lists can now be used to search for requisitions in the Back Office.

Searchable in Career Section - The LOV is searchable in the Front Office.

Included in Job Posting Extract - The LOV is displayed in job postings sent to agency email addresses or
agency portals.

Included in Application Extract - The LOV is displayed in Applications extractions.
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Accessible as Consolidation in Reporting section - This business rule enables users to choose the LOV
as a Consolidation Dimension (sorting criteria) in any OUR standard reports.

f\@g REPORTING
Standard and Analytics

Select Report Description
Standard Reports

My Applications Lumesse TalentLink -

My Hires | https://catlumessetalentlink.com/private/rem/rem_advancedfilter.cfm

My Job Postings ]
1| Please Select

My Requisitions

Dur Applications -~
1 Qrganization: Select r
Dur Candidates
. ke

Our Hires Consolidation Dimension Requisition Type v
Our Job Postings Select

Country * Reqguired Field
Qur Requisitions Organization Level #1

[ Requisition State/Province

Qur Time to Fil Requisition Type h‘

Status

Hiding an LOV from Job Posting and Application Extracts

The Business Rules associated with each LOV define where it will be displayed.

‘Business Rules

Requirad

Lpdatezble

Searchable in TalentLink
Searrhahle in Career Saction
Included in Job Posting Extract
Included in Application Extract

RS

B

@® sort Numerically © Sort Alphabetically
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Included in Job Posting Extract

This option controls which fields are visible to agencies. When an agency views a requisition's details
within their portal or via an email link they will see all the details of the advert including some
additional values typically from the requisition e.g. cost centre, location, etc. You can deselect this
option to hide fields that are internally sensitive or not relevant to the agency.

Account Manager
=i . 1/ A1
(Valid from 06/11/2014 To 13/11/2014) Account Manager
Language: English (LK)
Region: Londan (Valid from 06/11/2014 To 13/11/2014)
Country: United Kingdom
Language: English (LK)
Organisation data: Sales Region: London
Job number: SDOUKON762 Country: United Kingdom
Contract Type: Permanent contract
Schedule Type: Full Tima Organisation data:  Sales
Work Hours 37.5 Hours per Waek Job number: SDOUKO07E2
Contract Type: Permanent contract
Job Salary Band: 3 Schedule Type: Full Time
Guaranteed Work Hours 37.5 Hours per Waek
Interview Scheme  Yes
Role?: Job Salary Band: 3
ASSESsMient Centre |- Assessment Centre Noh
required: required:

Agency posting with field Same posting with this field hidden

‘Guaranteed Interview Scheme' displayed

Included in Application Extract

This option controls which fields are visible when extracting job application data to be sent to an
external system. You can deselect this option to hide fields which are not relevant.

Activating a Configurable LOV

A new LOV must be activated at the Organization level before it can be displayed in the Job
Requisition or the Condition Forms belonging to a department. There are different Requisition and
Condition Form formats depending on the recruitment contexts available:

Permanent Context (for permanent jobs)

Contractor Context (for contractors)

Depending on your company’s requirements, you can assign specific fields for each recruitment
context.

® This option is only available for GSAs. Local System Administrators only have access to the organization of
which they are in charge.
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1. From the Settings section of the left dynamic menu, select System Administration, then
Organization Breakdown Structure.

CONFIGURATION

Global System Administration

Cormnpany Configuration

Currency Maintenance

Modules

Organization Breakdown Structure

Document Security Management

2. Right-click the name of the organization in which you want to display the field and select Edit.

3. From the bottom of the Organization Properties page, select Define Job Requisition format for
Permanent Recruitment and/or Define Job Requisition format for Contractor Recruitment.

Accepted upload file types for candidate

Define Job Requisition format for Permanent Recruitment
Define Job Requisition format for Contractor Recruitment

Define Condition Form format for Contractor Recruitment

Timesheet Configuration

4. From the Configurable LOV section, activate the required LOVs for the different Job Requisition

Formats.
Configurable LOV
Activate Configurable LOV and select default values
Displayed MSS Field Hame Default value Area Required
[l &  Job Salry Band 2 |V Administration
i &  Functional Area Warketing and PR (=] 7 administration
[l 1 Business ine Piease select (=] 7 Administration

@® You can also restrict or grant access to certain fields for Manager Workspace users by selecting or

deselecting the fields in the MSS column. Manager Workspace users cannot see fields which are not
configured for them.

5. You can select a Default Value for these fields. This value is pre-selected when you create a new
job vacancy for this department.

The Order section provides an overview of the fields displayed in the Job Requisition, as well as details of
where the LOVs are displayed.

Page 106



A
Lumesse

6. To change the order of the values, drag and drop them into position.

Order

List of Free List of
Drag and Drop Below to Rearrange The Order Form Values

Values

Field #

Administration
Functional Area 4 2
Anticipated Headcount ¥ 4 160
Assessment Centre required ¥ 4 2B5
Purchase Order Information Y 4 109

Editing a Configurable LOV

1. From the Configurable Field Management page (see page 74), select the appropriate name from
the Field Label column.

The List of Values page is displayed.

LIST OF VALUES

Current List of Values for PROFESSIONAL CREDENTIAL TYPE
Data Type: Text
Minimum of one record per list of values.

Action # Select Values Move to
P =%
@I\?_(_,I 1 Certificate (Certificate) 1D
P =
@L\}'_(/I 2 Membership (Membership) 1D
.f'_E r Z‘ r )_("x
2. Click *== to add a new value, = to edit an existing value, or ) to delete a value.

3. To change the order of the values, type the position number to which you want to move the value,

then click " to move the value up or down as required.

Linking LOVs

You can create dependencies between pre-defined configurable LOVs by linking them to create
parent/child relationships. In the example shown below, the top level of the list (Parent) is List Level
1, the second level (Child) is List Level 2, and the lowest level (Child) is List Level 3.

[P List Level 1
2 [ List Level 2
L[] List Level 3
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By using this feature, you can make forms much easier for the user to complete. For example, you can
create a dependency between the Country LOV and City LOV during a job application. When the user
selects UK from the parent Country LOV, the child City LOV is only populated with UK cities.

When a Configurable LOV is being used in a linked list the symbol is displayed to the left of the
Field Label on the Configurable Field Management page.

1. Click to view the relationships of the item.

183 (@ List Level 1 v 3
184 (& List Level 2 v 3
185 (& List Level 3 v >

The linked lists can be made available (see page 102) in Job Requisition Forms and Condition Forms,
and activated (see page 105) in the same way as non-linked Configurable LOVs.

Creating a Linked List

1. From the bottom of the Configurable Field Management page (see page 74), click Link LOVs.
The Linked List of Values page is displayed.
2. Click Add LOV.

LINKED LIST OF VALUES

Displary © al  © corporateFieldsonly @) Localin Organisation  — A&ll—
o
e Functional Area —
s Job Types
Salary Grade
A Regions
+ Location
' Job Advert Template
Franchise
Salary Band
Dept
Parent Division
Headcount Type
+ Sector
s Filire
Mtier :

E:j Add LOV
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3. Click Select next to the name of the Configurable LOV you want to use as the top level (Parent) in
your linked list.

SELECT LOV

BU Code Select -
Budget Select

Budget Type Select {h—-? |§|
Budgeted Select

Business Division Select

Business line Select

Business Unit Select

Business Unit APAC Select

but in this case the position will be filed by a contractor Select

Campaign Select

Car allowance Select

Car Scheme Select

Care UK Location Select

Care UK Salary Band Select

Career Level Select i

@® The Configurable LOV must have already been defined so it is listed in the Select LOV dialog box.
Refer to Create a Configurable LOV (see page 100) for more information.

The LOV is added to the bottom of the linked list tree structure.
4. Right-click the top level of your list, then select Add Child from the pop-up menu.

) Sector

> Filire
) Mtier
Budget 44 child IS

-

@ addLoy  Linked Values
Remave

5. Click Select next to the name of the Configurable LOV you want to use as the second level (Child)
in your linked list.

The LOV is added as a child to the parent LOV.
B
L [FefistTevel 23

You can continue to add children to all levels of the list until the linked list is complete. The parent list can
be linked to multiple children. A child list can be linked to more than one parent list.
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Editing a Linked List

To link values in child level lists to a value in parent level lists:
1. From the bottom of the Configurable Field Management page (see page 74), click Link LOVs.
The Linked List of Values page is displayed.

2. Right-click the parent list value, then select Linked Values from the pop-up menu.

b Sector | |
; Budge ad4 chid : i
P Filire

: wa_. Linked Values |

'&;E-:J AddLOV  Remove

The Link Values section is displayed. This section is used to assign the values in the child level list to the
value in the parent level list.

The left side (Available Values) lists those values which can be assigned as children. The right side shows
which values have already been assigned.

3. Select a parent value from the dropdown list then select / deselect child values and click Save.

Link Values
Regions Furope Izl
Select Child Couniry |
Link Regions to Country
Available Values Select [ Deselect All Selected Values  Select / Deselect All
[C] china - Denmark -
[ United States Norway
[ Malaysia Ireland
[ singapore The Metherlands
[ India Poland
[ 1srael Switzerland
[C] south Africa Italy
[C] Dubai Belgium
France
Russia
Sweden
Austria
United Kingdom
Germany
4 P 4 b

4. Select another value in the parent dropdown list.
The Link Values table automatically updates.

5. Repeat steps 3-4 for all values in the lists.
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Deleting a Linked List

1. Right-click the list value, then select Remove from the pop-up menu.
2. Click OK to confirm your action.

@® You cannot delete a list value if it has child list values.
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Managing Job Posting Sites

Site Management concerns the management of job posting sites, including creating posting site links,
configuring Search Agents, configuring Talent Portals, configuring the TalentLink Source sites, and so
on.

You can configure a specific layout and LOVs depending on the type of posting site and the target.

1. Todisplay the Site Management page, from the Settings section of the left dynamic menu, select
System Administration, then Site Management.

The Site Management area is divided into the following sections:

SITE MANAGEMENT

Career Sites @

Career Sites (see page 112)

Other Sourcing Channels (other posting channels) (see page 113)
Technical Sites (see page 113)

Agencies (see page 113)

TalentLink Source Sites (see page 114)

Career Sites

The Career Sites tab is used to post jobs on Intranet and Internet client websites. Their configuration
is defined using various criteria:

CSS Configuration — Manage CSS stylesheets
Site Layout - Set the data privacy statement and period, and so on
Site Map — Set the job description URL

Category Lists (optional) - Used as search criteria for candidates and linked to syndication-specific

components

Search Agent - Enables candidates to receive notifications by email about posted jobs that match
previously chosen criteria

Talent Portal - Enables candidates to create their own homepage on the customer’s website and to
manage their personal information and applications

Auto-Posting rules - Set auto-posting to other pre-configured sites

Career Site Layout Components - For career sites, specific components need to be developed. These
components are inserted in the client web pages and linked to our data

Email a Friend — Enables candidates to share job advertisements with their friends by email
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Other Sourcing Channels (other posting channels)

The Other Sourcing Channels tab is dedicated to any other posting method.

Job offers can be sent by email to career websites (Monster, Jobcareers, and so on), any other sites
(for example, university sites) and to agencies. They can also be posted directly on a website using a
specific interface developed for the client by Lumesse.

Technical Sites

A Technical Site is not a stand-alone entity but is linked to one or more job boards/agencies/external
sites, and is used to store the CSS.

A Technical Site is a ready made portable layout which is used to support the online Application
Processes used by Agencies, and Other Sourcing Channels. It can be used in Application Processes
when you post a job to an agency, an external site, a job board, through social recruiting or Other
Sourcing Channels.

Agencies

From the Agencies tab you can:
Configure an Agency's contact and bank details
Post a job description to Agencies by email or directly on a dedicated Agency Portal

Enable Agencies to submit applications to TalentLink following a dedicated application process

The Agency Portal is a website using the TalentLink Syndicated (SYD) technology. Deploying an Agency
Portal is as simple as deploying any internal website or career website using SYD components. Lumesse
provides a set of SYD components that enables preferred suppliers to:

Get direct access to Agency contact and bank details, and update them accordingly
Access the communicated job postings and submit applications

See the progress of submitted applicants

Get a list of all submitted applicants and communicated documents or data

Add information

Withdraw applications

See an application's status

View contract terms for submitted candidates

Trace activity of their on-site contractors

When an Agency Portal uses the SYD technology, it benefits from all of its advantages, particularly the
custom branding feature. Consequently, an Agency Portal can be deployed with your own corporate
branding applied to the SYD components used.
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TalentLink Source Sites

@® TalentLink Source is a value added service that will only be visible if it has been paid for then activated by

Lumesse resources.

The TalentSource tab provides a list of all Sourcing Channels available to you for use with TalentLink
Source. You can:

Configure a Sourcing Channel for use with TalentLink Source, including specifying the channel's URL,
setting up a user name and password for access to it, mapping fields from TalentLink to the new job board,
and specifying for how long a job should be posted

Edit a Sourcing Channel

Deactivate a Sourcing Channel so it cannot be used to post jobs through TalentLink Source. Deactivating
ensures that the channel can be activated again in future if required

Activate a Sourcing Channel that has been deactivated in the past

What Happens when a Job Advertisement is Posted

As soon as the sourcing channel is made Active it will be available to users to post to from the job
requisition Posting tab.

It is possible to:
Post a role
Define the start and end date of the posting
Un-post a role manually
See the status of the posting

Access the posting history, including the sent file
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From the Posting tab of a requisition click the job title and select Post.

W ACCOUNT MANAGER

Manage Candidate Dispatcher

€ Send Job Advertisernent by Email
Cownload Job Advertisement

fjmiar

Post

Matching Candidates Posting

Job Advertisement - Referral Program
Amnmnimk Rdoeonne Lot carigl Recruiting in| mare
View content
Star Edit Job Advertisernent Type
Edit Application Process
07/0  Edit posting comments External site

4
Lumesse

Routin

The sourcing channel name is displayed, including the description defined in the configuration.

Job Board
S5ite Name Description
Select Mewcareer.com For all external vacancies

The default posting period is displayed and can be edited as required.

Posting Information

Newcareer.com
Start Date: 061022015 [ | * (dd/mm/yyyy)

End Date: 06/032015 [ .. | * (dd/mmiyyyy)

| Post | | Cancel |
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The posting is sent, usually within 15 minutes, and the status shows as Published.

L ACCOUNT MANAGER
Job Approval Process Matching Candidates Posting
Job Advertisement Referral Program
P Account Manager (UK): Social Recruiting in] more Routing Rules Are Defined
Start Date Sites Type Online via Email Status
06/02/2015 Newcareer.com Job Board Yes Yes Published

Clicking on the job board name link displays the job Posting Information including links to the sent file.

Job Advertisemnent Properties

Job Board: Newcareer.com
Job Advertisement: Account Manager

Posting Information

Status:

https://global3.recruitmentplatform.com/syndicated/ private

SRl LT Jsyd_apply.cfm?ID=P14FK026202F3VBEMBN79V737&nPosting TargetD=17580

Email Address for Application: __17580@first.sandbox.recruitmail.com

Start Date: 06/02/2015

Expiration Date: 06/03/2015 I:I dd/mmfyyyy

Posting History: 06/02/2015 at 13:52 - Post requested by Global Administrator

06/02/2015 at 14:00 - toProcass 1423227625277 17580.xml Delivered to target Email
Newcareer.com

Creating Career Sites

1. From the Settings section of the left dynamic menu, select System Administration, then Site
Management.

2. Click B next to Career Sites to display the menu, then select Create New Career Site.

SITE MANAGEMENT

PONMPSRNSIR] 0. Soucino Channels | Technical Sites

Create New Career Site h‘

Display @ All ) Corporate only &) Local in Organisation Al
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Type the name and a brief description of the site, then select the Master Language.

SITE INFORMATION

Site Details
Site Mame * Master Language  English (LK) E'
Description
Site Type @ Corporate @ Localin Organisation | gajact El
Type @ Internal site © External site

Enable HR-¥ML portable C¥ @ Switch On @ Switch OFf

Referrals disable [=]

* Reguired Field
Site Layout

4. Set other options as required then click @

The fields on this page are explained in Site Information (see page 117).

@® You can either save and close now, or configure the Site Layout (see page 124). If you choose the
second option, your site is still saved.

Site Information

To access the Site Information page:

1.

2.

From the Career Sites tab, click Edit next to the name of the site.

SITE MANAGEMENT

Career Sites 8 Other Sourcing Channels Technical Sites

Display @ All @) Corporate only &) Local in Organisation Al

Site Hame Corporate Type

2009 Grad campaign v 4 External site

ABC Company Internal site
ACS Corp External site

From the Site Information page, you can access the following details:

Site Name and Description
This is displayed during the job posting process.
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Master Languages
The master language for the site.

Site Type
This can be Corporate or Local in Organization.

Type and Technical ID
The posting type (internal or external), and unique technical ID of the selected site.

Enable HR-XML portable CV

If this setting is enabled for a career site, candidates will be able to make multiple applications using the
same CV that is saved to their hard drive in HR-XML format. When a candidate fills in the job application
forms they will see an option to extract that information into HR-XML format. Later, when the candidate
applies for another job they will not need to fill in the forms again, but can use the option Apply with
HR-XML CV; this will automatically parse the fields correctly.

Anonymous Candidates feature
If this is On, recruiters do not have access to the personal details of any candidates who have applied for
jobs posted on this site. Refer to Anonymous Candidates (see page 118) for more information.

Site Activation
Activate or deactivate the site.

Referrals
Enable or disable referrals.

Additional Content Languages
Any additional languages used on the site.

Anonymous Candidates

The Anonymous Candidates feature is activated per customer site (External or Internal), and external
Sourcing Channels that enables candidates to stay anonymous to their recruiters. This can avoid
discrimination claims. The option to decrypt candidates in the Selection Process is related to this
feature. Refer to Activating the Anonymous Candidates Functionality (see page 118) for more
information.

By activating this feature, certain candidate data remains invisible to the recruiter, who will not be
aware of the candidate’s name, gender, age and other such details. Of course, this only refers to
structured information that comes from filling in the Personal Information Form (PIF).

If the Application Process on the customer site includes the option for the candidate to attach a
document, recruiters will see the content of these documents and it is possible that they may see the
candidate's personal details there. As a solution in such cases, you should limit the recruiter’s access
to candidate details by removing such attachment options in the Application Process for jobs
published on the site.

Activating the Anonymous Candidates Functionality

1. From the Settings section of the left dynamic menu, select System Administration, then Site
Management.

2. Onthe Careers Site tab, locate the site on which you want to enable Anonymous Candidates, then
click Edit.
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3. On the Site Information page beside Anonymous Candidates, select Switch On, then click @

SITE INFORMATION

Site Details
Site Mame Sales Corp N
Description Front Office for all Sales Corp Companies
Site Type @ Corporate @ Localin Organisation
Type Posting internal
T b= T i

Anonymous Candidates @ Switch On i@ Switch Off

Using the Anonymous Candidates Functionality
To view the effect of the Anonymous Candidates feature:

1. Apply for a published job as a candidate through the Front Office.
2. Fillin the PIF and complete all the other steps in the Application Process.

Personal Information

Candidate Hame

Last Hame * Webb

First Hame * Robert

Middle Hame

Ernail * r.webb@xenos . edu

How long will you permit us to {& Months

store your personal information
in the databaze? *

When the file is created, the name of the candidate is not visible; the Candidate ID number is
displayed instead, as shown in the following image.

w SOFTWARE DEVELOPER
[ csing  [—p—
All B8 Cpen In Process Offered Hired Closed
Candidate = Score 5 m | ! Company/ Position Country | Regior
1975, - 3
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In the Candidate Overview page, the candidate data and email address is encrypted.

a6 1975 -

Candidate Owverview DocumentsfCandidate Pools

External candidate - Hew Contact
Candidate 1D 1575 Current position
Administrative comments Edit &pplications

Similarly, the data in the Candidate Summary form is also encrypted.
Switch To Permanent . y {3 =5 |

0oooiENnonnind, 1o000iEn00oanr

Employment History

The Selection Process can continue for this candidate even if the personal details are not available;
the name of the candidate is not important to the recruiter.

A candidate cannot remain anonymous forever as you cannot hire an anonymous person. Therefore, in
the Selection Process configuration, there is an option to decrypt hidden candidate data on each step.
Depending on which step you decide that data should be revealed, the candidate’s details will be made
visible to the recruiter.

+ Personal Interview Enable Step

Step properties

Step Mame |Per5::na| Interniew * @
Step Type Interview -

&ction Type Assign candidate to interviewer -

1

x

Concerned team |TYPE 1
Step Owner  Please select -
Step Coordinator  Please select -
I:' Reguired Before Reguesting Hire
Step can be inttisted At any stage -

[ short List of Candidates

Decrypt candidates when step inftisted

For more information, refer to Editing Step Properties (see page 194) in the Managing Job Approval
and Selection Processes chapter.

® If a candidate is already present in the database and applies for a new position, their data is not
anonymous. This is because the candidate has already gone through a Selection Process.
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Configuring a Career Site

1.  From the Settings section of the left dynamic menu, select System Administration, then Site
Management.

2. From the Career Sites tab, click Edit next to the name of the site.
3. Select any of the site configuration options at the bottom of the Site Information page.

Site Details
Site Name Website First = Master Language  English (UK) (=]
Description
Site Type 7 Comorate @ Localin Organisation  gaies pemo Org UK E]
Type Posting nternal
Technical ID QAFFK026203F3VBBMV76G7VDS5
Anonymous Candidates @ Switch On ) Svatch Off

Enable HR-XML portable CV 0 Switch On @ Switch Off

Additional Content Languages

Site Activation® Switch On () Switch Off Bulgarian a
Category Lstl: Defauk Category List =1 Portuguese (BR) (=3
Category List2: Defauk Category Lit 22 A g (=4
Canddate Portal Activated: Not Activated Enlrese e
Search Agent: Not Activated C‘c;n =
Referrals  disabie [+]

ICSS Configuration Ske Layout Ste Map Category Listl Category List2 Search Agent Talent Portal Auto-Posting Rules Select Career

Career Site configuration is divided into the following sections:
» CSS Configuration (see page 122)
»  Site Layout (see page 124)
> Site Map (see page 130)
»  Category Lists (see page 131)
»  Search Agent Configuration (see page 133)
» Talent Portal Configuration (see page 135)
»  Auto-Posting Rules (see page 137)
» Career Site Layout Components (see page 138)

*  Email a Friend (see page 139)
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Configuring a Cascading Style Sheet

Style sheets define the look of the Application Process initiated on a career site. You can use any of
the CSSs configured for the company, or create a new one and customise it to meet the specific career
site's requirements. The same rule applies to candidate PIF printouts (Print CSS). You can select a CSS
from the list or define a new one.

Using an existing CSS
1. From the bottom of the Site Information page (see page 121), select CSS Configuration.

SITE WEBSITE FIRST - C55 CONFIGURATION

CSS Configuration

Select an existing Cascading Style Sheet  Website First S EI View/Edit style sheet
or Add new style sheet

Select An Existing Print CS5  System default EI
or Add new style sheet

2. Select an Application Process and/or candidate PIF Print CSS from the dropdown lists then click

@

Adding a CSS
To add a new CSS for either the Application Process or the PIF Printout:

From the Site Information page (see page 121), select CSS Configuration.
Click Add new style sheet.

Type the Title and Description of the new CSS.

Enter the new CSS into the Cascading Style Sheet Content section.

A W N =

Define Cascading Style Sheet

Cascading Style Sheet Details
Title

Description

Cascading Style Sheet Content
Components Class

[® Search component™/
Jnkbracket {font-size; 10p:x; font-family: Arial Helvetica, sans-sernif;color; SFFFFFF;}
MewPoplp {

font-size: 10px;

font-family: Arial Heh/etica,sans-ssrif;

display: nane; -

m »

3
S&-Intro, .SA-Tite {font-size: 1 1px; font-family: Arial Helvetica, sans-serif; font-

5. Select Restore system default style sheet to display the default style sheet, then customise this
based on your needs.
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You can enter colour and font codes for the style sheet of the client site. This style sheet exists by default,
enabling you to modify only the required features.

If you want to base your new style sheet on the client site's existing style sheet, first obtain that style
sheet and integrate it into the default style sheet. The table in Cascading Style Sheet Configuration
contains explanations of the required HTML component codes.

Cascading Style Sheet Configuration

Section Description

/* Welcome component*/ Contains all the HTML codes used for the welcome page of the Powered
By site.

/* Job Description component*/ |Contains all the HTML codes used for the description component of the
Powered By site.

Application Process Class Contains all the HTML codes used for the candidate application file
component.

CHP Class Contains all the HTML codes used for the candidate portal layout.

Template Contains all the styles used in the template layout (questionnaire and

résumé) in the Application Process.

Configuring Printing CSS

You can define your own cascading style sheets (CSSs) using the CSS configuration of the Site
Management in the Back Office. This enables you to specify the presentation of the candidate
application process for printing purposes based on the desired format.

1. Type the Title and Description of the new CSS.

2. Select Restore system default style sheet to display the default style sheet, then customise this
based on your needs.

Define Cascading Style Sheet

Cascading Style Sheet Details
Title

Description

Cascading Style Sheet Content
Components Clags

[® Search component™/
JInkbracket {font-size: 10px; font-family: Arial Helvetica, sans-sernif;color: #FFFFFF; )
MNewPopUp {

font-size: 10px;

font-family: Arial Heh/etica,sans-ssrif;

display: momne;

m »

SA-Intro,.SA-Tite {font-size: 1 1px; font-family: Arial Helve tica, sans-serif; font-
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Site Layout

From the bottom of the Site Information page (see page 121), select Site Layout.
2. Select the Translation Set to replace the default labels used in the Application Process.

If nothing is selected, the system defaults are displayed.

You can edit the selected translation set or create a new set, if required.

SITE WEBSITE FIRST - SITE LAYOUT

Site Layout Definition
Application Process Translations
Selact existing transhtion set System default |T| Edi translation sat
or Add new transizton set

I Change buttons in Welcome text

Layout Definition (Configurable Pif)
Pif Permanent Copy of PTF - AGP - PERM by,
Pif Contractor Copy of PIF - AGP - PERM by
Intemationalisation
Timezone Europe/Paris IT] :
Week starts on Sunday EI :
Candidate Prefered *
Kazi -
JCommunication Language nsier She Language :l
Wb address (URL) to use for Redirection when posting expired hitp-italents place comisyndication1/Sales_Demo_CorpiFirsts -

Include counters in job search criteria
Count only the jobs posted in the bnguage selected on site

3. Select Change buttons in Welcome text to change the default Continue value into | accept.

4. In the Layout Definition section you must select a PIF to use for Permanent and Contractor
candidates.

You must predefine at least one PIF before you can select it here. These are configured either from a blank
form using the Form Builder or by copying and editing one of the system-defined Best Practice PIFs (see
page 307).

If only one PIF is defined, it will be used for all jobs.

After selecting a PIF you can preview it by clicking ™=

One Page Application Process

® This component will only be available if it has been activated on your corporate career website by
Lumesse.
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From TalentLink 15.0 Lumesse gave system administrators the ability to set up a one page Application
Process component that can be embedded in your career site. The traditional TalentLink Application
Process was managed through a series of top level tabs. Each step in the process configured by the
administrator would need a separate click by the candidate to move between the tabs. These tabs
have been replaced by sections displayed on a single page which the user can scroll down to move
between each step. This is particularly useful for candidates who apply using mobile devices.

Personal Details

Farm of address [Reqiired)

—~Please Selecl-- b

First Name (Required)

Last Name [Regiired)

Cover Letter

Altached Cover Letter

cv

Allached Resume

Attachments

Other Attachment

The system administrator can configure the names of the steps displayed on the page. This is done by
adding translations to be used in the Application Process while configuring the site layout of the career
site.

1. From the bottom of the Site Information page (see page 121), select Site Layout.
2. Add or edit a Translation Set to replace the default labels used in the Application Process.
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Additional labels used only in the one page Application Process are Questionnaire 2 and CV.

r

ADD TRANSLATION SET

Feview Parsed Data

Personal Information

Structured CV

Questionnaire

Review Parsed Data

Personal Information

Structured CV

Questionnaire

Questionnaire 2 (Visible on One Page
Application Process only)

Further Information

Attachments

Attachments

CV (Visible on One Page Application Process
only)

Your Resume

Cover Letter
Submit
Required Step

Requirad

Cover Letter
Submit
Required Step

Required

Customers who use the one page Application Process component on their career sites can also
configure the full text of the Data Privacy Statement (see page 127) displayed on the online

application forms, along with the text introducing the statement.

Internationalisation

1.

Select the Time Zone in which the Career Site operates and select other options as required.

Internationalisation

Timezone

Week starts on

Candidate Preferred Communication Language

Europe/Paris

=

EH
Master Site Language EI

Sunday

=

Web Address and Counters

1.

Enter a web address to use for redirection if required.
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If a requisition is no longer posted, any candidate using the URL (mail alert, job board, and so on) of this
job is redirected to this page.

Jeb address (URL) to use for Redirection when posting expired

[] include counters in job search criteria
Count only the jobs posted in the anguage selected on site

2. Select Include counters in job search criteria if you want the search results to display the actual
number of matches to the candidate. This will help candidates to broaden or narrow their search
accordingly.

Find a job offer

Keyword

Position Type
- Al -

Entry Level (20)
Experienced Professional (5)
Senior/ Executive (3)
Students! Interns (5)
SuperMan (0)
Results per pape

5 @ 10 @20 @ 50

List recently posted jobs

- All - []

Posting Period

The Posting Period specifies the default posting period on the site.
Unlimited Posting sets an unlimited posting period for all jobs by default.

Unposting actions can only be done manually if an unlimited posting period is specified.

Posting Period

@ posting Period 3 weeks A week before end of posting, a red flag appears in the job list
@ Unlirmited Posting

Introduction Texts

1. Enter welcome text for job vacancies that have a questionnaire.

This message appears in the first window of the application file when a candidate applies for the job. Most
companies include their Data Privacy Statement in this introductory text.
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@® If you are using the single page Application Process the Data Privacy Statement will appear as a link
on the online application form. Clicking the link will open a new window containing your text.

® If you do not want the privacy statement to display you can de-select the checkbox that appears at
the top left of the Introduction Text section (this will only be visible if you have activated the one
page Application Process).

Introduction Texts

(¥] Display DPS (Data Privacy Statement)

Master Language Introduction to DPS (visible only in new Apply component)
English (US) By selecting "1 agree” you confirm that you have read, understand and consent to the Data Privacy
Statement (click to read the whole statement).

Introduction Texts

Master Language Welcome text for vacancies with 2 questionnaire
Englsh (US ) ke i
st (U5} RelszulEEeEsang

|

Before continung, please read the statement below

This Statement outlines how we store and use the information you provide us, to ensure we
complv with US Data Protection requirements. At the end of this page vou can either accept and
continue with the application process, or decline and you will be retumed to the Homepage.

Any Personal Data that is collected on the Site shall be collected and processed in accordance
with the Data Protection Act and further shall only be used for the purpose of collecting and
processmg your application for an employment position, or for matching vour details with any of
the other emplovment positions, unless vou notifv us in writing otherwise.

You agree to provide Personal Data which is in all respects true, accurate and up to date and is
not, in any respect, misleading, deceptrve or inaccurate or likely to mislead or decerve.
Characters left 38506

| €

2. Enter welcome text for job openings that do not have a questionnaire.
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This message appears in the first window of the application file when a candidate applies for a job. Most
companies include their Data Privacy Statement in this introductory text.

Welcome text for vacancies without 2 questionnaire
< | B 7 U

s EEEBE| &

Before continuing, please read the statement below

This Statement outlines how we store and use the information vou provide us, to ensure we
comply with US Data Protection requirements. At the end of this page vou can either accept and
continue with the application process, or decline and vou will be returned to the Homepage.

Any Personal Data that is collected on the Site shall be collected and processed in accordance
with the Data Protection Act and firther shall only be used for the purpose of collecting and
processing vour application for an emplovment position, or for matching vour details with anv of
the other emplovment positions, unless vou notify us in writing otherwise.

You agree to provide Personal Data which is in all respects true_ accurate and up to date and is
not, in any respect, misleading, deceptive or inaccurate or likely to mislead or decetve.
Characters left 38306

You can provide Introduction texts for the Master language as well as any Additional Content Languages.

The last text is visible on all application pages if the Save Application functionality is activated. The
sentence must finish with the word "here" (since this is the hyperlink to the functionality to save your
application halfway). For example, To save your application click here.

@® Do not enter the word "here" since this is standard in the system.
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List of Organisations Accessing this Site

Only selected organizations are authorised to post jobs on this site. You do not need to select all the
organizations because they may not all need to post jobs. Other organizations can be selected later.

® The Organizations List is only available for Corporate type sites. If a Site is set to Local in a given
organization, you cannot grant posting rights to another OBS.

List of Organisations accessing this site
v Jade I¥ Division C ¥  Division E
v _ m r Candidate
IKANO Client X Anonymisation
[ Ordina ¥ Sales Demo Org KL ¥ RPO - Client 1 FR
) ' RPO - Best
¥ i ¥ - - ¥
¥  RPO-Client 1 DE ¥ RPO - Client 1 CN v Practice FR
v RPO - Best Practice ML ¥ RPO - Best Practice UK I Gold
v RPO-US ¥ Topaz W  Amber
v Sales Demo Org CN I¥ Straneo ¥ Diamond
v Pearl ¥ Division B ¥ Division D
[ ACE Job Library [ MrTed v HOLCIM
Select Al v Galaxy Entertainment W Sales Demo Org UK Vet
Deselect Al Group
e I~ Ivaory v Tridium v Iron
v Ruby ¥ Garnet [ ¥Config
v Sales Demo Org FR ¥ Sales Demo Org DE W RPO - Client 1 WL
) ! RPO - Best
¥ i v - ¥
¥ RPO - Client 1 UK ¥ RPO - Best Practice DE ¥ Practice CN
v Quartz v Siher ¥  Division A
— ) - Fortis Horizontal - Fortis Posting
Fortis Bank Luxemburg Functions BE International
,— Fortis Executive ,— W N ,—
Resources ROV Organisation BGL
[ supernatural [ Premier Foods [ Access Setting
[ Essex County Council ¥ Europe

1. Enter the required information, then click @

Site Map

1. From the bottom of the Site Information page (see page 121), select Site Map.
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Once a job vacancy is posted on a career site, a web page containing the job description becomes available
to the public. The URL address of this page is called the Job Description URL.

SITE 2009 GRAD CAMPAIGN - SITE MAP

Site Map Configuration
Master Language: UK

Job Descrption URL  hitp:italentsplace.comisyndication 1/UnixTest'SalesDemoCorpide

Language: CM
Job Descrption URL  hitp:litalentsplace.comisyndication 1/UnixTest'SalesDemoCorpide

Language: DN
Job Descrption URL  http:italentsplace. comisyndication 1/UnixTest'SalesDemoCorpide

The Job Description URL is used in various system actions. For example, it is included in the email in the
Send Job to a Friend feature (see page 256), and is also embedded in the Update shared on social
networks, if Social Recruiting is used.

The Job Description URL must be provided by the client web master.

@® You must provide a Job Description URL for a master language and any other languages enabled in the
career site.

Category Lists

A Category List is a group of values that can be associated with a job posting. This list enables
candidates to search a company career site based on one of the values associated with a job. You can
create Category Lists according to the requirements of your company, for example, a Category List
based on experience levels:

Junior
Senior

Or on a functional area that then becomes a search criteria on the site:
Marketing

Engineering

@® Itis not possible to run reports on category lists so we recommended that you use LOVs.
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1. Select Category List 1 or Category List 2, as required from the options at the bottom of the Site
Information page (see page 121).

SITE INFORMATION

Site Details
Site Mame Company career website ’
Description Front Office for all Sales Demo Corp companies
Site Type @ Corporate @ Localin Organisation | ggieqt EI
Type Posting external
Technical ID Q1HFKO26203F3VBEBMV76G7VEBW
Anonymous Candidates @) Switch On @ Switch Off

Enable HR-XML porable Cv @ Switch On @ Switch Off

Site Activation® Switch On © Switch Off

Category Listl: Default Category List #1
Category List2: Default Category List #2
Candidate Portal Activated: Mot Activated
Search Agent: Mot Activated

Referrals disable (=]

5SS Configuration  Site Layout Site Mai Category Listl Category List2 [Search Agent Talent Portal Auto-Posti
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2. Type the Title of the Category List and set other options as required.

SITE COMPANY CAREER WEBSITE - CATEGORY LIST

ReqCategorylListl (204)
Title Default Category List #1

Category Type “ Single choice
2 Multiple choice
Define Chaice

Action Value D
1

Title - The title for the Category List, for example, Department, Business Unit, Geographical area etc.

Category Type: Single choice - If you select this option, only one category is associated with the posting.
This means that a job linked to this category is displayed only if the candidate searches on the value of this
category.

Category Type: Multiple choice - If you select this option, the job posting can be found by candidates
searching for each of the categories, for example, a position available in both France and England if the list
relates to geographical areas.

The list of fields allows you to enter up to 49 values.

3. Tochange the order of the values, at the bottom of the page type the number of the line you want
to move into the Move From field.

Mowe From To .J__/l U

@
©

4. Type the number of the destination line in the To field.

Search Agent

The Search Agent Configuration page comprises:
The welcome message sent when activating the Search Agent
The notification message sent when the Search Agent finds posted jobs
Configuration of the page to unsubscribe from the Search Agent
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Configuration of the Search Agent Update page

@® These texts should be as clear as possible because all candidates receive them. The sender's email box
must be the same as the one used for searches, and must answer their questions.

1. From the bottom of the Site Information page (see page 121), select Search Agent.
2. Activate the site after all the mandatory fields are filled in.

SITE COMPANY CAREER WEBSITE - SEARCH AGENT CONFIGURATION
Search Agent Configuration

Search Agent Activation on @ Off

Add Ink to Search Criteria Updata Yas 2 No

Master Language  \Web address (URL) of Job Description Page™ Use Job Description URL from the Site Map configuration:

English (UK) http://talentsplace. com/syndication1/Unbx Test/SalesDemo

@ Enter a diferent URL httpoitalentsplace comisvndication 1/

Hyperink text to remove subscription™® hera
Web address (URL) to delete agent™ hitp:/talentsplace, comisyndication 1/UnixTestCompany_Cares
Sender's Emai address™ noreply@talemsplace

3. If Add Link to Search Criteria Update is set to Yes, the candidate can change/edit their Search
Agent using the link you provide.

4. Use the Job Description URL configured in the Site Map section (see page 130) or provide a
different URL.

5. Type the hyperlink that enables candidates to unsubscribe from the Search Agent.
6. Type the client site URL of the web page to delete the Search Agent; this will be provided by the
client's web master.

7. Type the default sender address for all Search Agent emails. This field must contain a valid
address.

8. Type the subject of the welcoming email. It is better to keep this neutral, for example, "Thank
you for activating your search agent”, because candidates may receive this email at their place of
work.

Welcome Emall - Subject® Your Search Agent
& @ 2| B I U |iE i=| A {E’LHEI W W | Gl | TmesNewRoman = 7 -

Thank you for activating your search agent If vou want to tumn off vour search agent, click

DELETIOM_URL
Welcome Email - Content

If you don't tum off your search agent, it will automatically be ended on EXPIRATION_DATE

Characters left 2401

9. Type the welcoming email body text. You can integrate 3 merge fields: DELETION_URL,
EXPIRATION_DATE and CRITERIA_UPDATE (to edit the Search Agent).

10. Edit the email body's visual properties (font type, size, colour, and so on).
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11. Type the subject of the Notification email sent when posted jobs match a candidate’s criteria.

In Notification Email - Content Field 1, you must provide the first part of the notification email.The
following merge fields can be used: NUMBER_JOBS and JOB_DESCRIPTION_LINK.

12. Select the Requisition List Template to be used with this specific Search Agent.

13. In Notification Email - Content Field 2, you must provide the second part of the notification email.
As it may be related to a search criteria update, appropriate merge fields are available:
CRITERIA_UPDATE, DELETION_URL and EXPIRATION_DATE.

14. Type the hyperlink that enables candidates to update their search criteria.
15. Type the URL of the Search Criteria Update page.

Notfication Emal - Subject* New job openings found
B & B 7 U |1=ZiE= A 59 E = = | &1 | Times New Roman » 12«
Your search agent has found NUMBTER_JOBS new job openings. Click on the job

title to view the content of this job.
JOB_DESCRIPTION_LINK

Notfication Emall - Content Feld 1

Characters left 2513
Please select v

R_Rae B r U= A S EZE B || TmeslewRomn v 12+

Job List Termplate

Do you want to change your search agent?

Notfication Emai - Content Field 2 - Click CRITERIA_UPDATE to modify your search cntena
- Click DELETION_URL to deactivate your search agent

If you don't deactivate your search agent, it will automatically be ended on EXPIRATION_DATE

Characters left 2344
Hyperink text to Search Critera Update Click here to update the critena of your search agent

Web address (URL) of Search Criteria Update page hitp/talentsplace comisyndication1/UnixTest'Company_Care:

® If more languages are activated for the site, you must configure the Search Agent for all of them. The
additional languages appear below the Master Language Search Agent.

Talent Portal

When configuring the Talent Portal, you must define the language of the Talent Portal page and its
style sheet, which must conform to the overall client website.

1. From the bottom of the Site Information page (see page 121), select Talent Portal.
2. Select Yes to activate the Talent Portal.

Talent Portal Configuration

Talent Portal Activation @Yes DINo

Talent Portal Creation in subrnission process @at the beginning ©at the end
Authorize Apply only with Talent Portal ) es @No

Secure Password Creation And Communication Standard @5ecure
Delete Talent Portal i@ Activated ©iDeactivated

3. Define whether a candidate home page should be created at the beginning or the end of an
application process. This enables candidates to save their application in their homepage and
submit it later. The Talent Portal must be previously activated.
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4. If Authorize Apply only with Talent Portal is set to Yes, only users logged into the Talent Portal
can apply. The Skip login to Talent Portal option is not available in the Front Office.

® When a candidate applies for a job in the Front Office, the application can be saved automatically
during the application process.

@® This feature is only available if the candidate applies for a job while logged in to their Candidate
Portal, so we recommend that candidates should set up and activate their Candidate Home Page
before starting an application process. To enforce this behaviour, portals can be configured so that a
new Candidate Home Page can be created at the start of the application process, or it can be made
impossible to apply for a job without first logging into a Talent Portal.

5. Set a rule for Secure Password Creation And Communication. A Standard rule allows the
password to contain any characters. A Secure rule specifies that the password must be a minimum
of eight characters, and after five incorrect attempts, the candidate must ask for the password to
be sent to their email address.

6. If Delete Talent Portal is activated, candidates will see an option enabling them to delete their
record in the portal.

7. Type the required client site URLs and other information as required.

Master Language Web address (URL) of Drect Login Page nitp fwww talents place. comysyndication 1/dema’/amsiogin htm
English (UK)
Web address (URL) of Logh Page before Applcation process hitp:www talentsplace convsyndicaton1/demofamsfAogin him :
Web address (URL) of Talent Portal Homepage hitp /www talentsplace.conmvsyndication 1/demo/amsi/chp.himi ’
Delete my record Delete my record

8. Type the Delete my record text that will appear on a button in the candidate portal if Delete
Talent Portal is activated.

9. Type the default sender email address used for all Talent Portal emails, and the Subject of the
Talent Portal activation message.

Fram ||q1r;e|'_:-|y'@|!.;| enlzplace com
Subject Activation of Candidate Home Page
Content

e & B 17 U|IE=|A 5 ||E| F W | 5G] TmesMewRoman = 12 =

Your Candidate Home Page is now activated. With this page you can

Adjust your personal information
Adjust your password Login Keyvwaord
View your application history, including your sent documents
Withdraw an application

Inser Password (as merge field)
Access timasheels

P s b b =

) ) Activation Link ~
Your lpgin details are

Lagin name: <LOGIN>
Password: <PASSWORD>

<ACTIVATION_LINK=

Characters left 1740
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10. In the body of the email, explain how the candidate can manage the portal.
11. Click the right-side buttons to add merge fields as required.

® The Insert Password button will only be available if Secure Password Creation And Communication
is set to Standard (at the top of the page).

® If a candidate requests the creation of a portal or homepage from an online application, the system
sends the candidate an activation email that must be confirmed before the portal is created. This
verification of the email address confirms the candidate has access to the email address they
supplied before messages are sent to them.

® If more languages are activated for the site, you must configure the Talent Portal for each language. The
additional languages appear below the first Talent Portal.

Auto-Posting Rules

1. From the bottom of the Site Information page (see page 121), select Auto-Posting Rules.
2. Select Edit to edit an existing rule or click & to create a new rule

di Autoposting to

Edit bath demo EO sites Company Website 09/03/2010 09/03/2020 — Al -
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3. Enter the information as required. At the bottom of the page in the Script section, you can enable
auto-posting of jobs that are already posted on the original site. If you select No, the auto-posting
rule only applies to jobs posted in the future.

General Information

Auto-Posting Rule Name ® Autoposting to both demo FO sites

Start Date * (dd/mmfyyyy) 08/032010 |:| End Date * (dd/mm/yyyy) 0832020 [:|

Target Sourcing Channels
Target sites that will be auto-posted to *

Finn.no (Job Board) -
Firzt Bank Agency (Agency)

First Career Site DE (Career Site)

First Career Site IT (Lumesse) (Career Site) |ﬂ
First Career Site ML (Career Site)

First Suppliers (Agency)

First Website (Career Site) i

Criteria

-
\

v
Contract types to be included &

Graduste -
Internship

Permanent contract
Short term contract
Temporary

Script
Should the script run on aready posted job advertsements? *

Yes
& No

Career Site Layout Components

1. From the bottom of the Site Information page (see page 121), click Select Career Site Layout
Components.

2. If there are changes in the Back Office configuration, select Regenerate Search mask content to
update the site.

@® This does not have to be performed if the newly posted job advert contains the LOV values which

were not present.

Career Site Layout components
Hame: newbrandinglist Customise Translation: Engish (UK} EW

Description:new branding for sales demo corp st Preview Site

3. To preview the site and all the posted jobs select Preview Site.
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Email a Friend

In this section, you can configure the Send Job to a Friend Feature (see page 256), which must already
be activated.

1. From the bottom of the Site Information page (see page 121), select Email a Friend.

Configure Email a Friend

Emazil sender = T
Master
3 JOB_TITLE
| anguage Subject N
]
Lise Job Description LRL from the Srte Map configuration
English (UK)Web address (URL) of https:/ ftalentsplace.recrutmentplatform.com/ syndication] fCA T/EXPLORE_13.1/First_Career_Skefdetaik,|

Job Description Page Enter & different URL
Web address (URL) of

Job Descrption Page

avaiable for external candidates:
Content:

hitps: Makentsplace. recrudmentplatform comisyndication VCATEXPLORE_13.1/First_Caresr_Sieidetais php
BB r oA SNESEE| | Tmeskewromn[x] 12 [=]
A fnend thought you would be nterssted n thas position.
You can copy and paste the following link m the address field of vour browser:
JOB_DESCRIPTION_URL
Suggested by
SUGGESTED_BY

Characters left: 3788

2. Type the Email sender and Subject and select which URL to use.
3. In the body of the email, click the right-side buttons to add merge fields as required.

Other Sourcing Channels

This type of site is used to create a data feed which can be sent to a person or website to create a job
advertisement using the Post function in Job Postings.

Creating a New External Sourcing Channel

® You might create an external Sourcing Channel for a non-integrated job board, for example, where the
posting information can be supplied by email instead of directly from your own website.

1. From the Site Management page, select the Other Sourcing Channels tab.
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2. Click & next to Other Sourcing Channels, then select Create New External Sourcing Channel
from the menu.

SITE MANAGEMENT
Other Sourcing Channels @ m

Create Mew External Sourcing Channel L},

Display @ All @ Corporate only (@ Local in Organisation Al E'

3. Select Corporate as the Site Type if the Sourcing Channel is available for more than one
organization, or Local in Organization if the Sourcing Channel is only available for a specific
organization.

The name and description are visible to the recruiter from the posting channels list in Job Posting.
External Sourcing Channel

Extemnal Sourcing Channel Name

Description
Activation @ ves D No
Ske Type @ Corporate Local in Organisation  Please select

Sourcing Channel Type
Candidate Source

Customear Mame
Account ID

Contract ID

Expiration Date dd/mmfyyyy

4. The Sourcing Channel Type list is configurable using an LOV in the configurable field
management part. Go to Configuration > Configurable Field Management > List of values and
select the sourcing type. Examples include external site, internal site, job board, agency, campus
site, and so on.

5. Type the Candidate Source. All candidates applying to a vacancy posted on this site have this
source. This name is used in reports.

6. Type the Customer Name. This can be the one used by the hosting centre, which corresponds to
the name that appears on the contract.

7. Type the Account ID that the client uses when they connect to the website to post jobs.

8. Type the Contract ID that relates to the posting site and the Expiration Date of the contract with
the partner.
As soon as the Expiration Date is reached the site is no longer available for a recruiter to post to. The LSA/
GSA will however still have access to extend the date or remove the expiry altogether.
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After the basic details of the channel have been defined, the Posting Protocol and Posting Format must
be established. The Posting Protocol defines how the job data is sent and the Posting Format defines
what format the job data is sent in.

®

It is important to work closely with the recipient of the data feed to establish which of these formats and
protocols are suitable for them to receive and use effectively.

The following Posting Protocol options are available in the channel configuration:

Posting Information

Posting Protocol:

Posting Format
Character Set:

Posting Duration
Web address (URL) to use for Redirection when posting expired

Please select i - |
FIF

HTTF

Email

Email / attachment

SFTP

Posting by FTP and SFTP (see page 143)
Posting by HTTP (see page 144)

Posting by Email (see page 145)

The following Posting Format options determine what format the data is sent in - for more information
please refer to Posting Formats HTML and XML (see page 145).

1.

Posting Information

Posting Protocol:

I Posting Format

Character Sef:

Posting Duration
Web address (URL) to use for Redirection when posting expired

Protocol options

In case of Posting via Email:

Please select

Please select

e
|v|

MrTed XML v2.0 generic
MRTED-HR-XML
MRTED-HR-HTML
MRTED-XML
MrTed XML v2.0
HR XML w2 3
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If you select HTML, you can edit the URL link for the candidate application file. Each candidate using this
link to apply has a Sourcing Channel name.

Posting Information

Y
Posting Protocol: FTP IZI
4
Posting Format HR XML v2 3 ]
Character Set: Unicode (UTF-8) [=] "
Posting Duration 4 * weeks

Veb address (URL) to use for Redirection when posting expired  www.corporatecareersite.com

Protocol options

2. Select the Character Set encoding of the email sent to the job board.

The Character Set is a defined list of characters recognized by the computer hardware and software where
each character is represented by a number. Unicode is the industry standard.

3. Set the Posting Duration.

This field is linked to the publication subject field and is used to define the default number of weeks a
posting to this channel should exist for. Recruiters can change the duration at the job posting stage also.
As soon as the end date is reached an email confirming the unposting status is sent (see page 145).

When you post a job opening with a link that allows candidates to apply, you can specify the posting
duration for that job opening. If the posting period expires and the link is still accessible to a candidate,
when they click on the link, a message is displayed saying that the page could not be found.

4. Specify a Web Address URL for redirection, for example, your recruitment site URL.
This field is used to identify where expired job posting links should re-direct to.

5. Protocol Options are parameters mainly used for HTTP Protocol such as
HTTP_AUTH_MODE=basic; HTTP_POST_MODE=direct.
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Posting by FTP and SFTP

The File Transfer Protocol (FTP) is a standard network protocol used to transfer computer files from
one host to another host over a TCP-based network, such as the Internet.

FTP is built on a client-server architecture and uses separate control and data connections between
the client and the server. FTP users may authenticate themselves using a clear-text sign-in protocol,
normally in the form of a username and password, but can connect anonymously if the server is
configured to allow it. For secure transmission that protects the username and password, and encrypts
the content, FTP is often secured with SSL/TLS (FTPS). SSH File Transfer Protocol (SFTP) is sometimes
also used instead, but is technologically different.

To send the data extract via FTP or SFTP an IP Address or URL must be supplied by the recipient, as
well as login and password details where required.

SFTP works in a similar way to FTP but transfers files over a secure network.

D ——
[ l Update file ‘ Update file ¢ ]
File transfer < Poll file
p FTP server Sla!us:(ﬂesponsc; 4
————
Browser Job Board
TalentLink Web Page

1. Type the server's URL or IP Address and login details, then enter other information as required.

In case of Posting via Fop/Http:

URL / IP Address:

Login:

Password:

Directory for Mew posting request:
Directory for Unposting Reguest:
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Posting by HTTP

The Hypertext Transfer Protocol (HTTP) is an application protocol for distributed, collaborative,
hypermedia information systems. HTTP is the foundation of data communication for the World Wide
Web.

Hypertext Transfer Protocol provides a standard for Web browsers and servers to communicate. The
definition of HTTP is a technical specification of a network protocol that software must implement.

To send the data extract via HTTP an IP Address or URL must be supplied by the recipient, as well as
login and password details where required.

The protocol options free text field may also need to defined when using HTTP - the values which
should be entered should be provided by the technical representative at the Sourcing Channel.

Web Server |—

HTTP Request

(http:// web site)

HTTP Response

¢ <%

Browser Web Page
TalentLink
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Posting by Email

The email protocol will transfer the data extract to an email, either embedded in the content (email)
or as a separate attachment (email/ attachment).

For this protocol it is mandatory to supply one recipient address and it is also possible to add an
additional recipient address.

One email is sent at the point of posting the job (usually within 15 minutes) and another email is sent
when the role expires or is manually un-posted.

In case of Posting via Email:

Recipient John@newcareer.com :
ac Sarah@newcareer.com

Email Subject for New Posting Request MNew Position from First

Email Subject for Unposting Request This position has now expired

® If you do not supply a subject heading the emails will not be sent.

Posting Formats HTML and XML

After defining the posting protocol the posting format must be also defined. This will determine what
format the data will be sent in.

Posting Information

*
Posting Protocol: Please select |E|

0 e
Posting Format Flease select -

Character Sef:

MrTed XML v2.0 generic

Posting Duration MRTED-HR-XML * weeks
Web address (URL) to use for Redirection when posting expired MRTED-HR-HTML
Protocol options MRTED-XML
MrTed XML v2.0
In case of Posting via Email: HR ¥MLv2.3

There are 2 available format types, xml and html, with 5 different versions of xml structure available.
Each format will provide a different type of structure and data tagging to the file created during the
posting process.

XML Formats
Mr Ted XML v2.0 generic
MRTED-HR-XML
MRTED —XML
HR XML v2.3

HTML Format
MRTED-HR-HTML
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What is XML?

Extensible Markup Language (XML) is a markup language that defines a set of rules for encoding
documents in a format which is both human-readable and machine-readable. XML was designed to
describe data.

e et e e i s s e s s e s e s s . s e i e

HTTP

XML-RPC

Source: JY Stervinou
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What is HTML?

Hypertext Markup Language, a standardized system for tagging text files to achieve font, colour,
graphic, and hyperlink effects on World Wide Web page.HTML was designed to display data.

When an HTML extract is sent from TalentLink it is already formatted to display the data in a ready to
read format.

Example XML Extract:

<?xml version="1.0" encoding="utf-8"?>
<PositionOpening xmlns="http://ns.hr-xml.org/2004-08-02" xmins:xsi="hetp://www.'
heep://ns.hr-xml.org/2_ 3/HR-XML-2 3/StandAlone/PositionOpening.xsd TalentLink Ct
<PositionRecordInfo>
<Id validFrom="2015-02-06T14:00:242">
<IdValue>17580/9057/P14FK026203F3VB8MENT9V737/2015-02~06T14:00:242<,
</Id>
<Status>Active</Status>
</PcsitionRecordInfo>
<PositionPostings>
<PositionPosting>
<Id validFrom="2015-02~06T00:00:00Z" validTo="2015~-03~-06T00:00:00Z"
<IdValue>2%057</IdValue>
</Id>
<Title>Account Manager</Title>
</PositionPosting>
</PositionPostings>
<PositionSupplier>
<SupplierId>
<IdValue>352</IdValue>
</Supplierid>
<EntityName>Job Board</EntityName>
<ContactMethod>
<InternetEmailAddress> 17580@firsc.sandbox.recruitmail.com</Internt
<InternetWebAddress>htctps://glcbal3.recruitmentplatform.com/syndicat
amp:nPostingld=9057</InternectiWebiddress>
</ContactMethod>
</PositionSupplier>
<PositionProfile>
<Profileld>
<IdValue name="jobNumber”>PROD00125</IdValue>
</Profileld>
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Example HTML Extract:

Account Manager

(Vvalid from 12/02/2015 To 12/03/2015)

Language: English (UK)

Company: Innovative Plastics
Location Luton

Region: London

Country: United Kingdom
Organisation data: Innovative Plastics

Job number: PROD00125

Contract Type: Permanent contract
Salary 45000-67000 GBP per Year
Job Level: Level A (1-1)

Recruitment Type (Workflow): Stores

About us
We are a global company with over 5000 employees across Europe, Asia and the Americas.

Application Process Information

After the posting information has been defined the next step is to configure the associated application
process.

Here it is possible to include either an email for applications or a URL for applications, or both. This
will be included in the data extract for the recipient to map to the job advert on their site.

The Technical Ste must also be assigned to the sourcing channel, this will define the look of the
application pages and would usually be the standard external Technical Site. For more information on
Technical Sites please refer to Technical Sites (see page 152). It is also possible to enable or disable
referrals from this site, for more information on this topic refer to Managing Referral Programs (see
page 245)

1. Select Include Email Address for Applications via Email if you want the candidate to be able to
apply by sending an email (instead of submitting an online application).

Application Process Information

Include Ernail Address for Applications via Email (]

Include Hyperlink to Online Application [
Associated Technical Site (used to drive the Application process Blease select EI
look and feel)
Referrals disable [=]

2. Select Include Hyperlink to Online Application if you want candidates to be able to apply online
using a hyperlink that takes them to the Application Process.

3. The Associated Technical Site list is configurable and corresponds to the technical sites list
where the languages of the sites and of the application files (look and feel) are defined.

4. Specify whether the referrals feature is enabled for this Sourcing Channel.
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List of Organizations Accessing this Site

1. Select the organizations that can use this posting site then click @

@® The Organizations List is available only for Corporate type sites. If a Site is set to Local in a given
organization, you cannot grant posting rights to another OBS.

List of Organisations accessing this site
V  Jade IV Division C ¥ Division E
! Candidate
v
W KanO ™ Client X r Anonymisation
I ordina ¥ Sales Demo Org NL ¥ RPO-Clent1FR
' ) RPO - Best
v 3 v . v
M RPO - Client 1 DE V¥ RPO - Client 1 CN v T
¥  RPO-BestPractice ML ¥ RPO - Best Practice UK ¥  Gold
W RPO-US W Topaz W Amber
¥  Sales Dermo Org CN V¥ Straneo ¥ Diamond
W pear ¥ Division B ¥ Division D
[T ACEJob Library ™ MrTed ¥ HoLCIM
Select Al W g?ﬁ"rﬂ"r Entertainment ¥ Sales Demo Org UK M et
Deselect All
_— W vory ¥ Iridiumn WV Iron
¥ Ruby V¥ Gamnet T ¥%&Config
¥  Sales Demo Org FR ¥ Sales Demo Org DE W RPO - Client 1 ML
' ; RPO - Best
¥ 3 v . ¥
M RPO - Client 1 UK ¥ RPO - Best Practice DE ™ e
VM  Quarz v siver ¥  Division A
) Fortis Horizontal Fortis Posting
& Fartis Bank Luxemburg r Functions BE ™ International
Fortic Executive ; —
r Recoureas ™ ROW Organisation ™ BGL
T supernatural ™ Premier Foods [T Access Setting
™ Essex County Council ¥ Europe

Posted Content - What Data will be Sent?

When a data extract is sent from TalentLink to the receiving sourcing channel it will include all of the
requisition standard fields and any configurable fields whose properties have been defined as
‘Included in the job posting extract’.

Business Rules

Required

Updateable

Searchable in TalentLink
Coarrh=hla in Caroar Sortinn
Included in Job Posting Extract
I ILT O It Hl.ll.lm_dLIUII ERUaLL
Accessible as Consolidation in Reporting section
) Sort numerically @ Sort alphabetically

F:

it
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According to the defined format the XML or HTML tags will also be included. These tags should be
identified and mapped to the receiving site destination field.

In some cases, where a data gap is identified (there is no existing field in TalentLink for information
that should be passed to the site in the extract), it may be necessary to create a new configurable field
on the job requisition to be used to capture and extract the required information for the site.

CONFIGURABLE FIELD MANAGEMENT
Display @ All Corporate Fields only
# Actions Field Label
06 lob type

Collaborative Testing Approach

As there are various posting formats available you will normally have to send example XML/HTML data
extracts to the receiving party to enable them to evaluate and test the most appropriate format for
their system and processes.

To do this:
1. Set up a test channel in the Sandbox environment linked to your own or the technical
representative’s email address using the Email/ Attachment protocol.

2. Activate and post a job to this channel multiple times, each time amending the format in which it
should be sent until all formats have been used.

3. Ensure the test position you use contains all the data to represent a true job posting.

4. Each time you post you will receive a file extract according to the format you have defined at the
point of posting.

5. Send the example file formats to the site developer to review and feedback on the most suitable.

6. Use the file extract examples to agree mapping of the data to their site and to identify any
potential gaps in data, i.e. missing fields required for their site.

The receiving party will also be required to confirm which protocol the feed should be sent by as well
as the related details, such as email address/IP address.
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Editing an External Posting Site

1. Click Edit next to the name of the external posting site you want to edit.

SITE MANAGEMENT

Other Sourcing Channels @ Technical Sites

Display @ All @ Corporate only @ Local in Organisation | All (=]

Site Name Corporate

04 Job Bank
¥1job Y 4
| CEE Suppliers

The configuration page for the external posting site is displayed.

2. Make the required changes, then at the bottom of the page click @
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Technical Sites

A Technical Site is not a stand-alone entity but is linked to one or more job boards/agencies/external
sites, and is used to store the CSS. Technical Sites drive the look and feel of the Application Process on
external sites, job boards and agencies.

Technical Sites define the technical IDs of the site, anchor syndication site URLs and define the
language of the Application Process steps. When a candidate clicks Apply, they will see the branding
and language defined in the Technical Site.

External Sourcing Channel
External Sourcing Channel Name S
Description
Activation O Yes ® No
Site Type . Corporate ocal in Orggnisati F
Jdirectory for Ungeosting keg. -5t
Application Process Information
Indude Email Address for Applications via Email %
Include Hyperlink to Online Aoplication
I&::I?cmted Technical Site (used to drive the Application process look and T ET————yT: =
Referrals disable

By default a Technical Site per language is already available. You can edit a Technical Site as required,
such as changing the style sheet, etc.

® The technical ID is a number generated automatically by the system and relates to the site delivered by the
TalentLink system administrator.

Creating a new Technical Site

1. From the Site Management page, select the Technical Sites tab.
2. Click E2 next to Technical Sites then select Create New Technical Site.

SITE MANAGEMENT

Other Sourcing Channels Technical Sites (A [___aoenciec | q

Create New Technical Site Dﬁ
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3. Enter information as required, then click @
SITE INFORMATION
Site Details

Site MName " Master Language  Engleh (UK) [T]
Description

Enable HR-XML portable OV D) Switch On @ Switch Off

Referrals  disable [=]

* Reguired Field

Sie Lavout

Site Name and Description
This is displayed during the job posting process.

Master Languages
The master language for the site.

Enable HR-XML portable CV

If this setting is enabled for a career site, candidates will be able to make multiple applications using the
same CV that is saved to their hard drive in HR-XML format. When a candidate fills in the job application
forms they will see an option to extract that information into HR-XML format. Later, when the candidate
applies for another job they will not need to fill in the forms again, but can use the option Apply with
HR-XML CV; this will automatically parse the fields correctly.

Referrals
Enable or disable referrals.

Editing a Technical Site

1. From the Site Management page, click Edit next to the name of the Technical Site you want to
edit.

SITE MANAGEMENT

Other Sourcing Channels Technical Sites 8

Status Al Statuses [

Site Name

ggregate Layout
MS Technical Site
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2. Select the links at the bottom of the page to edit the following as required:
Configure Cascading Style Sheet (see page 123)

Configure Site Layout (see page 124)
Activate Talent Portal (see page 135)

Agencies

The Agency feature is used by recruitment and staffing companies that supply candidates only for
selected job openings. TalentLink users may select which jobs should be posted to agencies.

If the Agency Portal is activated users can:
Update Agency details (address, bank details, and so on)
View and filter jobs that are currently posted to this agency
Submit talents for the posted jobs
View, filter and sort the submitted talents
Track progress on submitted talents
View and sort the pending contracts and offers
View and sort candidate placements

View and edit timesheets for contractors

Creating a New Agency

1. From the Site Management page, select the Agencies tab.
2. Click & next to Agencies, then select Create New Agency.

SITE MANAGEMENT

Other Sourcing Channels | Technical Sites YT Tutt g < m

Create Mew Agency

Agency Posting Site configuration is divided into the following sections:

Agency Posting Site (see page 155)

Agency Portal (see page 156)

Agency Details (see page 156)

Posting Information (see page 156)

Candidate Ownership and Submission Blocking Rules (see page 157)
Application Process Information (see page 159)

List of Organizations Accessing this Site (see page 160)
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1. After typing the Name, Group and Description, activate the Posting Site for this Agency by
selecting Yes. Postings cannot be made to inactive Agencies.

Agency Name
Agency Group

Description
Activation
Site Type

Source

Customer Mame
Account ID
Contract ID

Expiration Date

Agency Posting Site

Administrative comments

ABC Recruitment Agency

Tier 1 Group
®yes ONo

(Ccorporate ®Local in Organisation

dd/mmfyyyy

[-]

Corporate Internal

2. Select Corporate to make the Agency Portal available for all Organizations in the Company. To
make the Agency Portal exclusive for one of the organizations, select its name from the list and

select Local in Organization.

3. Type the name of the Source that should be used as the Sourcing Channel in the candidate file and
in any reports, for example, Tempel Agency Source.

4. Type the Customer Name. This can be the one used by the hosting centre, which corresponds to

the name that appears on the contract.

5. Type the Account ID that the customer uses when they connect to this website to post vacancies.
6. Type the Contract ID that relates to the posting site.
7. Enter the Expiration Date of the contract with the partner. After this date, it will no longer be

possible to post jobs to this channel.

® The fields described in steps 3 to 6 are informative and are related to the Company / Agency

agreement. They are not related to any TalentLink business rules.

Posting is enabled for an Agency:

In active state

With a valid contract (which is not overdue)
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Agency Portal

Email is the Agency address which will be used to receive messages from TalentLink (for example when a
new job is posted). Login instructions will be sent to this address.

Agency Portal

Allow concurrent logins ' ;'YES '?'Hn

Portal Activated as @No

Laogin

E-mail

Communication Language Select from List El
Assigned Branding Company I}efﬂurtEI

@® After the settings are submitted and the Agency is created, the password must be generated for the
Agency Portal. See the Agency Portal Activation Email section in Editing Agency Settings (see page 160) for
more information.

Agency Details

The Agency Details section is for information only. No TalentLink business rules are related to it. The
information provided here may be modified by the Agency itself through the Agency Portal.

Agency Details

Contract Terms (]

Address 1

Address 2

Address 3

Address 4

City

Postcode

Country Select from List [=]
Phone Mumber

Contact name

Posting Information

1. Select a Posting Protocol. Posting Protocol is the way the information about posting and job
details is sent to the Agency via email. The options are:

Email — the job posting will be provided in the email body.
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Email/attachment — the job posting will be provided as the attachment to the email. In this case the
Email body is empty.

Posting Information

Posting Protocol: Email / attachment [« |
Posting Format RED-HR-HTML =]~
Character Set: Unicode (UTF-8) =]~
Duration 1 " Week
Web address (URL) to use for Redirection when www. lUMmesse_agency.com
posting expired
Recipient tjones@lumesse_agency.com
CC
Subject new job

Email Subject for Unposting Request

The other fields in the Posting Information section are almost identical to those used in Other Sourcing
Channels. Please refer to Posting Information (see page 141) for a complete explanation.

Candidate Ownership and Submission Blocking Rules

Agency submission blocking rules enable customers to prevent duplicate submissions from other
agencies and reduces the requirement to re-process these duplicate applications.

Before you can set blocking rules for each agency, the GSA must first globally set the Duplicate

Candidates per Organization options refer to Configuring your Company Default Settings, (Default
Configuration Settings (see page 14)).

Candidate Ownership and Submission
Blocking Rules

This agency will own exclusive rights for candidats: * naver (no ownership applies)
when candidate is active in the selaction process

months after candidate is submitted (1 - 24 months)

This zgency will be blacked from submitting existing only when znother agency owns exclusive rights for a candidate

candidates: when candidate is active on the same position
always when candidate already exists

months since last submission (1 - 24 months)

maonths since last contact with candidate (1 - 24 months)

There are two steps to configure:

Setting the exclusivity on a candidate for a specific agency

Setting blocking rules to prevent agencies from submitting existing candidates
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Setting Candidate Exclusivity for an Agency

When an agency submits a candidate you can specify whether that agent is the only supplier that may
submit candidates or whether multiple suppliers may provide candidates. This is commonly known as
'agency exclusivity' or '‘candidate ownership'.

Exclusivity rules are defined in the following table.

Exclusivity

Never

Description

This agency will never have ownership rights over candidates they
submit. All verification actions by other suppliers will not match
against candidates this agency supplies.

When candidate is active in the
Selection Process

As soon as a candidate from this agency becomes active in a
Selection Process for any requisition this agency will claim
ownership of that candidate until the application is closed.

‘Active’ is defined as the following application status:
New/Open/In Process/Offered/Offer Accepted/Accepted/Pre-Hire

Additional customer configured application status are NOT
considered by this rule.

The agency then ‘owns’ the candidate for the requisition.

"_" months after candidate is
submitted

In this scenario the candidate is owned for a fixed period after the
submission date. A numeric value of between '1" and '24' months is

required. Resubmission of the candidate during this time does NOT
restart the clock.

@® If the GSA does not define exclusivity rules for a specific agency, the agency will still be able to submit

candidates but the verification processes will not block submissions of their candidates by other agencies.

Managing candidate ownership and agency ownership disputes is discussed in detail in Managing
Agency to Agency Ownership Disputes (see page 161).

Blocking Agencies from Submitting Existing Candidates

The GSA can set the reasons why an agency will be blocked from submitting a candidate to a
requisition where another agency has exclusivity.

Blocking Reason Description

Only when another agency owns
exclusivity rights

There can be no ownership of a candidate when the submission
criteria have been met by an existing candidate record already
assigned to an agency with exclusivity rules. i.e. the agency will be
blocked from submitting a candidate because another agency has
exclusivity.

When candidate is active on the
same position

If this agency attempts to submit a candidate who is already active
on the same requisition number, i.e. connected to the Selection
Process, the submission will be blocked. This ensures that agencies
will not duplicate candidates that have applied directly.

Always when candidate already
exists

This rule blocks the submission by this agency when the candidate
simply exists as a record with the same criteria in the system.
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Blocking Reason Description

Only when another agency owns | There can be no ownership of a candidate when the submission
exclusivity rights criteria have been met by an existing candidate record already
assigned to an agency with exclusivity rules. i.e. the agency will be
blocked from submitting a candidate because another agency has

exclusivity.
Months since last submission If the last submission for the matching candidate was within the last
(1-24 months) defined period no submission will be allowed. Only dates up to and

including 24 months will be permitted as a blocking rule, i.e. it is not
possible to block a duplicate submission for all time.

Months since last contact ‘Last Contact' is defined as a status changed on any application the
(1-24 months) candidate has in TalentLink. For example, if the last contact with a
candidate was within the defined period, but no greater than 24
months, then the submission will be blocked. This manages the
situation where after a candidate’s application is rejected the
agency may still often have exclusivity for an extended period.

Application Process Information

1. Select Include Hyperlink to Online Application if you want candidates to be able to apply online
using a hyperlink that takes them to the Application Process.

Application Process Information

Include Hyperlink to Online Application [
Associated Technical Site (used to drive the Application process Zelect EI
look and feel)

2. Select the Associated Technical Site. This list is configurable and corresponds to the technical
sites list where the languages of the sites and of the application files (look and feel) are defined.
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List of Organizations Accessing this Site

==
1. Select the organizations that should have access to this Agency Portal then click l\E/Iat the
bottom right of the page.

List of Organisations accessing this

site
[[]  ACE Job Library [[]  Almgrens Ltd. [C] ALTAMNA
[ A0KL [l Aok O] APAC
[C]  APDevintegrations [C]  AS Dept ] Audalia
[C]  Australia ]  Axes O] BAY
Capita United
O BMw Group [ Capita United ] E:;E?c?ate
Database
[  Care UK [ cee O] CLIENT 2
[[] Cloudator [C]  Company IT [[] continental
] DACH [[]  Danmark [[] Datev
] DEMO ] Demo DK ] Democom
[C] Diamond [C]  Division A [C]  Division B
[ Division C [M] _ Division D [F] _Division E

® You may make the site available in more than one OBS only if the site is Corporate. If the site is set as Local
in Organization it is not possible to assign it to any other OBS. Refer to Agency Posting Site (see page 155)
for more information.

Posted Content - What Data will be Sent?

The data received by an Agency is determined by which data fields are sent through. Please refer to
the Other Sourcing Channels section, Posted Content - What Data will be Sent? (see page 149)

Collaborative Testing Approach

You will need to work with the receiving agency to ensure the data extraction process runs smoothly.
For a best practice checklist please refer to the Other Sourcing Channels section, Collaborative
Testing Approach (see page 150).

Editing Agency Settings

1. To edit an existing Agency Posting Site, from the Site Management page select the Agencies tab.
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2. Click Edit next to the name of the Agency you want to make edit.

SITE MANAGEMENT

Other Sourcing Channels Technical Sites Agencies B

Display () All @ Corporate only () Local in Organisation | All |E| Status Al Sta
Site Name Corporate Type

Edit fdecco ¥ 4 Agency

Edit §gency Support PL v 4 Agency

Edit &gency Vespa o Agency

Edit &aency XY (¥ 4 Agency

3. Make the required changes, then at the bottom of the page click @

Managing Agency to Agency Ownership Disputes

There are known situations where two agencies will claim ‘ownership’ of a candidate. If the GSA has set
candidate ownership and submission blocking rules (see page 157), other agencies will be blocked
from submitting the same candidate (a verification message will inform them that their candidate is
already stored in TalentLink).

VERIFY AND SUBMIT CANDIDATE

First Name Thrahim
Last Name Falez
Date of birth 1967-07-15

Email tim.jones@lumesse.com

This candidate is currently engaged in an application process and cannot be submitted.

Flease contact the HR representative if required.

It is also known that often customers define agency ownership rules that require certain offline steps
to be taken, for instance having written permission from the candidate to forward their details to the
company. A combination of the verification and using online questionnaires within the submission
process would give a good level of clarity on whether submission rules were being followed.
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Confirming Agency Ownership

It is possible to confirm which Agency owns a candidate. The existing feature to merge two candidates
together has an Ownership column that can confirm which supplier has exclusivity of a candidate.

Request Merge of Candidate Files

Define candidate files to merge

Setas

Master ID  Mame Email Addresses Ownership

tim.jones@umesse, com

ist Candidate® Pleaseselect @ 13712 Ibrahim Falez 14_1The Agency

2nd Candidate™ Please select

* Required Field

| Request File Merme | | Cancel |

Configuration Advice for GSAs

From our own usage of these features Lumesse would like to offer the following notes for your review
and better understanding of how to enforce candidate ownership rules.

Supporting the Different ways to Configure Agencies
From Settings>System Administration>Site Management there are two ways to configure agencies:
The Agency Portal (Portal = Active)

Agencies that receive jobs by email only (Portal = Inactive)

There is a third way; it is also possible to use the Send job advert by email feature from a requisition's
Posting tab and select an Agency Sourcing Channel Name/Type from the list.

These sources, advertised 'on the fly' often as trials for new suppliers will not benefit from the
verification and blocking rules. You could still configure this via Site Management if you wanted the
verifications to operate.

Configuring Personal Information Forms

When activating candidate ownership rules (see page 158) you are stating that these parameters, like
Date of Birth, Phone Number etc. are important to you in duplicate checking. The GSA must make sure
that these parameters are also available as fields to be completed in the Personal Information Form.

Implications for Candidates Applying Multiple times to a Single Requisition

Within TalentLink is an existing feature that manages the behavior of the duplicate checking and
record merging when the unique identifiers are working. This feature merges two records from the
same candidate into a single record. This is labeled in the Company Configuration area
(Settings>Systems Administration>Company Configuration).

IAIIDW applicants to re-apply for a position D) yes @ No
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This functionality still works as expected with the ownership rules and will take the configurable
duplicate checking parameters into account.

4 FEDERER ROGER

Candidate Cverview  IEEENITET TN Documenis/Canddate Pools | CostTracking | Candidate History

All Active Zoom On &3
Submission for FEACTORY WORKER is Open Since 25/09,/2014

Selection steps Additional Tasks Hiring Process

Submission date:  25/09/2014 - Sourcing Charmel: Agency Alpha
'E Number of Applies: 2

Submisgion date:  25/09,/2014 04:00 PM

Asia/Calcutta by Candidate ! andrzePIF (0)
J Submission Details Sourcing Channel: 222 joanna

Submission date: 25/09/2014 03:53 PM .

Asia/Caloutta by Candidate | AndrzePIF (0)

Sourcing Channel: Agency Alpha [}

Exemption from Public Disclosure: No

Suggested Sequence of Configuration Actions
The following sequence would maximise the configuration efficiency:

Confirm available parameters to internal stakeholders and gather requirements from teams.
Activate new parameters in Sandbox.

Configure Personal Information Form in Sandbox used for Agency testing.

Configure test Agency specific rules.

Test scenarios from internal teams.

Capture feedback and share.

Communicate intention to activate exclusivity and blocking rules with agency suppliers.
Configure changes to Live Personal Information Forms.

Configure agencies with new exclusivity and blocking rules.

10. Activate new parameters in your Live environment.

11. Monitor early adopters.

0 N O U1 AN W N =

e

The main impact will be for customers with a large number of agencies/suppliers configured in Site
Management. We advise these customers to secure a time period where no postings to agencies are
made to ensure that no agency will claim ownership of candidates incorrectly
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Managing Job Approval, Application and Selection Processes

This section describes how you can:

Create or edit the Job Approval, Job Application and Selection Processes

Assign these processes to organizations

Accessing Process Management

1. From the Settings section of the left dynamic menu, select System Administration.
2. From the Configuration page, select the organization from the Administration dropdown list.
3. Select Process Management to access the process page for this specific organization.

Process Management
Departments Sales Demo Org UK Izl
Job Approval Process

» Manaoe Maodels

* Manage Assignment

Selection Process

» Manage Models

* Manage Assignment

Job Approval Process

The Job Approval Process defines all the steps that a job must go through before it is approved by the
manager.

@® By default, jobs are approved by the manager using the Communication Centre. It is also possible to
approve jobs using email. For more information refer to User Preferences (see page 339) in the User
Management chapter.

As an administrator, you define the Business Rules for each approval step here based on your
company’s requirements.

You can restrict or grant access to major functionality at each step.
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What if Some Jobs Don't Need a Process?

Even if no process is required you still need to set up an Approval process, but the rules are defined so
that jobs can be published straight away.

1. From the Process Management page (see page 164), select Manage Models in the Job Approval
Process section.

Process Management
Departments Sales Demo Org UK El
Job Approval Process

» Manage Models

» Manage Assignment

Selection Process

» Manage Models

» Manage Assignment

2. To create a new Job Approval Process click @

Organisation Sales Deme Org UK EI
Set as the
Model Title Organisation Enabled Dem;'n“tﬂfgc“ﬁ Assigned
organisation
Multiple Signatures SDOUK v 4
SDOUK - contract approval SDOUK v d
SDOUK - default approval SDOUK o o
SDOUK - default approval(2) SDOUK ¥
Standard SDOUK
Volume Hire SDOUK
=
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3. Enter the Workflow name and any description or comments as required, then click @

JOB APPROVAL PROCESS

Process Information

Vorkflow name Mo Approval Process
Organisation Sales Demo Org UK e
Description For use when no approvals are required
Comment

i

|Di5a|:u|e
Hide Job Workflow Tab [
Set as the Default

process in this
arganisation

4. To specify the Step Name for Step 1 click '\5" then type a name, such as '‘No Approval'.

Process Properties

Step 1
Enable Step

Step Name No Approval @

i S tial ¥ i
approval Chain Type equentia Responsible Team celect Sten Tvoe
Ignition Type Manual Duration Days
Mumber of Active Signatures 1

One Active Signature is mandatory '®
All Active Signatures are mandatory

Communication Template =
)

Define as Final Step

@ @ Define business rules to apply when this step is

5. Select a Communication Template and the Responsible Team.
e
6. Click @ to define the Business Rules.

i,
7. Click |\_¥_'_,I to select all rules then click Save.
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8. Select Define as Final Step.

Define as Final Step

Status when last enabled step is approved

MName to display when Last enabled step 5 pre_approved * @
approved

Business Rules to apply when last enabled @ Define business rules to apply when this step is active
step is approved

* Required Field

& ©® @ ©

9. Click @ and type the name that is displayed when the last step is approved; this name will
appear on reports.

10. Click @ to define the Business Rules of the final step.

11. Click @ to select all rules then click Save.
12. Scroll to the top of the page and deselect Disable to activate this process.

JOB APPROVAL PROCESS

Process Information
s

orkflow name Mo Approval Process
Organisation Sales Demo Org UK ’ @
Description Foruse when no approvals are required
Comment

,4

IDLsabIe i
Hide Job Workflow Tab
Set as the Default

process in this
hganlsatinn

13. Select Hide Job Workflow Tab.

The Job Approval Process tab will not appear on Job Details pages. Hiding this tab means that jobs in this
organization will not be able to go through an Approval Process.

W ACCOUNT DIRECTOR

Job Approval Process

Job Content Matching Candidates

Job Requisition Priofile Budget & Cost
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14. Click @

To switch off the approval process only for specific job types, refer to Specific Job Approval Processes
(see page 179)

If you want none of your organization's jobs to go through an Approval Process you must set this as the
default process (see page 178)

Copying a Job Approval Process

You can use existing processes as the basis for creating additional ones by copying them and editing as
required.

1. From the Process Management page (see page 164), select Manage Models from the Job Approval
Process section.

Process Management
Departments Sales Demo Org UK El
Job Approval Process

» Manage Models

* Manage Assignment

Selection Process

» Manaoe Maodels

* Manage Assignment
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Select the name of the process you wish to copy.

APPROVAL PROCESS MODELS
13 items page 1/1

Organisation Sales Demo Org UK EI
Set as the
Model Title Organisation  Enabled Default =~ Acsigned Used
process in this
organisation
Gist Grad Process SDOUK o o
Panel Review SDOUK
Plan International SDOUK o
SDOVK - Grad Process SOOUK U 4
SDOUK - Internal SDOUK

o+
v
d
v
4

- i SDOUK

3. Click @ to copy this process.

JOB APPROVAL PROCESS

Process Information
Workflow name Standard N
Organisation Sales Demo Org UK *®

Description lsed as the standard approval process

Comment

Disable

Hide Job Workflow Tab O
Set as the Default process ]
in this organisation

*Required Field

)

®|lo o
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4. Select the organization to copy the process to.

Select a Organisation
page 1/10 P M Gow page ¥
Hame Code Description
Select Accelerator APAC  EAP
Select Accelerator DE ADE
Select Accelerator FR EFR
Select Accelerator IT EIT
Select Accelerator ML EML
Select Accelerator NO ENO
Select Accelerator SE ESE
Select Accelerator UK ALK
Select ACE Job Llbrary AHD
Select AOK1 AOKL
Select AOK2 AOK2
Select APAC DEMOAPAC APAC Demo Org

5. The Job Approval Process page redisplays, showing you the newly copied process.

From here you can change the name, edit the steps and attach different communication templates as
required.

Creating a Job Approval Process

1.  From the Process Management page (see page 164), select Manage Models in the Job Approval
Process section.

Process Management
Departments Sales Demo Org UK Izl

Job Approval Process

» Manaoe Maodels

» Manage Assignment

Selection Process

» Manage Models

* Manage Assignmenit
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2. To create a new Job Approval Process click =<

APPROVAL PROCESS MODELS
Organisation Sales Demo Org UK =
Model Tithe Organisation
Gist Grad Process SDOUK
Panel Review SDOUK
Plan International SDOUK
SDOUK - Grad Process SDOUK
SDOUK - Internal SDOUK
SDOUK - Selection Proc SDOUK
SDOUK - Standard SDOUK

Lumesse

13 items page 1/1

Set as the
Default
process in this
organisation

Enabled Assigned Used

4
<

AL LS
L« 8

3. Enter the Workflow name and any description or comments as required, then click @

JOB APPROVAL PROCESS

Process Information

orkflow name

Organisation Sales Demo Org UK
Description

Comment
IDLsabIe v

Hide Job Workflow Tab [

Set as the Default

@

process in this E
|crrganlsatiun
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Activating a Job Approval Process

By default, the process is inactive after its creation.

1. To activate the process, deselect Disable then click @

JOB APPROVAL PROCESS

Process Information

orkflow name SDOUK - contract approval N
Drganisation Sales Demo Org UK ’ @
Description approval process for cantractors for 3ales Demo Org LK
Comment

IDisabIe I [
Hide Job Workflow

Tab O
Set as the Default
Iprncess in this
organisation

*Reguired Field

® © @ ©
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Job Approval Process Properties

The Approval Process is defined in the Process Properties section. The process is built up from a
number of Steps.

Process Properties

Step 1
Enable Step

Step Name Mo Approval 6

. ) = p— ;
Approval Chain Type equentia Responsible Team calact Step Type
Ignition Type Manual Duration Days
Mumber of Active Signatures 1F

One Active Signature is mandatory ®
all Active Signatures are mandatory -

9 —
Communication Template = ~ KE].J

Define as Final Step

Define business rules to apply when this step is
% active

1. To specify the Step Name for Step 1 click Mi'..f, enter the generic name for the step and then
define the translations for any active languages.

2. Click Save & Close.

@® Step names are displayed in the language selected by the user when they connect to TalentLink if
you specify a value for the selected language.

3. Select the Approval Chain Type.

For Sequential, the signatures must be received in the defined order, so when the first signature is
received, the request for the second signature is sent, and so on. For Collaborative, all sighature requests
are sent at the same time and it does not matter in which order they come in.

4. Select the Ignition type.

For Manual, a user must submit the signature request manually. For step 1, the Ignition type is always
Manual.

For Automatic, once the approval chain starts, TalentLink automatically submits the next step when the
signature(s) is received. Where Automatic is selected a check box From Approver of the Preceeding Step
is displayed. The check box is selected by default and approval emails are sent from the configured email
address. If this check box is not selected approval emails will be sent from the email address configured in
the communication template used for the step.

5. Select the Number of active Signatures.

You can select up to five active signatures for each step, which means you can have up to five approvers
defined for each step.
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10.

Where One Active Signature is Mandatory is selected, only one approval signature is required to sign off
the job. If All Active Signatures are Mandatory is selected, all approvers must sign off before the job can
be approved.

Click @ then select a Communication Template to be sent to approvers.

These templates, which are configured by the template manager, are displayed when the Approval

Process starts and this step is submitted. You can delete this template later by clicking '\,_./J

To select the Concerned team click Select Step type, then define which roles are allowed to
submit, assign and/or approve this step.

For example, by selecting Type 3, users who are Manager Workspace user Hiring Managers can submit this
step, and users who are Functional Managers and/or Recruiters can approve this step.

Select a Job WorkFlow step type

Users allowed
Step Type Users allowed to SUBMIT this step type to ASSIGN this

Users allowed to APPROVE this step
type

Select Type
28@mct Type 2
E
Evo
ng Manager MSS, Hiring Fur
. € J . 5
Select Type 3 rover 2, Job Approver AL, n Evol F‘_J | Job Appr 3

ging Manager

Funcbonal manager, Job Approver 5, Job

Type 5

A
0
02
(s
v

Approver Al
Vi W I

Functional manages

Approver Al

)
o
2

(=]
o

Recruter, Standa

Manager

Select Type 7

Specify the Duration of the delay that elapses before the signature is set as overdue. Both the
approver and the lead recruiter linked to the job will be notified of the overdue status.

@® Duration days include weekends, so a value of 7 would cover Monday to Sunday.

Click @ to define the Business Rules for this step. This defines what can be done BEFORE the
step has been approved.

In the Edit Business Rules window, grant access for recruiters to different functionalities to be
used in this approval step by selecting the rules you require, then click Save.
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Tab Properties - Defines which sections of the job can be updated before it is approved

Posting - Defines whether you can post the job before it is approved

Budget & Cost - Enables users to add actual and forecast costs to the job

Business Rules

Tab Properties _
=)

=)

=)

=)

=)

L

Posting _
=)

=)

=)

=)

=)

=)

=)

=)

=)

]

v

Budget & Cost _
]

v

vl

]

Update Adminstration section in Job Requisition
Update Headcount section in Job Requisition
Update Job Description

Update Candidate Profile in Job Content
Update Job Advertisernent

Update Job Application Process

Post the Job on an Internal Career Site

Post General Application on an Internal Career Site
Post Job on an External Career Site

Post General Application on an External Career Site
Post this Job on an Agency

Post General Application on an Agency

Post Job on an External Sourcing Channel

Send Job Advertiserment via email

Send General Application Advertisement viz email
Manually link 2 Candidate to the Job opening
Delete Job Advertisernent/Application Process

Attach an actual cost to this Job

Update an actual cost on this Job
Attach a forecast cost to this Job
Update a forecast cost on this Job

4
Lumesse

* Required Field

| Save | | Cancel |

@® Defining Business Rules for each step is important. These rules control the actions recruiters can and
cannot perform when the job is at a particular approval step. You can, for instance, prevent a job
from being published until it is approved. If you need to activate all Business Rules for a step, click

@

11. Activate the other steps by selecting Enable Step, then repeat the previous actions described

previously.
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12. When you reach the last process step select Define as Final Step.

Define as Final Step

Status when last enabled step is approved
Name to display when Last enabled step s pre_approved *
approved =)
Business Rules to apply when last enabled ) Define business rules to 3 when this step is active
step is approved Lﬂ;‘ pply v P
* Required Field

& w & ©

13. Click k;'..»' and type the name that is displayed when the last step is approved; this name will
appear on reports.

14. Define the Business Rules of the final step. This is essential as it defines the actions that can be
performed AFTER the job is approved.

f "

15. Click @

Job Approval Process Versions

You can edit an existing Job Approval Process based on your company’s requirements. The types of
changes that can be made on an Approval Process are:

Changes that do not trigger the creation of a new process version
Step Name

Responsible team

Ignition Type

Delay that applies before a signature is set to overdue
Business Rules for the step

Changes to/deletion of the Communication Template

Changes that do trigger the creation of a new process version
Enabling/disabling an approval step

Changes to the Approval Chain Type and Number of active signatures

Differentiating between these changes is important, since it impacts the way that Approval Process
versions are linked to jobs in a particular organization. If a new version of the Approval Process is
created, it will only apply to future jobs, while existing jobs will follow the old Approval Process.

Accessing Previous Versions of the Approval Process
You can view old versions of an Approval Process using the Process Version dropdown list on the Job
Approval Process page.

1. From the Process Management page (see page 164), select Manage Models in the Job Approval
Process section.

2. Select the process from the list under the Model Title section.
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3. From the Job Approval Process page, select the Process Version you want to view from the
dropdown list.

JOB APPROVAL PROCESS
Process Information

Workflow name SOOUK - contract appraoval
Organisation Sales Demo Org LIK N @
Description approval process for contractors for Sales Demo Org LK
Comment
Disable [l
Hide Job Workflow Tab O
Set as the Default process in this m
organisation

Process Version | Version 1 — Last Version u_

Version 1 — Last Version E

The Job Approval Process page corresponding to the version you selected is displayed. Information on this
page is in read-only format. You can also view the Business Rules which were active for each step.

You can view the Approval Process version linked to a specific job from the job’s approval process page. In
the following example, the job is linked to Version 3 of the process.

W ACCOUNTANT
Job Content Job Approval Process Matching Candidates Selection / Hiring

SDOUK - default approval Verson 3

[# Line Manager Approval Started on 28/05/2010 by Recruiter Nathan - Approved on 28/05/2010

#1: Recruiter Mathan Approved on 28/05/2010 Histony

Managing Job Approval Process Assignment

In this section you can define which processes should be activated for your organization and assign
them in accordance with your company’s requirements. You can activate a default process, as well as
processes for specific cases based on qualifiers.
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Default Job Approval Process

A default Approval Process must exist before you can create jobs in any organization.

If you do not want to use an Approval Process you must still create one then assign it as the default
process. Refer to What if Some Jobs Don't Need a Process? (see page 165) for full details.

To activate the default process:

1. From the Process Management page (see page 164), select Manage Assignments in the Job
Approval Process section.

APPROVAL PROCESS ASSIGNMENT
0 items page 1/1
Organisation Sales Demo Org UK |T] Default Process for this Organisation | SDOUK - default approval \‘5
Contract Type RBudgeted Functional Area Division
Quakfiers Al El &l El all EI Devision B IEI
Mo Assignment
2. Click l\.gl next to Default Process for this Organization.
Select Approval Process 5 items page 1/1
Workflow name Description
Test Process MrTed 4 steps

SDOUK - contract approval — approval process for contractors for Sales Demo Org UK

SDOUK - default approval default approval process for Sales Demo Org UK

SDOUK - default approval(2)  default approval process for Sales Demo Org UK

Mulfiple Signatures

3. From the Select Approval Process page, select the name of the process you want to set as the
default.

@® Alljobs in this organization will follow the default Approval Process unless you create specific Job
Approval Processes and link them to jobs using Qualifiers. This is described in the next few topics.
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Specific Job Approval Processes

As well as activating a default process for an organization, you can also assign specific processes based
on selected Qualifiers. Qualifiers are LOVs available in the organization of your choice (to activate an
LOV on the organization level refer to Configurable Field Management (see page 74) and Managing
Organization Structure and Properties (see page 35)). After an LOV is set as a Qualifier it becomes a
mandatory field that users must fill in during job creation. When a user selects a value from the
Qualifier LOV this determines which approval process is used for the newly created job.

There is already a default qualifier of Contract Type. If the New Hires Management module is
activated there will be a default qualifier of Budgeted. You can define additional qualifiers as
needed.

Setting a Qualifier

1. On the Process Management page (see page 164), click'xef' in the Information section.
Information

Qualifier #1: ';f;'
Functional Area

Qualifier #2: Division

2. Select one or two LOVs as Qualifiers from the dropdown lists, then click Save.

——

A

O . =
W ESS (1= E

R RITE A T E CAl D TERAS SO
1 TR {74 = ] SealES DIEMD) CiK

L

Process Qualifiers

Qualifier # 1 Functional Area

-]
Qualifier # 2 Divizion Izl
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The LOV is selected as a Process Qualifier and is displayed on the Approval Process Assignment page.

APPROVAL PROCESS ASSIGNMENT
0 items page 1/1

Organisation Sales Demo Org UK [=] Default Process for this Organisation | SDOUK - default approval | @
Contract Type Budgeted Functional Area Division
Qualifiers -, - an [=] Al

All
Dervizion A

No Assignment

Assigning a Specific Job Approval Process

1. To link your Qualifiers to specific Approval Processes, on the Process Management page, select
Manage Assignment from the Job Approval Process section.

Process Management
Departments Sales Demo Org UK Izl

Job Approval Process

» Manage Models

* Manage Assignmenit

Selection Process

» Manage Models

* Manage Assignment
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&
2. Click “Z¥ to create a new assignment.
APPROVAL PROCESS ASSIGNMENT
0 items page 1/1
Organisation Sales Demo Org UK [=] Default Process for this Organisation | SDOUK - default approval | @
Contract Type Budgeted Functional Area Division
Qualifiers 3 E  a [ Al [=] owisons [=]
No Assignment

The Create a Process Assignment page is displayed.

3. Select the Qualifier values to link to a process. Click ® to select all values in a list.

Crezte 3 Process Assignment in SDOLUK

Approval Process Assignment

Define Assignment
Contract Type @ Budgeted @ Functional Area @ Division @
Graduate a| " No = | " Purchases » | * Division A -
Internship Yes Management Division B
Parmanant rnntract - Gales and Rusiness Nevslanr —

Select Process
Process selected | . @
® Regured Field
[save| [Saves&Create MewlList| |Cancel
4. Click @ to select the process
Select Approval Process 5 items page 1/1
Workflow name Description
Test Process MrTed 4 steps

SDOUK - contrackt approval — approval process for contractors for Sales Demo Org UK

SDOUK - default approval default approval process for Sales Demo Org UK

SDOUK - default approval(2)  default approval process for Sales Demo Org UK
Multinle Signatures

5. Click Save & Create New List.
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This will re-open the Create a Process Assignment page where you can select another Qualifier value to
link to the same or a different process.

Repeat steps 3-5 until each Qualifier value is linked to a process the click Save.

The specific process you choose is assigned to all jobs for which recruiters select the values set here. This
information is displayed on the Approval Process Assignment page.

Deleting a Job Approval Process

1. From the Process Management page (see page 164), select Manage Models from the Job Approval
Process section.

Process Management
Departments Sales Demo Org UK El
Job Approval Process

» Manage Models

* Manage Assignment

Selection Process

» Manage Models

* Manage Assignment
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2. Select the name of the process you wish to delete.

APPROVAL PROCESS MODELS
13 items page 1f1

Organisation Sales Demo Org UK EI
Set as the
Model Title Organisation  Enabled Default =~ Acsigned Used
process in this
organisation
Gist Grad Process SOOUK U 4 v 4
Panel Review SDOoUK
Plan International SOOUK o 4
SDOUK - Grad Process SDOUK e 4 " 4
SDOUK - Internal SDOUK L
- i SDOUK «
4

T
3. Click @ to delete this process.

JOB APPROVAL PROCESS

Process Information

Y

orkflow name Standard
Organisation Sales Demo Org UK *®
Description lsed as the standard approval process
Comment
i
Disable

Hide Job Workflow Tab O

Set as the Default process ]
in this organisation

*Required Field

® @ @ ®
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Selection Process

The Selection Process applies to candidates registered in the Back Office and defines all the steps that
a candidate must go through before they receive a hiring offer. As an administrator you can define the
number of steps the candidate must go through, the type of selection steps, the expected output and
any templates which are to be used for communication with candidates and recruiters. You can define
selection processes with up to 25 steps.

Copying a Selection Process

You can use existing processes as the basis for creating additional ones by copying them and editing as
required.

1. From the Process Management page (see page 164), select Manage Models from the Selection
Process section.

Process Management
Departments Sales Demo Org UK Izl

Job Approval Process

» Manaae Models

* Manage Assignment

Selection Process

» Manage Models

* Manage Assignment
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2. Select the name of the process you wish to copy.

SELECTION PROCESS MODELS
Organisation Sales Demo Org UK =
Model Tithe Organisation
Gist Grad Process SDOUK
Panel Review SDOUK
Plan International SDOUK
SDOUK - Grad Process SDOUK
SDOUK - Internal SDOUK
- i SDOUK
SDOUK - Standard SDOUK

4
Lumesse

13 items page 1/1

Set as the
Default
process in this
organisation

Enabled Assigned Used

<
4

CALLLS
L« 8

(o
e

3. Click @ to copy this process.

SELECTION PROCESS

Process Information

Workflow name SDOUK - Standard
Organisation Sales Demo Org UK
Description

Comment

Disable O

Hide Selection process

Information from Job O
Requisition Page

Show managers new/open O
applications

Default ¥

*Required Field

® @ ® ©

When you copy a Selection Process any step owners and step coordinators are removed and will need to

be reassigned.

4. Click OK when prompted. The Select an Organization page is displayed.
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5. Select the organization to copy the process to.

Select a Organisation
page 1/10 P M Gow page ¥
Hame Code Description
Select Accelerator APAC  EAP
Select Accelerator DE ADE
Select Accelerator FR EFR
Select Accelerator IT EIT
Select Accelerator ML EML
Select Accelerator NO ENO
Select Accelerator SE ESE
Select Accelerator UK ALK
Select ACE Job Llbrary AHD
Select AOK1 AOKL
Select AOK2 AOK2
Select APAC DEMOAPAC APAC Demo Org

6. The Selection Process page redisplays, showing you the newly copied process.

From here you can change the name, reassign the step owners and step coordinators, edit the steps and
attach different hiring process templates as required.

Creating a Selection Process

1.  From the Process Management page (see page 164), select Manage Models from the Selection
Process section.

Process Management
Departments Sales Demo Org UK Izl
Job Approval Process

» Manaoe Maodels

» Manage Assignment

Selection Process

» Manage Models

* Manage Assignmenit
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Setting up a Selection Process requires the use of templates. For more information refer to Creating Forms
& Questionnaires (see page 278) and Managing Candidate Communication Templates (see page 310).
Templates are used for different purposes at every step of the Selection Process.

Feedback report - A mandatory template used by recruiters for candidate evaluation (except for the step
type Additional Information from candidate). Based on the feedback report score, automatic actions may
be generated

Templates for communication between recruiters (not mandatory) - For CV Review and Additional
Assessment step types

Invitation, Confirmation and Cancellation templates - Mandatory templates for Interview and Phone
Screening step types

Profile templates - For Additional Information from Candidate step type

In addition, at least one session category must be defined if you wish to use the session step.

¥ =
. . = .
On the Selection Process Models page, click to create a new Selection Process.
SELECTION PROCESS MODELS
13 items page 1/1
Organisation  Sales Deme Org UK [=]
Sat as the
Model Tithe Organisation Enabled BF'HL.'" . Assigned Used
process in this
organisation
Gist Grad Process SDOUK " 4 4
Panel Review SDOUK
Plan International SOOUK oy w
SDOUK - Grad Process SDOUK c 4 U4
SDOUK - Internal SDOUK v d
SDOUK - Selection Prog SDOUK o o
SDOUK - Standard SDOUK 4 e o
8 &
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2. Enter the Workflow name, and if needed a Description, then click @

SELECTION PROCESS

Process Information

Workflow name

Organisation Sales Demo Org LK N @
Description
Comment

4
Disable

Hide Selection process
Information from Job
Requisition Page

Show managers new/open n
applications

Set as Default process in I
COrganisation

The Selection Process is created, but it is still inactive and its steps need to be defined.
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Activating a Selection Process

1. By default the process is inactive when it is created. To activate it, deselect Disable.

SELECTION PROCESS

Process Information

Workflow name SO0OUK - Standard

Organisation Sales Demo Org UK @
Description

Comment

Disable E

Hide Selection process Information ]
from Job Requisition Page

Show managers new/open [
applications
Set as Default process in

Qrganisation

*Required Field

® e ®

If you do not want to display information about the Selection Process on the Job Requisition page, select
Hide Selection process information from Job Requisition Page.

The option Show Managers new/open Applications controls the visibility of candidates for MSS users.
MSS users see jobs and applications only if they are member of a job's operational team AND the
application is short listed. MSS users typically cannot see new applications, because the application gets
short listed later in the Selection Process. If this option is selected all applications are immediately
shortlisted and as a result an MSS user will see them.

Defining Selection Steps

When you save the new Selection Process for the first time the Process Properties section becomes
visible; this is where you define the selection steps. Each selection step consists of the following
elements:

Actors - Candidates and recruiters (step owners)

Actions - CV review, interview, sessions, assessment tests

Tasks - Fill in a feedback report

Decisions - Made by users or automatic (proceed, put on hold or reject candidate)

Communication - Carried out using templates
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All these elements must already be configured by the administrators. Depending on the Step Type,
specific fields are displayed. The following step types available:

CV Review

Additional Assessment

Additional Information from Candidate
Interview

Session

External System

Quality Survey

These steps are set out in groups (Categories). With the exception of Quality Survey, which can only be
created in the Hire category, all step types can be created in all groups:

Screening — Relating to any tasks that confirm the applicant’s suitability for further processing for the
requisition

CV Review — Relating to processes where the CV and all other relevant documents are reviewed by an
employee of the company to judge the candidate’s fit against a requisition

Interview — Relating to processes where an employee of the company evaluates the candidate’s skills
during a meeting.

Offer
Hire

Process Properties
Expand all / Colapse all Preview process

vCategory: Screening Add Step

Prescreening (Default

step) Enable Step  Step Owner

rCategory: CVReview Add Step
»Category: Interview Add Step
¥ Category: Offer Add Step

¢ Category: Hire Add Step

Expand all / Colapse all Preview process

You can create up to 25 steps for each Selection Process. For each step you must define:
The step name
The step type
The action type
The team involved
Expected step output
Templates to be used (depending on the step type)
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Delay before setting a task as overdue

Process Properties
Expand all / Colapse all Preview process
#Category: Screening Add Step

Prescreening (Default ]
step) Enable Step Step Owner
Step properties Step communication
Step Name Prescreening @ fetact
eject
Step Type CV Review EI ':E”"di'Ejate_l @
. mai
H_T_FIEE Assign candidate to interviewer EI Template -
¥Pe N Reject
Cu:unce1_| ned |y types Candidate
team Lettar @
Step Template
wner Please select El empiate
Step
Coordinator  PIE@SE Select (=]

Required Before Requesting Hire

Expected -
output Decizion EI

Automatic actions
Initiate next step automatically

You can also specify here whether the step is Required Before Requesting Hire (which means that the
Hiring process cannot be started until this step is Closed).

At each step there must be some kind of output, and its nature must be defined at step definition. In
general, feedback (in the form of a Feedback Report or a completed Questionnaire) must be provided
from candidates or recruiters, depending on the step type. To enable workflow automation,
TalentLink offers these additional options:
Feedback Report and decision — After the Feedback Form is completed, a decision is expected from the
recruiter who reviewed the candidate file. This is done by selecting one of the options available at the end
of the template: Proceed, Reject, Put on Hold. Selecting one of the options determines whether the next

selection step can start automatically

Feedback Report and score decision — If a score pattern is defined for the expected Feedback Form this can
trigger automatic actions (Proceed, Put on Hold, Reject) based on the overall score received by the
Candidate
Steps can be triggered automatically. Refer to Automatically Start Next Step (see page 206) for more
information.

The process for creating steps is described next. The various types of steps are explained afterwards in
Selection Step Types (see page 200).
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Creating a Selection Step

The options that are available and required may vary from one step type to another. The following
example shows a list of base settings, and each step type is explained along with a description of the
specific settings.

® There is a default step which is enabled whenever a new process is created: the Prescreening step. No
additional configuration is necessary and the step is pre-configured with the required elements. This step
does not have a Feedback template related to it; you cannot edit it and you cannot disable it. However,
you can rename the step and you can add rejection email templates to it, which is essential if you have any
pre-screening rules set up

1. To create a new step, click Add Step next to the category name.

Process Properties
Expand all / Colapse all Freview process

= Category: Screening Add Step
v Prescreehing (Default step) Enable Step Step Owner Recruiter 1
Category: CVReview Add Step

L

F  Ext Enable Step Step Owner
- Category: Interview Add Step
~ Category: Offer Add Step
-~ Category: Hire Add Step
Expand all / Collapse all Preview process

2. Click l\g) to enter the Step Name.

'@

Step Tﬁ_.rpe| Flease select A | * [I—\dd] [Cancel]

Step Name|
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3. Type the Generic Step Name and translations for any active languages, then click Save & Close.

L=
Step MName @

Step Information

Generic Step Mame Prescreening

Translated Labels
Language Value

Danish

Greek

English (LK) Prescreening

* Required Field

| Save & Close | | Cancel |

4. Select the Step Type from the dropdown list then click Add to create the step.

Step MamePrescreening N @
Step Type| CV Review EI
Please zelect

Additional Assessment
Additional Information From Candidate

Interview
Session

External System
Panel Review

The step is created and the settings are displayed. Click the step name to collapse/expand the settings.

5. Select Enable Step.

= Prescreening (Mew Step) I ]  Enable Step
Step properties B

Step Name Prescreening * @

Step Type CWV Rewview E'

@® The above actions are identical for all step types, however the options explained in the previous
topics may vary from one step type to another. Refer to the step type descriptions for configuration

exemptions.
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Setting Step Properties

1.

Select the Action Type from the dropdown list.

+ CV Review by Manager

Step properties )
Step Mame CV Review by Manager L‘f:.'

Step Type  Resume Review

Action Type | Assign Candidate to Interviewer
) Assign Candidate to Interviewer
Responsible Team Assin to nferviewe or Send Candidate e Emat
e - r— .
StED wner TFl?lTlEElﬂzlljﬂt:ul:lIIE t:} Emﬂll Il |

Step Coordinator = Please Select |E|

Depending on the step type you've chosen, this list will either contain one option, or three. The options
define who this task is assigned to:

Assign Candidate to Interviewer - Sends the task to the Communication Centre of a TalentLink user to
complete their feedback within the system

Send Candidate File by Email - Sends this task to a non-TalentLink user via email, who will provide their
feedback outside the system

Assign to Interviewer or Send Candidate File by Email - Provides the flexibility to use either method
depending on who the recruiter chooses to send the task to

In each case the task is to fill in the Feedback Report relating to a step.

2. Click '\,5' to edit the Responsible Team.

The Responsible Team specifies which user types have the right to submit, perform and close the step.

Responsible Team Type 1 @
Step Owner | Hiring Manager E'
Step Coordinator | Please Select El
[C] Required Before Requesting Hire

Select the Step Owner and the Step Coordinator.

The Step Owner is the user who is automatically tasked with completing the Feedback Form for this step.
These can be role users, for example Recruiting Team 1, or named users.

The Step Coordinator is the user who receives any messages regarding delays in the process completion,
and notifications when the step has been completed.

If you select Required Before Requesting Hire the step becomes a milestone in the Selection
Process. As the step is mandatory, recruiters must complete it before starting the Hiring Process.

Define when the Step can be initiated. This means that the availability of the step is related to
the current application status.
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The options are:

At any stage - The step can be assigned at any stage in the process
At Offer stage - The step can be assigned only when the application status is Offered
After offer is accepted - The step can be assigned after the application status is Offer Accepted

After candidate is hired - The step can be assigned after the application status is Hired

Step can be »
initiated_Lany stage ]

Short List of Candidates
Decrypt candidates when step initizted

Expected output  Feedback Report [=]

You can choose to shortlist a candidate by selecting Short List of Candidates. This means that the
specific candidate’s file will be visible to Manager Workspace users during this step.

If candidates come from a site with the Anonymous Candidates Feature turned on (see page 118),
you must at some point opt to decrypt the information relating to candidates’ personal data. To do
this select Decrypt Candidates at a suitable step.

The Anonymous Candidates feature refers to the possibility of hiding candidate's personal information for
recruiters in the Back Office. This functionality is activated at site level (in case of external/internal sites).

The Expected output for a step is related to the FeedBack Template selected in the Step
Communication section.

In general there are three possible options (restricted in some of the step types):
Feedback Report — Candidates or recruiters (depending on the step actor) must fill in the Feedback
Report

Feedback Report and Decision — After a recruiter fills in the Feedback Report they must also take a
decision about the candidate (Reject, Proceed or Put on Hold). This decision is related only to the
current step, not to the whole Selection Process
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Feedback and score decision — If a scoring pattern is defined for the Feedback Report template, the
system may carry out automatic actions (Reject, Proceed or Put on Hold) on the candidate. The action
is related only to the current step, not to the whole Selection Process

Would you consider the candidate suitable for the role?, %) very suitable
i suitable
(™) average
i unsuitable
i wvery unsuitable

Would you consider the candidate suitable for the team/department? = .o o itable

i suitable

(™) average

i unsuitable

™ wery unsuitable

Select security for this document: Mo Security -

| Print | | Close | I[ Proceed | | Reject | | Putonhold ]I

If this option is selected the Decision score ranges section is activated. There are three score ranges:

Reject range, Put on hold range and Proceed range. Depending on the score received from the
Feedback Report the system acts accordingly.

Decision score ranges

Reject range Put on hold range Procesd range

(=]

LowerThanOrEqual Betwiean 9 Graater than or equal

In the example, if a feedback score is:

Lower than or equal to 0 the step is closed with the decision Reject
Between 0 and 2 the step is closed with the decision Put on hold
Greater than or equal to 2 the step is closed with the decision Proceed

9. If you enable Step sharing, step feedback can be shared between all applications from the same
candidate. As an example, for a language test step, the candidate does not need to take the test
more than once if applying for more than one position. The step output, in this case the language
test results, may be shared between different Selection Processes conducted for the same
applicant.

Step sharing

Shared Validity

X months  [C] Indefinite period
Period

You can also define the time period when the step output is shared. This may be for a specific time period,
or indefinitely.
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® The shared step must use the latest available version of the Feedback Form. If a new version of the
Feedback Form is created, the Selection Process must be manually saved again. If not, the shared
output functionality using this Feedback Form will not work.

You can push the process and choose to Initiate next step automatically. If this option is active,
once the selection step is complete, actions relating to the following step are triggered
automatically.

Autornatic actions
[ 1nitiate next step autornatically

Reject Applicant

Reason of rejection | Did not have sufficient skills for %

Application merno

Contact candidate with: "Reject Candidate Email Ternplate"

*

Delay for notification |2

Initiate next step automatically is enabled only if:

There is at least one subsequent step configured
Either Feedback Report and Decision or Feedback and score decision is selected as the Expected
Output.

In both cases, Proceed must be the output decision of the step (either user-selected or automatic). For
example if a recruiter decides to put a candidate on hold, the next step will not be triggered automatically,
which also happens if the feedback report score is to reject the candidate based on the score decision.

See Automatically start the next step (see page 206) for further information about this feature.

Select Reject Applicant to enable a candidate to be rejected permanently from the Selection
Process.

This option may be activated only if Feedback report and decision or Feedback and score decision is

selected as the expected output. In both cases Reject must be the output decision of the step.

The system will reject candidates not only at the step level but from the whole Selection Process. The

Application Status is Rejected.
If the Reject Applicant option is selected additional information must be provided:
Reason of rejection — pick one from the dropdown list
Application Comments
Specify whether you want to contact the candidate with the appropriate rejection email
If you want to contact the candidate you must specify the notification delay (calculated in days). If you

select 0 the email is sent automatically once the candidate is rejected; 1 = one day later, and so on
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Selecting Step Communication
1. Click @ next to FeedBack Template to select the Feedback Report you require.

Step communication -
Feedback Template UK Candidate Feedback on a Sele : @ ey,

Communication Template UK - Feedback - selection step @

Reject Candidate Ermail UK - Reject Email (sel a
Template J (sel) @
Reject Candidate Letter @
Template

Task properties
Task duration Days

The list of available templates is displayed. If required you can filter them by organization.

Templates are defined in Communication Templates (see page 310).

Form name Description Comment Category  Action
R S Feedback
Select 1. interview feedback 1. interview feedback Report b,
) ) Feedback
Select 1. screening SCreening Report oy
e e Feedback
Select 2. interview feedback 2. interview feedback Report .y

2. To preview a template click “=.
3. Select the required template.

4. Click @ next to Communication Template to select the template you require.
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The Communication Template page is displayed.
Step communication - Reject Candidate Email Template

Process Pharmacists Ext Process
Step Assessment Centre

Define Templates

Default value Candidate rejection email (general)

(@
@

Define template for communication knguage

Spanish 'kfx' "E.-f"
Danish @ @
Italian @ @

Depending on the step type you may select:

Reject Candidate Email Template and Reject Candidate Letter Template

Communication Template (CV Review, Additional Information from Candidate, Additional Assessment,
External System, Quality Survey)

Invitation to Candidate, Confirmation to Candidate and Cancellation to Candidate (Interview and
Session)

Confirmation to Interviewer and Cancellation to Interviewer (Interview)

5. Click hi'..f' to choose a default template and, if necessary, additional ones for any languages used
in the account.

Click ™ if you need to preview a template.

b4
Click “ZZ4 if you need to remove a selected template.

When this step is submitted the recruiter must manually enter the text of the message to be sent. You can
filter the list of displayed languages by organization.

Setting Task Properties

You can define the duration of the task, and the task scheduling duration. This is a good way of
informing recruiters and coordinators that tasks are taking longer than hoped.

1. Type the number of days in the Task Duration and Task Scheduling Duration fields.

When this number is exceeded the user will see the task as overdue in their Communication Centre.
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You can also specify what kind of documents will be  sent to the user when they are requested to
perform a task.

Task properties
Task duration 1 Days

Task scheduling duration Days

Task attachments Al Documents

Max"““”." 20 All documents submitted by the applicant
documents will be |, )
All feedback reportz

sent (the most
recent ones)

m| »

1

2. Select an option from Task Attachments.

Selection Step Types

Selecting a step type determines which additional fields you will need to fill out when creating the
step.

Step Type: CV Review and Additional Assessment

You can add a CV Review step type at any point in the process, or you can group your CV Review
activities under the specific group heading.

The Additional Assessment step type is used if you want to ask users to assess the candidate for a
specific task other than a CV review. For example, if you want the office team to review the
references received from a candidate, or if you want an assessment team to review a personality
questionnaire the candidate has provided. You can send any of the candidate files with the request to
facilitate this.

These step types do not have the Interview Scheduling feature activated. The scenario in such cases is
as follows:
The submitter of the step sends a message to the interviewer (through the Communication Centre or by
email for external recruiters) containing the candidate file to review and the task of filling in the feedback
report

After reviewing the candidate file, the interviewer fills in the feedback report and the submitter of the step
is notified through the Communication Centre that the step is Completed

® Please refer to To Create a Selection Step (see page 192) for instructions on how to configure this
step type. There are no step type specific features in the configuration.

Step Type: Additional Information from Candidate

This step type enables recruiters to gather structured additional details from candidates by using a
dedicated template (a Profile type of template). For example 'Ask candidate to answer more screening
questions’, or 'Have the candidate provide complete contact details before sending an offer’, and so
on.

@® Please refer to Creating a Selection Step (see page 192) for instructions on how to configure this step type.
Configuration features specific to this step type are described next.

Page 200



Lumesse

Unique Configuration Settings
Action Type:

Contact candidate (when using such a step type, the recruiter sends an email to the candidate)

Expected Output:

Feedback Report (since the recipient of the task is the candidate, they cannot take a decision concerning
the step)

For Candidate Feedback type the options are Multiple or Unique. A Multiple feedback type means
that the link to the template sent to the candidate is accessible even after it is filled in once.
Therefore, the candidate can update the template several times. A Unique feedback type means that
the template can only be filled in once.

Candidate Feedback | Multiple v

I nigue g

The following options regarding Communication Templates and Task properties are available:

The Feedback Template for this type of step is a Profile type and is selected from the list of available
Profiles

In the Task Properties section you can only define the Task Duration

Step Type: Interview

An Interview step powers the eBooking or interview/phone screen scheduling functionality in the
system. This step type has the Interview Scheduling feature activated and enables users to schedule
meetings between candidates and interviewers, based on recruiters’ availability.

@® Please refer to Creating a Selection Step (see page 192) for instructions on how to configure this step type.
Configuration features specific to this step type are described next.

Unique Configuration Settings

Step Owner - The Step Owner is treated as the lead interviewer. All interviewers can provide
feedback, but only the lead interviewer can submit decisions and close the step.

Action Type:

Action Use When...

Assign Candidate to Interviewer The interviewers are known to TalentLink, either as users
or by email address.

Assign to Interviewer or Send Candidate File | The interviewers are either known to TalentLink or external
by Email to TalentLink.

Send Candidate file by email The interviewers are external to TalentLink.
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Default Other Interviewers - From the Step properties section you can specify multiple interviewers
who can provide feedback after an interview.

Campaign Co-ordinator -

m

Default Other  Froject Leader
Interviewers Buddy

Client login 1 > adid User

Expected Output:
Feedback Report
Feedback Report and Decision

Feedback and Score Decision

Meeting Place - This can be a geographical location or a phone meeting. This step can be used to book
a phone interview slot with a recruiter, as well as for traditional face to face interviews.

Meeting Place | On specified location

On zpecified location

Cver the phone

In the Step Communication section you can define the following templates:
Invitation templates — Used to automatically invite candidates to interviews
Confirmation templates — Used to send out confirmations about the scheduled interview

Cancellation templates - Used to send out notifications to participants about an interview being cancelled

Step Type: Session Step

This step type enables recruiters to manage interview sessions where one or more interviewers may
interview one or more candidates who have booked seats to sessions themselves. This is typically used
in assessment centres where several candidates may be assessed at the same time.

® Please refer to Creating a Selection Step (see page 192) for instructions on how to configure this step type.
Configuration features specific to this step type are described next.

Unique Configuration Settings
Action Type:

Assign Candidate to Interviewer
Expected Output:

Feedback Report

Feedback Report and Decision

Feedback and Score Decision
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The option to assign a step owner is disabled as the Session Category organizer automatically becomes
the step owner. A Session Category stores the standardised information for each session type, for
example, locations, seats, and so on. Only sessions assigned to this specific category are presented to
users in the invitation sent in this step.

| Session Category | ' @

@® Session Categories must already be defined. This is done in Communication Centre > Meeting Sessions >
Manage Session Categories > Add Session Category.

‘ COMMUNICATION CENTRE

| Messages | Meeting Sessions

Manage Session B Mmmman Foesine Catagories
Add Session
Add Session Category
Fitter by: = Organization =] @ Session Lategory EI

Intervigwer EI

® Email templates must already exist. Refer to Creating Email Templates (see page 312) for full instructions
on creating these.

® Only email templates for communication with candidates can be selected here. Templates for
communication with recruiters are to be defined during the creation of the session category, in the
Communication Centre. For more information see Communication Centre in the TalentLink User's Guide.

Step communication
FeedBack Template

Reject Candidate Email Ternplate
Reject Candidate Letter Template

Invitation to Candidate(s) UK - Invitation To Interview

@ (o @

e

L

Confirmation to Candidate(s) UK - Invitation Confirmation Send VCAL?

Cancellation to Candidate(s) UK - Invitation Cancellation

If you select the checkbox Send VCAL? in the Step Communication section, recruiters can choose to
attach a .vcal file to the outgoing message. Candidates can open this attachment and add the
interview date and time to their own calendar system, such as Microsoft™ Outlook. The calendar
appointment will be shown in the time zone of the interview location.
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Step Type: External System

This step type enables a customer to integrate third party technology into their recruitment process.
For example, this could include a background check, an online testing toolkit or an export to an
HRIS/ERP platform.

® Please refer to Creating a Selection Step (see page 192) for instructions on how to configure this step type.
Configuration features specific to this step type are described next.

Unique Configuration Settings
Action Type:

Send Candidate to External System
Expected Output:

Feedback Report (it is not possible to trigger automatic decisions based on External system scoring)

| External System | " é

When you click xi.'.f next to External System, the list of all connected third-party systems is
displayed. Users with the appropriate access rights can see all third party systems configured on the
platform for the relevant organization levels, selecting shared integrations or those just for individual
organization levels.

® An external system must be interfaced with TalentLink. Please ask your consultant for more details about
the interface.

Step Type: Panel Review

The Panel Review step type enables up to a maximum of 30 individuals (panel members) to review and
submit feedback about a candidate using a defined feedback form. The panel members consist of a
panel lead and panel members.

The panel lead can view the feedback and score per candidate, and will receive notification once all
panel members have submitted their feedback. A non-TalentLink user can be appointed as a panel
leader, however they will not be able to view who the other panel members are or the scoring details.

The panel members can be TalentLink users and non-TalentLink users. TalentLink users will receive
notifications about candidates in the Communication Centre; non-TalentLink users will receive an
email containing the candidate information and a link to the feedback form.

® Please refer to Creating a Selection Step (see page 192) for instructions on how to configure this step type.
Configuration features specific to this step type are described next.

Unique Configuration Settings
Panel Configuration:
Min Members
Max Members upper limit: 30
Minimum number of Feedback

Panel Feedback
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Default Members

Once a Panel Review step has been defined for an organization TalentLink users will see a Panel
Review column on the Selection / Hiring tab of the Job Details page. There will also be a Panel Review
step shown on the Applications tab of the Candidates Details page.

Step Type: Quality Survey

This step type enables a customer to use the email and templates features of the system to gather
information in the form of surveys. For example, this could include candidate satisfaction surveys, or
quality of hire surveys.

The Quality Survey step is very similar to the CV Review - Additional Assessment or Additional
information from Candidate step types, the difference being that it is triggered automatically when
certain events happen in the system, such as:

The offer is accepted

The offer is rejected

The contract starts

The contract ends

The application is withdrawn

Before the contract ends

@® This step type is available only on the last category of steps in the Process Properties section (Category:
Hire).

® Please refer to Creating a Selection Step (see page 192) for instructions on how to configure this step type.
Configuration features specific to this step type are described next.

Unique Configuration Settings

Action Type:
Assign Candidate to Interviewer
Assign to Interviewer or Send Candidate File by Email
Send Candidate file by email

Contact Candidate - This is connected to Step Communication templates. The template used for the
feedback is selected from the Profile and Questionnaire template types

Expected Output:
Feedback Report
The following options regarding communication templates and task properties are available:
It is not possible to define Rejection templates in communication templates.
In the Task Properties section you can define:
Task Duration

Task Auto-Scheduling
Task Attachments
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Depending on the Task Auto-Scheduling configuration, the step is initiated/started/assigned as soon
as a certain event occurs (select the event from the dropdown list):

The offer is accepted

The offer is rejected

The contract starts

The contract ends

The application is withdrawn

Before contract ends

Task auto-scheduling| 7 days

. Please select i v]

After application 1z withdrawn
After contract ends

After contract starts
After offer iz accepted
After offer i= rejected
Before contract ends

You can also initiate the step a certain number of days after/before these events occur (through a
daily Automatic Process). For this you need to enter the number of days and then select the event

which triggers the step.

Automatically Start Next Step

It is possible to configure automatic steps in your Selection Process so the system starts the next step
automatically if certain conditions are met. There are specific actions which trigger the automatic
launch of the next step in the Selection Process. All step types can be configured to start
automatically; however, you must ensure that specific actions are completed.

® A Quality Survey step cannot be automatically triggered by another step. These are automatically triggered

by events in the system.

Actions which are necessary on Configuration level:

Step owners must be defined (for all types of steps)

Expected Output — Only Feedback and Decision, Feedback and Score Decision (the step starts only if the
decision taken by the interviewer during the selection process is Proceed)

Feedback report templates must be defined (this is mandatory for all step types)

Communication templates must be defined

During the selection process of a candidate, the recruiter must decide to Proceed as the first condition for

the next step to be automatically launched. Additional conditions which need to be met on a step level:

For all step types - The step must be submittable

For all step types - The step can be initiated at the current application status

For Meeting Session steps - The step owner must have availabilities defined

For Session steps - There must be sessions with available seats created for the session category of the

step
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For Additional Information from Candidate steps - The candidate must have a valid email address

For External System steps - The candidate must have a valid email address

To configure an automatic step:

1. On the Selection Process page go to a step which is already configured and select Initiate next
step automatically.

Process Properties
|Ex|gan|:| all / Collapse all Preview process

~Category: Screening Add Step

Prescreening (Defauk ' _
step) Enable Step Step Owner Recruiter 1

Step properties B Step communication
Step Name Frescreening i

Reject Candidate Ermail

Step Type Resume Review EI

Template (0]
Action Type Assign Candidate to Interviewer EI
) N Reject Candidate Letfer _

Responsible ’

Team All types Template @
Step Owner | Recruiter 1 E'

Step
Coordinator Please Select El

Required Before Requesting Hire
Expected Decizion EI

~ntngt

Automatic actions
[C] start next step automatically

For each step type there are specific conditions that need to be met for successful configuration of
this feature:

a) CV Review and Additional Assessment
Step Owner defined

b) Meeting Session
Step Owner defined
Step Owner needs to be a TalentLink user

Step Owner must have availabilities defined (action to be done in their Communication Centre >
Calendar tab)

c) Session

The selected Session Category must have an available session linked to it (action to be done in the
Communication Centre > Meeting Sessions tab)

d) Additional Information from the Candidate

The candidate must have an email address defined
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e) External System
The candidate must have an email address defined

A new test instance needs to be initiated.

If all conditions are met (both in Configuration and at step level), the following actions are
automatically launched:

CV Review - The step is submitted to the Step Owner

Additional Assessment - The step is submitted to the Step Owner
Meeting Session - The candidate is invited through e-booking
Session - The candidate is invited to the available sessions
Additional Information from Candidate - The candidate is contacted

External System - The candidate is contacted and a new instance test is sent

® For all automatic actions, the author is the System user (the GSA). This is visible in the application page of
the candidate and in their Candidate History. If there is a Step Coordinator for the automatic step, this user
is notified in their Communication Centre:

@® If the step started successfully.
@® If the automatic start of the step failed.

@® If the next step fails to start automatically, this action is registered in the Candidate History.

Saving/Previewing the Selection Process

1. When you have completed your selection process, click @ to save it. You can also preview your
process by clicking Preview process.

Process Properties

Expand all [/ Collapse al Preview nrocess I

Selection Process Versions

You can edit an existing Selection Process according to your company’s requirements. Two types of
changes can be made on a Selection Process:

Changes that do not trigger the creation of a new Process version
Changing the Step Name

Changing the Responsible Team

Enabling or disabling Required before Hiring process
Changing the Feedback Report

Changing the Communication Templates

Changing the delay before setting a task to overdue

Enabling or disabling decryption of candidate data
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Changes that trigger the creation of a new Process version
Changing the Step Type
Enabling or disabling a Selection Step

Differentiating between these changes is important since they impact the way that Selection Process
versions are linked to candidates applying for jobs in a particular organization. If a new version of the
Selection Process is created, this applies only to future candidates and jobs, while existing candidates
linked to existing jobs continue to follow the old Selection Process.

Accessing Previous Versions of the Selection Process

You can view old versions of a Selection Process from the Selection Process details page, by accessing
the Process Version dropdown list.

1. On the Process Management page (see page 164), select Manage Models in the Selection Process
section.

Process Management
Departments Sales Demo Org UK Izl

Job Approval Process

» Manage Models

* Manage Assignment

Selection Process

» Manage Models

* Manage Assignment

2. On the Selection Process Models page, select a process by clicking on it in the list.
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3. Select the required Process Version from the dropdown list.

SELECTION PROCESS

Process Information

Vorkflow name Engage Selection Process
Organization Accelerator US @
Description
Comment
Deactivate [
Hide Selection process Information

from Job Requisition Page

Show managers new/open H
applications
Default

Process Ver!;'lurl “ersion 1 — Last Version EI I

The Selection Process page corresponding to the chosen previous version is displayed. Information on this
page is read-only.

Emails Used in the Hiring Process

At the bottom of the Selection Process page you can choose which email templates are used after a
candidate has completed the Selection Process, and moves into the Hiring Process.

1. Click l\:& to select the required email template. Templates are defined in the Communication
Templates module (see page 310).
Templates used in hiring process

Emails to candidate

Send offer to candidate Send Offer To Candidate

(»(»

Reject offer negotiation template

Messages to recruiter

Candidate decision template

Candidate request negotation
{template

(o (w

Send offer to candidate - Used when the recruiter selects the Send Offer option on the Hiring Process page
Reject offer negotiation template - Used when the recruiter does not want to negotiate with the candidate

Candidate decision template - Used when the candidate either accepts or rejects the offer
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Candidate request negotiation template - Used when the candidate does not accept the first offer, and

makes a counter offer to the recruiter

@® Offer negotiation is enabled in Company Configuration (see page 14).

Managing Selection Process Assignment

In this section you define which processes are activated for this organization and assign them in
accordance with your company’s requirements. You can activate a default process and also, for
specific cases, processes based on qualifiers.

Default Selection Process
A Default Selection Process must exist before you can create jobs in any organization.
To activate a default Selection Process for an organization:

1. From the Process Management page (see page 164), in the Selection Process section, select
Manage Assighment.

2. Click '\5‘ next to the Default Process for this Organization field.
SELECTION PROCESS ASSIGNMENT

0 Items Page 1/1

Organization Default Process for this Organization
Accelerator US [=] | Engage Selection Process | 1\:'/1

- Candidate Type Requisition Type
Qualifiers [=] A [=]

Ho Assignment
3. From the Select Selection Process page, select a process by clicking on its name.
Select Selection Process 1 Iterms Page 1/1

Workflow name Description
Engaae Selection Process

Unless there are other assignments, all candidates linked to jobs in this organization will use the default

Selection Process.
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Specific Selection Processes

As well as activating a default process for an organization, you can also assign specific processes based

on selected qualifiers.

® For details of what Qualifiers are and how to set them, refer to Specific Job Approval Processes (see page

179).

You can use the default Qualifiers Candidate Type and Contract Type or define additional ones.

-

1. Onthe Selection Process Assignment page (see page 211), click = to create a new assignment.
SELECTION PROCESS ASSIGNMENT
0 Items Page 1/1
Organization Default Process for this Organization
Accelerator US EI | Engage Selection Process | @

— Candidate Type Requisition Type
Qualifiers [=] A [=]

No Assignment

3
[
iy

&

2. Inthe Create a Process Assignment page, select the values to which you want the specific process

to apply.
Create 2 Process Assignment in &AUS

Selection Process Assignment

Define Assignment
= =
Candidate Type l\:/I Requisition Type I\ﬂ
Employee « | Graduate/Campus |
External Candidate Internship
i | imited Anreomeant i
Select Process

Process Selecten:l| | @

* Required Field

| Save | | Save & Create New List | | Cancel |

3. Click '\!) to select the process, then click Save.
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You can click Save & Create New List if you want to assign a different process for another value.

Default Application Process

The Application Process consists of all the steps a candidate who applies online must go through before
submitting their application. Here recruiters define all the templates that must be filled in online.
TalentLink users can create:

Private Application Processes — On the job level, for each job advertisement to be posted (standard
recruiters can do this — see the Job Openings chapter in the TalentLink User's Guide)

Default Application Processes — On the organization level (only administrators can do this).
Each Default Application Process is created:

Per organization

Per language

Per contract type

Having a default Application Process enabled means that all postings in a particular organization and
created in a certain language use this Application Process. However, recruiters can still edit this
process when posting the job if necessary.

Creating and Assigning a Default Application Process

1. From the Process Management page (see page 164), in the Default Application Process section,
select Manage Assignment.

DEFAULT APPLICATION PROCESS MANAGEMENT
32 Items Page 1/1
Organization
Accelerator US EI
Language Requisition Type .
Content Pre-Screening
Rules
Al [=] A (=]
&rabic AMY - DEFAULT Empty Edit Edit
Chinese AMNY - DEFAULT Empty Edit Edit
Danish AMY - DEFAULT Empty Edit Edit
Dutch ANY - DEFAULT Empty Edit Edit
Enalish (LK) ANY - DEFAULT Empty Edit Edit
English (US) ANY - DEFAULT Empty Edit Edit
Estonian AMY - DEFAULT Empty Edit Edit
Finnish ANY - DEFAULT Empty Edit Edit
Flermish AMY - DEFAULT Empty Edit Edit
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2.

On the Default Application Process Management page, select the first Edit link in the language
row for which you want to set up a default Application Process.

-

ONLINE APPLICATION PROCESS

Step (Mo Active Elements
Step (Mo Active Elements

Additional Configuration
Canddate Pack

[T ereate candidate pack automatically

Email Templates
Automatic Reply for Online Application:

Automatc Reply for Emal Applcation:

External Canddate and Erployes Process ) Use different process for employees

Structured CV 4 & &

Questionnaire £2 4 =JE"

LUK - Auto Reply to Appl ~ 4 3

4 UK = Auto Reply to Appl "% 2

setive required
Step 1 ¥ W  Personal Information | Application PIF ( Candid ~ 4 4
Step 2 v Questionnaire #1 LUK Application Profile  ~ 4 4
Step 3 [+ Attached CV
g = = Free Form Resume
Other Attachments
Nams Deserption
W Work Permit = | | Please attach a scan of ... X = |X
v O Other attachment * | Flease select - | X
w [ Other attachment * | Please select - | X
v [ Other attachment - Flease select b | x
+ Add another
Step 4 [ | n Attached Cover Letter
P & L] Free Form Cover Letter

If you need to set up the same default Application Process for both internal and external candidates, enter

all the data in the External Candidate and Employee Process tab.

OMNLINE APPLICATION PROCESS

| External Candidate and Employee Process | & Use different process for employees
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To define two separate Application Processes, select the Use Different Process for Employees tab. Two
similar sections are displayed on the same screen, one defining the process to be used by external
candidates and the other by employees.

® Administrators can require candidates to attach specific documents during the Application Process,
for example, a cover letter. Users can override these settings during the assignment process.

@® If attachments are marked as Required, a candidate cannot submit the application unless the
required attachments are uploaded.

® To set documents as Required, select checkboxes in the Active column then select Required.

Select the PIF to be used by the organization. Click | =* to search for the PIF or | = to preview the
document.

@® If the PIF is not configured at the OBS level the site PIF will be used. In either instance, the recruiter
will be able to change the PIF when they are creating the job advert.

Select the templates to be completed by the candidate during the Application Process (if
needed). You can view the templates selected by clicking

Questionnaire #1 and Questionnaire #2 - Type the names of one or two questionnaires, or click =
to search for the questionnaire. Select the checkbox if this is a required document

The documents used during the Application Process are based on templates defined by an Administrator.
For details refer to Creating Forms & Questionnaires (see page 278).

Structured CV - Type the name of the structured CV, or click " to search for the structured CV.
Select the checkbox if this is a required document

Select the type of CV (if needed), then select the checkbox if this is a required document.

If Attached CV and Free Form Resume are both Active and Required, the candidate can select which one
to upload.

Select the attachments to be uploaded during the Application Process from the Other
Attachments dropdown list.

If Other Attachments is selected, you can select an appropriate Description from the dropdown box to
help candidate understand which documents they need to upload. For details of how to configure this
LOV, refer to Application Process Attachment Description (see page 79).

Select the type of Cover Letter (if needed), then select the checkbox if this is a required
document.

If Attached Cover Letter and Free Form Cover Letter are both Active and Required, the candidate can
select which one to upload.

Define the order of the steps by dragging and dropping them into position.
Select if the candidate pack is to be automatically created.

. If applicable, select an automatic reply for online applications and/or email applications then

click Save.

All job advertisements created for jobs in this particular organization and in the selected language follow
this default Application Process, unless they are edited by recruiters during posting.
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Defining Pre-Screening Rules

Pre-screening rules enable recruiters to filter large numbers of applications by defining questions to
be filled in by candidates. Pre-screening also defines possible actions to be automatically taken by the
system depending on the answers to these questions. Applications are filtered and candidates are
dispatched in accordance with the selected criteria in templates.

® Pre-screening rules are sometimes referred to as Dispatching/Routing rules in TalentLink Back Office and in
documentation.

Users can create:

Private pre-screening rules — On the job level for each job advertisement to be posted (standard recruiters
can do this — see the Job Openings Standard User guide)

Default pre-screening rules — On the organization level (only administrators can do this)
Each default pre-screening rule is created:

Per organization

Per language

Per contract type

Having a default pre-screening rule enabled means that all applications for posted jobs belonging to a
particular organization and created in a certain language follow this rule. However, recruiters can still
edit/add/remove pre-screening rules at job level.

Pre-screening rules are of the following types:
Reject applicant (see page 218)
Link applicant to another job (see page 219)

Automatically start the Selection Process of the candidate (see page 220)
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Creating a Pre-Screening Rule
To define a default pre-screening rule a default Application Process must exist, because rules are
based on templates defined in the Application Process.

1. From the Process Management page (see page 164), in the Default Application Process section
select Manage Assignment.

DEFAULT APPLICATION PROCESS MANAGEMENT
32 Items Page 1/1
Organization
Accelerator US EI
Language Requisition Type )
Content Pre-Screening
Rules
Al [=] A [=]
Arabic ANY - DEFAULT Empty Edit Edit
Chinese AMY - DEFAULT Empty Edit Edit
Danish ANY - DEFAULT Empty Edit Edit
Dutch ANY - DEFAULT Empty Edit Edit
English (LK) ANY - DEFAULT Empty Edit Edit
Enaglish {5} ANY - DEFAULT Empty Edit Edit
Estonian AMNY - DEFAULT Empty Edit Edit
Finnish ANY - DEFAULT Empty Edit Edit
Flarnish ANY - DEFAULT Empty Edit Edit

2. Select the second Edit link in the language row for which you want to set up a pre-screening rule.
Candidate Routing Rules for Default Application Process

Organization Accelerator US
Language Arabic
Requisition Type ANY - DEFAULT

Rule Hame=~ Rule Type
No Existing Rule
Add New Rule

3. Click Add New Rule to define a pre-screening rule for this Application Process. If you set up
different processes for each contract type, you can also set up different pre-screening rules for
each contract type.
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Reject Applicant

1. From the Define Candidate Routing Rules for Default Application Process page (see page 217),

type the Rule Name and an optional Description.

2. Select Reject Applicant as the Rule Type and select if the candidate will be notified by email.

Organization Accelerator US
Requisition Type ANY - DEFAULT
Language 1K

Rule Mame

Description

Rule Definition

Rule Type Reject Applicant
Contact Candidate via Emaill @ yes @ No
Using Email Template Flease Select

Delay for Notification

Reason of Rejection Flease Select

&pplication Comments

Rule Criteria
Applied operator between all selected criteria

Edit Filtter Criteria to Use

Define Candidate Routing Rules for Default Application Process

D or @ and

Mo criteria is defined for the current candidate routing rule.

3. Enter other information as required. Delay for Notification is the number of days to wait before

sending the rejection email.

4. To set your rule criteria, define if the operator is or or and then select Edit Filter Criteria to Use.
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5. Select the criteria that will disqualify the candidate - they will be rejected if their selections
match yours. You can either define the prompts which the candidate must fill in or you can set a
score range if you have a scored template.

Define Rule Criteria

Organisation Documentation Team
Contract type ANY - DEFAULT
Language English (LK)

Default CV UK Application Profile

Form name: UK Application Profile
Form description: Profile for candidates to fill in during the application process

Form versions:
O Total Termnplate Score

Score from: | | Score to:

Please answer the questions below to help us process your application.
Do vou have a valid EU work permit or passport?[ ] yes[ ] no

Do you have 3 valid Driving Licence?[ ] yes[] no

Are you fluent in any of the languages listed:[] arabic  [] English [] French
[l German [] Hindi [] Italian
[1Mandarin[] Portuguese[ ] Spanish

Do you have experience using the following software packages:[] M5 Excel[] M5 Outlook[] M5 Word

How many vears experience do vou have doing the job vou have applied r'l:ur:|:| 1 []200]3
[] more than 3

Feset Cancel | Save & Close |

6. Click Save & Close.

Link to Job

1. From the Define Candidate Routing Rules for Default Application Process page (see page 217),
type the Rule Name and an optional Description.
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2. Select Link to Job as the Rule Type and select the job to which the candidate will be linked by
clicking Select Target job opening.

Define Candidate Routing Rules for Default Application Process

Qrganization Sales Derno Org UK
Reqguisition Type AMY - DEFALULT
Language Ik
Rule Mame
Description
P
Rule Definition
Rule Type Link to Job [=]
Select Target Reguisition
Status Of Application For This Job New E'

Sourcing Channel Type
Sourcing Channel Mame
Sourcing Channel Medium Please Select ||

[C] copy Candidate Documents

Rule Criteria ) )
Applied operator between all selected critera ' or @ and

Edit Filcer Criteria to Use

Mo criteria is defined for the current candidate routing rule.

| Cancel | | Save & Close

3. Enter other information as required.
4. To set your rule criteria, define if the operator is or or and then select Edit Filter Criteria to Use.

5. Click Save & Close.

Automatically Proceed With The Default Step (Default Application Process)

1. From the Define Candidate Routing Rules for Default Application Process page (see page 217),
type the Rule Name and an optional Description.
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2. Select Automatically proceed with the default step as the Rule Type.

Define Candidate Routing Rules for Default Application Process

Organization Sales Demo Org LUK
Requisition Type ANY - DEFAULT
Language K
EY
Rule Mame
Description

Rule Definition
Rule Type Automaticalty proceed with the default step EI

Rule Criteria ) )
Applied operator between all selected criteria ) or @ and

Edit Filcer Criteria to Use

Mo criteria is defined for the current candidate routing rule.

| Cancel | | Save & Close

3. Toset your rule criteria, define if the operator is or or and then select Edit Filter Criteria to Use.
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4.

5.

Select the criteria in the profile or questionnaire of the Application Process. You can either define
the prompts which the candidate must fill in or you can set a score range if you have a scored
template.

Define Rule Criteria

Organisation Documentation Team
Contract type ANY - DEFALLT
Language English (LK)

Default CV UK Application Profile

Form name: UK Application Profile
Form description: Profile for candidates to fill in during the application process

- -

Form versions: | 10/03/2008 - 12:16:31
O Total Termnplate Score

Score from: | | Score to:

Please answer the questions below to help us process your application.
Do vou have a valid EU work permit or passport?[ ] yes[ ] no

Do you have 3 valid Driving Licence?[ ] yes[] no

Are you fluent in any of the languages listed:[] arabic  [] English [] French
[l German [] Hindi [] Italian
[1Mandarin[] Portuguese[ ] Spanish

Do you have experience using the following software packages:[] M5 Excel[] M5 Outlook[] M5 Word

How many vears experience do vou have doing the job vou have applied r'l:ur:|:| 1 []200]3
[] more than 3

Feset Cancel | Save & Close |

Click Save & Close.
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Creating Candidate Pools

Pool Management enables you to create pools that can be linked to candidate files. Pools can be used
as search criteria in:

Quick Search on Candidates - From the left dynamic menu select Candidates, click then select Search.

Advanced Search

Quick Search on Candidates My Search Favourites
Filters

Keyword p

Candidate Status All A

Organisation All r

Poaol All A4

Last name containing

Clear All Search Criteria | [Search |  [Cancel |
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Advanced Search - From the Quick actions section of the left dynamic menu select Advanced Search then
Candidates. Alternatively, from the Candidates page click E then select Advanced Search.

Quick Search B Advanced Search 3 Launch Search
Organization Al (=]

Company

Position

Responsibilities

Location

Salary Range From To Currency EUR EI by Day
Application Status All EI

Application Date From (dddmma) |:| To |:|
Application Source

Last Update From (addmm) |:| To |:|
Expected Archive Date From (dddmma) |:| To |:|

DPS Expiry Date passed since last application. [
Candidate Name

Document Author

Score from To Using Feedback Report E| Sels
Document Last Update From (dddmma) |:| To |:| e
Keyword Search @

Lines per Page 50 EI

Search all templates in the following lEnguages Enaglish (US)

Examples of pools: High Potentials, International Applications, Newsletter, Marketing Profiles, MBA
Talents, Engineers, Graduates.

One candidate can have links to different pools; for example, to High Potentials and International
Applications.

® A poolisalways created and shared at Organization Level 0.

Page 224



Lumesse

Creating Pools

Pools are created at an organization level by administrators.

1. From the Settings section of the left dynamic menu, select System Administration.

» Home

v Reqguisitions

v Candidates
Communication Center

Reporting

Configuration
v Learning
v Career Planning
v Succession Planning
v Performance Management
v Development Planning
v+ Competency Management
v Time Sheet
=] settings

v Forms & Questionnaires

v Communication Templates

v System Administration

v User Management

2. Select the Organization from the Administration dropdown list.

Organization Management for ' Select Organization ™

Select Organization
Accelerator Us

©Lumesse (LK) Ltd. Accounting =

ACE Job Llbrary
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3. Select Pool Management to open the Pool Management page.

Organization Management for Acceleratar US El

Configurable Field Management

Qrganization Properties

Process Management Check List
Pool Management - OBS Level 2 4 Values
Site Management - Default Job Workflow Engage Default approval
Lo Y| g_ = L
Manage Sourcing Channel List - Default Selection Process Engage Selection Process
- Default Onboarding Process Accelerator Workflow

Manage Referral Programs

4. In the Create Candidate Pool section, select the organization for which you want to create a
pool.

Candidate Pool Hame Description Organization Created By Status

Create Candidate Pool

Organization Candidate Pool Mame  Description
Pleaze Select EI

Ignore Content of this Candidate Poolin p
Matchingl_| :

* Required Field

5. Type the Candidate Pool Name and Description.

If you do not want candidates linked to this specific pool to appear in the results list when performing a
matching on a job, select Ignore Content of this Candidate Pool in Matching. You will still be able to find
candidates linked to this pool by a search on filters or an advanced search.

@® You can only create one pool with this function.

6. Click @ to create the pool.
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Specifying Interview Locations

Location Management enables you to create a list of standard, corporate or local locations that can be
used in Selection Steps where Interview Scheduling is activated. For further information, refer to
Session Step (see page 202).

® Before activating Meeting Scheduling, you must create the necessary email templates.

Location information can be used as merge fields in email templates when you invite a candidate
and/or other participants to an interview, or in the confirmation templates.

We recommend that you create at least one default corporate location or, if several organizations are
configured, one default local location for each organization.

Creating Locations

1. From the Settings section of the left dynamic menu, select System Administration, then
Corporate Location Management.

2. Select Add New Location.

LOCATIONS MANAGEMENT
Display @ Al ™) Corporate only @ Localin Organization | All
Actions Location Title Street Address 1P code
Edit Aalbarg Jomifru Ane Gade 1 Q000
Edit Abu Dhabi Al Hosn PO Box 12918
Edit Abu Dhabi (AMansoor) P.0. Box 3374
Edit ACS Corporate Headquarters 2828 Morth Haskell T 75204
Edit Delete ACS EMEA Headquarters Affiliated Computer Services GrmbH 8152
Edit Delete ACS Urban Parking Europe  Affilizted Computer Services Solutions France SA52 92600
Add Mew | ocation G‘_’?)
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3.

4.

5.

Enter the required information.

Create Location
Location Data

Location Title
Address 1 :
Address 2

City )
ZIP code

Country Please Select EI ’
State/Province -

. ES
Time Zone AfricalAbidjan [=]

Room

Location Type @ cCorporate © Localin Organization | Please Select  [=|

List Of Organizations *

[ Accelerator US ] Accounting
Select Al O] LANIT O] LATAM
Deselect Al [ Lloyds Pharmacy [ Lotus Bakeries
Q Malaysia g Met Dffice

Select the Location Type by choosing from:

Corporate — A corporate location can be used in the organizations selected in the List of Organizations
section

Local in Organization — The location you are about to create can only be used in the single organization
you select from the dropdown list

Select the organizations, then click Save.
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Location Merge Fields in Templates

Location Merge fields are available in email templates and Word® templates.

You can define templates in Template Management to be used for communication with candidates and
recruiters.

Email template example:

Template Content
From @ Use Email Address of = Connected User [=]

@ Use Alternate Email Address
Save Email in candidate history.

Subject  Application For The Role of [%job_opening_name%] Add merge fields

Priority © High @ Normal © Low

Ermail = == — =1

Template El & ":?| B 7 U |5= = | é, &“,HEIE = !| TimesNewF‘.umﬂnEI 10 EI
Content

Dear [Y%First_Mame%],

With regards to lyour application for the role of [%iob _opening_name%].

we would like you to attend an |%step nametal.

Please could you contact us to confirm the following arrangements:

Date: [%ointerview_date%]

Time: [%einterview_start_hour%a)

Location: [%location Address_1%], [Yelocation_Address_2%], [%elocation_City%],

[Folocation_Zip Code%)
A map 15 attached.

Yours sincerely,

[Fouser_person_in_charge®]
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-

Word® template example:

Ref: Your application from «Application_date»

Dear «First_MName» «Last_MNamen,

Thank you for your interest in our company.

We received your application and are interested in your profile.

We would like to invite you to an interview at the following location:

whddress 1w
whddress 2w
“Hoom®
u«Zip_Coden
«Cityw

«Country

We are looking forward to meeting you,

Sincerely,
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Configuring a Candidate Summary Form

A Candidate Summary is an overview of the information available about a candidate in TalentLink. It
gathers the information from all the forms dedicated to the candidate, such as the PIF and
questionnaires, in one place so that the Candidate Summary becomes the most comprehensive
synthesis of the candidate’s data gathered throughout the course of the Selection Process.

Switch To Contractor L o X L$
35 5t. Margaret St., CR2 6XH, London,
United Kingdom, London
CelPhone: +44 6087531272
a.mucha@m.com
Contact Information
Fax Mumber -
Preferred Method Errail
Personal Web Site -
Employment History
Akron Technologies Junior Software Architect 01/01/2008 - Current
Education History
School School Degree Major name Date on
Kingsford College of London IT Security
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The Candidate Summary speeds up the recruitment process by gathering all crucial information in one
place. A recruiter or hiring manager can take a quick decision on a candidate by reviewing one
comprehensive document rather than having to look in several places. Recruiters of RPO organizations
may also use the form as a candidate marketing tool, and can propagate complete candidate
information to clients.

The Candidate Summary is available in a Candidate’s record, in the Candidate Overview or the
Documents/Candidate Pools sections. It can be printed out or downloaded as a PDF file.

-6 ACKROYD JULIE
Candidate Overview Documents/Candidate Pools @
Documents B Link to Candidate Pool List of Timesheets
[l Document Last Update Date - Author
Candidate Surmrmary | 04/04/2013
[ L ' ) 01/12/2011 - Manager Evaluation
Hiring Manager Interview Foar The Raole of - . =t
O (2] Account D 01/12/2011 - Recruiter Evaluation
[ L CV by Line Manager Feedback Form (0] 01/12/2011 - Manager Evaluation
[ &= Application for the Position of Account Director 01/12/2011 - Administrator Global
O |"_| Externzal PIF - Permanent (0) 01/12/2011 - Ackroyd Julie

The system provides default Candidate Summary forms. These are configurable and you may adjust
them to match your business needs.

Configuration Principles

As the form used for a given candidate depends on the candidate type (External or Internal) and
recruitment context (Permanent or Contractor) the following Candidate Summary templates are
available for each company:

Candidate Summary (External)
Candidate Summary (Internal)
Candidate Summary (External Contractor)

Candidate Summary (Internal Contractor)

® You cannot create new forms, but you can edit the default forms as required.

A Candidate Summary is a form (similar to the Questionnaire, Resume, Feedback Report, Profile and
Diversity Questionnaire forms) that can be edited in the TalentLink template builder. The questions
included in the form are organized into sections. GSAs may decide what type of questions are
available, how they are organized and displayed and whether they are mandatory or optional. We
recommend you have no more than 150 questions in the form.

Some restrictions apply. The following questions are mandatory for each Candidate Summary:
First Name
Last Name

Sourcing Medium
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» Data Privacy Statement

There is also an obligatory dedicated question in each form - Link candidate to a job or pool.
Sections may be created or removed according to user preferences.

Previewing a Candidate Summary Form

1. From the Settings section of the left dynamic menu, select System Administration, then
Candidate Summary Management.

CONFIGURATION

Global System Administration

Company Configuration

Currency Maintenance

Modules

Organization Breakdown Struckure

Document Security Management

Standard Field Activation

Corporate Configurable Field Managerment

Corporate Site Management

Candidate Summary Management

orporate Transation Management

Interface Field and Value Mapping

Corporate Image Library

Country-Specific Legal Requirements

Configure Entity Code

Organization Management for Select Organization |E|
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2. To preview the form click '~ next to the required Candidate Summary type.

Profile Hame

Candidate Summary (External)

Candidate Summary (Internal)

Candidate Summary (External
Contractor

Candidate Surmnmary (Internal

Contractor

CANDIDATE SUMMARY MANAGEMENT

Candidate Type

External candidate
Internal Candidate

External contractor

Internal contractor

Description

Candidate Summary for External Candidates
Candidate Surmmary for Employees

Candidate Summary for External Candidates
(Contractors)

Candidate Summary for Employees (Contractors)

The preview of the selected Candidate Summary is displayed along with form information (for example

Form ID, current version, language, and so on).

Candidate Summary (External):
Candidate Surmmary (External) (Version 68)
Form id:

Formn description:
Candidate Summary for External Candidates

Candidate Summary for External Candidates
Form language:

English (UK)

Candidate Name

First Mame * |

Last Mame * |

Contact Information

Phone (Mobile)

Fax Murmber

Street

|
Ermail Address |
|
|

@® Print the form by clicking Print at the bottom of the form.
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Editing a Candidate Summary Form

1. Select the appropriate Candidate Summary form by clicking on its Profile Name.

CANDIDATE SUMMARY MANAGEMENT
Profile Hame Candidate Type  Description
Candidate Summary (External) External candidate  Candidate Summary for External Candidates
Candidate Summary (Internal) Internal Candidate Candidate Surmmary for Employees
Egl;g;gggrSummaw (External External contractor Eégﬁé?:iﬁnfﬁ]mmaw for External Candidates
Egﬁg;giggrsl ummeary (Internal Internal contractor  Candidate Summary for Employees (Contractors)

The selected form opens in the Form Builder page.

® Only one Candidate Summary form can be configured for each candidate type and context

combination (a total of four forms). You cannot create a new form, but you can edit the default
forms as required.
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2.

To view the Form Information click E in the top left of the page.

Form information

B Question library

Filter questions [English (US)]:

(asterisk character * for wildcard search)

Assessment Reports
Background Reports
Candidate Qualifications
Dedicated Questions
Private Questions
Process Data

Referrals Questions
Resume Data

Custom Questions

B New question

Section question

Free text question
Multiple choice question
Single choice question

Simple text no answer
Image no answer

FORM BUILDER: CANDIDATE SUMMARY (EXTERNAL)

&

Normal view Reorder view

e

Localisation View

D Company logo

- firs

[—
HIJ-
+ Candidate Mame

[

4+ First Name

+ Last Name

+ Contact Information

(: 1} O T TR |

@® The Candidate Summary form is created using the Form Builder page in the same way as other form

types. For a detailed description of how to use the Form Builder refer to Creating Forms and

Questionnaires (see page 278).

Drag and drop questions from the Question Library to build your form (see page 282).
Click New Question to create your own question (see page 283).

Click on the selected view to:

&

e

Hormal view Reorder view Localisation View

Qe

Change the order of the questions using Reorder View (see page 294)

Provide translations of the questions using Localisation View (see page 299)

Click on one of the icons to:
@% Preview the form

#a

[F~+ Refresh the form builder

'@ Return to the list of forms

Page 236



Lumesse

E Save the form

In the Form Builder page you can perform the actions relating to the selected view (for example translate
the questions if the Localisation View is active).

® The Form Information, Question Library and New Question sections are available only in Normal View
mode. Otherwise they are read-only and appear greyed out.
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Displaying Other Languages

The Corporate Translation Management section contains various Translation Sets used as a
replacement for the original labels used in the Application Process. This enables you to adjust the
Application Process to best suit your company needs, but also serves additional purposes such as
candidate registration for career fairs, special events or newsletter mailing lists.

The Translation Set provides new labels that are used:

Throughout the Application Process (header section, navigation buttons, CV parsing, attachments and
cover letter, Submission page)

In Talent Portal creation

On the Job Description page (Apply for job button)

Additionally it is possible to translate the ‘Welcome Text’, which is often used as the Data Privacy
Statement.

Translation Set management and assignment rights is granted only to GSA and LSA users. This gives
them the right to:

Create a new Translation Set

Edit existing Translation Sets

Import/export Translation Sets

Assign Translation Sets to External/Internal Site

Assign Translation Sets to job advertisements

Translation Sets are created for the whole slice or for a selected organization, therefore the access
link is available in Global System Administration (Corporate Translation Management) for GSA users,
and in Organization Administration (Translation Management) for LSA users.

More than one Translation Set may be created for any of the Front Office enabled languages. Each set
may be later assigned to a selected site/job advertisement to serve various purposes (for example,
one set used in the Application Process, one set used for the Referral Programs Portal, yet another set
used for career fair registration or newsletter request). If the label translations are not edited, the
system default values are displayed.

Accessing the Translation Sets List

1. From the Settings section of the left dynamic menu, select System Administration.

Page 238



2.

3.

+
Lumesse

Select Corporate Translation Management from the Global System Administration section (if you
are a GSA) or Translation Management from the Organization Administration section (if you are

an LSA).

CONFIGURATION

Global System Administration

Company Configuration

Currency Maintenance

Modules

Organisation Breakdown Structure

Document Security Management

Standard Field Activation

Corporate Configurable Field Managerment

Corporate Site Management

Corporate Location Management

Candidate Summary Management

Corporate Transkation Management

nterrdce Feid an dile Mapping

Corporate Image Library

Country-Specific Legal Requirements

Configure Entity Code

Administration Select Organisation

Click the selected Translation Set to preview or edit it.

Shew sl Transiation Sets E|
Translation sets

Add translation set
Mame Organisation Type
Agency Division A Application process
Agency Portal Division A Application process
CRM Global Application process
Custom Set Global Application process
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Creating a new Translation Set

1. Open the Translation Management section (see page 238) then click Add translation set.

Show 4 Translation Sets Izl

Translation sets
Add translation set

Mame Organisation Type -{"_"r}

Agency Division & Application process
Agency Portal Division A Application process
CRM Global Application process
Custom Set Global Application process

2. Type the Name and Description.
3. Select a Translation Type.

Application Process lets you edit the step names and text shown in the candidate portal, etc.

Session Communication lets you manage the text a candidate sees as part of the online interview
booking section of the candidate portal.

4. Select the Department. This lets you use different translations sets per website for each OBS

level.
Edit translations set
Title Career Fair Registration
Description Translation Set used with
Translation type Session communication |Z|
Departments Accelerator US |Z|
Language Englizh (LK) Izl

5. To change labels, select the language from the Language dropdown list, then translate the text.
You can provide a separate set of translations for all languages used in the Front Office.

Labels are grouped according to the Application Process area they appear in. Click on the group name to
expand it and edit the label translations. If the labels are not translated, default system values are
displayed.

If a label has been translated, its background colour is changed.
If you need to restore the current translation to the default value, click Reset.

If you need to restore all translations in the set to their default values, click Reset translations in the
header section.
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6. Click Save to save the Translation Set.

Editing Translation Sets

1. Open the Translation Management section (see page 238) then select the Translation Set you
need to edit.

2. Type new text into the fields as required then click Save.

This will change the text on the website.

Exporting a Translation Set

You can download a translation set as a .CSV file so that the content is available to translate into other
languages.

1. Open the Translation Management section (see page 238) then right-click the Translation Set you
want to export.

2. Select Export Translations from pop-up menu.

Show A Translation Sets El

Translation sets
Add translation set

Mame Import Translations Type
Expaort Translations Application
L process
Edit {"_’) -
Agency | Application process
v o n  Delete
rBﬂ;l;:ag:ment v g Application process

3. Save the CSV file on your hard drive.

4. After the required translations have been carried out you can import the translation set for other
OBS levels or languages.

Importing a Translation Set

1. Open the Translation Management section (see page 238) then right-click the Translation Set for
which you want to import translations.
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2. Select Import Translations from the pop-up menu.

Show All Tranzlation Sets |Z|
Translation sets
Add franslation set

Mame Import Translations Type

ExpnrtTransIaﬁDns{b Application
Agency process

Edit N
Agency | Application process
BBW -4 Delete -
Managemet — Application process

3. Navigate to the appropriate file on your computer the click OK to confirm your selection.

IMPORT TRANSLATIONS

Please select import file for translation set: Career Fair Registration UK

Choose File | Mo file chosen

The file is parsed into the Translation Set and the imported labels are displayed.

Assigning Translation Sets

Translation sets may be assigned at site and job advertisement level. The second option is treated as
the superior one, thus job ad settings overwrite site configuration.

To Assign a Translation Set at Site Level:

1. From the Settings section of the left dynamic menu, select System Administration, then Site
Management.

2. Select Edit next to the site to which you want to assign the custom Translation Set.

3. At the bottom of the page click Site Layout.

Site Activation@ Switch On © Switch Off

Category Listl: Default Category List #1
Category List2: Default Category List #2
Candidate Portal Activated: Mot Activated
Search Agent: Mot Activated

Referrals allow Internal and External Referrals EI

€SS Configuration IS'rte Layout [Gite Map Category Listl Category List2
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The Application Process Translations section is located at the top of the Site Layout page.

SITE ABC COMPANY - SITE LAYOUT

Site Layout Definition
Application Process Transktions
Select existing transktion set System default El
or Add new translation set

Change buttons in Welcome text

4. Select the Translation set which is to be used for the edited site.
You may edit the selected Translation Set or create a new one if necessary.

To Assign a Translation set at Job Advertisement Level:

1. On the Job Details page, select the Posting tab.

W, GENERAL MANAGER SALES

Job Content Posting Selection / Hiring

Job Advertisement B Referral Program

General Manager Sales (UK): Social Recruiting

2. Edit the existing job advertisement or create a new one.

"|___Job Content Posting Selection / Hiring

Job Advertisement B Referral Program

e i Folan L Social Recruiting
View content

Edit Job Advertisement
Edit Application Process

Stari
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3. Select the language of the job advertisement, and select the Translation Set.
EDIT THE JOBE ADVERTISEMENT #1
Import =

Job Advertisement Properties

Job Advertisement title ® {Senior-) Berater {m/w) IT fir
Telekormmunikation und Medien “

Characters left: 80

Job Advertisement strapline

Characters left: 150

Language * | German X |
Translation set | Bewerbungsprozess v |
Date Format | dd.mm.yyyy ¥ v |

4. Click Save.

@® If you edited an existing job advertisement, and it has been previously posted, the Application Process
labels are changed for those postings as well as for the new ones. Click Preview to verify the changes.

@® If you created a new job advertisement, all new postings will pick up updated Application Process labels.

@® If no Translation Set is selected on the job advertisement, the one selected in site configuration is used.
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Managing Referral Programs

In the Referral Program Management module you can:

Create and manage Referral Programs at organization level, Internal and external referrals, referral fee,
referral validity, communication with referrers, and so on

Assign Referral Programs inside the selected organization
Create referrals from the Front Office and the Back Office
Keep track of referrals (in the Cost tracking section of a job/candidate)

Report on referrals

Accessing Referral Programs

You can create, configure and assign Referral Programs at organization level. These actions can be
performed by Global System Administrators or Local System Administrators with rights to access
Organization Management and Manage Referral Programs.

1. From the Settings section of the left dynamic menu, select System Administration.

2. From the Administration dropdown list, select an organization then select Manage Referral
Programs.

Administration Accelerator US EI

Configurable Field Management

Qrganisation Properties

Process Management Check List

Pool Management - OBS Level 2 4 Select Values

Site Management - Default Job Workflow Engage Defauk approval
- Default Selection Process Engage Selection Process

Manage Sourcing Channel List

. - Default Onboarding Process Accelerator Workflow

ral Programs

e

The Referral Program Management page has two main sections:

Referral Program general configuration (the section containing Activate, Referral Validity, and Qualifiers)
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List of active Referral Programs

REFERRAL PROGRAM MANAGEMENT

2 items page 1/1

Organisation: Sales Demo Org UK EI
Activate: internal and external referrals
Referral Validity: Candidate 5pec'rﬂc®
Qualfier # 1 -
Quazlifier # 2: -
- - Internal External Setas -
Program NHame Referral fee Trial period Referrals Referrals Default Assignment

SDOUK - Emplovee Referral

Scheme 500.00 GBP 3 months 4 ¥ 4 Qy _
Emf loyee Referral Scheme - ;400 00 FUR 3 months & - ) i

Manzae Assignments

From this page you can also create new Referral Programs (see page 247) and manage the assignment of
Referral Programs.

Configuring Referral Programs

To define Referral Program settings for the selected organization:

1. On the Referral Program Management page click l\gj

Define Referral Program Settings for Organisation: Sales Demo Org UK
Activate internal and external referrals El
Referral Validity Candidate specific EI
Qualifier # 1 — EI
Qualifiar # 2 —-ee El

2. Define the type of Referral Programs for this organization (it is only possible to define ONE
Referral Program type per organization):

Internal Referrals only

Internal and External Referrals

3. Define the Referral Validity for this organization (it is only possible to define ONE Referral Validity
type per organization):

Candidate specific — Referrals are valid for all applications of a candidate in the selected organization

Job specific — Referrals are valid only in case of a specific job
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4. Define qualifiers for assignments (a maximum of two configurable LOVs used in the selected
organization).

List of Referral Programs

This section lists all active Referral Programs in the currently selected organization.
1. Select a Program Name to display the Edit Referral Program page.

From here you can view the Referral Fee, the Trial Period of the referred employee and other details.

Program Name Referral fee Trial period s dliis Calos

Referrals Referrals Default S

SDOUK - Employee Referral

Scheme 500.00 GEP 3 months o v g:? )
Emplovee Referral Scheme - 1999,00 EUR 3 months v ] _ )

Creating a Referral Program

o

1. On the Referral Program Management page (see page 245), click

2. In the Referral Program Settings section type the Program Name and select other options as
required.

NEW REFERRAL PROGRAM
Referral
Program
Settings

Program Mame: *

Active * © Yes @ Mo

Used for * [[] Internal Referrals [C] External Referrals
Allow candidate to

enter referrals 2 ¥es @ Mo

themsehwes *
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3. Set the Referral Fee fields including Other Reward if there is an additional bonus.

Referral currency *  EUR [=]

Referral fee message
Refarral fee *

Other reward

Value of reward

4. Type the Validity Period.

This is how long a referral will be valid after its creation.

Validity period * 12 months

Trial period * 3 months

5. Enter the Trial Period for referred employees.

Generally, the referral fee is only paid after the referred employee has successfully completed the trial
period.

6. Select the Program Manager.

This is the user in charge of coordinating the Referral Program and who will receive tasks related to
referrals. See Communications with the Referral Program Manager (see page 262).

Program manager * Select [=]

Templates used for
communication

Referral Confirmation Select
Candidate Is Offered Select
Candidate Accepts an Offer Select
Trial Period Starts Select

Referral Is Cancelled Select

E16]E]E] EIG]

Trial Period Is Completed Select

7. If Communication Templates are available, select the templates for:

Referral Confirmation — Used to send automatic confirmation requests to the referrers. In this email
referrers will be able to confirm or reject the allegedly referred candidate (and thus, avoid cheating by
candidates)
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Candidate is Offered — Used to send automatic notifications when the referred candidate successfully
passes the Selection Process and receives an offer (application status: OFFERED)

Candidate Accepts an Offer — Used to send automatic notifications when the referred candidate
accepts the offer from the employer (application status: OFFER ACCEPTED)

Trial Period Starts — Used to send automatic notification when the contract of the referred candidate
becomes valid and the trial period begins (application status: HIRED)

Referral is Cancelled — Used to send automatic notifications when the contract of the referred

candidate is ended (application status: CANCELLED)

Trial Period is Completed — Used to send automatic notifications when the trial period of the referred
candidate is over

® These communication templates are grouped as a template type called Email used in Referral
Program Communication, and are maintained by an Administrator.

These templates contain merged fields related to referrals:
Referrer First Name

Referrer Last Name

Referrer Email

Referral Fee

Referral Reward

Referral Fee Currency

Referral Trial Period

© © © © © © © © ©

Refer to Managing Candidate Communication Templates (see page 310) for more information.

Setting a Default Referral Program
1. On the Referral Program Management page (see page 245), click Manage Assignments.

2. Click '\5‘ to the right of the Default Program for this Organization field.

REFERRAL PROGRAM ASSIGNMENT
480 items page1/32 P M Gotopage ¥
Organisation: EMEA ¥ Default Pragram for this Organisation EMEA Referrals '~£J )
i Candidate Type Contract Type JOOCEVET FORCCONaiArea

TNIENICES N v | Al v | an v| A v

e = Permanent

L;') @ Exl:er_nal Volume Level 31 EN Other EMEA Referrals

Candidate Pr _—
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3. Inthe Select Referral Program page, select the required Referral Program.

Select Referral Program

2 items page 1/1
Program Name

SDOUK - Employee Referral Scheme
Emplovee Referral Scheme - EUR

Assigning Referral Programs

If several Referral Programs have been defined, they need to be assigned according to the configured
Qualifiers.

Qualifiers are of the following types:
System qualifiers — System LOVs which are displayed by default

Customised qualifiers — Configurable LOVs active in the selected organization. These qualifiers are optional
and they are defined in the Referral Program Configuration section (see page 246)

To assign Referral Programs:

1. On the Referral Program Management page (see page 245), click Manage Assignments.

REFERRAL PROGRAM MANAGEMENT

Organisation: Sales Demo Org UK EI
Activate: internal and external referrals
Referral Validity: Candidate 5pecrﬁc®
Qualfier # 1 -
Qualfier # 2. -

. . Internal External Setas
Program Name Referral fee Trial period Referrals Referrals Default
SDOUK - Employee Referral
Scheme 500.00 GBP 3 months 4 v 4 v 4
Eﬂ"g‘“"ﬁe Referral Scheme - 445000 FUR 3 months v - -

Manaae Assignments

2 ittems page 1/1

Assignment

o
|

2. On the Referral Program Assignment page click =
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3. Inthe pop-up window, select the required values for each Qualifier, then click '\f) to select the
Referral Program which needs to be assigned.

Create a Program Assignment in Sales Demo Org UK
Referral Program Assignment

Define Assignment

Candidate Type I\f.) Contract Type I\f.)
Employee a| Graduate N
External candidate Internship

Parmanant cnntract

Salect Program

Program selected: 1\:‘;1
* Required Field

| Save | | Save & Create New Li5t| | Cancel |

The list of assignments is displayed in the Referral Program Assignment page.

In the example image below, this assignment will trigger the following behaviour: when a job is created,
for a new Employee, if the contract type is Graduate the Referral Program assigned to the job will be
SDOUK Employee Referral Scheme.

REFERRAL PROGRAM ASSIGNMENT
0 items page 1/1

Default Program for this Organisation |SDOUEK - Employee Feferral
Organisation: SDOUK =

G/
ifiere: Candidate Type Contract Type
Qualifiers: Al EI Al EI
@ |\):c/| Employes Graduate S0k, - Ermploves Referral Scheme

Activating Referral Program Management at Site Level

For each Posting Site you must define the type of referrals which are allowed at site level. If a
particular type of referral is not active for the site, it will not be possible to create a referral of that
type during the online Application Process, even if an appropriate Referral Program is defined for the
job.

You must define the rules for both Career Sites (see page 251) and Job Boards (see page 252).

Career Sites

1. To define the type of referrals, open the Site Management page.
If you are a Global System Administrator, on the Configuration page click Corporate Site Management
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If you are a Local System Administrator, on the Configuration page, select your organization then click
Site Management

2. Click Edit next to the name of the site.
3. On the Site Information page, select the required value from the Referrals dropdown list.

Site Activation® Switch On ©) Switch Off
Category Listl: Default Category List #1
Category List2: Default Category List #2
Candidate Portal Activated: Mot Activated
Search Agent: Mot Activated
Referrals allow Internal Referrals onhy EI
dizable
allow Internal Referrals onby
allow Internal and External Referra k‘

If a type of Referral has been activated on a Corporate Site, when candidates fill in the PIF during the
online Application Process they will be able to enter details about the person who referred them.
Refer to Create Referral in the Front Office (see page 254) for more information.

Job Boards

1. To define the type of referrals, open the Site Management page.
If you are a Global System Administrator, on the Configuration page click Corporate Site Management

If you are a Local System Administrator, on the Configuration page, select your organization then click
Site Management

2. Click the Other Sourcing Channels tab.

Click Edit next to the name of the Job Board.

4. Near the bottom of the page in the Application Process Information section, select the required
value from the Referrals dropdown list.

w

The same rules apply as for the corporate sites.

Application Process Information

Include Ermail Address for Applications via Email
Include Hyperlink to Online Application
Associated Technical Site (used to drive the Application process look and feel}  CHtechnicalsite EI
Refarrals allow Internal Referrals only EI
dizable
allow Internal Referralz onhy
allows Internal and External Risgrrals
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Accessing and Changing a Referral Program at Job Level
When a job is created in an organization where Referral is active and Referral Program Assignments

have been configured, a Referral Program is automatically assigned to the job. You can access this
assigned program from the Referral Program tab on the Posting page of the job.

W, ADMIN CLERK
Posting ect

Job Advertisement Referral Program

Referral Program

1000.00 LSO + Welness
weekend (500,00 UsDy  Sn2nde

1000.00 LSO + Welness
weekend (500,00 UsDy  S2nde

1000.00 LSD + Welness
weekend (50000 UgDy  hende

For Internal Referrals and External Candidates Corporate Referral Programm
For Internal Referrals and Employvees Corporate Referral Programm

For External Referrals and External Candidates Corporate Referral Program

The Referral Program page lists information about:
The type of Referral Program
The name of the assigned Referral Program
The fee of the Referral Program
1. To change the assigned Referral Program, click Change and then select another Referral Program.

You can also choose not to assign a Referral Program to a job by clicking Change and then selecting None.

If Referral Programs are assigned in an organization, candidates or employees can be referred in the
following ways:

Create Referral in the Front Office — If the job is posted on a site for which Referral Programs are active

If Allow candidates to enter referrals themselves is activated in the Referral Program configuration
(see page 247) candidates can enter data related to the referees

If Send job to a friend is enabled for a site where Referral Programs are active

Create Referral in the Back Office — Manually entered in the Back Office by TalentLink users during:
Candidate creation
Personal Information Form update

Application Source update
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Creating a Referral in the Front Office

One of the steps during the online Application Process is to complete the Candidate Personal
Information Form. In the PIF, the Referral Information section is used to collect details about the
person who referred the candidate. This enables TalentLink users and Referral Program Managers to

keep track of the referrers and the referees.

Subrnission for  Assistant HR Manager
Nob Reference SDOUKO0O1S
Cornpany

Personal Information

Candidate Name

W pplication Process Personal Information - Attachrments * - Structured Cv - Questionnaire 1 - Questionnaire 2 - Submit

Last Marne *
First Marne *
Middle name
Email *

Howy long will you permit us to store your 1 Year
personal information in the database? *

Contact Information

Address

Street 2

City

Pastal Code

Country Please select
Home phone

Horne fax

work phoneg

Country code Please select
Alternate Emnail address

Personal weh site

Referral Information

| Mobile phone

If you have been referred for this job, please
fill in the section below

[ vves, 1 have been referred for this job by

Referrer First Name
Referrer Last Name
Referrer Emall Address
Introduction text

Cancel Subrnission

Save Application

The Referral Information section is only displayed when:

Referral Programs are activated for the current job, current site, and for the type of candidate (Employee

for Internal Sites and External candidate for External Sites or Job boards)

The option Allow candidates to enter referrals themselves is activated in the Referral Program

configuration (see page 247)

OR

The candidate followed a referral link sent to him by a referrer (the option Send job to a friend is active on

the current site)
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Allowing Candidates to Enter Referrals

If the Allow candidates to enter referrals themselves option is activated in the Referral Program
assigned to the current job, candidates will be able to enter details about the person who referred
them into the Referral Information section of the Personal Information Form. When an application
that contains referral data is submitted, a referral link is created for this candidate associated with
the selected Referral Program.

If the Referral Program has Communication Templates defined (see page 247) a confirmation email is
automatically sent to the referrer. The email contains two links that enable the referrer to either
confirm or reject the referral. Refer to Communications with the Referrer (see page 261) for more
information.

The referral information can be viewed in two places in the Back Office:

On the Candidate Overview page

@€ ALBERTINI ELAINE

Candidate Overview Documents/Candidate Foos

Employee - Active Contact C152@rm.com f C153@m, com
Horme phone - f Mobile phone - Work phone -
Candidate ID 153 Current position Test Short list
Adrninistrative Edit Applications BEETRE (Sales Demo Org CH Dpen (Since 12/03/2010)
cornrments — 28,09 08 (RPO - LIS Dpen (Since 28/09/2009)
Tearn Leader Programming (Gold) Meswe (Since 13/01/2009)
HR_Application product manager (Sales Demo 10 Process _
Org LK (Since 240172011
Test Short list (Garnet) Hired (Since 10/02/2010)
Docurments Candidate surnmmary Az of 24/0172011
Mo Structured O found
Most Recent Attached Ci (22 kh)
History I L = N o = s

eferred by Mitul Kale (Mitul Kale@cognizant.corm )
Tt et -t ot

Updated on 24012011 by Adrninistrator S0C
Mo Horme Page was found

Position History

Pools Mo Link was found
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In the Candidate Summary

Administrative Information

Sourcing Channel Type InternalReferral
Candidate Source Sales Derno Caorp FO
Referrer First Mame kale

Referrer Last Mame it

Referrer Email Address Mitul. Kale@cognizant, com

Referrer Employes Id -
Referrer Employves Company -
Sourcing Mediurm orline
Data Privacy Staternent 1 Year

Sourcing Channel Type - External or Internal Referral (depending on the site type)
Candidate Source - The name of the site where the job was posted

Sourcing Medium - Online (the candidate applied online)

Send Job to a Friend

The Send job to a friend option is displayed at the bottom of the job description in the Front Office.
This enables candidates to inform people they think might be interested in a position. When clicked,
a page similar to the following example is displayed:

Tour first name: *
Tour last name: *

Tour email address; *
Tour fiend's email address: *
Zubject of the message:

Tour message:

[ Send to friend ] [ Cancel ]

When the candidate has completed all the required fields and clicked Send to friend an email will be
sent to the friend that contains a link to the online application for the job. When the receiver of the
email clicks on the link they will be able to start the online Application Process.

The section related to the Referral Information is displayed on the Personal Information Form for the
candidate, and is pre-filled with details filled in by the referrer before they sent the job link via email.

All details related to how the candidate was referred can be viewed on the Candidate Overview page
and in the Candidate Summary in the Back Office.

Creating a Referral Link in the Back Office

TalentLink users can refer candidates directly in the Back Office. They can do this when they:
Create a new candidate (see page 257)
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- Update the Candidate's Personal Information Form (see page 258)

= Update the Application Source of a candidate (see page 259)
Creating a new Candidate

1.  From the Quick Actions section of the left dynamic menu select New, then Candidate.

2. In the Administrative Information section, select the Sourcing Channel Type then click @ to
select the Sourcing Channel Name.

Administrative Information
Sourcing Channel Type |

|
Sourcing Channel Mame | |®

Sourcing Medium * | Pleaze zelect

L=
You can link this candidate to | @ ®

a job opening

Link Candidate to Pool | | @ ®
[~

Data Privacy Statement ® [ vear

3. Inthe Define Sourcing Channel Name page, select either Internal Referral or External Referral in
the Filter on dropdown list.

Define Sourcing Channel Name

Select from existing list
Fiter on  Internal Referral El page 1/8 P M 1 EI
Agency
External Referral
Sourcing ¢ T1er 2 Agency Sourcing Channel Name
Select _Erj.der;ﬂ' site Select  Agency C
Select ——r Select  Agency HCR
Coloct W Select  Agency Vespa
Select Lnt;rgals;te Select  Agency XY
Select o Enar Select  Agentur f. Zeftarbeit
Select _?ﬂ:&rﬂ. . Select Agentur X
Select Sﬂ E."I'E " Select  Agenzia - Freccia Blu
Select Tﬂ;:lﬂtﬁ EE '"é' - Select Ahaaa Werving & Selectie
Select TlegtszﬂE ELuuuggfir:g;gﬂnizatiun‘ Select  AHOLD Agency
!
Select TalentSource Job Board R
Multiposting
 — ——— ———— — ———————— —————————

When you choose Internal Referral or External Referral, additional fields are added to the new
Candidate Form:

> Referrer First Name
»  Referrer Last Name
> Referrer Email Address

~ Referrer Employee ID (Internal Referral only)
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Referrer Employee Company (Internal Referral only)

Administrative Information
Sourcing Channel Type Internal Referral

Sourcing Channel Name Internal Referral

@|

Referrer First Mame:

Referrer Last Mame:

Referrer Ermail Address:
Referrer Employee Id:
Referrer Employee Company:

Sourcing Medium * Pleaze select E|

Y¥ou can link this candidate to
a job opening
Link Candidate to Pool

==,
_(_.

>
=4

€

Updating the PIF of an Existing Candidate

You can create a referral link by changing the source of an existing candidate. This is a special case,
since the result of such an action would be creating a referral that is not linked to any application or
Referral Program. By default, such a new referral should be valid for a period of 12 months.

This referral could be assimilated by a Referral Program if:
At organization level the referral validity is configured as being Candidate specific

From the Configuration page, select an organization then select Manage Referral Programs.

Click @ then select Candidate Specific.

During this period the candidate is linked to some job (either directly in the Back Office or by applying
online)

This new job has a Referral Program defined

There are some rules in place when updating the Personal Information Form of a candidate who
already has a referral as a source (either external or internal):

If the referral is already consolidated in cost tracking, users are not allowed to change the source of the
candidate

If the referral is not yet consolidated in cost tracking two cases might occur:
The new sourcing channel is not a referral = the existing referral will be removed

The new sourcing channel is a referral, but of another type (internal referral changed to external
referral or vice versa). In the case the type of referral will change and be transferred to another
Referral Program (the referral fee, trial and validity period may change)
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Updating a Sourcing Channel
You can manually update the application source of a candidate from the Applications tab on the
Candidate Details page.

1. From within a requisition select a candidate name to display the Candidate Details page.
2. Click & then select Update Sourcing Channel.

N ALBERTINI ELAINE

Applications Documents/Candidate Pools

Al Active Zoomon @
View Job Requisition & Description

Submission for (SEMIOR) PROCESS ENGIME Go to other Applicants

Selection Steps Additional - Update Application Status
Update Sourcing Channel
s Bf2011 (
+/ Submission Details Delete Application
Add Step "t Search

If the application source is a referral (Internal or External), the Update Sourcing Channel pop-up
window will contain information related to the referrer and the Referral Program.

Candidate Albertini Elaine
Job Opening Software Developer

Update Sourcing Channel

Sourcing Channel Type InternalReferral

Referrer First Mame: Kale *
Referrer Last Mame: Fuditual *
Referrer Email address: kditul Kale@cognizant.com *

Referrer Employes Id: |
Referrer Employes Compary:

*

Sourcing Mediurm | Online v |

Referral Status: Mewe [ Unconfirmmed  Confirmn | Reject )
Referral v alidity: Walid (il 09122009 12:02:56) Invalidate
Referral Program: SDOLE - Employves Referral Scheme

Fee: 500,00 GEP
Trial: 3 months [ Walidity 12 rmonths

| Save & Close | | Cancel |
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If the original Sourcing Channel Type of the application is neither Internal nor External Referral, a referral
is created following standard rules explained above.

If the original Sourcing Channel Type of the application is a referral, two situations might occur:

If the referral is already consolidated in cost tracking, users are not allowed to change the source of the
application

If the referral is not yet consolidated in cost tracking
a. The new sourcing channel is not a referral = the existing referral will be removed

b. The new sourcing channel is a referral, but of another type (internal referral changed to external
referral or vice versa) = the type of referral will change and be transferred to another Referral Program
(the referral fee, trial and validity period may change)

Referral Status

All referral links are created with a Status, which changes as the referred candidate goes through the
Application Process.

Referral Status: Meswy [ Unconfirrmed  Confirmn | Beject )
Referral W alidity: Walid (till 09/ 12/20029 12:02:56) Invalidate
Referral Program: SOOI - Ernployes Referral Scherme

Fee; 500,00 GEF
Trial: 2 months / walidity 12 months

The available Statuses are:

Confirmed — The referral is confirmed by the referrer. This may be in the Back Office or in the confirmation
email sent to the referrer, if previously configured

Unconfirmed — The referral is waiting for the confirmation of the referrer. The referral can be confirmed or
rejected in the Back Office using the Confirm and Reject options

Rejected — The referral is rejected, for example if the candidate tried to cheat

Pending — From when the candidate accepted the offer until the end of the trial period
Cancelled — When the trial period is unsuccessful

Due — When the trial period is completed

Paid — When the referral fee is paid
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Referral Validity

A referral link is valid for the time specified in the Referral Validity period (taken from the
configuration of the Referral Program with which it was associated).

A referral can be manually invalidated by clicking Invalidate in the Update Sourcing Channel pop-up
window (see page 259). You may need to invalidate a referral if, for example, one of the company’s
rules is that referrals of former employees are not eligible for referral fees.

Referral Status; Mewe [ Unconfirrmed  Confirmn | Beject )
Referral W alidity: Walid (il 09122009 18:02:56) Invalidate
Referral Program: SDOUK - Employves Referral Scheme

Fee: 500,00 GEP
Trial: 3 months [ Walidity 12 months

Notifications Inside the Referral Program

There are several people who participate in the Referral Program:
The referrer is the person who refers a candidate or an employee (from the Front Office or Back Office)
The referee is the candidate or employee who is being referred (from the Front Office or Back Office)
The Referral Program Manager is the TalentLink user in charge of coordinating the program (set during the

configuration of the Referral Program (see page 247))

In certain cases, automatic notifications are sent to the referrer (if previously configured) or to the
project manager (if special conditions are met).

Communications with the Referrer

Automatic notifications are sent to the referrer when a candidate or employee is referred from the
Front Office (see page 254). This may be when the referee has followed a referral link (using the Send
job to a friend feature), or when the referee has manually entered the referrer’s details in the
Referral information section in the online Personal Information Form.

® Emails can only be sent to the referrer if Communication Templates have been configured for the Referral
Program (see page 254).

The email that is sent automatically to the referrer contains the confirmation request of the referral.
It contains two links:

One link which enables the referrer to confirm the referral: by clicking on it the referral status will become
Confirmed

One link which enables the referrer to reject the referral (in case of candidate cheating): by clicking on it
the referral status will become Rejected

® Referrals that are directly in the Back Office have a default status of Confirmed, and no email notification
will be sent to the TalentLink user.
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A Confirmed referral means that the candidate or employee was indeed referred, and the Selection
Process can start.

Depending on the application status of the referred candidate or employee, and on the status of the
trial period, notifications will also be sent to the referrer (if previously configured):

When the candidate is offered — The referred candidate successfully passed the Selection Process and
received an offer (application status: OFFERED)

When the candidate accepts the offer — The referred candidate accepted the offer from the employer
(application status: OFFER ACCEPTED)

When the trial period starts — The contract of the referred candidate becomes valid and the trial period
begins (application status: HIRED)

When the referral is cancelled — When the contract of the referred candidate is ended (application status:
CANCELLED)

When the trial period is completed — When the trial period of the referred candidate is over

Communications with the Referral Program Manager
The Referral Program Manager is a TalentLink user in charge of coordinating the Referral Program, and
is able to perform actions related to this program.
There are two occasions when the Referral Program Manager needs to take action:
Referral conflict task (see page 262)
Paying the referral fee (see page 263)

Referral Conflict Task

If there is a conflict between two referrals for a candidate, a task is sent to the Communication Centre
of the Referral Program Manager. The Referral Program Manager must select the active referral by
clicking either First referral or Second referral in the Task. Once this is done, the Referral Validity
and fee values used will be taken from the Referral Program of the selected referral.

Referral Program Task

Candidate: John Smith

Job Op ening: Administration M I}

Referral Program: AUS Basic Program

From: System, Talentlink Senton:  23/M03/2008
Due date:  02/03/2008

Subject: Referral corflict

Message: Two conflicting referrals exists for John Smith.

First referral by Lukasz Tobera for 'Administration Manager' on 15/02/2007.
Second referral by Jane Doe for 'Australia MyPage registration' on 22/03/2007.
Please select which of these referral should be active?

Links: Access Candidate File

[ First referral ] [ Second referral ] [ Cancel ]
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Paying the Referral Fee

When the referee’s trial period has been completed successfully, the referral fee needs to be paid.
When this occurs a message is sent to the Communication Centre of the Referral Program Manager.

Cost Tracking

Each Referral Program has a referral fee which is defined when it is configured. When the status of a
referred candidate is updated to Offer Accepted (meaning that the Selection Process was successful
and the offer details were negotiated), the referral fee is automatically consolidated in the Cost
Tracking area.

When the candidate accepts an offer, a cost entry is created: FORECAST type.

When the contract starts, the cost entry becomes an ACTUAL cost.

Reporting

The Referrals tab in the Reporting module contains a consolidated view of all referrals in the system.
Referral information is also available in Standard Reports, and in the Recruiting Channels
Effectiveness Analytical Report.

Referrals Overview Page

The Referrals tab in the Reporting module gives a consolidated view of all existing referrals.

1. From the Reporting section of the left dynamic menu select Referrals, then select the Referrals
tab.

+ Home

v Jobs

v Candidates
Communication Centra
Reporting
v Standard and Analytics
v Adhoc Reports

v+ Referrals ({F_n) I

v  OFCCP Reports

You can:
Filter referrals by Organization, Program name, Manager and Status
Customise the page layout by moving the columns or by hiding details on the page

Click Pay in the Actions column to pay the referral fee if the referral status is Due (the action is tracked)
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Click Cancel in the Actions column if the referral status is Due or Pending

\/\ﬁ\‘ REPORTING
Standard and Anaiytics Referrals

Filter by: = Crganisation EI Program EI Manager EI Status EI

117 items | </ page 1/12 P M Goto page E'
See more
Program Job Opening Referrer Candidate Fee Status Due Paid Date Ackions

Corporate Referral Software Development

Program Engineer Rick Vance { Myers Melyssa 1000 USD MNew

Corporate Referral Software Development

Program Engineer James Freed Peter Thomas 1000 USD Due 04/06/2013 Cancel pay

Corporate Referral Software Development

i Iri )
Program Engineer Rick Vance [ Troy Wright 1000 USD Mew

Corporate Referral

Program Account Specialist Doris Dierks Peter Gruber 1000 USD Mew

Standard Reports and Analytical Reports

There are no specific Standard Reports for Referrals, however, the Sourcing Channel Type information
(Internal Referral and External Referral) is available in the existing reports:

Standard Reports and Analytical Reports take into account the new My/Our Applications (consolidated by
Sourcing Channel Type)

My/Our Hires - Consolidated by Sourcing Channel Type

Analytical Report - Recruiting channels effectiveness (consolidated by Sourcing Channel Type)
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Creating Rating Scales

Rating scales provide an OBS level with the ability to set scoring or rating criteria for candidates when
they are being reviewed against a position. A column displays on the job's Selection/Hiring page where
users can rate each candidate based on their defined criteria. They can then sort candidates by these
ratings.

Accessing Rating Scales

1. From the Settings section of the left dynamic menu, select System Administration.
2. From the Administration dropdown list, select an organization then select Rating Scales.

Defining the Ratings

To create a rating scale you must:
Define and name your rating scale
Add the rating scale scores

Link the rating scale to an OBS
1. Click Add Rating Scale.

RATING SCALE

Mame Short Description Hidden Sort Order Departments

Red/amberGreen RAG . 1 Accelerator UK

1-5 1-5 - 2 Accelerator DE, Accelerator UK, Accelerator FR
1-2of 2 record(s) =10 Page 1

| Add Rating Scale'
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2.

ADD RATING SCALE

Rating Scale *
Short Description

Description

Departments *

Sort order *

Type a Rating Scale name and also a Short Description if required.

IA-C.

|F‘.ﬂting AB,C

Characters left: 4000

Accelerator ML
Accelerator MO
Accelerator SE
Accelerator UK
ACE Job Library

|3

[+ Hide

* Required Field

4

Adding the Scores

1.

RATING SCALE

Mame
Red/Amber/Green
1-5

A-C

1 -3 of 3record(s)

I Add Rating Scale

Short Description Hidden

AB, C o

Sort Order

From the Departments dropdown list select the OBS levels this rating scale will appear in.

Type a Sort Order value, which is the order that the new scale will appear in within the list in
relation to any other scales that are set up.

Click Hide if you want to keep the rating scale hidden until you've added the rating options and
are ready to display the new scale.

Click Save.

To re-open the scale and add scores, click your new scale in the list.

Departments
Accelerator LK
Accelerator DE, Accelerator UK, Accelerator FR.
Accelerator LUK
210 Page 1
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2. Click Define Ratings.
EDIT RATING SCALE
) . Translate .
Rating Scale Wy |
Short Description B, C |
Description

Characters left: 4000

Departments * Accelerator T .
Accelerator ML .
Accelerator NO
Accelerator SE
Accelerator UK hi

Sort order ® gl
Hide
* Required Field

3. Click Add to add the scores for your rating scale.

RATING DEFINITION

Delete  Rating Points Value Sort Order

Mo records found,

Add
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4. Type the label that will appear in the Rating column on the Selection/Hiring page of job
requisitions.

RATING DEFINITION

Delete  Rating Points Value Sort Order
Rating * l,-;
Motes

Characters left: 4000

Paints Value * |1|;| |

Sort Order * |1 |

# Required field

5. Type a Points Value numerical score which will be used to compare candidates.

6. Type the Sort Order which can be used on the Selection/Hiring page to sort candidates based on
their score.

7. Click Save.
RATING DEFIMITION

Delete  Rating Points Value Sort Order

™ A 10 1

8. To add the other rating score options click Add and repeat the previous steps.

Linking the Rating Scale to an OBS

With the ratings added and scores associated with them you can now link the rating scale to an OBS
level.

1. From the Settings section of the left dynamic menu, select System Administration.

2. From the Administration dropdown list, select an organization then select Organization
Properties.
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From Rating Scale for Candidates select the required option.

Search for organization

| »

a [re[First

3 ACA Client 1
ACA Client 2
ACA Client 4
ACA Client 5
Accelerator APAC
Accelerator DE
Accelerator FR
Accelerator IT
Accelerator ML —
Accelerator NO
Accelerator SE
.

= Frenc el T '

=] HR Please Select

= I Agency Workers Directive if RedlAmber/Green  Countries: United Kingdom.

[=] Sales _ L&

Please configure reminders

A warning prompt will display informing you that changing the rating scale will erase any ratings that have
already been allocated to candidates.

k¥ ¥ T T OV W OV W W W

Click OK to apply your selected rating scale.
Scroll down to the bottom of the page and click Save.

If you have unhidden the rating scale (see page 265) it will now be available to use on requisitions.

‘ FINANCE ASSISTANT

Requisition Content Matching Candidates Selection [ Hiring

All 4 Open In Process In Megotiation Hired Closed
Candidate Rating| =~ o 2 j a EI Eﬂnmpanvf Position Country/Region/Location
O Lane, Samantha| C i
O Brown, Simon | B i
O White, Bobbie | B i
U & Andrews, Jason | B E First /Finance Assistant
- . Delroys fFinance
[ Tavor, Ly a EHEEiEtEI‘Ii
U & Easter, Daniel ) EFirEt JFinance Assistant
—
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Country-Specific Legal Requirements

Candidate data can only be stored for the time period defined by law in that region/country.

To ensure compliance with the law, the data privacy and data retention settings in TalentLink can be
configured as required.

You can use corporate default values to ensure that privacy settings are aligned with the country in
which the job is located, and also define the data privacy settings in the organization properties.

Alternatively you can use the country-specific legal requirements settings here to define data
retention values for each country.

Once a candidate record is created in TalentLink:

If no application is being made the candidate is linked to a TalentPool and the data storage period runs
until the end date and the Candidate Status = Inactive and the data storage period clock starts to run.

If an application is being made then the candidate’s record is linked to the job requisition and the
Candidate Status = ACTIVE

As soon as the Application Status = Rejected OR Withdrawn OR Auto-Closed the Candidate Status =
Inactive and data storage period clock starts to run.

At the end of the data storage period listed against the Candidate record the archiving process is run
and data deleted. The batch process archiving data runs each day at 1400 hrs CET.

When the data storage period ends the only information that is retained is:
Candidate application information such as source and application date
History of application status changes for the record
List of the application Selection Process tasks (recruitment tasks)

History of candidate record status changes (active/inactive)

Page 270



A
Lumesse

Accessing Country-Specific Legal Requirements

1. From the Settings section of the left dynamic menu, select System Administration, then
Country-Specific Legal Requirements.

CONFIGURATION

Global System Administration

Company Configuration

Currency Maintenance

Modules

Organisation Breakdown Structure

Document Security Management

Standard Field Ackivation

Corporate Configurable Field Managerment

Corporate Site Management

Corporate Location Management

Candidate Summary Management

Corporate Transhktion Management

Interface Field and Value Mapping

Corporate Image Library

Country-Specific Legal Requirements

Configure Eotiby Code

Administration Select Organisation (=]

When you access the Country Specific Legal Requirements page for the first time it will not contain any
data.

Corporate Default Settings

To edit the default corporate settings:
1. Click Edit Corporate Default Settings.

Country-Specific Legal Requirements
Edit Corporate Default Settings

adds_Juntry Settings
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2. In the Edit Legal Requirements section, edit the Data Retention Periods as required then click
Save.

Edit Legal Requirements
Corporate Default Compliance Rules

Data Retention Periods

Default Data Retention Period 1 Year IEI
Minimurn Data Retention Period & Months Izl
Maximum Data Retention Period 3 Years Izl
Data Retention Period for Hires 1 Year Izl

Agency Workers Directive

® The Default Data Retention Period must be in the range between the Minimum Data Retention
Period and the Maximum Data Retention Period.

Country Settings

You must define the Data Retention Periods for all countries used in your organization. If you do not,
the Corporate Default Settings will be used when a candidate applies for a job in a country whose legal
requirements have not been defined.

Adding Settings for a Country

1. Click Add Country Settings.

Country-Specific Legal Requirements
Edit Corporate Default Settings

Add CDL@W Settings
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2. In the Edit Legal Requirements section, set the Data Retention Period options as required.

Edit Legal Requirements
Country  Australia

Data Retention Periods

@ Data Retention Periods are active: default settings apply to all countries, unless configured differently at country level
[ Use default settings

Default Data Retention Period & Months Izl
Minimum Data Retention Period & Months Izl
Maximum Data Retention Period 18 Months Izl
Data Retention Period for Hires & Months Izl

Agency Workers Directive

3. If required, select the Agency Workers Directive and specify whether it applies (see paragraph
following the next image).

Edit Legal Requirements
Country  Australia
Data Retention Periods
Agency Workers Directive
@ All notifications about AWD rules are configured separately for each Organisation

AWD Applies

Employee qualifies after [weeks] |12 |

AWD comes into force ||:| 1/12/2013

The Agency Workers Directive (AWD) is a legal requirement that is applied to employees working for a
company via an agency. The EU Temporary and Agency Workers Directive (2008/104/EC), seeks to
guarantee those working through employment agencies equal pay and conditions of employment with

| =

employees in the same business who do the same work.

This regulation became applicable in the UK in October 2011, and specifies in particular that they will
become eligible for equal pay and benefits after working for a total of 12 weeks. Enhancements are to be
provided in TalentLink to:

Ascertain whether the rule is applicable to an employee or not

Remind employers when an employee is about to become eligible for equal pay

Update merge fields and reporting fields accordingly

4. Click Save.
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The new country is added to the Country list in the left panel.

Country-Specific Legal Requirements
Edit Corporate Default Settings

Search

Australia

Editing Settings for a Country

1. Select the appropriate country from the Country list.

The Edit Legal Requirements section is displayed.

Edit Legal Requirements
Country  Australia

Data Retention Periods
@ Data Retention Periods are active: default settings apply to all countries, unless configured differently at country level
[ Use default settings

Default Data Retention Period & Months Izl
Minimum Data Retention Period & Months Izl
Maximum Data Retention Period 18 Months Izl
Data Retention Period for Hires & Months Izl

Agency Workers Directive

1 Close |

2. Edit the options as required then click Save.

Deleting the Settings for a Country

1. Right-click the country in the Country list.
2. Select Remove from the pop-up menu.

Country

Bahamz -
2 Edit

Fe mmfe@
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Activating Country-Specific Legal Requirements

You must activate this functionality before you can use it.

1. Ensure that the corporate data retention values (see page 271) and the country-specific data
retention values (see page 272) are set as required.

2. In the Data retention periods per country section, click Activate.
Product = Home > Configuration = Country-Specific Legal Requirernents

Data retention periods per country are currently inactive.
Actival

Country-Specific Legal Requirements
Edit Corporate Default Settings

&dd Country Settings

Country

Mo records found.

20w page 1

@® Activation of Country-Specific Legal Requirements is irreversible. You cannot use your previous data
privacy settings when this functionality has been activated.

3. If you are sure you want to proceed, click Yes in the warning dialogue box.

You are about to activate new data retention settings to Your company,
This wiill irreversibhy remowve the data privacy settings configured for Organizations, Users and Sites,
This acticn doses not impact in amy way the data retention pericds setup for the applicants from your system,

il will s22 these new

Once apphying the new dats retention setting
settings depending on the country of the job 2

Sr

Are you sure you want to activats thess seftings?

Yes Cancel

L 1

When country-specific data retention periods are active, they replace related default settings in a
number of TalentLink modules:

Company Configuration
In the Default Configuration (see page 14) section, the Default Data Privacy Statement for Hires Value and
the Default Data Privacy Statement Value are hidden
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Organization Management

In the Organization Properties (see page 38), the Data Privacy Statement for Hires and the Default Data
Privacy Statement value are hidden

Site Management
On the Career Sites page, the Data Privacy Statement column is hidden

In Site Layout (see page 124), the Data Privacy Statement section is hidden

Email Gateway

On the Email Gateway Configuration page, Default Data Privacy Statement is hidden. For details see the
Email Gateway chapter in the TalentLink User's Guide

Additionally, the country-specific data retention periods are displayed in a number of modules to
inform the user about the values currently in use in TalentLink:

When defining the Job Requisition Format (see page 43), the data retention periods are displayed next to
the country name in the Standard Fields Settings section

Define Job Requisition format for Permanent Recruitment

Properties
Mame Accelerator US
Code AUS
Form under definition Job Requisition for Permanent Recruitment

Standard Fields Settings

Select Standard fields to display and default values (when applicable)

Displayed MSS Field Hame Default value
=
; Pleaze =elect EI W
Vorking Hours Work unic —
. Jork period Please select EI > 4
Schedule Type Plzaze select EI ﬁ
Country United Kingdom [Dj

Hide retention periods

Default Dats Retention Period 3 Months
Minimum Data Retention Period 3 Months
Maximum Data Retention Period 7 Years

Data Retention Period for Hires 3 Maonths

When creating a job advertisement, the data retention periods are displayed next to the Country field.

Country: Algeria w

Hide retention periods

Default data retention period 6 Months
Minimurm Data retention period 4 Months
Maxirmum Data retention period 2 Years
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For details see the Job Openings chapter in the TalentLink User's Guide.

Organization Properties

There are a number of settings available at local organization level, these include:
Data Privacy Statement for Hires - Inherited. All candidates who are hired take this value as their data
privacy statement. If country-specific data retention periods have been activated this setting is not
available.
Default Data Privacy Statement - Inherited default data privacy statement. This value is used as the default
data privacy statement at the local Career Site. If a candidate applies through the Career Site that is local

to this organization the default data privacy statement value is displayed. Candidates can overwrite this
setting. If country-specific data retention periods have been activated this setting is not available.

Within Company Configuration you can stipulate the Default Data Privacy Statement for Hires Value
and Default Data Privacy Statement value from a range of 1 month up to 7 years.
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Creating Forms and Questionnaires

In TalentLink you can create document templates that can be used to create common documents such
as questionnaires, feedback reports, or resumes. This enables you to standardize the information you
receive from candidates, and in some cases, attach scores to candidate answers. When scores are
attached, candidates can be sorted according to the document scores to simplify the screening
process.

In the Forms & Questionnaires section, the following templates (Form Types) are available:
Diversity Questionnaire (see page 302)
Profile (see page 304)
Questionnaire (see page 305)
CV (see page 306)
Feedback Report (see page 307)

Candidate PIF (Personal Information Form) (see page 307)

@® Other template types are available in the Communication Templates module (see page 310).

You can create new templates and update existing templates. Templates can be attached or copied,
as needed, to different organizations, jobs, and candidates.
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Accessing and Previewing Forms

To preview forms, you must have either the Global System Administrator, Local System Administrator,
or Functional Manager role assigned to you in the current organization. Refer to User Management (see
page 327) for instructions on assigning roles.

1. From the Settings section of the left dynamic menu, select Forms & Questionnaires.

v Home

v Jobs

v Candidates
Communication Centre

Reporting

Configuration
v Learning
v Performance Management
v Development Planning
v Time Sheet

=] Settings

I v+ Forms & Questionnaires E I

v System Administration

The Form Types page is displayed.

2. Select the required form in the Form type dropdown list.

FORM TYPES
Forms in organisations Form type
All Organizaticns EI Form types EI
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3.

To preview a form, at the far right of the page click " =.

F.
|
«.

Form name

~) @Summer Jobs

= _Finance department

gquestionnaire

= _Finance depatment Feedback

|
%,

]
&

Form

Description Comment Category

For summer jobs application Profile

Questionnaire for Finance

department Questionnaire

Feedback Form for Finance

department Feedback Report

Action

The preview of the selected form is displayed along with form information (for example Form id, Form

description, Form language, and so on).

Feedback Report:
Form id:

Form description:
Form update date:
Form comment:
Form language:

Certifications
Add | Qualifications
Certification *

Certifier or Issuer *

Expiration Date

Competency
Add | Qualifications
Competency *

Adaptabilty / Flexibiity [

_Finance depatment Feedback Form (Version 1)
3813

Feedback Form for Finance department
21/09/2012

English (UK)

@® You canfill in the form in preview mode, but this information will not be saved in the database. This

feature is available only for demonstration purposes.

® Print out the form by clicking Print at the bottom of the form.

Creating Forms

1.

Access the Form Types page (see page 279).
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2. At the bottom-right of the page click Create new form.

Move selected form to: Copy selected form to:

Pleaze =elect

Please select [+] Archive fnrrn||| Create new form

Close

3. Select the type of form that you would like to create from the Form Category dropdown list and
type other details as required.

Form details

Farm category:

Form name:
Form description:

Farm comment:

Departments:
Form language:
Display type:

Answerable many
times:

FORM DETAILS

Feedback Report T

Feedback form - CV review

To use when providing feedback after a Cv review

EMEA v
English (UK} v

Normal ¥

Cann::ell Save and editl

4. Forms are created in an OBS level so select a Department to link this form to.

Additional options will be available depending on the form type you selected.

Display Type

Next Answerable - Questions will appear one at a time. This is useful when you have a lot of branching

questions, or if your questionnaire is an assessment of some kind.

Normal - All question appear on the form and can be answered in any order.

Answerable Many Times

Select this option if you want to enable the candidate to edit the content of the questionnaire after it is

saved. This is useful if the form is a PIF or application form, but should be left unselected if it's a test,

assessment or feedback form.

5. Click Save and edit.

The Form Builder window is displayed. Here you can:

Add, remove and edit questions

Reorder the questions
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Preview the form

View form information
Create custom questions
Define dependencies
Translate the form

Assign scores to questions

Adding Questions from the Question Library

The Question Library section contains predefined questions ready to be used in the form.

B Question library

Filter questions [English (U5)]:

(asterisk character * for wildcard search)

Assessment Reports
Background Reports
Candidate Qualifications
Dedicated Questions
Private Questions
Process Data

Referrals Questions
Resume Data

Custom Questions

Questions are grouped into various categories including:

1.

2.

Candidate Qualifications — Questions relating to Candidate Qualifications
Dedicated Questions — Questions with additional business rules attached

Process Data — Questions relating to the Selection Process of a candidate

Resume Data — Questions relating to previous professional experience and to the personal data of the

candidate

Custom Questions - Manually defined by users and, once created, automatically added to the Question
Library to be shared with others (it is necessary to use Filter Question functionality to display the available

results - see next paragraph)

Filter questions to find the ones you need in the Question library.
Form information

B Question library

Filter questions [English (U5)]:

[asterick character *Tor wilcarg search

Click @ to expand the category, or B to collapse the category.
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If the selected question is greyed out, it is already in use in the form. You cannot use the same question
twice in a form.

3. Drag and drop an active question to include it in the form. The question is placed where you drop
it.

4. Click D to modify a question’s title or other properties.

4 Email Address

-

5. Click to delete a question.

@® Some library questions act as containers; a set of related, more detailed enquiries is attached. These
related questions cannot be added separately to the form. For example, Education History contains more
detailed questions relating to the degree type, field of study, and so on.

D Education History
= School or Institution
— School Name

Sub-School / Department

Degree Information

. Mame TYD2  please select EI
Attending
Dat H
aLe ED fes
Major Mame
Ranking
Class Rank out of
Comments

Adding User-Defined Questions

If you cannot find the question you need in the Question Library you can create your own.

A number of question types are available:

Section Question — Acts as a container for an explanatory paragraph prior to the set of questions that
relate to it. You can pin a Section Question to the end of your questionnaire or anywhere else you would
not expect to find a question. It can also be used to visually divide questions in the form into various
groups. A Section Question is written in a different font colour and is bigger. The section ends when
another section starts.
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+ | Candidate Mame

4+ First Name

4+ Last Name

+ f Contact Information

+ Phone (Mobile)

: INUIN - (NUID TR - IO

Candidate Name
First Mame *

Last Mame *

Contact Information
Phone (Mobile)

Free Text Question — Enables free text to be typed into the form

Multiple Choice Question — Enables candidates/interviewers to select more than one option from the list
Single Choice Question - Enables candidates/interviewers to select one option only from the list

Simple Text no Answer — Enables candidates/interviewers to type free text into the form

Image no Answer — Enables an image to be inserted, for example, a company logo. Refer to Adding an
Image to a Form (see page 286) for more information

@® Once a new question is created it is available in the Custom Questions section in the Question Library for
every user. Questions are not automatically displayed — you must use the Filter questions feature to
display them.
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1. Drag the question type of your choice and drop it in the spot where you want it to appear.

E New question

Section question
Free text question

single choice question

[ailind

E

+ Current Company

Simple text no answer
Image no answer

\wt positian

|:| Employment History

= Employer
P%H
Company

2. Click D to define the question’s title and other properties.

El New question

Section question
Free text question

Single choice question

Simple text no answer
Image no answer

Multiple choice question

=y

iR

Customn Question E|

—
[N
|:| Employment History

== Employer
P*H
Company

Upload File Question

When creating Diversity Questionnaires, Questionnaires, CVs, and Feedback Reports (but not forms in
the Candidate Summary Management module), the Upload File option is available in the New

Question section in Form Builder.

B New question

Section question
Free text question
Multiple choice question

tion
Upload File

Simple text no answer
Image no answer
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The Upload File question enables you to request additional documents from candidates. Typically this
option will be used in email questionnaires sent to candidates during the Selection Process.

This type of user-defined question must be edited before you save the form. You must define the
required document type, add the title of the question, define layout and content properties, and so
on.

| .
Document Type cV El Required [l
IE? answer inline [
Warning: guestion not visible to candidate, if used in ~ Question inline O

Application Process. Indentation Left EI
Choose File | Mo file chosen

/\ File formats alowed: .bmp, .doc, .gff, jpeg, jpg, QUEsHON Title  Upload file
.0dg, .odp, .ods, .odt, .pdf, .png, ., G, LG

Gext, Lt Lxls, Jdoox, Jxlsx, Lppt, Gppt, Gsxw, owpd.

Maximurm: 2048 Kb,

The maximum file size allowed for the uploaded document is taken from the Size limit for any Upload
Document setting in Company Configuration (see page 14).

The document uploaded by the candidate will be available on the Documents/Candidate Pools page in
the Candidate File.

Adding an Image to a Form

To add an image to a form use an Image no answer Question Type. Only .png, .gif, and .jpg files that
are no larger than 100 KB can be uploaded.

1. Click Choose File to locate the image on your hard drive or network.

Question inline [

IE Choose File | Mo file chosen Indentation Left EI

‘E Image Title Logo

Description Qur Company Logo

Width

Height
Accepted imaaes: .pna, .aif, Jpa, Smaller than 100kb.

2. Define the layout properties of the image.
3. If necessary change the original image's dimensions by typing the Width and Height.
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Making a Question Mandatory

1. Select the Required option.

=
Question Label (In UK):

Post Code

Characters left: 501

Lumesse

E‘ﬁ &, B 7 U [Defaurtfuntname]EI [D&faurtfuntsize]EI

Required o I

Answer inline [ET]

Question inline ol

Indentation Left [=]
Presentation Dropdown selec EI

Mo EI

Abphabetical sorting only
apples to the dropdown
sefect presentation,

Alphabetical sort in
Front Office

Select at least

Select at most

2. Click E to save the changes.

Editing Forms

To edit forms, you must be a Global System Administrator or a Local System Administrator.

1. Access the Form Types page (see page 279).

There are two ways to access and edit the content of your forms:

Select the Form Name in the Form Types list

Locate the form you want to edit and click

The Form Builder page is displayed. Here you can:

Add, remove and edit questions
Reorder the questions

Preview the form

View form information

Create custom questions

Define dependencies

Translate the form

Assign scores to questions

For a detailed description of how to use the Form Builder, refer to Configuring a Summary

Management Form (see page 278).
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Editing Questions Imported from the Questions Library

Once a question is added to the form you can edit its content and properties, such as its layout.

® You cannot edit the names of mandatory and dedicated questions (First Name, Last Name, Data Privacy
Statement, Sourcing Medium, Link Candidate to a Job or Pool). However, you can edit the layout
properties of those questions.

Editing a Question Name, Layout Properties and Content Type

1. Click D next to the question you want to edit. The question is displayed in edit mode.

—| )
Question Label (In UK): Required O

Answer inline [
E‘ﬁ &, B 5 0O [Defaurtfuntnﬂm&]EI [D&fﬂurtfuntsize]EI QuE;tiDn inline |:|

Post Code Indentation Left EI

Presentation Dropdown selec EI

No [~]
.-%Iphal:ne#cal SOMC N abkabetical sorting only
Front Office anplies to the dropdown
select presentation.

Select at least

Characters left: 501 Select at most

2. Click to save the question's properties.
3. Click IE* to cancel.

@® Editable elements depend on the question. For some questions such as ZIP Code, you can edit
layout and content, whereas for Phone Number you cannot edit content properties.

Editing Container Type Questions

Some questions act as containers. For example Social networking includes inquiries relating to
specific social networking accounts. Edit mode enables you to enable/disable any of the related
questions in this type of collective question, or to make them mandatory.

1. Select/clear the first checkbox to enable/disable the question.

["] Facebook
E‘“ ] Twitter
[T viadeo
o Google Talk
[ skype
I [C] xine

2. Select/clear the second checkbox to make the question mandatory/optional.
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3. Click to save the settings.
4. Click IEGI to cancel the settings.

Editing User-Defined Questions

® User-defined questions must be edited before you save the form. You must enter the question title,
possible answers for single and multiple choice questions, and so on. You can also define layout and
content properties, and so on.

The options available in edit mode depend on the Question Type (for example for Multiple Choice
questions the possible options must be defined, whereas for Image no answer questions you must
upload the image that will appear in the form).

The table below presents sets of layout options set against Question Type combinations.

Option Description Section Free Multiple Single Simple Image
text choice choice text

Has title? Display the question title. ‘/

Required Mark the question as v | v 4

required, using a red asterisk

(")

Question Display the question on the |« v 4 v 4 v v 4
inline same line as the previous
question.

Answer inline | Display the answer on the
same line as the question.

44 S
)\
)\

Indentation Align text right, left, or
centre.

Presentation |Display the answers as a v 4 v 4
dropdown list, or single or
multiple columns.

Content properties are also dependent on Question Type. They may be defined for free text, multiple
choice and image type questions as follows:

Free text question Multiple choice question Image question
e  Answer type (number, date e  Select at least (minimum . Image Title
etc) number of selections) e Description
e  Minimum and maximum length e  Select at most (maximum e Image Size (width and height)
(in characters) number of selections)

e Answer size (one to 8 lines)

Editing Multiple and Single Choice Questions
1. Type the possible options.
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Once you start typing the first option, the next one becomes available. The next option is not mandatory;
if you do not type in any information it will not be visible in the form.

Set as
Assigned Order Label (In UK) Effamt in
Organisation
[ 0 |F‘Iease select / No answer |':::'
16 |L|:||:ﬂ| Newspaper |
2B |Curp-urﬂt& Website |
3 |Recru'rter |i
468 | ©
] Last |Uth er (User enters) |

2. Select/deselect Assigned to specify whether or not an entry is available in the form.
Select a radio button to set an entry as the default option.

4. To change the question order click then drag and drop the question to the place of your
choosing.

w

Removing Questions from a Form

1. Click next to a question to remove it from the form.

D + First Mame

D + Last Mame

+ Contact Information

+ Email Address

You cannot remove mandatory questions such as:
First Name
Last Name
Data Privacy Statement

Sourcing Medium

Page 290



Lumesse

Dedicated questions such as Link candidate to a Job or Pool cannot be deleted.

® Once a question is removed from the form it becomes available in the Question Library (not applicable to

user-defined questions).

Norwegian Public Sector NOARK

® The following information is only relevant for TalentLink users based in Norway.

Organizations operating in Norway within the public sector are obliged to meet the requirements of
the NOARK (Norsk arkivstandard OR Norwegian Archival Standard). A connected Act, the Public
Administration Act determines that it should be possible to produce a list of candidates which might
then be distributed to other candidates for full transparency for all candidates.

Candidates may request exemption from this public list with only their gender remaining outside of
this rule. Two questions are provided within the Question Library to capture this information:

Exemption from Public Disclosure - requires a Yes/No response from the candidate

Reason for Exemption - requires the candidate to explain the reason for their request for exemption

B Question library

Filter questions [Danish]:

[asterisk character * for wildcard search)

Assessment Reports
Background Reports
Candidate Qualifications
Dedicated Questions

G Exemption from Public Disclosu
Reason for exemption

Process Data
Referrals Questions
Resume Data
Custom Questions

Page 291



+
Lumesse

Before they can be added to your forms, the Norwegian Public Sector questions must first be activated
by Lumesse then switched on by the GSA in the Modules Configuration section (Settings>System

Administration>Modules).

MODULES CONFIGURATION
Departments
Departments Sales Demo Org UK

Modules/ Features

[+ Talent Acquisiticn

[# Timeshest

[#| Offer and Hire

[ Morwegian Public Sector

TalentLink users will see the candidates' responses to these questions in the Confidential column on

the Selection/Hiring tab of a Job Details page.

1 WORKFORCE MANAGEMENT AND DIALLER ANALYST

Matching Candicates

Selection [ Hiring

items - 0 Selected page 1/ 1

Social Recruiting In Process
Social Recruiting In Process
Execu Search Completed

Google Ad Back OfficeOpen
Social Recruiting In Process

All 8 Open In Process Offered Hirad
6
gandidate Score| Oonfidential B E-lE{hmpanv,’Position&JuntrﬂRegion,-’Locationgp{JIication Sourcing Channel Status
ate

— Black,
I e
' asper D 50 @ 09/02/2011
= Brown
O brown,
~ Adrizn ® 4 100 @ 21/02/2011
0 fanen p v B3 0 [ 10/02/2011
0 KerFan @ 70 @3 09/02/2011
[ Sims, Brian 70 ir | 09/02/2011
= Smith
[~ _=mith,
0 pawn ® 100 & @

09/02/2011Social Recruiting New
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The Public Disclosure request and response will also appear in the Submission Details section on the
Applications>Selection Steps tab of a candidate’s application.

& ALBERTSEN HARALD

Candidate Overview Applications Documents/Candidate Pools Cost Tracking Candidate History

Al Active Zoomon 8

Submission for PROJECT MANAGER. is Open Since 25/10/2014

Selection Steps Additional Tasks Hiring Process

Submission date: 25/10/2014 06:35 PM Europe/London by 0=
Candidate | |TM
[i=)) Public Disclosure Test (0)

< Submission Details Sourcing Channel: First Website 7| Copy of DEMO - Candidate PIFF... (0)

Exemption from Public Disdosure: Yes
Reason for exemption: Jeg er for tiden ogsé forsgker & bli medlem av Oslo statlig organisasjon. Jeg foretrekker &
veere anonym inntil denne prosessen er fullfert.

On the Job Content tab of a requisition the Norwegian Public Sector item gives users access to three
types of Applicant List:

~ Internal List - contains basic applicant information such as name and age

» Extended List - contains basic and extended applicant information such as education and employment
history

~ Public List - contains the applicant information as required for public disclosure

W BUSINESS ANALYST

Job Content Job Approval Process Matching Candidates Selection / Hiring Interview Scheduler

Job Requisition < Job Description Profile Budget & Cost Attachments Morwegian Public Sector

APPLICANTS LISTS

i 3 L i "
Internal List fexempted from public disclosure) 8 Excell.xs) 2=/ POF/A (.odf) | send to
: 3k} i A 1
External List (exempted from public disclosure) B Excel(.xs) /= POF/A (.pdf) X sendto
Public List B Excell.ds) /| POF/A (.pdf) %] sendto
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Users can open and review any of the lists by selecting them here, export them to PDF or Excel, send
them as attachments via email or to the recipient's Communication Center where they will appear as
URL links to the lists.

You will need to create templates for the Document Type Email used in Communication related to
Norwegian Public Sector. Any templates defined here will be available to users when sharing applicant
lists via the Send to email Recipient feature.

Document Type
Email used in Candidate Communic ation W

Email uzed in Administration

Email used in Communication related to Norwegia
Email used in Referral Program Commnunic ation

Email uzed in Job Approval Process

Editing Content - Views

The TalentLink Form Builder offers numerous possibilities to edit information. You can edit the
content and layout of the question, and can also provide localization and create dependencies
between questions.

These options are accessible through the Views at the top of the Form Builder page. Each is dedicated
to different actions. You can:

Add, edit and remove questions using the Normal View (see page 294)

Reorder questions using the Reorder View (see page 294)

Create dependencies between questions using the Dependencies View (see page 295)
Score your questions using Scoring View (see page 296).

Localize the questions using the Localisation View (see page 299)

e ig i T

Normal view Reorder view Dependencies view Scoring view Localisation View Form settings

Normal View

Normal View enables you to add, edit and remove questions.

Reorder View

Reorder View enables you to quickly change the order of the questions using the drag and drop
feature.

® You can also change the order of questions using Normal View, but you may find it more convenient using
Reorder View as more questions are visible on the screen.
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Dependencies View

Dependencies View enables you to create dependencies between questions. By defining a
dependency you can enable/disable selected additional questions based on the answers provided by
the candidate or interviewer. This functionality is available only for Single and Multiple Choice
questions. This is why only questions of these types are visible in the Assigned Questions section.

Assigned Questions lists the available multiple or single choice questions that may be used to create
dependencies.

== Assigned guestions
™) How did you find out about the position

(™) What was the title of the Newspaper

©

S —

1. To scroll down/up the tree, left click on the Dependencies Workspace (anywhere in the tree

area). Once you left click, '—B becomes available.

2. Click @ to refresh the dependencies tree.

Defining Dependency Between Questions

1. Select the master question from the list of available Single and Multiple choice questions.

-I-[= Assigned guestions -I-[= Options -I-[= Available questions
|=| @ How did you find out about the position | |=| @ Local Newspaper = [¥: what was the title of the Newspaper
= @ What was the title of the Newspaper || @ Corporate Website 2 [[] candidate Mame
|= © JobBoard

[Z [ First Name

2. After you select a master question the list of possible answers (Options) is displayed. Select the
option that will trigger a child question.

3. After you select a triggering option, the list of available child questions is displayed. Select the
required child questions from the list. These questions are only visible to the respondent if they
select the option chosen in step 2.

In the above scenario:

The candidate replies to the question 'How did you find out about the position'.
Their chosen response is 'Local Newspaper'.
The child question 'What was the title of the Newspaper' is triggered.

If the candidate chooses any other option (Corporate Website or Job board) the child question is not
triggered and is therefore not displayed.
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4. Click E (in the upper right hand corner) to save the dependency definition.
Once the dependency is created and the form is saved it is displayed in the dependencies tree as follows:
Master question
Triggering option
Child question

B

Telegraph

S | Hov did yo Local Nevepan: AIM Daily Herald

Corporate Was

First Name

Scoring View

»  Form scoring lets you use the results to:
»  Rank candidates by the scores they achieve
»  Automatically move candidates through the Selection Process

»  Automatically reject candidates
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A score will remain with a question when it is saved in your custom question library. It can be changed
by a user for different scenarios. The only question types that can be scored are those with predictable
responses to single or multiple choice questions.

The scoring mechanism has two elements: a numeric score and a weighting for that question to mark
it as being more important. You can add any numeric scores you require.

Enter question weightings and scores into the form as required then save and click to @:
preview your form.

e 9 ¥ = Qo

Normal view Reorder view Dependencies view Scoring view Localisation View Form settings

Form divider:

10 &

Available questions

Location Question weight:

What is your preferred work location? Question weight:

Options Option score
London

=)

B

=
=1 =
=]

Please specify which London location Question weight:
Options Option score
London City

=
(=1
(=]
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2. To test your scoring system, fill in the answers on the form preview page and click Calculate. This
will show the total score for the options you select.

Questionnaire: Additional Information from candidate - EMEA (Version 1)

Form id: 5771

Form description: Used to gather additional information during the application process
Form update date: 17.07.2014

Form comment: -

Form language: English (UK)

[1] Location

[5] What is your preferred work location?
®[100] London

i[20] Delhi

[80] New York

(J[70] Perth

[4] Please specify which London location
[#I[100] London City
[LJ[20] London Luton

Print| Dlnsel Calculatel

0
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Localisation View

The Localisation View enables you to translate the questions and options available in the form into
any languages available for the Company. Only one form is created, but with many language versions.
You do not need to create separate forms for different languages.

1.

2.

Select the target language.

e {0 ¥ i B oaoe

Normal Reorder Dependencies Scoring Localisation Form =
view view view view View settings =

Bulgarian (Deleted) Portuguese (BR) German (SWZ) (Deleted) Chinese Czech (Deleted)
German Danish Greek English (US) Finnish French Croatian (Deleted) Hungarian Italian
Japanese Dutch Norwegian Polish Portuguese (Deleted) Romanian (Deleted) Russian
Slovak (Deleted) Slovenian Spanish Serbian (Deleted) Swedish Turkish English (UK) Korean
Jelsh Flemish Traditional Chinese Latvian Lithuanian Estonian Ukrainian Malaysian Arabic Icelandic
Thai GL

Available questions

Your Information Your Information
Candidate Name SEkandens namn
First Name Farnamn

Translate question titles and options into the selected target language.
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Question Mapping

Some questions are mapped into field values in the database to create connections between various
forms in the system. If the same question is included in more than one form, editing it in one form will
update the question everywhere it is used.

For example, you want to include Additional Candidate Information in the Candidate Summary. The
Additional Candidate Information form must include such mapping questions and the same questions
must be used in the Candidate Summary. Once a candidate fills in the Additional Information form
during the Selection Process and it is registered in the system, answers to those questions are
automatically available in the Candidate Summary.

Mapping questions are indicated in the Form Builder page by D€ .

FORM BUILDER: CANDIDATE SUMMARY FORM BUILDER: ADDITIONAL CANDIDA

&7 e e e

NMormal view Reorder view Localisation Viev Normal view Reorder view Localisation Vi

First Mame |:| i
+ —t Candidate Name

(iR

+ Last Name + Sodcil Security Number

+ Social Security Number D + Current Company

[—F

[ikiR]

+ Current Company ‘D + Current position

+ Current position

& I | (i | & ijum) {:: /{mmig: 1fim

Moving Forms

1. Access the Form Types page (see page 279).
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2. Inthe Form list, select the form you want to move.

Form name Description
1. interview feedback 1. interview feedback
1. screening sCreening

@ 2. interview feedback h 2. interview feedback

3. At the bottom of the page, in the Move selected form to dropdown list select the organization
where you want the form to be moved.

Move selected form to: Copy selected form to:
Fleaze select EI Fleaze select EI Archive farm

Copying Forms

Access the Form Types page (see page 279).
2. Inthe Form list, select the form you want to move.

3. At the bottom of the page, in the Copy selected form to dropdown list select the organization
where you want to copy the form to.

Move selected form to: Copy selected form to:

Fleaze select EI Fleaze select EI Archive fl:lrrnl

Archiving Forms

Forms cannot be deleted, they can only be archived. This is because they may still be in use in a
process and therefore still visible to some candidates. Archived forms remain unchanged in any
existing processes, and cannot be used in a new process.

1. Access the Form Types page (see page 279).

2. In the Form list, select the form you want to move then click Archive Form.

Move selected form to: Copy selected form to:

Fleaze select EI Fleaze select EI Archive fl:lrrnl

Restoring Archived Forms
1. Access the Form Types page (see page 279).
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2. Select Archived forms from the View dropdown list.

FORM TYPES

Forms in organisations Form type Form master Rnguage Wiew
All Organisations EI Form types EI All EI Archived forms EI
Current forms
Archived forms k
Form name Description Comment

1. interview feedback 1. interview feedback

3. Inthe Form list select the form you want to restore.
4. At the bottom of the page click Restore form.

Diversity Questionnaire

Diversity Questionnaires are used by recruiters to collect, store and analyze data about candidates’
personal details (for example, sex, disability, race), which can help to:

Highlight possible inequalities
Investigate the underlying causes of those inequalities

Seek to redress any unfairness or disadvantage

Recruiters can submit Diversity Questionnaires to candidates during the Application Process, or as an
attachment in the acknowledgment email sent to candidates, to gather personal details about each
applicant.

Diversity Questionnaires are available in the TalentLink Back Office in the following cases:
When defining an Application Process for a posted job

When contacting a candidate via email

When a candidate completes this type of questionnaire online, a document based on this template will
be created in the Back Office. There are some special features available in documents based on
Diversity templates:

Diversity documents are not visible to end users or recruiters

Diversity documents are not searchable
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Information gathered in Diversity Questionnaires is only accessible via Diversity Reports. For more
information see the Reports chapter in the TalentLink User's Guide.

We are committed to equal opportunities in our employment policy, practices and procedures. To
help us implement and monitor this policy please could you provide us with the following
information, which will be treated in the strictest confidence.

We recognise that collection of diversity information varies for different countries so please select vour country
of residence to ensure you are providing the right information to us:

United Kingdom (excluding NI} EI

vhat is your gender:
@ male@ fermale
Vhat is your age:

[~]

What is your nationality:

Do you have a disability that would effect your ability to carry out this job:
& no yes
Thank you for helping us by providing this information.

F‘rintl Dlnsel Calculatel
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Profile

Profiles are special questionnaires that are filled in by candidates, which can be used with the
Matching Candidates functionality in TalentLink (see page 19). This makes it possible to match a job
profile against the Candidate Marketplace.

For each job opening you can select a profile and set criteria to match the job against the candidate
database.

Please answer the questions below to help us process your application.

Do you have a3 valid driving licensce? *

] Yes
O] Na

Sorry, but you are not qualfied for the job. We wil not proceed with your sollicitatie.

Do you have any experience in the Insurance Industry? *
] es
Mo

w rmany years of experience do you have in the Insurance Industry? *
1

2

3-5

5-10

=10

AEEEE £

Please upload here your professional qualifications ™

Choose File | No file chosen (Warning: only usable by candidate)
Are you wiling to travel? *
] Yes
O] Na

F'rintl Clnsel Calculate
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Questionnaire

Questionnaires are used in the Application Process, or can be sent to a candidate as a hyperlink in an
email. Questionnaires usually contain additional questions with regards to the candidate's application.

Work Experience

Add | Qualifications

Work Experience * Benefits Administration Experience [« |
Experience Level * Upto 3 Years El

Managed Groups of Please select [ |

Comment

How many yvears of workexperience do you have?
Please select EI

‘hat is your highest educational background?

[~

Referrer Email Address (}x)

Do vou have experience using the following software packages:
] M5 Excel] M5 OutlooklT] M5 Word

Do vou have a valid work permit?
® yes® no
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CV - Structured Resume

CVs are used to give applicants the opportunity to submit a structured resume in the Application
Process.

® If you want this template to be available as a Matching Template in the job section, you need to create it as
a Profile type.

External Job History

M Candidate Assessment

lob Title *
Company *
Start Date ™ ﬁ

End Date

i

Responsibilities and Achievernents

Education:

Add | Qualifications

Degrees * Please select [ |
Fields of Study * Please select EI

Institution Types ™ Please select ||

Institution
Location

Grade Average
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Feedback Report

Feedback reports are part of the Selection Process and are used to capture the results of each
selection step. They can be simple forms with a yes/no decision, or sets of questions for detailed
feedback on how a candidate performed. TalentLink users or non-TalentLink users who receive a
request to perform a Selection Process step must fill in these reports.

Feedback Report: ACS Feedback Report (Version 3)

Form id: 255

Form description: feedback to be given by interviewers after an interview or assessment
Form update date: 12/05/2011

Form comment: -

Form language: English (UK) [ ]

Would you consider the candidate suitable for the role?
i very suitable

) suitable

) average

i unsuitable

i very unsuitable

Would you consider the candidate suitable for the team/department?
i very suitable

i suitable

i average

i unsuitable

i very unsuitable

Candidate PIF

The Personal Information Form (PIF) is completed by the candidate in the Front Office during the
Application Process. Some of the candidate’s basic details collected in the PIF are shared with the
Candidate Summary in the Back Office.

Candidate PIF - Best Practices PIF
TalentLink offers a range of Best Practice layouts for the PIF (see page 307).
Candidate PIF - Configurable Layout

You can also display a particular PIF depending on the job recruitment context (site type, job type,
and submitter). These PIFs can be configured on a question-by-question basis using Form Builder.

Managing Candidate PIFs

If you want to use the Configurable Layout, there are five default PIF templates that you can use when
setting up your site. These are called the Best Practice PIFs.

To preview the Best Practice PIFs:

1. Access the Form Types page (see page 279).
2. In the Form type dropdown list, select Candidate PIF.
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3. At the top-left of the page, select Show Best Practices PIFs.

FORM MANAGEMENT: PERSONAL INFORMATION FORM

Show Best Practices PIFs

Forms in organisations Form type Formn master Bnguage View
All Organisations [=] candigate PF [=] English UKk} [=] Current forms [«
Form name Description Comment Categ
~ Application PIF Candidate Application Form used by Odyssey Candid
Candidate Personal Information Form  Used for RBS Applications Candid
Candidate Personal Information Form  Used for Care UK Administration Applications Candid

4. To collapse the Best Practices section, select Hide Best Practices PIFs.

FORM MANAGEMENT: PERSONAL INFORMATION FORM

Hide Best Practices PIFs

Forms in organisations Form type Formn master language View
All Organizations ¥ Candidate PIF ¥ All ¥ Current forms ¥

@® The Best Practices PIFs cannot be edited. To use these templates, you must copy them to your organization
(see page 301) then edit these copied items (see page 308).

Editing Candidate PIFs

1. Access the Form Types page (see page 279).
The Form Types page is displayed.

2. In the Form type dropdown list, select Candidate PIF.
3. Click the name of the PIF in the Form name column.

The PIF opens in the Form Builder page.

4. Edit the form as described in Configuring a Summary Management Form (see page 278).

Using Forms and Questionnaires

The document templates created in the Forms & Questionnaires module are used in a number of
places in TalentLink:

By candidates during the online Application Process
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For example, when a candidate completes an online questionnaire during the Application Process for a
job. When the application is submitted, a document is created in the candidate file in the Back Office. This
document is based on the published form, and will have all the answers and options chosen by the
candidate. It can also receive a general score, in accordance with the scores assigned to questions by the
creator of the template.

By recruiters when creating documents in the Candidate File

Refer to Creating Documents in the Candidates chapter in the TalentLink User's Guide.

By recruiters when creating documents in the Selection Process

Refer to Selection Process in Managing Job Approval and Selection Processes (see page 184).
By recruiters when running an Advanced Search

Refer to the Search Capabilities chapter in the TalentLink User's Guide.

By recruiters when using the Matching Candidates functionality

When a Candidate Profile is linked to a Job opening, the recruiter can view only those candidates that
match the criteria in the profile. Refer to the Job Openings chapter in the TalentLink User's Guide.

By recruiters when creating dispatching rules
Refer to the Job Openings chapter in the TalentLink User's Guide.
By recruiters when sending emails to candidates

For example, when an email message contains a link to a questionnaire that the recruiter would like the
candidate to fill in. For details see Contacting Candidates by Email in the Candidates chapter in the
TalentLink User's Guide.
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Managing Communication Templates

® To manage templates you must have the role Template Manager assigned to your account. GSAs
automatically have this role, but LSAs will need to have this assigned to their account.

TalentLink enables you to create document templates that can be used to create common documents
such as emails or hard copy letters, contracts and printable job adverts. This means that you can
standardize the information you send to candidates.

Where are Communication Templates Stored?

Templates by OBS Level 1

Most communication templates are stored at the OBS Level 1, so each OBS can have their own set of
branded templates to send to internal users and candidates.

Templates for the Whole Company

You can also store email templates in an OBS Level 1 called 'corporate library’ which you can give all
users access to. Printable job advert templates can NOT be stored at this level.

Templates at Site Level

Some emails can be stored at site level (linked to the website). These are edited via site management.
These emails are sent when the candidates registers online, requests a new password, or uses the job
alerts or email a friend functionality.

Document Types

In the Communication Templates module, the following templates (Document Types) are available:

Email Used in Administration

These are the three standard templates used by administrators to communicate with TalentLink users:
new user account activation, activation confirmation and forgot password.

Email Used in Candidate Communication

This includes all standard templates that are available when contacting a candidate by email (also
when contacting a candidate during the Selection Process).

Email Used in Referral Program Communication

If you are using the Referral Module to enable employees to refer candidates and then be paid a bonus
for doing so, these emails are used to communicate the process and payments allocated.
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Email Used in Job Approval Process

These emails can be sent to internal teams to request them to approve a requisition. You can add
approve/reject merge fields so the user can make the decision via email without logging into
TalentLink.

Email Used in Selection Process

These are the communications requiring users to participate when Selection Process steps are
initiated, such as requests to review a CV or confirm an interview.

MS Word Letter/MS Word Contract Template

TalentLink enables you to create a template in Microsoft Word and upload it to the application. These
templates can be used in the Microsoft Word Mail Merge to create documents that include data of all
candidates selected to receive the document.

These templates can be any letter that will be sent to candidates (rejection letter, invitation to
interview, and so on), whereas contract templates are only used for contracts when hiring a
candidate.

Microsoft Word templates can contain all merge fields coming from:
The Job Opening information
Candidate Application information

The Condition Form (also configurable fields and free form fields)

Shared Document
Shared documents can be attached to email templates used in the communication with candidates, for

example a map or location information for interview invites, a newsletter, and so on. This way,
recruiters can communicate additional information to candidates.

Signature

This enables you to create signature files that you can attach to your emails and letters.

Job Advert Print Out

The Job Advert Print Out template enables users to print the job advert as a PDF or Microsoft Word
document. Merge fields can be inserted into the template to ensure all relevant information is
included in the printed document, such as contact details and so on.

Accessing and Previewing Templates

® To preview templates, you must have either the Global System Administrator, Local System Administrator,
or Functional Manager role assigned to you in the current organization. Refer to User Management (see
page 327) for more information.
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1. From the Settings section of the left dynamic menu, select Communication Templates.

The Template Management page is displayed.

Select the required template in the Document Type dropdown list.
To preview a template click = next to the required template.

Language All +  DOrganisation &l " 6 items
MName Language Name Language MName Language
[ akeeptacia wakaty Palish [CeE - 30k Approval Request { Sales Demao German Ol - 30b Approval Request { Sales Dema Crg Duteh
~ OrgDE ) ML O
g gN. - Job Approval Request | Sales Dema Org Chinese E ;:R.- Job Approval Request { Sales Dema Crg French E )LIK - Job Approval Request { Sales Dema Crg English (LK)
Email Preview
Mame LK - Iob Approval Request
Languagellk
Subject  Request For Appraval For the Job: [%bjob_opening_name%]
Contert Degr Colleague
Please could you review this job and use the icons below to indicate your feedback,
Many thanks
[%user_person_in_charge%)]
Creating Templates
Creating Email Templates
1. Access the Template Management page (see page 311).
2. Select the type of template that you want to create from the Document Type dropdown list.
® Email templates start with 'Emails used in...'
=
3. Click *=* to create a new template.
The Create New Template page is displayed.
CREATE NEW TEMPLATE
Template Information
Template Mame " Language  English (UK) El Type Email used in Candidate Communication
Description
Comment
A
IDelay for sending 0 Days

* Required Field

Subpmit Cancel

4. Enter the details as required then click Submit.
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® The Delay for sending option defines when the email will be sent. For example, you may want to
delay rejection emails for one or two days.

5. Select the organization in which you want to create this template.

The Template Content section is displayed.

Template Content
From © Use email address of | Connected User [=]

@ Use alternate Email Address noreply@odyssey.com

[7] save Email in candidate history.

Subject Thank you for your application for [%job_ad_title%] Add merge fields

Priority © High @ Normal © Low

Sensitivity  na v

Ermail Normal |

Template T, | - e I = =
Content z’;f;m)’ : | iE||is | A &‘v| E === | ﬂ| imes New RomanEl 12 E|

Dear [%eFirst Name%] [%oLast Name%)],
Thank vou for vour application for a position of [%ejob_ad _title%o]

Add merge fields
Online Application Link

Yours sincerely, Add Accept Link

[“erecruiting_team_1_first_name%)] [Yorecruiting_team_1_last_name%s] A Elld Decline |LiI‘Ik -
[® o‘recnml:ullg_team_E_ﬁrst_nameq u] [Yorecruiting_team_2 last_name%o] g: fc%tessga Login Li”
[*orecruiting_team_3_last_name%o) Interview/Session Link

Characters left9672

Link to = [
Select Termnplate K@>)_Link to document
Hocument =

If you are creating an Email used in Candidate Communication template, the Email Attachments section is
also displayed.

@® You can toggle between the normal view and HTML by clicking —.

6. You can set the default Sensitivity for emails that contain sensitive or personal information such
as CV attachments. This will flag the email as Normal, Private or Confidential, etc.

® If your company uses email forwarding rules based on MIME settings (Multipurpose Internet Mail
Extensions) the Private and Confidential Sensitivity flags can be used to ensure that sensitive emails
are not forwarded to a deputy if the intended receiver is absent. Refer to Marking Emails as Private
or Confidential (see page 315) for a full description of how to use this feature.

7. You can use merge fields in both the subject and email body to include information that will be
automatically added to the text when the email is sent. The Add merge fields link is displayed on
the right.
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10.

11.

For some types of email template you can also add a number of different types of link into the
email. The available options are displayed to the right of the text content box. If available, you
can include a link to the online application for the job, or a link that enables the candidate to
accept/decline an invitation to a job interview.

Add merge fields
Online Application Link

Add Accept Link

add Decline Link

Talent Portal Login Link
Reschedule Interview/Session Link

® If you choose to copy and paste text from a Word document you may need to makes changes to the
formatting.

If you are creating an Email used in Candidate Communication template you can insert a link to
another document, such as a questionnaire.

Characters left 9264 B
Link to document  Cnline Test Select Template @)_Linhtn document

Questionnaires can be used to collect more information from the candidate.

Click Select Template.
Select the questionnaire that you want to link to in the email.
Click Link to document to add the link to the email text content.

For some types of email template you can also add a document to the template.

This is useful if you want to provide additional instructions to a candidate such as a map to the interview
location.

Email Attachments

Add a new document

In the Email Attachments section, click Add a new document.

Select the document you want to attach to the email template.

)

Click @

Page 314



Lumesse

The new template is added to the list on the Template Management page.

TEMPLATE MANAGEMENT: EMAIL USED IN CANDIDATE COMMUNICATION
23 items page1/2 P M Go to pﬂgeEI

Templates in Organisation Document Type Language View
Sales Demo Org UK EI Email uzed in Candidate Communication EI Englizh (LK} EI Current Documents EI

Document description *~ Organisation Author Last Update
D =/ AWD - Email sent on gualifying date Sales Demo Org UK Mg%gienglﬂéer 10/01/2013
3 @ WD reminder template Sales Demo Org UK Mg%x_gﬂ;er 10/01/2013
(3] \>=) Clooks invitation Sales Demo Org UK Hfg%;ﬂaengrlin;er 10/01/2013
& (i . Global
- (&= contact candidate Sales Demo Org UK Administrator
= (i ) o ) AMG Recruiter o
. @ Contact candidate - pre-hire information Sales Demao Org UK Gibsonzmg 10/01/2013

Marking Emails as Private or Confidential

Recruiters will frequently send out emails with CVs or Candidate Packs to line managers for review. If
a manager is absent through sickness or vacation, etc., they will normally assign a deputy to handle
the work that comes through their email account. Due to internal rules and regulations, all emails that
contain personal information have to be treated with high sensitivity. Talentlink lets you set a
Multi-purpose Internet Mail Extension (MIME) sensitivity flag on emails so that those which contain
confidential information will not be forwarded beyond the intended recipient.

It can also be used to add an additional layer of protection/warning to the receiver that the mail
contains information that should be treated with special care and attention.

@® Yourinternal IT department will have to configure your email client MIME settings. The following two
documents may be useful (these links were correct at the time of writing).

® http://home.scarlet.be/colleman/upgrades/SMIME.pdf ()

® http://csrc.nist.gov/publications/nistpubs/800-49/sp800-49.pdf

There are two types of email template where sensitivity is used:

Emails used in Candidate Communication
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S

+  Emails used in the Selection Process

TEMPLATE MANAGEMENT

Forms & Questionnaires

Lestionnaire

v

Feedback Report
Profile
Diversity Questionnaire

Candidate PIF

Communication

Email used in Administration

Email used in Candidate Communication

Email used in Communication related to Norwsaian
Public Sector

Email used in Referral Program Communication

Emzil used in Job Approval Process
Email used in Timeshest Communication

Email used in Selection Process

Sensitivity Options

The Sensitivity dropdown list contains 4 options:

+

*
*
*

Normal (this is the default option)

Personal

Private

Confidential

Template Content

'® sz email address of | Recruiting tearm member 21 ¥

Fromi

I Use alternate Email Address

# Save Email in candidate history.
ubject Bekraftar din ansokan

i Blorpngl Fal

L

4

Add merge fields

Email Template Content Normal

15 5 e e 0 O 0 e e e

The GSA or LSA can set the sensitivity on the template to make it the default option when a user

composes a new email from a template. Users can override the administrator's choice to upgrade or
downgrade the sensitivity as required.
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Working with Templates

Selection Process emails are sent automatically when a user assigns a step. For example, a CV could be
sent to a line manager by email without a human user being able to set the MIME sensitivity before the
mail is sent.

From TalentLink 15.1 onwards the default MIME setting in the template email will be used for any
automatically sent emails. System administrators should therefore select the default MIME setting
carefully and inform their users of the decision.

Working with Sessions, Interview Scheduler and other interview steps

When arranging a Session or Interview step the templates used to confirm to interviewer or attendee
(typically the line manager) are available for editing and review before sending. Here again, the MIME
sensitivity can be confirmed or overridden by users prior to sending the email.

Examples of Where the Sensitivity Flag is Displayed

The following images show some of the places where the sensitivity flag is used. Sensitivity is
displayed in the header of received emails.

It will also be attached to candidate documents such as CV reviews and Candidate Packs.

Sensitivity is used when assigning a selection step, as well as in other emails sent out during the
Selection Process.

It is also used in interview scheduling when defining a meeting.

Creating Word Templates

This section describes how to create the following types of Word template:
MS Word Letter
MS Word Contract Template

Shared Document

In these templates you can use the Microsoft® Word Mail Merge functionality to create a set of
documents that are essentially the same, but where each Merge Field automatically adds information
into the document when created. This is useful when you contact candidates by letter in bulk.

1. First create the document you want to use as a template. This will typically contain the
unformatted text and logos of the contract or offer letter, but no merge fields.

2. Access the Template Management page (see page 311).
3. Select the organization in which you want to create this template.

The organizations that are available depends on your rights. If you only have rights in one organization, it
will be automatically selected and the Select an Organization page will not be displayed.

4. Select the type of template that you would like to create from the Document Type dropdown list.

+=|
5. Click Create New Template “=
The Create New Template page is displayed.
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6.

7.

11.

CREATE NEW TEMPLATE

Template Information
Template Name N Language  English (UK} E| Type MS Word Letter

Description
Comment

A

* Required Field

Submit | |Can|:el|

Define the Template Information:
Type the name of the template

Type a short description and a comment, if needed
Select the language of the form

Select the contract model - Permanent or Contractor (this is only necessary for MS Word Contract
Template)

Click Submit.

The Template Content section is displayed.

Template Content

Select document to UDIGB{I| Choose File | Mo file chosen | Upload No documeant

Fie formats allowed : .doc .docx
Create template from empty MS Word document with avalable merge fields IE;J

Click Choose File then locate and select your Word document.
Click Upload.

. Click Create template from empty MS Word document with available merge fields.

This will download a zip file containing the datasource.csv file that contains the merge fields and your
Word template.

Navigate to where the two files have been saved then on the title bar click Extract all files.

Il Extract all files

Mame Type

EL] datasource.csv Microsoft Excel Cornma 5.
Lumesse Standard Employee Contr...  Microsoft Werd 97 - 2003 ..
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12. Select a destination to save the extracted files then click Extract.
13. Navigate to where you saved the two files then open the Word document.
14. When the prompt window appears click Yes.

Microsaft Word =)

Opening this document will run the following 5QL command:
i h SELECT * FROM datasource.csv

Data from your database will be placed in the document. Do you want to continue?

[ Show Help = ]

[Yes][Nn][Help]

Was this information helpful?

Your Word document will be displayed.

15. Within the Word document select the Mailings tab then click Insert merge fields.
| |

References hlailings Review View Developer Design Layout
= - L E -
___3 _E_j = i [P Rules P H 4 1
— 9% Match Fields
Highlight Address Greeting (Insert Merge Preview
t List | Merge Fields Block  Line Field~ | (2] Update Labels | gesylts

Write & In M application

sourcing_channel_name
application_date
application_creation_date
application_memao
application_sourcing_channel_type

application_status

reason_of_completion

16. Type your text and insert merge fields as required.
17. When you have finished formatting the document, save it on your local drive.

18. Re-upload the completed template to TalentLink, using Choose File then Upload to overwrite the
unmerged version.

Template Content

Select document to uulnad| Choose File | Nofile chosen |

Fie formats allowed : .doc .docx
Create template from empty MS Word document with avaizble merge fizlds IE;J

Mo document

Page 319



&>

Lumesse

The new template is added to the list on the Template Management page.

You can repeat this process with each template and reference the saved data source each time, but we

recommend saving a data source for each contract as they can have different fields within them.

Creating Shared Documents

Shared documents are useful for making commonly used information, such as a company location map,

available in email templates used in communication with candidates,

1. After preparing the picture or document you wish to share access the Template Management page

(see page 311).
2. Select Shared Documents from the Document Type dropdown list.

P —_
=

3. Click Create New Template =
The Create New Template page is displayed.

CREATE NEW TEMPLATE

Template Information

Template Name Head Office Interview Location Language  English (UK}
Description Far all interviews at head office
Comment

¥ Type Shared Document

* Required Field

Submit | |Can|:el|
4. Enter the required details then click Submit.
5. Select the organization in which you want to create this template.
The Template Content section appears.
Template Content
Select document to upload | || Browse.. | [ Upload |

File forrmats alowed : .bmp, .doc, .gif, jpea, .jpa, .odag, .odp, .ods, .odt, .pdf, .pna, ., G, LGiff,

Warning: The size of a document should not exceed 2048 KB.

6. Click Browse and select the file you want to share then click Upload.

M

7. Click @

Creating Signature Templates

1. Access the Template Management page (see page 311).
2. Select Signature in the Document Type dropdown list.
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3. Click Create New Template @

The Create New Template page is displayed.

CREATE NEW TEMPLATE

Template Information
Temnplate Name

Description

Comment

A
Lumesse

N Language  English (UK} EI Type Signature

P
* Required Field
Submit | |Can|:el|

Enter the details as required then click Su
Select the organization in which you want

The Template Content section is displayed.
Select either Email or Letter Format.
Template Content

|:§:|

Email

Format

Letter

bmit.
to create this template.

Content &§§|H 7 I-I|E

Mob: +44 (0)182 12967344

Site: www.kablinskis.co.uk

we srinG MORE 10 uiFe

Wi, 113 Sl b i o o

i i 0 ey - of o sk - ustonery, coless, sammua, ond

iZ[A O |E= = =& vewana [=] 10 [

OUR VISION OUR PURPOSE
TR . ey Py, i i AR
Py o] Wy el . ey P A T

7. Type the text content that you want to use in the signature.
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You can use merge fields to include information that will be automatically added to the text when the
email/letter is sent.

=N
Click @

The new template is added to the list on the Template Management page. It can be used as a default
signature template at the company (see page 14), organization (see page 35), or user (see page 339) level.

Creating Printable Job Advert Templates

Job Advert Print Out templates enable users to print a job advertisement as a PDF or Microsoft Word
document.

1.
2.

Access the Template Management page (see page 311).
Select Job Advert Print Outs from the Document Type dropdown list.

f =

Click Create New Template g
The Create New Template page is displayed.

CREATE NEW TEMPLATE

Template Information
Template Mame * Language  English (UK) E| Type Job Advert Print QOuts

Description

Comment

“
* Reguired Field
Submit | |Gan|:el|

Enter the required details then click Submit.
Select the organization in which you want to create this template.
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The Template Content section is displayed.

Template Content
1 | 'B I U= - e ©

2| | |

| Font family |- Font size - | = = | A

| MERGE FIELDS

# Posting

# Job Opening
H Organisation
H Recruiters

H Operational Team

Characters left: 10000/10000

6. Type the content of the job advert and click @ to insert any required merge fields.

7. Click @

Editing Templates

1. Access the Template Management page (see page 311).
2. Select the type of template that you would like to edit from the Document Type dropdown list.
3. Click the name of the template that you want to edit in the Document Title column.

The Template page is displayed.
4. Make the required changes, then click @

Editing Word Templates

1. From the Settings section of the left dynamic menu, select Communication Templates.
2. Select the type of template that you want to edit from the Document Type dropdown list.

Home = Template Management = Template Management: MS Waord Contract Template

TEMPLATE MANAGEMENT: MS WORD CONTRACT TEMPLATE
17 items page1/2 P M Go to page ¥
Templates in Organisation Template Type Language Wigw
|AII Organisations V| | MS Word Contract Template V| |AII V| | Current Documents V|
Document Title = Size Document description OrganisationAuthor Update
Contract BExample )
O (UK 0 Kb ABC TalentLink User 30/03/2010
Contract SMARTCO . Sales Demo ;
O (UK) D Kb example of TLK fields and word merge fields Org DE Talentlink  User 26/01/2006
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&

10.
11.

12.

Click the name of the template that you want to edit in the Document Title column.

The Template page is displayed.

Click @/ to edit the Word document.
The File Download dialogue box is displayed.

X]

File Download - Security Warning
Do you want to open or save this file?
Marme: trmpwbsl,vhbs
Twpe: WBScript Script File
Fram: py28.m.com

Open ] [ Save ] I Cancel

|--"‘h| W'hile files from the Intemnet can be useful, thiz file twpe can
y e,. patentially harrn your computer. [F you do not trust the source, do not
= open or gave thiz software. What's the risk?

Click Open.
The Security Warning dialog box is displayed.

Internet Explorer - Security Warning E|

The publisher could not be verified. Are you sure you want to run this
software?

Mame: tmpvbsl.vbs

Publisher: Unknown Publisher

Fun ] [ Don't Fun

This file does nok have a valid digital signature that werifies its publisher, Yau
should only run software from publishers wou trust, How can I decide what
sofbware ko run?

Click Run.

The Word document opens with the Mailings functionality activated. You may need to set the Header
Record Delimiters.

Make the required changes to the text.
Save the file, then close it.

On the Template page, click Browse, then navigate to the modified file you want to use as the
new template.

Click Upload.
Click OK to confirm your action.

When complete, the Document uploaded message is displayed to the right of the Upload button.

Click @
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Moving Templates

1. Access the Template Management page (see page 311).
2. In the Document list, select the template you want to move.

3. At the bottom of the page, in the Move to Organization dropdown list, select the organization
where you want the template to be moved.

A confirmation message is displayed when the template has been moved.

Copying Templates

1. Access the Template Management page (see page 311).
2. In the Document list, select the template you want to copy.

3. At the bottom of the page, in the Copy to an Organization dropdown list, select the organization
where you want the template to be copied.

A confirmation message is displayed when the template has been copied.

The name of the template in the new organization is Copy of <original template name>.

Archiving Templates

Templates cannot be deleted, they can only be archived. This is because they may still be in use in a
process and therefore still visible to some candidates. If they are archived they remain unchanged in
any existing processes, and cannot be used in a new process.

1. Access the Template Management page (see page 311).
2. In the Document list, select the template you want to archive.

3. At the bottom of the page, click @
Restoring Templates

1. Access the Template Management page (see page 311).
2. On the Template Management page, select Archived Documents from the View dropdown list.

TEMPLATE MANAGEMENT: EMAIL USED IN SELECTION PROCESS
1 items page 1/1
Templates in Organisation Document Type Language View
All Organizations EI Email uged in Selection Process EI Englizh (US) EI Archived Documents EI
Current Documents

3. In the Document list, select the template you want to restore.
4. At the bottom-left of the page, click Restore.
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Creating Users and Assigning Roles

The following key business rules apply to User Management:
A role assigned at organization level is propagated to all its sub-organizations

A user must be assigned Organization User Access (see page 351) at OBS Level 1 as a minimum to enable
them to use the folders and templates defined in this organization

® This rule only applies to users who only have a role at a child organization level, not at OBS Level 1.

You can create a user profile in advance and activate it at a later date

The workspace users are Advanced Workspace users and Manager Self Service Workspace users. There is
also an Email Contact user type

USER MANAGEMENT

Advanced Portal Manager Self Service Portal Email Contact 8

page 1/85 P M Goto pageEI
Filter @ Al @ Corporate only @ Local in Organisation

by  —Al- B

MlABCDEGHIJKLMMNPESTIVWMWHETLD

See more
Hame Email Type Notes
@) Admin HR hradmin@stir.ac.uk Local
©)Betriebsrat Bernd  test23@eichhofs.com Local
&) Colerman Wilizm willcolerman2013@hotrmail.co.uk Local
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Comparison of MSS and Advanced Users

The major difference between MSS and Advanced users is that MSS can only view and edit jobs where
they are on the team: Advanced users can manage any jobs or candidates in their OBS level.

Advanced users are people who are using TalentLink every day to process candidates so they have a
great range of access and control.

MSS users typically do not use TalentLink on a daily basis and do not carry out administrative tasks. The
goal is to make the MSS user's job as simple as possible, therefore they have restricted access to
approve only those things they have to, and to see only short listed candidates they need to see.

When creating a Selection Process, the option Show Managers new/open Applications controls the
visibility of candidates for MSS users. MSS users see jobs and applications only if they are member of a
job's operational team AND the application is short listed. Unlike Advanced users, MSS users typically
cannot see new applications because the application gets short listed later in the Selection Process. If
Show Managers new/open Applications is selected all applications are immediately shortlisted and as
a result an MSS user will see them.

SELECTION PROCESS
Process Information
Vorkflow name SO0OUK - Standard
Organisation Sales Demo Org UK .\g)
Description
Comment
p
Disable ]
Hide Selection process Information [
jsition Page
Show managers new/open [
applications

22l a5 Lelduil prireess T
Organisation

=]

*Required Field

@ e ®

If the previous option is not selected, candidates can be made visible to MSS users at a specific step in
the Selection Process. You can short list a candidate by selecting Short List of Candidates in the
Selection Process step setup. This means that the a candidate's file will be visible to MSS users at this
step.

Step can be
nitiated | Atany stage E

| Short List of Candidates
Decrypt candidates when step initizted
Expected output  Feedback Report El
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The Advanced Workspace is a dedicated portal for all advanced users, including recruiters, HR
consultants, and so on. Depending on their roles and rights (as set in their User Profiles), users can
access the following functionalities and/or are able to carry out the following actions using different

Apps:

Access jobs and general applications

Post jobs

Run Approval Process
Review applicants

Manage Selection Process
Contact candidates

Manage Hiring Process
Search in candidate database

Run reports

F.

Lumesse

Talant &z quisition from Lumans

Defail Advaroes

ﬂ APPS LIBRARY

Quick actions

-

ke tL ik Lhssr

Search g~

Requisitions App of a recruiter workspace user | Offer Management App
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” JORS “ OFFER MANAGEMENT
Title Approval Step Mew InProce  Grouped By: Application Status * Ungroup
. Line M
Airport Controller 'ﬁ:;;m:‘;ﬂger 1 1 Candidate Name Job Name
Area Sales Manager London Job Bpproved 3 0 Offered
i Jan Zevenhuizen Administrateur
Area Sales Manager London I;ne Manlager 0 0
PRro S George Flanagan Pre-Sales Consultant
Area Sales Manager London E”E Manlager o0 Rene Zoeteman Pre-Sales Consultant
OpF Oy
Line M Remmelt Mout Pre-Sales Consultant
ine Manager
frea Sales Manager \Warsaw Approval 0 0 test Demao Kevin Test demo 3
Assistant HR. Manager Job &pproved 10 7 Mally Kevin Project Manager
Assistant HR Manager Line Manager 1 5

Approval

a?
b2le page 1 M4Pp 105 paget

Tasks App of recruiter workspace user Reporting Apps

§ TASKS
Due Date Title S@; APPLICANTS IN STAGE
270172011 Approve step Business Line for
24/01/2011 Availability Define CUReyiew
Your Interview with Rhona Stey
e » i Intarview
16122010 Update Line Manager Approva
Your Interview with Eryk Hunt
Your Interview with Steve Geor
Extend contract for Lisa Karlow
Your Interview with Lynne2 Gla - r==ning
Your Interview with Jonathan G
08/04/2010 Approve Timesheet: Legendre ™ Sl
£

M4 b 105 page 1
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Manager Workspace

The Manager Workspace is a dedicated portal for hiring managers, job approvers and local HR. These
users have restricted access to certain features and to candidate files; they can only see job openings
where they are members of the Operational Team, and they can only see short listed candidates
assigned to them during the Selection Process. With this portal they can:

Manage their own jobs
Review short listed candidates

Perform steps in the Selection Process

Manager Workspace users may use Apps such as Requisitions, Upcoming Interviews, Tasks, New
Messages, Starters/Leavers and Timesheets to accomplish their assigned duties or deal with day to day
jobs.

. TalentLink User Help Centre ., Preferences Logout
Talent Acquisition from Lumesse Search | g -
homepage &l
- L
+ Home | Al 5 LJ Last Visited
+ Jobs
New Job Due Date & First_137 Last_137
Communication Centre -
Title Approval Step InProcess New Al 30/03/2011 m  Technical Services Manager
Reporting Technical Services Manager Line Manager Approval O 0 2 Al wm Architect
Settings Software Develaper Line Manager Approval O 0 1} m Data Analyst
Quick actions Sales .Ass\stant Job Approved o 0 1 m  IT Administrator
= Recruits for February 2010 Line Manager Approval 2 [1] 2 ik First_136 Last_136
. I Project Mar:qer {London) HR Approval o 0 [ < — & Fist 113 Last_113
Advanced Search HdPb 205 paget H4P 105 o2 .
~ P v # wmy Recruits for February 2010
b & Frst_108last 108
‘ ey b i Fist_107 Last_107
Title From Senc Action  Status
- s A
First_147 Last_147 just applied for the job IT System Talentink 0 Select  Submitt
Administrator
Select  Submitt
First_141 Last_141 just applied for the job System Talentink 2 Select Submitt
gi: rlvdljgager Approval for Technical Services Manager is 4 et Submith
Reminder Resume Review - recruiter for Alex Cosme TalentLink User 2 [%
Application v
< b £
HdP 3 T pagel H4b5 % pa
- Lo ]
Candidate Name Job Title Planned Starting Date Planned End Dat Grouped By: Event Start Date ¥ Ungroup
Last_137First_137  TechnicalServices a4y 31032011 Candidate Name Event Time Loc
Manager
i i Mo records found.
Last 136 Frst 136 Jeomiaa Senvices g0 n0qg 31/03/2011
Manager
<
Kd4P5 S paget
HdPb5 % pagel

The tasks that a Manager Workspace user can carry out include:
Restricted Access to My Jobs/My Short Listed Candidates (submitted to them by the recruiter)/My Tasks
Propose simple task-oriented navigation with no training needs
Create jobs
Participate in and follow the Job Approval Process
Participate in and follow the Selection Process (CV review/Interview, and so on)

Participate in and follow the Hiring Process
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Email Contact

During the course of the recruitment process, users need to communicate with other internal users
(Recruiter and Manager Workspace users) and also with third parties/external actors. These actors
receive tasks by email and are asked to provide feedback.

External actors who participate in the recruitment process are stored and managed directly in the
system as Email Contact Users.

Email Contact users can:

Participate in the Selection Process (CV review/Interview, and so on)

Participate in the Hiring Process

Creating Advanced and Manager Workspace Users

An administrator can:

Create new users and define default login credentials
Create bulk users from an Excel file (for more information contact your TalentLink consultant)

Communicate the login details and activation link to an end user
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To create a new user:

1.

From the Settings section of the left dynamic menu, select User Management.

Home

Jobs

Candidates
Communication Centre

Reporting

Configuration

Learning

Performance Management
Development Planning

Time Sheet

Settings

v Forms & Questionnaires

v Communication Templates

v System Administration

v ser Management -{b

v Workspace Management

m

Workspace users, Manager Workspace users and Email Contact users.
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2. Click @ to create a new user.

3.

USER MANAGEMENT

Advanced Portal Manager Self Service Portal Email Contact

Advanced Search

Users in QOrganisation

~% Organisation Name E e b M Gotopage EI

User Name User Name
= Abate Paolo ¥ Agency Andraghetti agency
= Abbot Paul = Akinawa Miguel
=] Abt Michael (EVO) = Alden Sandy
=] Abt (Evonik - Recruiter) Michael = Alex Aric
¥ Abu Naemeh (AlMansoori) Firas Mot assigned ¥ Alex Steave
=) Administrator Angus = Alié Macho

@ .z z:aﬂ

Complete the User ID fields.

Create a New User

User ID
Employee g)\ ®
First Mame N
Last Mame ’
Email ’

User Information

Portal to use @ Advanced User () Manager Self Service
Iser Activation Send activation request to email EI
Login ’

Language English (UK)  |=|

Date and Time Format  dd/mmbyy El * hh:mm El N

* Required Field

| Create User | |Canu:e||
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4. Select the portal and specify whether to send the activation request to the user.

@® Send activation request to email - The user receives an activation email in their personal email
inbox. This email contains an activation link. On the Activation page they are asked to provide a new
password and a security question and answer.

@® Activate user later - The user is created, but the account remains inactive until you activate it
manually.

@® Activate user now and send email notification - The account is activated instantly and a notification
email is sent containing all the details the user needs to connect. If you do not want to send a
notification email, select Activate user now without sending email notification.

@® Activate the user now - The system displays the login information fields, and you must define the
login name and password for the new user. These fields are not available if you choose to send the
activation request to the user.

5. If you activate the new user (with or without a notification email), you will need to:
Define the Login name and Password
Select the communication Language to be used when sending emails relating to user accounts
(password modification, account activation, and so on). This does not affect the language displayed on
the log in page as this is determined from cookies stored on the user's computer, or from the language
used for their internet browser (where no cookies are stored).
Select the Date and Time Format that is used in all fields relating to dates, interview sessions, and so

on

® For security reasons, password rules may be enabled (for example, 8 characters minimum).
Password rules are defined by the company in accordance with the customer’s requirements. Click
Password Rules for more information, or click Generate Password to create a password
automatically.

@® Users can change the Language you selected in their User Preferences (see page 339).

6. Click Create User.

The main User Management page is refreshed and the new user is available in the Users list. Unless you
selected Activate User now, a new user is initially displayed in the Inactive User list until the account is
activated by the user or the administrator.

A newly created user will not have any roles or rights assigned to them, so you will do this next.

Creating or Editing a User Profile

A user’s profile defines the combination of roles they are assigned in specific departments, in
accordance with the company’s needs. For new users, you can define a new User Profile and for
existing users, you can edit their User Profile.

1. Select the user's name from the User Management page to access the User Profile. The User
Information page is displayed.
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® If you create a new Advanced user, this user is first displayed in the Inactive Users list in the
Advanced Workspace. If you create a new Manager Workspace user, this user is first displayed in
the Inactive Users list in the Managers Workspace.

USER INFORMATION
User Information
i Settings:

Last Name Cunningham Please select (=]
First Mame Rebecca
Errail rcunningham@hotmail.com
Login rcunningham
Employes \J\ @
Communication . "
Janguage _Engllsh wky =] _
Portal to use @ Advanced User ) Manager Self Service
User status Inactive Enable User Reassign Jobs to other User
IJser must
change
password at O
next logon
Mobile Access

2. If you previously selected Activate User Later, you can Enable User now to activate their account
or leave this till you've completed their account settings.

3. Specify whether the User must change password at next logon.

4. If mobile access is switched on (via Company Configuration), select Mobile Access if you want this
user to be able to access the mobile version of TalentLink.

5. To reassign jobs from this user to another, select Reassign Jobs to Other User (see page 344).
6. Define User settings using the Settings dropdown list.

Define User Preferences (see page 339)
Specify the user details in User Data (see page 341)
Configure Event Notification (see page 342)

When you have activated this user and assigned a role, two more options will appear in the Settings
dropdown list:

Define values for job creation using the Personal Job Template (see page 341)

Activate the Mail Gateway (see page 343)
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10.

11.

Click Assign Role to assign new roles to the user (see page 347).

Assigned Roles

Action Role Company/Organisation

@ Basic access Sales Derno Org UK

@ Employee Sales Demo Org UK

Assign Role | | Copy User Profile @

Lumesse

Expiration Date (if any)

(dd/mm/yyyy)

[.]

Click @ in front of a role to delete roles assigned to an organization (see page 352).

Use Copy User Profile (see page 338) to copy another user's profile to this user. This assigns all
the same rights to the selected user, but does not remove any roles already assigned to them.

Only the GSA can carry out this action.

In the Security section, click “= to add document security rights (see page 345)

This option is only available if the document security settings are already configured in Organization

Management.

Set the named access roles (see page 351)

A GSA can click Become this user to log in as this user, for example, if you need to give support to this user

by checking their account. Local System Administrators can use this functionality, but only for users

assigned rights in the same organization as themselves.

@® This feature is only intended to provide support by enabling you to test the roles and rights settings

of a user. It must not be used to perform recruitment actions on behalf of a user.
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Copying a User Profile

During User Profile set up, you can use the Copy User profile functionality if an existing account has a
profile that matches the requirements for a new user.

1. On the User Information page, in the Assigned Roles section click Copy User Profile.

Assigned Roles

Action Role Company/Organisation
. X] Advanced User Sales Demo Org UK
\ X] Basic access Sales Demo Org UK
l X] Employes Sales Demo Org UK

Assign Role | | Copy User Profile | | a:"

2. The Quick Search page is displayed. Enter the required criteria then click Search.

Search

Ilser Mame Lars

Ermail

Qrganisation All ¥
| Search | | Clear| | Cancel |

3. Click Select next to the User whose profile you want to copy.
Select User
Filter

User Name [ars .
®

User Name User Name

™ select Almgren Lars
¥ select Eichhof Lars

The profile of the selected user is copied into the new User Profile.
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User Profiles Update

User Profiles are updated as a batch, which is launched every 20 minutes.

When you edit a user profile the modifications are displayed for this user only after the batch is
launched.

1.

4.'\’
To activate the changes immediately, click "=/ in the user's User Information page.

User Preferences

1.
2.

On the User Information page, select User Preferences from the Settings dropdown list.
Enter details as required then click Save. The main fields are described here:

Preferred date and time format ensures that all dates in TalentLink are shown in this format.

Preferred Language sets the system language so that all forms and communication templates will be
delivered in this language if translated versions are available. (The user's login page language is separate
from the system language and is determined from cookies stored on the user's computer, or from the
language used for their internet browser if no cookies are stored.)

Preferred Currency sets the currency used on jobs and offer forms.

Preferred Timezone is essential to ensure that the time used on interview scheduling is clearly indicated
to the candidate or other interviewers when dates and times are booked.

Week starts on defines how a user's calendar is displayed. The selected day will be the first day shown
when using any of the calendar popups in the system.

The Preferred Communication Channel settings specify how you would like to be notified when an action
is required from you. By default this is in the Communication Centre, however if you also want to be
notified about job approvals, select this option. Email notification is useful if you want to be able to
approve jobs using email without needing to login to TalentLink. For more information see the Job
Openings chapter in the TalentLink User's Guide.
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The Email signature and Letter signature fields define the signature files used in your communications.
For more information about creating signature files, refer to Managing Candidate Communication
Templates (see page 310).

User Preferences

User Mame: Cunningham Rebecca
Email Address rcunningham@hotmail.com

Communication

Preferred date and time format  dd/immiyyyy [=] = hh:mm ™
Preferred Language English (UK} El

Preferred Currency Flease select E'

Ermail Address rcunninghami@haotmail.com

Mobile phone

Preferred Timezone Europe/Paris E'

[C] Motify me whenever time on my computer is different then time in a timezone I selected
GMT offset is +01:00 (standard time) and +01:00 (Daylight Saving Tirme)
Daylight Saving Time begins on 31/03/2014 at 01:00 The clock is set to go forward 1 hour at this time

Veek starts on Monday =]
Preferred Communication ChannelYICommunication Centre MlEmail
Ermzil signature Company Default {Corporate o ’_ )(1_@
Letter signature Company Default (Corporate o ( & i X _@

The Meeting Information section defines default meeting information.

Meeting Information

(»

Main working location

Default Meeting Duration Please select E'

Default Pause Duration Please select E'

Meeting Confirmation Format Email E'
Default Meeting Reminder ]

Main Working Location is used when meetings or interview sessions are created. Before you can select a
main working location, it must be defined in Location Management (see page 227).

Default Meeting Duration specifies the length of time for a meeting.

Default Pause Duration specifies the break time between meetings, which is useful when a user is setting
up several meetings in one day.

Meeting Confirmation Format sets how the user would like to be notified. Vcal sends a calendar invite to
both the interviewer and the candidate, which they can add to their personal calendars.
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Default Meeting Reminder enables a reminder to be sent.
Branding
Assigned Branding UK - Lumesse (2014) ¥

* Required Field

| Save | Cancel

Assigned Branding enables the user to set the branding they see when they log into TalentLink.

User Data

1. On the User Information page, select User Data from the Settings dropdown list.

IUSER DATA
User Data
User Administrator Global
Email adrienne. b@lumesse.com
Title Global System Administrator of First slice
Department Lumesse ML
Fhone +316510994318
Fax +310876087806
Date of Birth 1474014
Emergency Contact Tim Jones

2. Enter the required details. The available fields are defined in Corporate Configurable Field
Management (see page 74).

@® These fields can be used as merge fields in Email or Word Templates.

Personal Job Template

The Personal Job Template is used to make the completion of a requisition as simple as possible for

infrequent users like hiring managers. These users often find it difficult ot remember all relevant data
for requisitions if they do not recruit throughout the year. The template enables a manager to store
their personal default settings, such as their preferred location. When used in conjunction with Team
Member templates and Rate Card templates, a requisition can be almost entirely auto-populated.

1. On the User Information page, select Personal Job Template from the Settings dropdown list.
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2. Select the Organization and the Recruitment Context (Permanent or Contractor) for which you
want to pre-define values.

3. Pre-define information for the job opening page, then click Save.
Edit Personal Job Template

Using format defined in Organisation | DACH [=]
Using recruitment context @ permanent © Contractor

Administration

Location Disseldorf
Country Germany E
Region Morth Rhine-Westphalia E

German Locations  Dusseldorf ||
Job Salary Band 3 [l
Functional Area Select [=]

Contract

Mumber available 2

Agreement Type Permanent contract El

Salary 40000 - 50000 EUR [+] per vear [+]
Schedule Type Full Time El

The user will have these values already pre-filled when they create a job for the selected recruitment
context in the specified organization.

Configuring Event Notification

TalentLink tasks, messages and new candidate applications are all examples of Events. The Event
Notification system can trigger alerts to the user's email when an Event is received.

1. On the User Information page, select Event Notification from the Settings dropdown list.
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2. Activate the Event Notification and select other options as required, then click Save Event
Notification.

Event Notification Configuration

Event Notification Configuration
Settings
Event Motification Activated

* Deactivated
Send notification of new activity on my Talentlink ®'Once 3 Day
Every hour (Mon-Fri/08:00 AM-07:00 PM)

Please alert me for

Mew Candidates linked to rmy Job Vacancies

Mew Messages received in my Communication Inbox
Mews Timesheets

* Required Field

| Save Event Motification | | Cancel |

Activating Mail Gateway

An Email Gateway enables users to automatically create a candidate from an email in their inbox. You
can only activate the Email Gateway after the user is activated and a role is assigned.

1. On the User Information page, select Active Mail Gateway from the Settings dropdown list.
2. Enable the Email Gateway.

Email Gateway Setup

Email Gateway Status Enabled '® Deactivated
Authorised Sending Email Addresses Sequential Creation of Candidates
Ermail address 1 p.abbot@lumesse.com

Ermail address 2
Ermail address 3

Settings for new candidates created via Mail gateway

Link to Poal Select v
Sourcing Channel Type Talentlink

Sourcing Channel Mame Email Gateway

DDDECT;JHH;II_I_E:guage of the Attached German v

* Required Field

| Save | | Cancel |

3. Set up to three authorized sending email addresses. These are the email addresses permitted to
forward emails to the email gateway.

4. You can also select Sequential Creation of Candidates for each email.

This feature enables the system to create candidates as numbered candidates, using the recruiter login ID
plus sequential numbering as the last name.

5. Enter other details as required then click Save.
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Reassign Requisitions to Other User

If a user leaves the company or goes on vacation, you can reassign all their job openings to another

user to ensure that the process is continuous.

1. On the User Information page, select Reassign Jobs to Other User.

USER INFORMATION

User Information

User must change
password at next

logaon

Maobile Access

Last Mame Collis

First Mame Jason N

Errail jason.collis@guardian.co.uk

Login recruiterj

Employee Halliday , f Liza } { POO04E )

Communication ' *

Langusge _Engllsh uK)  [+] _

Portal to use @ Advanced User ) Manager Self Service
User status Active Disable User

Settings:
Please select E'

Q®

Reassign Jobs to other User

Reassign Adhoc Reports

The Reassign Job Openings to Another User page is displayed.

Reassign Job Openings to another user

User Colis Jason
Reassignment

Reassign Recruiting Teamn Member for all Job Openings in
University of Arts
Universicy of Arts = Administration

University of Arts > Aduks and Communities

University of Arts > Adults and Communities >
Adult Social Services

Universicy of Arts = Chief Executives Office
University of Arts = Children and Education
University of Arts = Community Service
University of Arts = Corporate Resources
University of Arts = TTS = Recruitment
Reassign Operational Team Member for all Job Openings in
University of Arts
University of Arts = Administration

To
Mo
MNo
Mo

Mo

MNo
MNo
MNo
Mo
Mo
To
Mo
Mo

user
change
change
change

change

change
change
change
change
change
user

change
change

Select User
Selact User
Select User

Select User

Select User
Select User
Select User
Select User
Selact User

Select User
Select User
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2. Click Select User to specify which user to reassign jobs to.

USER MANAGEMENT

Advanced Portal Manager Self Service Portal Email Contact

Advanced Search

Users in Organisation

 Organisation Name = 605 items found page 1/38 P M Goto page [=]
ABCDEFGHIJKLMNOBERSTI UV W
¥ ZEMHDIOCMY Active users Inactive Lsers

User Name User Name

= Abate Paolo ¥ Agency Andraghetti agency

= Abbot Paul = Akinawa Miguel

2] Abt Michael (EVO) 2 Alden Sandy

=] Abt (Evonik - Recruiter) Michael = Alex Aric

¥ Abu Naemeh (AlMansoori) Firas Not assigned ¥ Alex Steave

¥ Administrator Angus = Alié Macho

3. Select a user to reassign job openings to. The page closes automatically after selection.

® Atthe bottom of the page you can specify whether this reassignment is for Active Job openings
only or for All Job openings (this includes archived jobs).

® Apply these rules on  * Active Job openings only ¢ Al Job openings

Adding Document Security Rights
If Document Security is configured in Organization Management (see page 35), you can grant users

document security keys. These keys give a user rights to lock documents in a candidate file and to
open locked documents.

1. To add a key to a user's profile, on the User Information page, click “== in the Security section.
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2. Select the Organization Dimension for which this user needs to be able to lock and unlock
documents, then click Save.

Matrix-Attribute auswahlen

Benutzer DIERKS vDoris
OrganisationsgroBe
Betriebsrat Key [fv'] Assessment results [fv] Document Security Levels [z.w]
BR Verschlsselung - SHL - General Access e
HR Access
Document Security [fv] Document Security [fv']
HR Security " HR Security -

Speichern Speichern & MNeue Liste erstellen | | Abbrechen

You can edit the rule or delete it by clicking @@ as required.

Security
Action MD1

(%) e BR Verschlsselung/SHL/General Access-HR Access/HR Security/HR Security
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Assigning new Roles

Normally, roles are assigned to selected organizations within the organization chart structure as this
reflects the design of the security model. For example, if a user is granted the Standard Recruiter role
in ABC organization, they can view/create jobs only for that organization. To enable a user to carry

out the same actions for another organization within the company, you must assign the role separately

for each organization.
1. On the User Information page, In the Assigned Roles section click Assign Role.

Assigned Roles
Action Role Company/Organisation Expiration Date (if any)
) (dd/mm/yyyy)
I\Z'C_:J Basic access Sales Dermo Org UK
B (dd/mm/yyyy)
Q(.) Employes Sales Demo Org UK
| |.i‘xssign Role | | | Copy User Profile |

2. Select the Role from the dropdown list.

Assign Additional Roles

User Information

Last Mame  Cunningham
First Mame  Rebecca
Ermail rcunningharm@hotrail.com
Assign Additional Roles
Role
Advanced User EI
Department
% Organization Name E

L3

4 [fJExplore =
S Accelerator US
s Accounting
> ACE Job Llbrary
—

m

3. Use the Organization incremental search or the Chart tree to select the organization in which this
role should be active.
4. Click Assign Role.

The Role appears in the User Profile Assigned Roles list along with the organization information.
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Normally the short organization path is shown, displaying the level 1 node name and the assigned
department name. However, a tooltip displaying the full path is available.

After updating a user’s profile, the changes are not instantly available. You can wait for the automatic
, I (o0,
update or update the profile manually by clicking “==~.

4.'\’
& s only available if a user has roles in fewer than six different organizations.

You can also define an expiration date for each role. This is useful if users need to take on a role
temporarily, such as when another user goes on vacation.

5. Enter the date manually, or use the calendar feature.

Expiration Date (if any)

[ ]

Description of Standard TalentLink Roles

Basic Access

View users in the organization and send them communication items
Access the Communication Centre

View and use templates in the organization (but cannot edit templates)
Contact candidate via email

Request link to pool

Create/edit/delete corporate library documents

Link candidate to a job

Hiring Manager MSS

Access job opening list from the left dynamic menu

Use templates on application level

Use/create/delete corporate library templates

View and update cost tracking for candidate

Update documents for selection (questionnaire, feedback report)
Manage candidate profiles in job openings
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Edit job description

Edit job opening (headcount data as well)
Send job summary via email

Update candidate application status
Assign candidate to interviewer

Set offer as declined

Act as operational team member
Manage sessions

Submit offer conditions

@® The Hiring Manager MSS cannot create candidates, link candidates to a position, view candidates
from the right dynamic menu, view job advertisements, or see Candidate Matching or Timesheets
tabs.

Access Our Standard Reports
Access Our Standard Reports from the left dynamic menu ('Our' means organization level e.g. Our
Applications per Contract Type)

Access Reporting Apps

View all reports the user has access to on the Workspace

Access to Live Listings

View all Live Listings reports

Access to My Standard Reports
Access My Standard Reports from the left dynamic menu e.g. My Job Openings per Contract Type

Manage Homepage - Configure Workspace

Ability to resize windows and configure apps (see page 350)
Add/remove apps
Can reset the original WorkSpace

No access to Workspace library

Standard General Application Recruiter
Complete control of General Applications (similar to Standard Recruiter but for General Applications - see
next item, Standard Recruiter)

Standard Recruiter
(Complete control of requisitions)
Access the Communication Centre
Access Selection and Hiring tabs
Access candidate list from the left dynamic menu

Access job opening list from the left dynamic menu
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View templates of the organization (questionnaires, contracts, emails)
Access to all tabs of a requisition

Create and view candidate file (but cannot delete)

View and create costs related to an application
Create/edit/delete corporate library documents

Edit a questionnaire on the fly

View and manage candidate packs

Access and manage job openings

Post to internal and external career sites

Link candidate to job openings

Post to a job board

Post to an agency

Create/edit job advert

Delete job advertisement and the Application Process associated with the advertisement
Edit job description, people in charge and headcount sections
Update candidate application status

Set applicant as Hired/Offer Accepted/Offer Declined

Assign candidate to interviewer

Request and define contract extension

Act as operational team member, act as person on charge
Write an offer/contract

Submit, perform and close Selection Process steps

View all Applications in Candidate Overview in all Organizations (optional)
ability to able to see a candidate's applications in other organizations of the environment (organizations
where the user has no roles). In this case the user can display the position name but cannot click to open it.
This role was introduced for security purposes (RPQ's).

Managing Homepage Roles and Rights

Manage Homepage is a set of roles and rights that relate to Homepage management. The following
roles are based on superiority - a superior role includes the rights of an inferior one by default.

o+

S

'GE) Manage Homepage - Configure Windows Resize and move the Apps available on the

o 1 Homepage.

< Manage Homepage - Configure Apps All rights listed above plus access to Apps
configuration (visible columns, actions, and so
on).
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Manage Homepage - Configure Workspace |All rights listed above plus the ability to
add/remove Apps from the Homepage using the
Workspace Library. This role can also create
new versions of Apps.

Manage Homepage - Configure Multiple All rights listed above plus the ability to
Workspaces configure multiple Workspaces.

Sharing Workspaces

A separate role is dedicated to workspace sharing. The Manage Best Practices Workspaces role enables
a user to share workspaces with other users through the Library and modify shared workspaces.
Changes are made immediately and the altered workspace is available in the Library. Owners may also
stop sharing workspaces. The Manage Best Practices Workspaces role is granted to all GSA users by
default.
Sharing Apps
Users who have the following combination of roles can share Apps:

Manage Homepage - Configure Apps

Manage Best Practices Apps

Organization User Access Role

If you grant an operational role to a user, for example, as a recruiter or hiring manager at
sub-organization level only, you should also add the Organization User Access role (Role 112) at
organization level. This role allows the user to access any shared information (folder, templates) that
is only defined at organization level. The Organization User Access role contains the following rights:

Access Candidate File

Access Employee File

Access Candidate via Pool

Access Employee via Pool

Use Templates (questionnaire, résumé, interview report, email, Word mail merge)

Use Pools

Setting Named Access Roles

For each user, you can set Named Access for Jobs and/or Candidates.

Named Access specifies which additional rights, defined in the Role granted through Named Access,
this user has for jobs and/or candidates that they would not normally be able to access.

For example, a user has rights only in a certain department, but they receive a candidate file
belonging to a different department in their Communication Centre. They can access this candidate
file based on the Named Access Role defined in their Profile; actions allowed for this item are defined
by the additional role.

@® This functionality is only available if Named Access is activated at Company Level (see page 12). Here, an
administrator can define the general rule, which can be edited at the level of each user.
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1. On the User Information page, in the Named Access Roles section select the roles from the
dropdown lists.

Named Access Roles

Role to use when receiving Job Opening  Standard Recruiter EI Role to use when receiving Candidate

® You must select the Named Access Role for Job Openings and for Receiving Candidates separately.

Deleting a Role

1. On the User Information page, click k.)_() in front of the role, assigned to a specific organization,
that you want to delete.

Assigned Roles
Action Role Company/Organisation
| X] Advanced User Sales Demo Org UK
I X) Basic access Sales Derno Org UK
! X) Employee Sales Dermno Org UK

Creating Email Contact Users

1.  From the Settings section of the left dynamic menu, select User Management.
2. On the User Management page, select the Email Contact tab.
3. Click & then select Add Email Contact User.

USER MANAGEMENT

Emal Contact &
Add Ermail Contact User
Add Email Contact User fjr%m WCard
Import Address Book
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The Define Email Contact page is displayed. Here you can enter all the new user's details.

Define Email Contact

Email Contact Information

First Mame " Task Delvery  Send consclidated tasks daily EI
Last Mame
Ermail
Maotes
4
Characters left: 1000
@ Corporate @ Local in Organisation

Type — All— [=]

* Required Field

List Of Organisations

(] Accelerator US (] Accounting (| ACE Job Library

IZ| CLIENT 2 IZ| Cloudator IZ| company IT

[C] continental [C] pACH [C] panmark

[C] Division B [C] pivision C [C] Division D

(] Falck (] Far EasTone (] Ferrero

(] First Eden Nordic (] First of Sweden Q Fujitsu
Salect Al (] Uoyds Pharmacy [C] Lotus Bakeries [ Lumesse
Deselect Al [C] Malaysia [C] Met Office (] NO: Demo 1
I [Tl NO: Demo 2 [Tl NO: Dermo 3 [C] NO: Veidekke

4. Enter the details as required.
5. Decide whether this Email contact type is Corporate or Local (if Local, select the organization to
which the user belongs).

6. If you want to create a Corporate Email Contact user, select the organization in which this user
will be active from the List of Organizations, or, if the user needs to be active in all the
organizations, choose Select All.

7. Click Save & Close to add the Email Contact user to the list and make them available in all
selected organizations.

® You cannot create an Email Contact user with the same email address as an existing user (active or
inactive Email Contact, Advanced Workspace or Manager Workspace users). If you try, an alert
message is displayed and the Email Contact user is not created.

Adding an Email Contact User from a vCard
Currently, you can import existing Email Contacts from your Microsoft Outlook account. You can

upload vCards from your computer to automatically complete the fields in the Define Email Contact
page when you create an Email Contact user.
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Uploading a vCard

You must first perform an export from Microsoft Outlook to your computer.

@® In this description Microsoft Office Outlook 2010 is used.

1. From your Microsoft Outlook account, search for a person then click Add to Contacts.

Tim Jones

| =

Solutions Consultant
General |Drganization | PhoneMotes | Member Of | E-mail Addresses
Mame
First: Tim Initials: Last: Jones
Display: Tim Jones Alias: jonestl1
Address: Tempus Court, Onslow »  Title: Solutions Consultant
Street
= Company: Lumesse UK Ltd (UK GUI)
City: Guildford Department: Sales - UK & Ireland
State: surrey Office: 1K Guildford
7ip code: GU1 455 Assistant:
Country/Region: Linited Kingdom Phone; +44 7789 394331
| Add to Contacts ]I Actions
Ok ] [ Cancel Apply
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Tim Jones - Contact

g
B9 ™+ ¥ |5

m Contact

Insert Faormat Text Review

l i x Save & New = | @ 5 E-mai ggﬂ @] @ - Categorize ~ 35“" )
L%"-:]F::|r1.|\rarl:1v %Meeting f) {\ ¥ Follow Up ~ — \
Save & Delete Show Address Check | Business Picture ) Update | Zoom
Clase @ OneMote - E% Mare = Book Mames Card - Eﬁ Private
Actions Communicate MNames Options Tags Update | Zoom
Full Name... |Tim Jones — Tim Jones
) { 3 Lumesse UK Ltd (UK GUIT)
Company: |Lumesse UK Ltd (UK GUIT) ,i' Solutions Consultant
Job title: |So|uticur|s Consultant Sales - UK & Ireland
44 7789 394331 Work
File as: |Jones, Tim | - 44 7789 394331 Mobile
tim.jones@lumesse.com
Internet ----oommmmmmr o
G E-mail... - | tim. jones@umesse. com |
Display as: Tim Jones
- p y | | Notes ____________________________________________________
Web page address: | | =
Eall
IM address: | | .
PROME MUMBEIS oo rmrommro s sms oo s oo s o oo s rosr o n e m oo m oo o
Business... - 447789394331 |
Home.., = | | A
Business Fax... = | |
Mobile... - | |44 7789 394331 |
F T L L
BuUsiness... - Tempus Court, Onslow Street -
Guildford ::E!
This is the mailing | surrey =
address GU1 4SS Map It
United Kingdom
-

Tim Jones [}

L

In the File menu, click Save as,then select Save as Type> vCard Files.

-
Bl a9 & % |+ Tirn Jones - Contact

m Contact Insert Format Text Review
H Save )
Tim Jones
| Save As |
I-.I:l-.-l L B tt I:Tf B t-— u -
g Save Attachments 3 Move item to a different folder
5 Closa Move or copy this item to a different
- Ld folder.
Move to
' ! Current Folder: Contacts
Info Folder =
Print
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The vCard is uploaded to your computer. The format of the file is .vcf.

Importing a vCard

Only .vcf files can be imported as Email Contact users.

1.
2.
3.

4.

5.

From the Settings section of the left dynamic menu, select User Management.
On the User Management page, select the Email Contact tab
Click & then select Add Email Contact User from VCard.

USER MANAGEMENT

Advanced Portal | Manager Self Service Portal Q=TS e Tad

Add Email Contact User
&dd Email Contact User from VCard
Import Address Book Lx}

On the Define Email Contact page, click Choose File then locate the vCard on your computer.
Define Email Contact

ImportVcard
IntroductionVCard

Document path | Choose File | Tim Jones . vcf

| Impnrt| | Cancel |

On the Define Email Contact page, click Import.
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The information in the vCard is imported into the Define Email Contact page.
Define Email Contact

Email Contact Information

First Mame Tim " Task Delivery  Send consolidated tazks -:IairyEI
Last Name Jones
Ermail timjones@lumesse.com
LI Lumesse TalentLinkSolutions =
Consulzant =
CompanyLumesse UK Ltd (UK —_
GUI)
DraozanisationSales - UK & i
Characters left: 785
Type @ corporate  © Local in Organisation = — All — E'

* Required Field

List Of Organisations

[C] Accelerator US [C] Accounting ("] ACE Job Llbrary
[C] Almgrens Ltd. [C] ALTANA (] Aokl
= = =

@® Based on the vCard content, the following fields are automatically populated:

® First Name

® Last Name

® Email

®

Details in the vCard such as the contact's title, company, phone numbers, address and so on, are
added to the Notes field.

6. Enter other details as required then click Save & Close to make the imported vCard available as
an Email Contact user.

Importing your Address Book

You can import the entire contents of your Microsoft Office Outlook Address book and automatically
create Email Contact users based on the information in your vCards.

Uploading the Contents of Your Address Book

® You must first export your address book to your computer as a .csv file. In this description Microsoft Office
Outlook 2010 is used.
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1. In Microsoft Outlook click the File tab, then click Options>Advanced.

Outlook Opticns -

General <27 PReduce mailbox size by deleting or moving . -
= I|l olditems to an archive data file. [ Aule e S Ellings. ]
tail
Reminders
Calendar
[ Show reminders
Contacts — .
Flay relrmnder reminder.wav | [ Browse.. ]
Tasks sound:
Motes and Journal Export i
Search ﬁ Export Qutlook information to a file for use in other
i 42 programs.
Mobile
RS5 Feeds i
Language
Advanced l &) Any R55 Feed item that is updated appears as new
Synchronize R55 Feeds to the Common Feed List (CFL) in Windows =
Customize Ribbon

2. In the Export section click Export.

Export
ﬁ Export Outlook information to a file for use in other
ﬁ programs.

The Import and Export Wizard is displayed.
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3. Select Export to a file then click Next.

Import and Export Wizard

Choose an action to perform:
Export R55 Feeds to an OPML file

Import & VCARD file {wcf)

Import an iCalendar (.ics) or vCalendar file {.ves)
Impart from another program or file

Impart Internet Mail Account Settings

Import Internet Mail and Addresses

Import RS5 Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description {
Export Outlook information to a file for use in other
programs.

| <Back | Next> | | cancel

L A

4. Select Comma Separated Values (Windows) as the format of the file to be exported, then click

Next.
i T— !
Export to a File SR
Create a file of type:

Comma Separated Values (DOS
arated Values (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Cutlook Data File (.pst)

Tab Separated Values (DOS)

Tab Separated Values (Windows)

< Back ][ Next:»][camal
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5. Select the Contacts folder, then click Next.

-
Export to a File

i ey~

Select folder to export from:

4 @ Jane.Campbell@umesse.com -
@ Calendar

{85 Contacts |

-{_J Conversation Action Settings

----- (5] Deleted Items

E Drafts

- Inbox
----- 53 Journal

{3 Junk E-mail
-{_] My Saved Mail

[ <gack [ Next> ][ Cancel |

\

6. Click Browse, select a destination folder and in the File name box type a name for the file.

=

-
Export to a File

i ey~

Save exported file as:

?"_ rs\jane.campbel

[ <gack ][ Next> ][ cConcel |

™~
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7. Click OK, then Next, then Finish.

-
Export to a File -

The following actions will be performed:

Export "Contacts” from folder: Contacts [Map Custom Fields ...

This may take a few minutes and cannot be canceled.

| <Back || Fmsh | | cancel

Importing the Contents of the Address Book

@® Only .csv files can be imported into TalentLink.

1.  From the Settings section of the left dynamic menu, select User Management.
2. On the User Management page, select the Email Contact tab.
3. Click & then select Import Address Book.

USER MANAGEMENT

Advanced Portal | Manager Self Service Portal T K] Le: o d ]

Add Ermail Contact User
Add Ermail Contact User from VCard
Import Address Book D?

4. On the Define Email Contact page, click Choose File then locate the address book on your
computer.

Define Email Contact

Import Address Book

Automaticaly create several Email Contact Users by importing an address book from your file system.
Supported file format:.csv

Docurment path | Choose File | contacts. CSY

| Impnrt| | Cancel |

5. On the Define Email Contact page, click Import.
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The columns in the .csv file related to data in the business cards in your Address Book are displayed. You
can decide which columns to import by manually mapping them to the Email Contact fields.

&

Define Email Contact
|
Import Address Book
Please map the colurmns from Address Book to Email Contact fields.
Title Do not import EI
First Name Do not import EI
Middle Marne Do not import EI
Last Mame Do not import EI
Suffix Do not import EI
Company Do not import EI
Department Do not import EI
Job Title Do not import EI
Business Street Do not import EI -
@® You can manually map columns related to the:
® First Name
@® Last Name
® Email Address
@® Additionally, you can select some columns to add to the Notes section (Title, Organization, and so

on).

6. After you have defined all mapped columns, click Import.

The columns are imported based on your configuration.
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Configuring and Assigning Workspaces

TalentLink users can switch between multiple workspaces, each containing a different set of Apps
configured according to specific needs and preferences.

Title Approval Step Mew InPro Candidate Mame Step Mame Step Status
ABMAMR.O Accountmanager Job Approved 1 1 Josg Romero Latouche Mot assigned Mot assigned
Account Manager Line Manager App 0 ] Ralph Watzon Mot assigned Mot assigned
Account Marketing Spedalist  Approval 2 1 1 Robert Miller Mot assigned Mot assigned
Active Directory Administrato Job Approved 1 2 Adam Lang Security Chedk Submitted
Administrateur Job Approved 3 2 Doug Comerford Telephone Interview  Confirmed
Administrative Assistant Approved 2 0 Swetz Joan Mot assigned Mot assigned
Administrator - Supply chain  Job Approved 5 1 Anne Blecker Mot assigned Mot assigned
An Internship Job (Test) Job Approved 0 2 Sun Cheng Mot assigned Mot assigned
Aszembler Job Approved i} 1 Rivera Diego Mot assigned Mot assigned
Assistant Store Manager Approval 1 0 0 Fomero Manuel Mot assigned Mot assigned
4| i [} 4 | 1]

1 2 3 p Pl 103% Ttems displayed: 1- 10 From: 163 P 10 o Items displayed: 1- 10

ea

Access to Multiple Workspaces is subject to specific roles and rights. Refer to Managing Homepage
Roles and Rights (see page 350) for more information.

Advanced users can create their own workspaces based on their responsibilities and the nature of the
business, for example, for Graduate Recruitment. They may also use the Best Practices Workspaces
available in the Library. These are provided by the system or defined by Admin users.

To deliver a Best Practices Workspace, an Admin user must create and then share it with others. Any
such workspace becomes available in the Library. Admins can also unilaterally assign workspaces to
selected Advanced Workspace and Manager Workspace users. Admins may also change the default
workspaces available for new users and import/export workspaces between accounts.
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Getting Around Multiple Workspaces

You can easily switch between available workspaces and access workspace settings using the
dedicated Workspaces Bar at the top of the page.

= | Recuiter Workspao [+  Onboarding Co-Ordi Learning Reports Manage Positions
Properties

) Reset '{b

7 q APPS LIBF
Delete

Search for Apps | New lob
G — Mew o

-i pPpicacion: il
7 Library | | New

.‘\

The current workspace is displayed first on the left in the Workspaces Bar.

@® Only five workspaces are displayed at a time.

Click & on the current workspace to see the available options.

Click & next to the last displayed workspace to see the remaining workspaces configured for the selected
user.

® A user can have a maximum of 20 workspaces enabled.

Workspace Configuration

1. Click @ on the current workspace button to access the Configuration menu.

Default Workspace || [~

I}g Properties
Reset
Copy
Delete
Mew

Library

Select Properties to edit the title and description, share the workspace with other users, and translate the
workspace titles and descriptions into any languages enabled for the company

Select Reset to restore the default settings of the Best Practices Workspaces
Select Copy to copy the current workspace
Select Delete to disable a workspace and remove it from the Workspace Bar

Select New to create a new workspace (see page 365)
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Select Library to access and rate the Best Practices Workspaces

See Getting Started with TalentLink in the User's Guide for further information about each option.

Creating a New Workspace

in the top right corner of each App (enable/disable

1. Click @ on the current workspace button then select New.
A new empty workspace is displayed along with the Apps Library. You can start populating the new
workspace with the required Apps.
MewWorkspace - Default Advanced Cnboarding Speciali
ﬂ APPS LIBRARY
Applications (8 ol
Calendar (7]
Candidates
DEMO
i Employee (i3]
:‘H. Job Family (4
W Jobs E
&~ Jobs (s
back to list
2. Drag and drop Apps from the Apps Library to populate the new workspace.
3. Configure the Apps using E
columns, change column order, and so on).
4. Resize the Apps using in the lower right corner of each App, and rearrange them to enhance
your workspace usability.
5. Select Properties from the Workspace Configuration menu to change the name, add a description

and supply any required translations.
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Sharing a Workspace

You can share your workspace to make it available for other users in the Library. By sharing a
workspace, you create a Best Practice Workspace.

1. Click @ on the current workspace button then select Properties.

2. Edit the details if required and translate the Title and Description to any languages available for
the account then click Save.

r

WORKSPACE PROPERTIES

Translate
Title Recruiter Workspace

Description  This is the default workspace for recruiters Default translation ID - optional

p BP_Recruiter

| | i

3. Click Share to share the workspace.
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A Shared Workspace becomes available as a Best Practices Workspace in the Library.

% WORKSPACES LIBRARY

Recruiter Workspace
Owner: System Average Rating: e
A workspace for recruiters dedicated to permanent recruitment in

corporate or RPO organisations, with a view on the applicants in
process.

Your rating

Use workspace

Recruiter CEM

Owner: Lars Eichhof CEE Average Rating: s

Recruiter Workspace Asia

m

Owner: Thompson Lau Average Rating:

12 3 p W 5% Itemsdisplyed1-5 From: 26

Create workspace

Quick fitter

All

System
Sort by -

Editing a Shared Workspace

The owner (creator) of a Best Practices Workspace can edit it.

These changes are only effective for users who start using the workspace after the owner makes the
changes. Users who are already using the workspace will not notice any alterations.

Unsharing a Workspace

The owner of a Best Practices Workspace can stop sharing it, which means it is no longer available in
the Library. However, users who were already using the workspace can still access it.

1. Click @ on the current workspace button then select Properties.
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2. Click Unshare to stop sharing the Workspace.

r

WORKSPACE PROPERTIES

Translate
Title Recruiter Workspace

Description  This is the default workspace for recruiters Default translation ID - optional

BP_Recruiter

The workspace is removed from the Library and may not be used by other users.

Workspace Management

Admin users may access Workspace Management from the left dynamic menu. There are several
configurable options:

Workspace Assighment (see page 368) assigns selected workspaces to Advanced Workspace and Manager
Workspace users

Import/Export (see page 369) exports workspaces to files, and imports them to another account

Default Workspaces (see page 370) assigns default workspaces for new users

Assigning Workspaces to Users

Admin users may impose a selected workspace on Advanced Workspace and Manager Workspace users
by assigning it to them.

1. From the Settings section of the left dynamic menu, select Workspace Management.
2. On the Workspace Management page, select the users you want to assign workspaces to.
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® Use CTRL + Click to select multiple users.

|| Assign workspace to Users Impart/Expaort Default Workspaces

Select users from the list

Advanced Users M55 zers

Select All - Select All -
AR GG E‘ Abbot (Manager) Faul El
Abate Paolo Abt (Evonik - HR. Manager) Michael

Abbot Paul Access Test

Abt Michael (EVO) &7 Ana M55 Manuta &7

Please select which workspaces will be visible to the selected users when they log in to TalentLink.

Available Workspaces - Visible Workspaces
Hires and Fermormance Kepolts

-

El

HR Admin - Setup
HR Admin -Manage Positions

HR Advisars - Sweden

T & ¥ 1

HR. Manzager EVE

3. Inthe Available Workspaces section, select workspaces and use the right arrow to move them
into the Visible Workspaces section.

4. Click Save.

® Note that a workspace must be shared to enable assignment. Unshared workspaces are not visible in the
workspace list.

Importing and Exporting Workspaces

This option is useful especially for multi-tenant customers. Administrators do not need to create
model workspaces in each account but can instead create them on one account, then export them to
files and import those files to other accounts.

1. From the Settings section of the left dynamic menu, select Workspace Management.

2. On the Workspace Management page, select the Import/Export tab.

I| Assign workspace to Users | Import/Export | Default Workspaces

Select workspace

1
Recruiter Workspace IEI Export to file!

Select a file
Mo file chosen Import from file

S pdn = Ryt Export Systern Workspaces
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3. Toexport a workspace, select the required workspace and click Export to file to save the XML file
to disk.

4. To import a workspace, browse for the XML file, then click Import from file. The imported
workspace is immediately added to the list of available workspaces.

Default Workspaces

TalentLink provides two default workspaces - one for Advanced users and one for MSS users. They are
available to all users logging in to Cloud9 for the first time. GSA users can change these settings.

1. From the Settings section of the left dynamic menu, select Workspace Management.
2. On the Workspace Management page, select the Default Workspaces tab.

Assign workspace to Users Impart/Export Default Workspaces

Default workspace for M55 users Default workspace for advanced users

My Team Izl Recruiter Waorkspace Izl EI

3. Select the Default Workspaces for both types of user then click Save.
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Creating a New Hires Plan

This section describes how to configure the New Hire Planning Management module. The New Hire
Planning Management module enables users to record the planned budgets for new hires within an
organization. TalentLink will verify whether the headcount for new requisitions is budgeted, and

assign the appropriate Approval Workflow. New hire plans are configured at sub-department level.

In the New Hire Planning Management module you can:
Create a plan for new hires
View the new hires audit log
Before you can create a plan for new hires:
The New Hires module must be activated by Lumesse resources
The New Hires module must be enabled in TalentLink (see page 27)

The Job Approval Processes for budgeted and non-budgeted headcount must be defined (see page 164)

Accessing New Hires Planning Management

You can create new hire plans at organization level. Plans can be created by Global System
Administrators, Local System Administrators and Functional Managers with rights to access to New
Hires Planning.

1. From the Settings section of the left dynamic menu, select System Administration.

2. In the Administration section, select an organization then select New Hires Planning
Management.

Administration WYZ El

Configurable Field Management

Qrganisation Properties

Process Management Check List
Pool Management - OBS Level 2 3 Select Values
- Deafault Job Workflow Junior-Mid level approval

Site Management

» ) - Deafault Selection Process Regular External
Manage Sourcing Channel List

Manage Referral Programs

Translation Management

Mew Hires Planning Management

Rating Scale
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Creating the New Hires Plan

The New Hires Planning Management page is displayed.

v v Y

EEEREEEEEEE

=

=l

e el e

SandBox
5G Dema
South Africa
SquareOne
TimBur Ltd
TLT Solicitors
to be deleted
LK Verticals
University of Arts
West Sussex County Coundil
Wiener Stadtwerke
XYZ
[=] | Accounting & Finance |
[=] Information technology
[=] Marketing and Sales

F 2

m

|| Mew Hires Planning | Audit Logs

Select Year | 2013 - |

@ There is no plan. Do you want to create one?

Plan Qualifier = Functional Area

Izl 'Create New Plan

Each sub-department within the OBS can have one New Hires Plan for the year. The dimension of the
plan is based on an LOV.

1.

2.
3.
4.

In the organization tree, select a sub-organization.

i v v Y

v

[

DEEEIEEPEEEE

=

e el e

SandBox
56 Dema
South Africa
SguareOne
TimBur Ltd
TLT Solicitors
to be deleted
LK Verticals
University of Arts
West Sussex County Councl
Wiener Stadtwerke
¥YZ
[=] | Accounting & Finance |
[=] Information technology
[=] Marketing and Sales

-

m

|| Mew Hires Planning | Audit Logs

Select Year | 2013 - |

@ There is no plan. Do you want to create one?

Flan Qualifier = Functional Area

I'—W
Izl Create New Plan

Select the Year for which you want to create the plan.
Select the plan dimension from the Plan Qualifier dropdown list.
Click Create New Plan.

Page 372



Lumesse

The New Hires Planning section displays a monthly view of a calendar year.

Mew Hires Planning Audit Logs
Select Year | 2013 -
Flan Qualifier January 2013 February 2013
Functional Area Izl Budget Uszed External | Available = Budget Used External
ml o 0 0 0 0 0 0
Marketing 0 ] 0 ] 0 ] a
RH o 0 o 0 o 0 0

5. Update the plan with the headcount budgeted for new requisitions. This is described in the next
topic.

Updating the New Hires Plan

When the New Hires Plan is in draft you can update:
The dimension
The external headcount values
The budgeted headcount values
If you change the dimension of the draft plan the budgeted headcount data will be deleted from the
plan.
When the New Hires Plan is activated you can update:

The budgeted headcount values, if the new budgeted headcount is more than the used value plus the
external value

The external headcount values, if the new external headcount is more than the used value plus the
budgeted value

The dimension can be changed if the plan is not is use

You cannot change the plan to an editable draft format once the plan is active and in use.

1. After creating the plan (see previous topic) update the following fields with the new hire monthly
budgeted headcount:

Budget - For requisitions raised within TalentLink and outside of Talentlink

External - For requisitions raised outside of TalentLink
2. Click Save.
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The plan is saved as a draft.

Click Activate to activate the plan.

The plan shows a month by month view of headcount budgeted, the headcount used and headcount still

available.

Viewing the Audit Log

The Audit Log for the New Hires Planning Management module provides information on:

When the plan was updated
Who updated the plan, which month and field they updated
Which dimension of the plan was updated

The status of the plan

To access the Audit Log:

1.
2.
3.

5.

From Settings, select System Administration.
In the Administration section, select an organization.
In the organization tree, select a sub-organization.

The New Hires Planning section is displayed.

Select the Audit Logs tab.

Mew Hires Planing Audit Logs
Year Marith Plan Qualifier Plan Qualifier Value
2012 ¥ = || Please select ~ || Job Function: ¥ = || Admin and Clerical X -
Update Date pdate user Maonth Plan Qualifier Value Budget External  Hire Plan Status Log Type B
21/08/2012 09:49  Sara Watson August Admin and Clerical & 1 Draft Value Changed
21/08/201209:48  Sara Watson December  Admin and Clerical 0 ] Draft Value Added
21/058/20120%:48  Sara Watson Movember  Admin and Clerical 0 ] Draft Value Added

Select values from the following dropdown lists to filter the information displayed in the log:

Year
Month
Plan Qualifier

Plan Qualifier Value
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Managing your Sourcing Channels

Sourcing Channels are what candidates use to apply for jobs and thereby enter your database. This
could be via social media, a newspaper advert, a job board, or a corporate website. TalentLink
enables end users to manually create Sourcing Channel Names in the Candidate PIF, and also in
emailed job adverts. This can result in duplicate entries for the same Sourcing Channel,
inconsistencies in naming, and spelling errors. These duplications, inconsistencies and errors affect
reporting accuracy.

The Manage Sourcing Channels List functionality enables the GSA/LSA to maintain an accurate list of
Sourcing Channels.

Accessing the Manage Sourcing Channels List

To manage Sourcing Channels list you will need the permission '623 - Manage Sourcing Channel List'.
This is assigned to the GSA/LSA role and to the Functional Manager role.

1. From the Settings section of the left dynamic menu, select System Administration.

2. From the Administration dropdown list, select an organization then select Manage Sourcing
Channel List.

Administration Sales Demo Org UK El

Configurable Field Management

Qrganisation Properties

Process Management Check List
Pool Management - OBS Level 2 & Select Values
Site Management - Default Job Workflow SDOUK - default approval
- . - Default Selection Process SDOUK - Standard
Manage Sourcing Channel List I
- Default Onboarding Process Mone

Manage Referral Programs
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The Manage Sourcing Channel List page is displayed.

MANAGE SOURCING CHANNEL LIST

Crganisation Sales Demo Org UK EI
Filcer on
Agency = page 1/2 P M 1[5]
Sourcing Channel Mame
[C] ACS Agency [C] Adecco [] Agency 1
O] Agency A [C] Agency B [ agency Xy
[ Agentur X [[] Broadbean [T Bureau XvZ
IO caribou agency ] Demo Agency [ Demo Agency portal
[[] Edissero [E] Email application [F] First Referral Portal
) ) ' FR - Cabinet de
[ First RPO Agency [ First Supplier recruitment 2
[C] Gibson Agency [C] Gibsons Agency [ Modus
[C] Monsterboard.nl (MB) [C] Multiposting [C] New Agency in Nigeria
[E] new supplier [E] ML - Uitzendbureau 2 [E] novel
[C] DAKLEYS AGENCY [[] 0akleys agency [F] owen's Agency

From this page you can:
Select the organization for whom you want to manage the list
Filter the type of Sourcing Channel
Add a new Sourcing Channel name (see page 377)

Merge Sourcing Channels to improve reporting results (see page 376)

Merging Sourcing Channel Names

1. On the Manage Sourcing Channel List page, select the checkboxes next to the Sourcing Channel
Names you want to merge.

In Replace Selected Values by type the name you want to assign to your selections.
OR

Near the bottom-right of the page click Get a Value from the Existing Sourcing Channel Names and
select a name from this list.

dd

Get a value from the existing Sourcing
Channel Names

#

IUpdate concerned job postings and
applications

2. Click Update Concerned job Postings and Applications.

Page 376



A
Lumesse

All job postings and applications using the original Sourcing Channel Name will be updated to use the new

name.

Adding a Sourcing Channel Name

1. On the Manage Sourcing Channel List page, type the sourcing channel name in the Add item field,
then click Add.

0
0
0
0
[
]
]
]
0

]

Add tem

Organisation

Fitter on = Agency

Sourcing Channel Mame

ACS Agency

Agency &

Agentur X

Caribou agency
Edissero

First RPO Agency
Gibson Agency
Monsterboard.nl (MB)
new supplier
OAKLEYS AGENCY

MANAGE SOURCING CHANNEL LIST

151 5 0 o o

Sales Demo Org UK EI

[+

p4

Adecco

Agency B

Broadbean

Demo Agency

Ermail application

First Supplier
Gibsons Agency
Multiposting

ML - Uitzendbureau 2
Dakleys agency

Add
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Archiving Candidate Data

TalentLink users can mark inactive candidates for archiving but they cannot delete them from the
system: only a GSA can do this.

a8 CANDIDATES

O=|O O

=T Abboit
- Abbot
Abram

Mark/Unmark for Archiving

Abu, H

Archiving a Candidate

When a candidate is archived TalentLink removes the following information from the database:

All contact information, e.g. names, addresses, telephone and email details
All documents submitted by the candidate

All documents created by the Lumesse customer that may capture personal information e.g. Interview
feedback forms

All information in Memo and Comments fields

All Contract and offer sections

TalentLink then moves the candidate record to a different database table which is not visible to users
including GSAs. This new table holds:

Candidate ID

Creation Date — when the candidate was created in system
Update Date — the last date when candidate profile was updated
Start Inactive Date — date when candidate profile become ‘inactive’
Origin

Application Source Name e.g. Monster, Adecco etc.

Application Source Type e.g. JobBoard, Agency, External Site, etc.
Candidate Type

Candidate Status

Data privacy

Sex

Archived Date

Application Source Medium e.g. Database, Email, etc.

Candidate Initial Type (External Candidate, Employee)
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This basic application information enables Lumesse to continue to support trending data in our
reporting features.

From the point of automatic deletion it is not possible to identify this information with any single
applicant.

Deleting a Candidate from the Candidate Listing

® The GSA can only delete candidates who have no active applications.

1. From the Candidate Listing select checkboxes beside the candidates you wish to delete.
2. At the top left click the icon beside All then select Delete Candidate Files.
3. At the prompt click OK to delete the selected candidates.

jCAN DIDATES

AID External candidate

Search

Advanced Search
Filters

Clear Criteria

Select / Deselect All

Contact by SMS
Contact by Email
Contact by Letier
} Contact by Letter without vbs

Link to Job
T Link to Pool

Remove from Pool

Create New Candidate

Create Mew Employee

BoOoORrODO

MadkdUnmark for Archiving

Delete Candidate Files I}}

Live Listing of Applications

Live Listing of Candidates

] O 0O
=
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Deleting a Candidate From an Application

® The GSA can only delete candidates who have no active applications.

1.
2.
3.

Open a candidate’s application within a Job Listing.
At the top left click the icon beside the candidate’'s name then select Delete Candidate File.
At the prompt click OK to delete the candidate.

@NSWDRTH BEATRICE
ontact by Email

Al

Submis:

/' su

q/ Pry

)

SH

Contact by Letter
Send to Communication Centre
Send to Email recipient

Candidate Pack

Link to Job
Link to Pool
Link Candidate to My Personal Pool

Edit Comments
Add History Entry

Merge with other Candidate File
Edit Candidate Type

Mark/Unmark for Archiving

Tive EISEII’IQ ] ED Catons

Delete Candidate File m

Interview with line manager

Documents/Candidate Pools Cost Tracking

is Im Process Since 18/03/ 2015
Hiring Process

Submission date: 18/03/2015 18:35 Europe/
Candidate
Sourcing Channel: First Career Site

Closed (Administrator Global) Decision: Proceed

On hold (Unassigned) Dedsion: Decide later

18/032/2015 18:39 Furope/Amsterdam Creat:
TalentHub/OnlineTesting

> 18/032/2015 18:39 Furope/Amsterdam Crest:
TalentHub/OnlineTesting

18/03/2015 18:35 Furope/Amsterdam Creat:
Systenm
Verification URL

p (Unassigned)
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Applying Corporate Branding to Job Advertisements

The Image Library is a repository of graphics that can be used when a job advertisement is created.
Many Lumesse customers operate a mix of online and traditional advertising to find new candidates.
TalentLink includes a wide variety of sourcing options to distribute and attract candidates to open
positions; the Image Library feature supports the ability to create paper-based job advertisements
which may be added to company noticeboards.

1. To access the Image Library, from the Settings section of the left dynamic menu select System
Administration.

If you are a GSA select Corporate Image Library.

If you are an LSA, from the Administration dropdown list select an organization then select Image
Library.

CONFIGURATION

Global System Administration

Company Configuration

Currency Maintenance

Modules

Organisation Breakdown Structure

Document Security Management

Standard Field Activation

Corporate Configurable Field Management

Corporate Site Management

Corporate Location Management

Candidate Surnmary Management

Data Export Management

Corporate Transktion Management

Interface Field and Value Mapping

Corporate Image Library

Configure Entity Code

Administration Select Organisation v
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Activating and Configuring the Image Library

The Image Library feature must be activated by Lumesse resources.

The table below describes the rights required to manage the Image Library. These rights are added to
the roles by default.

Role Right Enables

GSA 953 Manage Corporate Image Library | Access to the corporate Image Library
and to an organization's Image
Library.

LSA 954 Manage Local Image Library Access to the Image Library belonging
to their organization.

Functional 954 Manage Local Image Library Access to the Image Library belonging

Manager to their organization.

Adding an Image to a Library

Images may be uploaded to a corporate library or to libraries at each organization level 1.

1. From the Settings section of the left dynamic menu, select Systems Administration.

2. Either select Corporate Image Library or from the Administration dropdown list select an
organization then select Image Library.

3. Select Add new Images at the top right of the page.

- | 0]
ot id
IMAGE LIDRARY
Add new images
‘ TOP50
At ol 'A‘q f ”“ ("ﬂ gkom WOMEN y«y *Stonewall
— > 33 OOIRITY Cusenon

AT/ S vt etohantind, oo repnmd oy My YOMRRIQC D 167 AZIAALTLOMCIONAAMC TV I T VA NNNAIMGE S I iV TIRMSIE G » 1990
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Select the document icon to browse your local folders and select images for upload.

»
|

Up to 10 images may be uploaded at one time.

i

ADD NEW IMAGES
Select images

*

- File formats allowed: bmp, jpg, jpea, pna, gif.
Size limit for any Upload Document: 2048kB.

Mo files uploaded
Properties

Global images

Department Flease select i

Keywords

To make the images available across all departments select Global Images.

Lumesse

® The Global Images checkbox will only be visible if you are a GSA.

If the images are not global, in the Department dropdown list select an OBS level 1 organization to

associate this image with.

Type any relevant Keywords as this enables you to do a keyword search for stored images in the

library.

@® The name of the user who is uploading the image is automatically associated with it. User names

can be used as search criteria when browsing the Image Library.

Click Save to add this image to the library.

Using LOVs

From the Settings section of the left dynamic menu select System Administration.
If you are a GSA select Corporate Configurable Field Management.

If you are an LSA, from the Administration dropdown list select an organization then select

Configurable Field Management.
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2. Create a new LOV or click @ to edit an existing one. Refer to the TalentLink Administrator's
Guide, Corporate Configurable Field Management for full instructions on creating LOVs.

CONFIGURABLE FIELD MANAGEMENT

Display ® All i) Corporate Fields only
#  Actions Field Label
1 @ Job Safary Band

2 @ Functional Area

3. Inthe Field Properties page, Area of Use section select the Image Library checkbox.

Create field properties for

Field Functional Area
Properties

ID Type

') Corporate Field, to be granted by GSA only
'® Corporate Field, to be granted locally

') Local Field in - Select Organisation v
Options
Arez of Use |£| Job Cpening for Permanent

|;| Job Cpening for Contractors

¥ Condition Form for Permanent

|| it tractor

¥  Image Library
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Once you've created the LOV you can use it in the Image Library to assign these fields to your images.

IMAGE LIBRARY

Include Global “

Include all local )

Department Please select
User Please select
Name

Keywords

Functional Area — All -
Subdepartment

| Q,

Management

Sales and Business

Development

b

Linked LOVs can be added then used as search criteria in the same manner.

Display

LINKED LIST OF VALUES

oAl

' Corpr

a4 || Functional Area

Position Grade
Market

Job Types
Salary Grade
Regions

T

| [5ubdepartment
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Searching the Image Library

Stored images can be easily retrieved using the search options.

Department
User

Name

Keywords

IMAGE LIBRARY

Include Global
Include all local

The table below describes the search options.

Element Description

Include Global

The search will include all images where the Global Images checkbox was
selected during upload. (When adding images the Global Images checkbox
will only appear if the user is a GSA). Global images are available for all
users of an organization.

Include all local

The search will include all local images. (Local images are only available to
users of the selected organization)

Department Filtering by department shows only images associated with that department
when the image was uploaded. You can select multiple departments to
filter on.

User Filtering images by user shows only images uploaded by those users. You can
select multiple users to filter on.

Name Selecting a name filters images by file name.

Keywords Filtering images by key word shows only images associated with that key

word when the images was uploaded.

Specifying Where Images are Placed in Advertisements

The Image Library enables users to add up to four images to a careers site posting and to a printable
job advertisement. The Image location (for branded job adverts) LOV is used to specify where images
are placed on a job advertisement. Image Location values are corporate, meaning that your settings
for Image Location will be applied across your whole environment.

@® Only a GSA has permission to perform the following actions.
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1. From the Settings section of the left dynamic menu, select Systems Administration then select
Standard Field Activation.

2. Select field label 15 Image location (for branded job adverts).

STANDARD FIELD ACTIVATION

# Field Label # of items
1 Job Description Fields B

2 MrMs 3

3 EEQ Job Cateqgory 1]

4 Reqion 1762

5  Closing Period 3

] Country 205

7 Level 4

8  Salary period 6

9 currency 182

10  Data Privacy Staternent 10

11 Marital status 3]

12 Jork period 5

13 Vork unit 5

14  Budgeted 2

15 Imaage location (for branded job adverts) e

-

3. Click @ to select the areas where images can be displayed.
IMAGE LOCATION (FOR BRANDED JOB ADVERTS)

Current List of Values for  IMAGE L OCATION (FOR BRANDED 708 ADVERTS) Select All  Clear @
Data Type Text

# Select values # Select Values # Select Values

1. #Bottom 2. #Header 1 3. #Header 2
4, #ITop of Job Description

4. |If you:
Do not want an image to appear in a location deselect the checkbox next to the location name

Want an image to appear in a location select the checkbox next to the location name
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5. Click Save.

Using the Image Library with a Careers Site Posting

Once images have been uploaded by Systems Administrators recruiters can include these images
within postings.

1. From the Posting tab of a job requisition either:
Click B2 beside Job Advertisement and select Add New Job Advertisement.

Click beside the job title and select Edit Job Advertisement.

"R&D MANAGER"

Job Content Job Approval Process Matching Candidates Posting

Job Advertisement & Referral Program

PR DL R s FER ===i=l Racruiting Elnm n | more Routing Rules Ar
View content

Edit Job Advertisernent
ta _ o I} Type Online

Edit posting comments

0s/0 Externzl site VED

Manage Candidate Dispatcher

0s/0 (K Externzl site Yes

Send Job Advertisernent by Email

Download Job Advertiserment
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The image placeholders are displayed for at the bottom of the editable page.

EDIT THE JOB ADVERTISEMENT #3

Characters left: 4000,/4000
Keywords

Images

Header 1 Header 2

Bottom

Save Cancel

Top of Job Description

Lumesse

Click an empty image location box to view the images in the library.
Hover over an image in the library to see a larger version (clicking on it will display full size

image).

Click the small arrow icon in hover-over mode to set this image in your chosen location.

Fifioty

banner-page-default.jpg
Department: Sales Demo Org UK
Creation Date: 15/07/2013 03:54PM
Keywords: People Group

,&Jndﬁa

&
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5. Tosee how the image will appear to a candidate, click & beside the job title and select Preview.

W AcTuARY
Matching Candidates Posting

Job Advertisement B Referral Program

[+.] Social Recruiting
View content

Starl Edit Job Advertisement Type
Edit Application Process
Edit posting comments
Manage Candidate Dispatcher

Send Job Advertisement by Email

Preview
%

Doct

Delete
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6. Click @% beside the relevant advertisement to display the content.

Page displays content of unposted posting and is available for 15 minutes, No action should be performed x

=did

Apply with Linkedin

Get hired (aster

QO swiit Oiv

Location:
Unlimited Agreement
London

SDOUKDOET2

About Us

Wewe ...

Using the Image Library with Printable Job Advertisements

Images stored in the Image Library can also be used in your printable job advertisements. To do this
you can create a Printable Job Advertisement template and add the required images directly into the
template.
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Configuring the Printable Template

Instructions for creating Printable Job Advertisement templates are available in the TalentLink

Administrator's Guide, Communication Templates, Creating Printable Job Advert Templates.

As part of the configuration of your template you should select the relevant image merge fields from
the list. The merge fields displayed relate directly to the field labels selected for use by the systems
administrator with the standard field Image location (for branded job adverts). For example, if two
field values are selected, only those two merge fields will be visible when creating a printable

template.
Template Content
A9 |[B]lz u|====|w~d
2 EE "3l EE

[“job_ad_image_header1%)]

[*ajob_ad description_3 label%]
[%0job_ad description_3 content%]

[Yajob_ad description_4 label%]
[%5job_ad description_4 content%s]
[%ejob_ad_description 7 _label%]
[%0job_ad description 7 content%s]
[%0job_ad_description_6_content%s]

Characters left: 8050/10000

© Lumesse (UK) Ltd.

- | 5(18pt)

iz = | A L3P ym

=l Posting
# Description
= Images
Eottoo

o

Header 1

Header 2
Top of Job Description
Care UK Salary Band
City
Country
EMEL Units
Job Ad City
Job Ad Company
Job Ad Country
Job Ad Keywords
Job Ad Region
Job Ad Strapline
Job Ad Title
Logo at the bottom
Reqgions
Store Assignment Locations
Upper Logo

# Job Opening

# Organisation
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1.  From the Posting tab of a job requisition click beside the job title and select Download Job
Advertisement.

Star

P Rackarnund Checkina (1KY

View content

Edit Job Advertisernent
Edit Application Process
Edit posting comments

Manage Candidate Dispatcher

Fal P T b i — HI

T T TR O D T R S TS T T I T T L T

Download Job Advertisernent I}

FTOVEwY

Post

W BEST PRACTICE CONSULTANT

Job Content Job Approval Process Matching Candidates Posting

Job Advertisement B Referral Program

Social Recruiting

m maore Mo Routir

Type O

® The Download Job Advertisement option will only appear if you have defined a job advertisement

print out template.

The Download page is displayed.

Language
Template *

Content

English (UK}

Corporate demo advert print out (Image) ¥

Please select

Corporate demo advert print out (Image)
Product team printout h‘

new example

Download as PDF §'Download as Word document
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2.

Select a template from the list to preview it in the Content area.

s B PRI % Ay

Language English (UK) v

]
Template Corporate demo advert print out (Image) ¥ |

< globc

making talent manageme
work

Find At manara I ma I I

'Download as PDF | Download as Word document

Content

The displayed template can now be downloaded and saved to your computer in .PDF or .DOC format for
printing.
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Onboarding

® To activate onboarding please speak with your Lumesse consultant.

TalentLink can be integrated with several third party onboarding solutions. Onboarding integration is
activated and managed entirely outside of TalentLink by your Lumesse consultant; there is no
TalentLink configuration required by the GSA or LSA.

Your Lumesse consultant will use the Queue Management system to configure the trigger point of the
integration which will send a candidate’s record to the third party system. Application statuses such as
Offered will typically be used but any application status can be the trigger for the interface. (The
Quick Hire feature deployed in v13.2 will also be supported).

Activating the Integration

Onboarding integration requires Lumesse to take some action.

TalentLink contains an organizational hierarchy with levels from 0 (the customer name only) to an
unlimited number of sub-levels. Level one, (or OBS#1) is the major organizational element as this is
where the configuration differences are managed, typically the regions or business units of our
customers.

There are two configuration of provider available, a local provider at Level #1 or a Master provider for
the full TalentLink environment.

With this integration only one provider may be activated per organization #1.

A local OBS#1 integration takes priority over a global provider’s at the top level. This ensures that
local customer or department agreements always operate with candidates’ records over any master
agreement operating on the full slice of TalentLink.

Configuring on an individual local OBS#1 level does not mean that all other OBS#1 organizations
require configuration. The Master provider activated at the Global level will operate on all other
OBS#1 levels by default.

If no default Master provider is active then only the one organization using an on boarding provider will
benefit from that service.

What will TalentLink Export?

The following table illustrates the maximum amount of information that can be sent to the first two
provider systems.

For Silkroad it is possible to define which pieces of information should be passed at the OBS or slice
level.

Field Name ‘TalentWise Silkroad
Form of Address Yes
First Name Yes Yes
Middle Name Yes Yes
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Field Name TalentWise Silkroad
Form of Address Yes
Last Name Yes Yes
Email Yes Yes
Alternate Email Yes
Street Yes Yes
City Yes Yes
State/Province Yes Yes
Zip Yes Yes
Country Yes Yes
Phone Number Yes Yes
DOB Yes Yes
SSN Yes Yes
Gender Yes Yes
Job ID Yes Yes
Job Name Yes
Recruiter Name Yes Yes
Manager Name Yes Yes
Type of Contract Yes Yes
Company/Subsidiary Yes Yes
Contract Data’ Yes Yes

® Employment history and education history are not sent.

! Please note that it is possible to send all contract fields or to limit which specific fields should be sent.
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What will you see in TalentLink?

If an onboarding integration is active, either globally or locally, the user will see an Onboarding tab
within the Selection Process view of the application.

Democom > Home > Candidate Details

e'w
s | ALBERTINI ELAINE

Appications | IR

Al Active Zoom on @

Submission for C++ DEVELOPERS is In Process Since 09/01/2012

Selection Steps Additional Tasks Hiring Process Onboarding
. Completed
/' Onboarding Started 21,/08/2014 15:37 Europe/Paris
.’ Some label: Status
</ Step #1Name Some date: 21/08/2014 15:37 Europe/Paris

If the onboarding process is active but has not started then this will clearly display in the same tab.

.'i BROWN ALICE
appiications TN
Al Active Zoom On

Submission for SILKROAD TITLE is Offered Since 13.03.2015

Selection steps Additional Tasks Hifing Process Onboarding

Onboarding has not started yet.
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Information Passed back to TalentLink

For the two onboarding providers initially in scope of the integration only TalentWise will pass back
any information of value.
Silkroad

Silkroad will update TalentLink to confirm that the candidate record has been received. In the case of
any errors an error message will be displayed.

A user would require access to Silkroad’s own platform to obtain updated information.

In the case of an error the relevant message would be displayed within TalentLink.

TalentWise

This provider will update the onboarding status from its own workflows as well as some error messages
where relevant.

How does the Onboarding Process Start?

The onboarding integration will launch automatically when a candidate is put into a specific
Application Status such as Offer Accepted or Hired depending on configuration.

Selection steps Additional Tasks Hiring Process Onboarding

q/ Onboarding Started 10-02-2015 07:09

Details of the step/step status

+/ step name 10-02-2015 07:13
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This status will automatically enter the candidate’s details into the Queue and trigger the export to
the onboarding provider.

If this trigger process fails for any reason the user will see an error warning on the Onboarding tab and
an error message within the specific tab:

Selection Steps Additional Tasks Hiring Process ® onboarding
@ Some error occurs in Onboarding Completed

module. 03/04/2015 16:41
@ Some error occurs in Onboarding Completed

module. 03/04/2015 16:42

@ some error occurs in Onboarding module.
Please send candidate to Onboarding manually.

Send manually

Example Errors in TalentWise
Send Error: First Name is Required

Send Error: Last Name is Required

Send Error: First Recruiter must have Email

If there is an error in the automatic launch process a manual option is available. Send Manually simply
forces the relevant candidate data into the Queue where it is picked up by the correct provider at the
next scheduled time. The system administrator cannot perform any specific action to fix errors.
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Integration Process Flow Diagram

Regquisition in
TalentLink

Candidate’s
Application in
TalentLink
-
c
- p—
A
et E.g. Offered, Offer
[ Application Accepted, Hired,
2 SRS = etc., as
P required trigger configured in the
Leue
— ""-

Update
information
sent back to

Talentlink
-
QL
S
(@
.
o
—
©
c
o
e
X
L

Technical Specifications

The following technical specifications provide the range of operation of specific features/fields of
TalentLink.
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Job Openings

Length of job title 150 characters
Length of job opening number 20 characters
Length of requisition number 20 characters
Length of freeform field in job 3000 characters
description

Number of freeform fields in job 8

description

Length of name of company 50 characters
Length of name of location 50 characters

Number of cost entries related to a job  Unlimited

Number of steps in the application 5

process

Length of comments on a job 4000 characters
Length of comments on job postings 4000 characters
Number of times a job can be posted Unlimited
Minimum duration of a job posting 1 day

Maximum duration of a job posting Configured

Delay in posting to a career site powered Less than 10 min
by our technology

Delay in sending a job advertisement by Less than 1 hour
email to a job board

Length of recipient email address 100 characters

Length of cc email address 100 characters

Number of configurable list of values 40 Can be extended
Number of configurable OBS 20

Number of configurable freeform fields 12 (10 per defined key
area)

Number of job advertisements per job 5

opening
Length of job advertisement title 150 chars
Number of languages per job opening 5 (1 per advertisement) Can be extended

Number of application processes per job 5 (1 per advertisement)
opening

Number of steps in job creation/approval 4 + close
process
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Number of steps in selection process 25

Number of steps in hiring process 3 (approval, contract,
hiring)

Length of comments for headcount 3000 characters

Length of comments for approval 3000 characters

Delay in posting a job advertisement in  Less than 1 hour
.xml format to a job board

Candidate File

Length of candidate first name 45 characters
Length of candidate middle name 45 characters
Length of candidate last name 75 characters
Length of email addresses 160 characters
Length of phone numbers 30 characters
Number of email addresses 2

Number of phone numbers 3

Length of address 350 characters
Length of current company 150 characters
Length of current position 150 characters
Length of candidate source 120 characters
Length of candidate referral 120 characters
Length of memo pad 3000 characters
Number of documents related to a Unlimited Fewer than 50
candidate

Number of active applications Unlimited
Number of past applications Unlimited
Number of applications for the same 1

position

Number of documents related to an Unlimited Less than 15
application

Number of entries in the candidate Unlimited
history

Number of links to folders for a Unlimited
candidate

Page 402



Number of links to personal folders

Number of cost entries related to a
candidate

Length of employee code

Length of candidate middle name
Length of address 2

Length of personal web site
Length of fax number

Length of assigned location
Length of current compensation

Length of academic title

Template Documents

Unlimited

Unlimited

30 characters
45 characters
350 characters
300 characters
30 characters
400 characters
150 characters

150 characters

Lumesse

Number of templates per department
Length of template name
Length of template description

Maximum number of items per template

Length of item label

Length of freeform field
Length of List of Value (LOV) entry

Maximum number of items in a List of
Values

Maximum number of LOVs per page

Length for “other” field in an LOV

Maximum number of columns for radio
buttons and checkboxes

Maximum number of lines when editing a
freeform field

Maximum number of columns when
editing a freeform field

Unlimited
256 characters
512 characters

Unlimited

128 characters

4000 bytes
128 characters

Unlimited

Unlimited

128 characters
3

Dependent on style
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Fewer than 50
Fewer than 100
Fewer than 512

Fewer than 2 pages
scrolling

Fewer than 2 lines with
word wrap under SVGA

3000 characters
No word wrap under SVGA
Fewer than 100

Total weight of LOVs less
than 32 KB

160 characters
3

Depends on number of
fields on the template and
vertical scrolling
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Email Templates

Length of template name 160 characters Less than 100
Length of email subject 160 characters Less than 100
Body of the email 8000 bytes

Number of links to document templates 1 1

in the body

Number of recipients Up to 8 KB long

Number of cc Up to 8 KB long

Document Attachments

Length of document name 160 characters
Length of document description 240 characters
Size of the document 2 MB Less than 100 KB

Department Configuration

Number of departments Unlimited
Length of the name of a department Unlimited
Number of jobs per department Unlimited
Number of candidates per pool Unlimited
Number of candidate folders Unlimited
Number of candidates per folder Unlimited

Number of users granted by department Unlimited

Number of candidates per personal Unlimited
folder
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Length of the name of a list of values
Number of items per list of value

Length of the name of an item in a list of
value

Number of languages used for defining an
LoV

Length of the name of an OBS

Number of items per OBS

Length of the name of an item in an OBS
Number of configurable LOVs

Number of configurable standard LOVs

Number of system LOVs with
configurable contents

Number of languages used for
configuring LOV content

Number of configurable OBSs

Number of languages used to define an
OBS

Job Boards

90 characters
Unlimited Fewer than 100

90 characters

13

90 characters
Unlimited Fewer than 10
90 characters
40

8

6

Can be extended

13

20
13

Number of job boards

Length for job board name
Number of configurable categories
Length of category name

Number of entries per category
Length of category entry

Number of language per category

Unlimited (related to
contract)

38 characters
2

50 characters
49

50 characters

1
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Process Configuration

Number of default application processes 1 per department

Number of job creation/approval process Unlimited 1 per department or OBS

templates combination

Number of steps in job creation/approval 4 + close

process

Number of selection process templates  Unlimited 1 per department or OBS
combination

Number of steps in selection process 25

Number of selection process templates  Unlimited 1 per department or OBS
combination

Number of steps in hiring process 3 (approval, contract,

hiring)

User and Security Management

Number of users Unlimited
Number of users per department Unlimited
Number of users per OBS Unlimited
Number of roles granted per users per  Unlimited
department/OBS

Number of combination of Unlimited
department/0BS granted per user

Number of roles Unlimited (8 by default)
Length for the first name of a user 45 characters
Length for the last name of a user 45 characters
Length for password 30 characters
Length for email address 160 characters
Number of application-level rights 36

Number of department/OBS-level rights 248

Number of object-level roles (ODA) 2 (1 for candidates, 1 for
job openings)
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Search Capabilities

Number of candidates that can be Unlimited Fewer than 15000
searched at a time

Number of documents per candidate that Unlimited Fewer than 15000

can be searched

Length of the keyword search string 3000 characters Fewer than 256 characters
Number of candidates that can be 1000000 Fewer than 2000

retrieved at a time

Number of languages used for indexing 10
and searching data

Number of document templates used to 4
perform a Query By Form (QBF)

Number of search favourites per user 10

Standard Reports (Europe only)

Number of standard reports 10
Number of custom reports Unlimited

Number of functional domains of reports 30

Number of selectable columns 5

Number of selectable filters 100
Number of sort criteria 2

Number of group criteria 2

Number of pages per report Unlimited

Inactive Session Timeout

A session is considered inactive if a connected user does not generate any traffic between the browser
and the server for a time period that exceeds the value indicated below. For security reasons,
TalentLink releases all resources held by expired sessions.

Back office sessions expire after 30 minutes

Inactive application process expires after 30 minutes
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Inactive candidate home page expires 30 minutes
after
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