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Accessing the Position
Management/Recruitment
Portal
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1.1 Campus-Wide Login

A portal page for Position Management and eRecruit has been developed to ease system navigation. To access this
page, log in to www.msp.ubc.ca using your CWL login credentials.

THE UNIVERSITY OF BRITISH COLUMBIA

Management Systems Portal Home Sign out

CWL User ID:

% Follow

Tweets
[W:T6] UBC Public Affairs Gubcnews %m 7
NP .@UBCLibrary acquires 13th-century [

papal document: ow.ly/KuPxw via

@UA_magazine
pic.twitter.com/ziQqyWDSIM

CWL Password:

Sign In

Forgot vour CWL password

Whatis CWL? Find out here
Donthave a CWL account? Create one now

Welcome Message

Welcome to your new Management Systems Portal. UBC Faculty and Staff
UBC Careers

Tweet to @ubcnews

For new and existing faculty and staff, find information and resources
to help with HR and financial tasks from seeing your T4 slip to UBC Directo UBCO News
getting paid

Tweets % Follow

UBC FHSD Olanagan USCFHSD 1 [
FHSD

UBC Virtual Private Network (VPN) is required for users accessing
this system from off-campus or from the UBC Wireless Network

#UBCO School of Nursing collaborate
with @Interior_Health to create three

You must be logged into VPN prior to signing on short videos on NP integration
news.ok.ubc.ca/hsd/?p=2865
Don't have VPN? Go here to download it 3 Retweeted by UBC Okanagan News
Expand
Signon To... |
— .. _ .
See my T4

Apply for a job Tweet to @ubconews

Change my preferred name(s)
Submit expense claims

Create or update a vendor

Review my pay

Review my benefits

Access FMS (authorized users)
Access HRMS (authorized users)
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1.2 The Management Systems Portal

Once logged into the Management System Portal, select the Administrator Self Service tab to access the portal page
(alternatively you can click on the HRMS Live hyperlink from the Home tab, or the HRMS Reporting hyperlink from
the Applications tab, if you wish to bypass the portal navigation page below).

THE UNIVERSITY OF BRITISH COLUMBIA

Management Systems Portal

| Home Applications CAdministrator Self Service JHRMS Self Service FMS Self Service Resources Administrationj
| Position Management ePersonnel Action Form (ePAF]

Position Management op Hire An Employee

Q Create new positions or search and copy existing ones Use this form to hire, rehire, reappoint, recall or transfer an employee into
your department. (Non-posted positions only. For positions requiring an

official UBC job posting, please use eRecruit).

Create Job Opening and Posting = D

@ i Change Exisiting Job
PR L ] Initiate new Job Openings \, 4 Use this form to submit transfers, pr ions and other changes for an
Rl Use an approved position to create a new job opening. Set your start date existing employee within your department
and posting dates. Post the job opening on the UBC careers web site.

. Edit existing Job Openings Use this form to submit a termination, retirement, layoff, suspension, leave
y (; * ¥ View job opening/posting details. Add interview team members to your job

RS opening. Repost a job opening. Cancel a posting.

' e Change Employment Status

of absence or return from leave

cam
| .
0 . Change, Resubmit OR Withdraw
m Make changes to an ePAF that has been submitted but have not had final
m ianaae AnplicanieaniOnnnings = approval or been processed into the system
m A Manage Applicants
Review applicant details and resumes/CVs. Add applications received on @ View an ePAF
paper or by email. Make applicants available to interview team members. ‘ View an ePAF, including information about its handling so far. This is a
Generate offer letters. Upload documents. Prepare successful applicants [ read-only view.
for hire.

Evaluate an ePAF
Evaluate an ePAF for which you have access. This will allow you to
review the data and approve the form or perform other actions.

Image 2

Once in PeopleSoft, you can choose to use the PeopleSoft Navigation Menu (below), or return to the Portal page to
navigate to different areas within the recruitment process.

Position Management eRecruit

b My Favorites
[ Position Management

I New Job
s OpeningsiPostings
— Add/Update Position Info. b Manage Applicants and
— Delete Positions Openings
> Recruitment D Administration
Image 3 Imsqe 4
T ™
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2
Job Openings/Postings






2.1 Create a Job Opening

Navigation: Recruitment>New Job Openings/Postings>Create New Job Opening/Posting

2.1.1 Search for a position
All job openings are created using an approved position which includes a job description.

Enter the Position Number you wish to use to create your Job Opening/Posting or if you don’t know the code, click on

the magnifying glass L for a list of valid values or search for it using the various search fields (Campus, VP/Faculty,
Department, etc.).

Click on Caontinue

Create New Job Opening/Posting Page

Complete all or some of the fields below and click on the ‘Continue’ button.
Click on the magnifying glass to select from a list of valid values.

UBC Position #: Q

OR

Enter information in the following fields to locate the Position Number

Campus: VCWVR @ vancouver

VP/Faculty: ARTF € Faculty of Arts

Department Code: HIST & History

Employment Group: M&P Q. Management&Professional (AAPS)
Job Family: 02 & Administration (02)

Job Code: 180201 Q. Administration, Level A

Job Title Key Word Search:

Continue Clear

Image 47

Only those positions which match the criteria below will be available for selection:

» Overall position status is ‘OK for eRecruit and ePAF’;
> ‘Will you be posting this position?’ checkbox in Position Management is checked on.



Position Search Results

The following Positions exist which match your criteria.
To use one of these Positions, click the Check box and click on the 'Continue’ button.

Position #
00001992
i 00009819
00014446
00027435

Continue

_D-E'—r"ﬁm"—'—e“' Job Family
c29 ADMX29
29 GDSS29
29 FINA29
c16 RAT116

Back to Search Page

Job Code
285401
286001
283901
251405

Classification Title

Administrative Support 3 (Gr6)
Grad Student Support 2 (Gr6)
Financial Proc. Spec 4 (Gr5)
Research AsstTech 3

Customize | Find First (4] 1.4 of 4 [*] Last

Business Title

Administrative Support 3 (Gré)

Grad Student Support 2 (Gr6)
Financial and Administrative Assistant
Research AsstTech 3

Department

HIST
HIST
HIST
HIST

Select the position you wish to create a job opening for.

Click on

Caontinue
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2.1.2 Enter information as required

Complete fields indicated below as required.

Job Opening

Posting Title: Communications Officer
Job Opening Status: Draft

Classification Title: Research&Facilitation, Level A Job Code: 183701
Business Unit: UBCO1 UBC - Vancouver Clostng Dote:
Employment Group: Management&Professional (AAPS) FTE: 0.000000
Department: GEOG Geography
Job Family: 37 Research & Facilitation Position # 00030818
Save & Submit | Sawve as Dratt l Cancel I
Created By: 1261592 M Mouse
Date Opened: 2013/03/13 [31
Available Openings: 1
Position#: 00030818
Business Unit: UBCO1 UBC - Vancouver
Job Code: 183701 Research&Facilitation, Level A
Company: 01 University of British Columbia
Department: GEOG Geography
*Location: GOG Q. Geography Bldg.
Recruiting Location: Q
Status Code: Draft
Status Reason:
Status Date: 2013/03113
*Desired Start Date: 5 Job End Date: il Ongoing? [
Date Authorized: Possibility of Extension?
Employees Being Replaced Customize |Find | 88  First (4] 1 o1 ¥ Last
Name EmpliD
i Q i
Add Employees Being Replaced R
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Additional Job Specifications

Employee Type: ¥ *FTE:
Weekly Hours:
Funding Type: Grant Funded FullPart Time: v
Employee Classification: v oncali: []
Salary Admin Plan: M&P Grade: 004 Level: A Step:
Hiring Salary Range From:
Hiring Salary Range To: Under Review: [

Minimum Education Level

Minimum Education Requirements
Undergraduate degree in a relevant discipline

Additional Education Preferences

Work Experience

Years of Work Experience
Minimum of two years experience or the equivalent combination of education and experience

Additional Work Experience Preferences
Experience working in an academic setting with knowledge of University policies and protocol an
asset.

Interviewers (must be a UBC employee) Customize | Find | B8 First 4] 4 of1 L*
Name Interviewer ID

Add Interviewers

Job Postings and Posting Periods

y Remove Date
Postings Post Date (at 0:00)

i

Create New Job Posting/Repost

Review and Confirm Approvers

Driginato pmments (fo QU approvers or general comment:

Added by:
Last Updated by:

Save & Submit | Sawve as Drafl| Cancel |
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Available Openings: Enter the number of positions available to be filled.

Location: Choose the building location where the employee will be located.

Recruiting Location: Indicates where the job opening is located (Point Grey Campus, Hospital Site, Agassiz,
Robson Square, Kelowna).

Desired Start Date: The approximate start date of the job once filled. This date can be changed at the job offer
recruiting stage.

Job End Date: For term positions, the last anticipated date of work.

Ongoing?: For non-term positions, indicate that the job is ongoing.

Possibility of Extension?: For term positions, indicate if there is a possibility that the job will be extended. If
unsure, leave field blank.

Employees Being Replaced — Name: Enter the name(s) of the former incumbents of the job opening. For
informational purposes only.

Employee Type: Indicate if the job will be filled on an hourly compensation rate basis or a salaried (semi-
monthly) basis. This field defaults to ‘Salaried’ for all Faculty job openings.

FTE: Indicate Full-Time Equivalent percentage. 1.000000 = 100% time; 0.500000 = 50% time. Defaults to
1.000000 is ‘Full-Time” is selected.

Full/Part Time: Defaults to Full-Time if FTE = 1.000000 or to Part-Time if FTE is less than 1.000000

Employee Classification: Use for select unionized positions only. Values are: BCGEU (UBCO) — Auxiliary, CUPE
116 Seasonal, Leave Replacement, CUPE 2950 Sessional. This field does not appear for Faculty job openings.
On Call: Use for select unionized positions only. This field does not appear for Faculty job openings.

Under Review: Clicking on this checkbox will remove hiring salary information from the posting and replace it
with the wording ‘Under Review’.

Interviewers: Enter the selection committee/interview team here. People identified as interview team members
can access applications via self-service. Only active UBC employees can be added as interview team members.
Create New Job Posting/Repost: Click on this hyperlink to create new job postings or repost a posting which was
closed within the last 90 days (postings closed more than 90 days ago require a new Job Opening).

Comments: Add your comments in respect to this job opening (for yourself or for your approvers).

Click on MI at any time to save partially completed Job Openings.
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2.1.3 Create new job posting or repost

Click on the ‘Create New Job Posting/Repost’ link in the Job Opening page. The ‘Posting Information’ page will open.
This page has four sections:

e Optional Introductory Wording
e Job Description

e Additional Closing Wording

e Job Posting Destination
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Job Opening

Posting Information

Posting Title: Communications Officer

Optional Introductory Wording Find 10f1
Visible: Internal and External
Description Type:  Introduclory Wording
Description ID: Free Form Text -
Description: ¥
Job Description Find __Fir 170t 7
Visible: Internal and External
Description Type:  Job Summary
Description ID: Job Summary
The C Officer will be ible for developing and i policies and
o flect nnd knowledge tanslalun between
d d This is a ion with possibility
Visible: Internal and Extenal
Description Type:  Organizational Status
Description ID: Organization Status
Description: Housed in the Faculty of Arts, the Canadian ch on Terrorism, ity Society
(TSAS) is a multi- centre working ly with Public and other
government partners
Visible: Internal and External
Description Type:  Work Performed
Description ID: Work Performed
Description: Communications:
- Promote research and events of the centre through social media and explore new mechanisms for
disseminating information.
- material for a policy . and p y. for media
releases.
- Produce daily news items on i and aqt y , including layout
- Manage email list, using j
- Marketand promote the network's ptograms anu including materials and
identifying suitable target audiences.
- Actas media liaison facilitating interactions between researchers and media.
Website:
- Participate in the development of a new website, providing input on design and drafting content.
- Liaise with researchers across the country to develop rules and operationalize a virtual library. This wil
involve working with research assistants across the country
- Ensure that the content on the website remains current.
Operations:
- Responsible for coordinating and drafting annual reports.
- Liaise with researchers and government officials using tact, diplomacy, and discrefion
Evaluate of and
Perform other related duties as required,
Visible: Internal and External
Description Type:  Supenvsion Received
Description ID: Supenvsion Received
Description: The position will work with the Senior Project Coordinator under general direction of UBC Co-Director,
Canadian Network for Research on Terrorism, Security and Society (TSAS). Mustbe self-directed, taking
initiative, working within established policies, procedures and standards. Work will be reviewed against
task objectives and conformity to standards.
Visible: Internal and External
Description Type:  Superdsion Given
Description ID: Supendsion Given
ot yassign and check work of students
Visible: Internal and External
iption Type:
&
Emors serious impact on the research project and future funding opportunities
Visible: Internal and External
Description Type:  Qualifications
Description ID: Qualifications
degreeina . Mnimum of two years experience of e equlvalenl
and i ience working in an ige of
University policies and protocol an asset. Abiliylo communicate mmlywm-uynm n wmmg
gualism in English and French is a major asset, with reading comprehension in both languages
required. Abllityto exercise tactand discretion. Effective problem resolution, analytical and organizational
skills. Ability to maintain accuracy and attenfion to detail.
[Additional Closing Wording Find F 101
Visible: Internal and External
Description Type:  Closing Wording
Description ID: Equitylmmigration Statement
Description: UBC hires on the basis of meritand is committed fo employment equity. All qualified persons are

encouraged to apply. We especially welcome applications from members of visible minority
groups, women, Aboriginal persons, persons with dis abilifies, persons of minority sexual
orientations and gender identities, and others with the skills and knowledge to engage productively
with diverse communities. Canadians and permanent residents of Canada will be given priority.

[¥] Add Additional Wording

Job Posting Destinations

Remove Date (at
Destination Posting Type Post Date 000)
UBC Careers Website InvExt 20130314 5 201302721 [ 7
Add Posfing Destinafions.
oK | cancel | MewJobPosting

Page 17 of 124



Optional Introductory Wording

Optional Introductory Wording Find First [4] 10of1 [ Last

Visible: Internal and External
Description Type: Introductory Wording

Description ID: Free Form Text v
Description: &

Image 52

This section is completely optional.
Any text can be added which will appear as the first paragraph in your job posting, above the job description.

This is where Internal Riders notification statement can be added for non-union positions. Or if you’re re-posting
your job opening for the purposes of accepting applicants responding to a positing advertised externally (i.e.,
newspaper, job board), you can insert the ‘External Ad’ text notification statement.

Important: Spell check any text you enter using the ¥ icon.

Job Description

Job Description Find First [ 1 or 1 [*] Last
Visible: Internal and External

Description Type:  Job Description

Description ID: Job Description

Description:

Image 53

e The above box is representative of the 7 paragraphs normally found in a staff job description. The job
Description section is mandatory and defaults from Position Management.

e Text in this section is display only and cannot be modified on this page.
e Modifications must be made in the Position Management and may require you to create a new Job Opening.

Important: Spell check any text you enter using the ¥ icon.
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Additional Closing Wording

Additional Closing Wording Find First 4] 1-2 of 2 (] Last

Visible:
Description Type:
Description ID:
Description:

Internal and External
Closing Wording
Equity/immigration Statement

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are
encouraged to apply. We especially welcome applications from members of visible minority groups,
women, Aboriginal persons, persons with disabilities, persons of minority sexual orientations and
gender identities, and others with the skills and knowledge to engage productively with diverse
communities. Canadians and permanent residents of Canada will be given priority.

Add Additional Wording

Visible:
Description Type:
Description ID:
Description:

Internal and External i
Additional Wording

Free Form Text v

‘Sélary will be commensurate with qualiﬁcaﬁons and éxperifence. Q%

Add Additional Wording

e The Equity/Immigration Statement is mandatory and automatically appears on all postings. This text is non-
updateable. Changes to the equity statement must be requested through Faculty Relations or Human
Resources Advisory Services.

e Additional wording with pre-written text is currently available for:

o Free form text

o Hyperlink to Department website

Important: Spell check any text you enter using the  icon.
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Job Posting Destinations

Job Posting Destinations Customize |Find | 8 First [4] 4 or1 [ Last
o g : Remove Date (at Posting Duration (Calendar Posting Duration

Destination Posting Type Post Date 0:00 days orking days

UBC Careers Website Int/Ext 2013/03/14 [3) 2013/03/21 [ 7 5

Imsge 55|

e Destination: ‘UBC Careers Website’ defaults for all postings and is mandatory. To add more posting
destinations, click on the ‘Add Posting Destinations’ hyperlink. Additional destination values are: AUCC
University Affairs, CAUT Bulletin, Executive Search, Globe & Mail, Other, UBC Careers Website, Vancouver
Province, Vancouver Sun. Note that UBC eRecruit is not integrated with these additional posting destinations.
Their use is for informational purposes only.

e To record the name of a publication not included in the drop-down list, select ‘Other’. A text box will then
display where you can enter the specific name of the publication.

Job Posting Destinations Customize [Find | B8 First [4] 12 o2 [*] Last
SR 2 Remove Date  Posting Duration  Posting Duration Upload
Destination PostingType  PostDate (at 0:00) (Calendar days)  (Working days) Publication Ad
UBC Careers Website InYExt 2013/03/14 5] 2013/03221 5 7 5
Vancouver Sun - IntExt v 2013/03/22 5] 2013/03/24 [3] Upload Ad lmas

e Posting Type: Defines posting audience — Internal/External Applicants. All UBC postings are open to internal
and external applicants.

e Post Date: First day posting will appear in UBC Careers website. Defaults to the next calendar day, to ensure
postings are available to applicants for the full number of days in the posting period, but may be changed to a
future date. Post dates will be automatically adjusted if Job Opening/Posting approval is received after the
original post date. For example, you create a job opening March 1, post date is March 2 and you receive
approval on March 3. The post date will be adjusted to March 4, the day following the approval.

e Remove Date: First day posting will not appear in UBC Careers website (i.e., removed at 0:00 on ‘remove
date). Defaults to the posting close date based on the posting duration prescribed by the given employment
group (note that some employment groups do not have prescribed posting periods).

e Posting Duration: System calculates the posting duration in calendar days as well as business days,
excluding public holidays.

e Upload Publication Ad: Upload a scanned version of your publication ad. Click on the garbage can to delete
it.

= Posting dates are based on a 24-hour clock.
= Posting first appears on UBC Careers at 0:00 on the ‘Post Date’ specified.
=  Postings are removed from UBC Careers at 0:00 on ‘Remove Date’ specified -- postings will

not appear on the ‘Remove Date’.
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View Job Posting

Job Posting
Job ID: 999999999999999
Location:
Group: i (AAPS)
Job Category: Research & Facilitation
Cl i ion Title: acilitation, Level A
Business Title:
Department: Geography
Salary:
Desired Start Date:
Funding Type: Grant Funded
Closing Date: 2013/0320 Available Openings: 1

Return to Previous Page

Job Summary

The C: ications Officer will be ible for ing and impl, ting policies and

procedures to ensure effective ination of and between
and g . This is a contract position with possibility of renewal.

Organizational Status

Housed in the Faculty of Arts, the Canadian Network for Research on Terrorism, Security and
Society (TSAS) is a multi-university research centre working closely with Public Safety Canada and
other government partners.

Work Performed

Communications:

- Promote research and events of the centre through social media and explore new mechanisms
for disseminating information.

- Write synthetic summaries of research material for a policy audience, and potentially, for media

releases.

- Produce daily news items on relevant topics, and a quarterly newsletter, including content and
layout.

- Manage email list, using j to ensure i of A

- Market and promote the network's and ities, i i of

materials and identifying suitable target audiences.

- Actas media liais on facilitating interactions between researchers and media.

Website:

- Participate in the development of a new website, providing input on design and drafting content.
- Liaise with researchers across the country to develop rules and operationalize a virtual library.
This will involve working with research assistants across the country.

- Ensure that the content on the website remains current.

Operations:

- Responsible for coordinating and drafting annual reports.

- Liaise with researchers and government officials using tact, diplomacy, and discretion.

Evaluate i and suggest il
Perform other related duhes as required.

Supervision Received

The position will work with the Senior Project Coordinator under general direction of UBC Co-
Director, Canadian Network for Research on Terrorism, Security and Society (TSAS). Mustbe self-

directed, taking initiative, working within i policies, and - Work will
be revi againsttask objectives and ityto !
Supervision Given

May assign and check work of technicians, support staff or students.

Ce of Errorl,
Errors would have serious impact on the research project and future funding opportunities.

Qualifications
Undergraduate degree in a relevant discipline. i of two years i orthe

i ination of ion and i working in an academic setting
with knowledge of University policies and protocol an asset. Abilityto communicate effectively
verbally and in writing. Bilingualism in English and French is a major asset, with reading
comprehension in both languages requlred Ability to exercise tact and discretion. Effective
problem ti ical and i skills. Ability to maintain accuracy and attention to
detail.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are

to apply. We from bers of visible minority groups,
women, Aboriginal persons, persons with disabilities, persons of minority sexual orientations and
gender identities, and others with the skills and to engage with diverse
and of Canada will be given priority.

Return to Previous Page
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Submit Job Opening for Approval

Before you can Save & Submit a Job Opening for approval, you need to first confirm the approvers.

Job Postings and Posting Periods

Postings

Communications Officer

Create New Job Posting/Repost

Post Date
2013/03/14

Remove Date

(at 0:00)
2013/03721

i

Review and Confirm Approvers

Click on Review and Confirm Apprwersl

_eg‘_s\fm oval Approval Rank Camt ro;er
1 DeptAdm Primary

1 DeptAdm Secondary
1 DeptAdm Secondary
1 DeptAdm Secondary
1 DeptAdm Secondary
2 FacultyAdm Primary

2 FacultyAdm Secondary
3 FacultyAdm Secondary
3 FacultyAdm Primary

Name

nlis Ty
At s W Bt
Amtetifier Tarlistheer
Lk T et fs
Sl i

Shee N

Tihet Ty

Tupitte it
unite Wk st

Are these Approvers/Steps correct?

Click here to review departmental approval steps for this transaction.

Click here for help with approver errors appearing on this page.

Return I

@ Yes IfYes button is not available for selection, the system detected a problem with your departmental approvals.
© No

Image 59
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Job Postings and Posting Periods

. Remove Date
Postings Post Date (at 0:00)
Communications Officer 2013/03/14 2013/03/21 i |

Create New Job Posting/Repost

Review and Confirm Approvers |

Originator Comments {for your approvers or general comments)

~

Added by:
Last Updated by:

Save & Submit | Sawve as Dran| Cancel |

Click on wl to save Job Opening/Posting and submit for approval.
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Approval page appears with name of the person the Job Opening was routed to for approval.

Job Opening

~ JobOpening:Pending
Job Opening Path

Pending
@ Multiple Approvers

Pending

Multiple Approvers
Job Opening Approval

Pending

Multiple Approvers
AL | [ iy <0

Job Opening Approval -El (9

Comments: -
***Enter any

comments PRIOR to
selecting the approval
buttons above*** -

Review and Confirm Approvers |

Note: All job openings/postings require approval.
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2.2 Job Opening/Posting Approval Process

2.2.1 Approver is notified and accesses worklist

Approver is notified and accesses approval request either through the email notification or the PeopleSoft Worklist
page.

Sample approval request email sent automatically to approver:

Approval is Requested for Job Opening (14095) Professor (tenure)

Py @iy B <3
Sent: Tue 2/05/13 4:33 PM
To - -

A job opening has been created or updated in the Human Resources Management System (HRMS). Your approval is required.

Job Opening ID: 14095
Posting Title: Administrator

To view this job opening, click on the link below. This link will bring you to your HRMS 'Worklist' page. The transaction will be listed under the 'Work Item' column as
an 'Approval Routing'.

https://www.auth.cwl.ubc.ca/auth/login?serviceName=hr portal psa&serviceParams=context%3D0%26target%3Dworklist

If you require assistance with approving this position, please go to:

http://www.hr.ubc.ca/information-systems/hrms/hrms-uniform-workflow/quick-help-guides/erecruit-quick-help-guide-for-approvers/

Thank you.

Approver’s Worklist:

Worklist for ¥ bsla €37 - Tau Als

Detail View  Approver Category Primary Approver ~  Work ListFilters: Approval Routing =

From Date From Work item Worked By Activity Priority Approver Category Link

System 01/25/2013 Approval Routing Approval Workflow & « Primary Approver Job Opening 1D 14091 Dept MarkWorked |  Reassign |

Administrator ID:MECH Union Cd:BOG

System : = gy o Job Opening ID:14093 Dept :

Administrator 01/29/2013 Approval Routing Approval Workflow ~ Primary Approver \D:MECH Union Cd:BOG Mark Worked | Reassign I
- T = Job Opening ID:14095 Dept T =

anutiaen A gy 02/05/2013 Approval Routing Approval Workflow v Primary Approver \D:MECH Union Cd:BOG Mark Worked | Reassign I

Imsge 63
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2.2.2 Approver enters approval or pushback

Created By: 5626315 4y T

Date Opened: 02/05/2013

Available Openings: 1

Reference Names/Contact information required from applicants? [ What will this do?
Position#: 00032098

Business Unit: UBCO1 UBC - Vancouver

Job Code: 180101 Administrator

Company: 01 University of British Columbia
Department: MECH Mechanical Engineering
Location: CiC CICSR/Comp Sci Bldg
Recruiting Location: 1 Vancouver - Point Grey Campus
Status Code: Pending Approval

Status Reason:

Status Date: 02/05/2013
Desired Start Date: 07/01/2013 Job End Date: Ongoing?
Date Authorized:

Employees Being Replaced

| Jol
[+

? Job Opening

< JobOpening:Pending

Job Opening Path

Not Routed Not Routed

Pending
Multiple Approvers Multiple Approvers = Multiple Approvers
@ Job Opening Approval —EI_> @ Job Opening Approval _E]_’ Job Opening Approval -EI

Approve | PushBack

Comments:
***Enter any

comments PRIOR to
selecting the approval
buttons above***

Job Opening Details Approvals

Image 64

Reason for pushback must be provided in the comments section and must be entered prior to clicking on the
pushback button. Comments should include instructions to the originator as to what needs to be modified in the Job

Opening/Posting in order to obtain approval.
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2.2.3 Job Opening is approved
Click on Approve and the workflow reflects the current status.

Job Opening

< JobOpening:Pending

Job Opening Path
Not Routed

Approved

Pending

***Enter any
comments PRIOR to
selecting the approval
buttons above***

422 - Ssih miis > Multiple Approvers Multiple Approvers
« Job Opening Approval ® Job Opening Approval _E_’ Q Job Opening Approval -E
2/5/2013 - 4:49 PM
Comments:

In the case of full approval, originator is informed of Approver’s decision via email and Worklist entry is created.

Job Opening ID (14096) Professor (tenure) has been Approved
et e @ e <2
© Extra line breaks in this message were removed.

Sent: Tue 2/05/13 5:06 PM
To -

The following Job Opening has been approved.
Job Opening ID: 14096

Posting Title:  Administrator
Posting Date:  06-Feb-2013

This posting will appear on the careers website on the posting date shown above. The original posting date may have been auto-adjusted by the system based on

when the approval was submitted.

To point applicants directly to this job posting in newspaper ads, periodicals, etc., use the following hyperlinks:

Staff job postings: www.staffcareers.ubc.ca/xxxx (xxxx=Job Opening ID#) Faculty job postings: www.facultycareers.ubc.ca/xxxx (xxxx=Job Opening ID#)

Note that these direct links to the job posting will only function when the job posting is open.

To review this Job Opening, use this link:

://www.auth.cwl.ubc.ca/auth/login?serviceName=hr sa&serviceParams=context%3D0%26target%3Dworklist

Worklist Item Approved:

Worklist for DEPTRECRUITER1: W watthy

Work List Filters: =

Approver Category -

Worklist

From Date From Work ltem Worked By Activity Priority Approver Category Link
4 Transaction T — Job Opening ID:14096 Dept
422 - Sph i 02/05/2013 ‘Approved Approval Workflow v ID:MECH Union C4BOG

Mark Worked Reassign

Image 68
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Originator can access the Job Opening to review approval and any comments from approver.

Manage icants | Interview Schedule | Job Opening Details | Add New Applicant | Download icant List

Job Opening Details Approvals

Created By: 5626315 e S

Date Opened: 02/05/2013

Available Openings: 1

Reference Names/Contact information required from applicants? ] What will this do?
Position#: 00032098

Business Unit: UBCO01 UBC - Vancouver

Job Code: 180101 Administrator

Company: 01 University of British Columbia
Department: MECH Mechanical Engineering
Location: CIC CICSR/Comp Sci Bldg
Recruiting Location: 1 Vancouver - Point Grey Campus
Status Code: Open

Status Reason:

Status Date: 02/05/2013
Desired Start Date: 07/01/2013 Job End Date: Ongoing?
Date Authorized: 02/05/2013

Employees Being Replaced Customize |Find| 88  First (4] 1 o1 [¥] Last
Name EmpliD

B

| ob Opening

~ JobOpening:Approved
Job Opening Path

Approved
422 - Sk Alis

« Job Opening Approval
2/5/2013 - 5:06 PM

Resubmit |

Comments:

***Enter any
comments PRIOR to
selecting the approval
buttons above***

Once approval on Job Opening is received, the job posting will become available to applicants the following day or on
the ‘Post Date’ if in the future. In all cases, postings will not become available to applicants until approval has been
received.
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Job Opening is pushed back

Click on PushBack and the workflow reflects the current status.

| JOI

Job bpenfng

~ JobOpening:Pushed Back
Job Opening Path

Pushed Back

0422- RETTTILY

Job Opening Approval
2/5i2013 - 5:23 PM

< Approval Comment History

SR at 21512013 - 5:23 PM
Please change the start date to 06/01/2013.

Comments:

***Enter any
comments PRIOR to

selecting the approval ["\3
buttons above***

In the case of a pushback, originator is informed of Approver’s decision via email and Worklist entry is created.

Sample email of a pushback notification:

Job Opening ID (14097) Professor (tenure) has been pushed back
wan Paged, L g @B <3
Tue 2/05/13 5:14 PM
-

The following Job Opening has been pushed back.

Job Opening ID: 14097
Posting Title: ~ Administrator

To review and resubmit this Job Opening, visit:

https://www.auth.cwl.ubc.ca/auth/login?serviceName=hr portal psa&serviceParams=context%3D0%26target%3Dworklist

Worklist Item for pushback:

Worklist for KMHA: Workflow Administrator

Detail View  Approver Category| K| Work List [ El
Filters:
Custarmize | Find 10r2 B |ast
From Date From Weork Item Worked By Activity Priority Approver Category Link
Transaction ,ﬁ Orfer 1D:13196 Dept ID:HRMS Union
Boudreau, Robert M 2014/05/20 Pushed Back Approval Workflow ] Mark Worked | Reassign |
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Originator accesses the Job Opening to review comments from Approver and reason for pushback.

Manage Applicants | Interview Schedule | Job Opening Details | Add New Applicant | Download Applicant List

Job Opening Details Approvals

Created By: 5626315 iy Dipfiean
Date Opened: 02/05/2013 [3]
Available Openings: 1
Position#: 00032098
Business Unit: UBCO1 UBC - Vancouver
Job Code: 180101 Administrator
Company: 01 University of British Columbia
Department: MECH Mechanical Engineering
*Location: cic & CcICSRI/Comp Sci Bldg
Recruiting Location: 1Q Vancouver - Point Grey Campus
Status Code: Pushbacked by Approver
Status Reason:
Status Date: 02/05/2013
*Desired Start Date: 07/01/2013 [ Job End Date: [34) Ongoing? V]
Date Authorized:

Employees Being Replaced Customize | Fin

Add Employees Being Replaced

“Job bpening

<~ JobOpening:Pushed Back

Job Opening Path
Pushed Back

422 - S5k Ais

Job Opening Approval
2/5/2013 - 5:23 PM

<> Approval Comment History

SR at 2/5/2013 - 5:23 PM
Please change the start date to 06/01/2013.

Resubmit |

Resubmit

Originator makes recommended changes to Job Opening/Posting and clicks on button and approval

process repeats itself until an approval is received.
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2.3 Repost a Job Posting

Job postings can be reposted within 90 days without re-approval. Reposts after the 90-day period, require you to
create a new job opening and go through the approval process.

To repost a job, navigate to: Manage Applicants and Openings. Open your Job Opening and click on the Job Opening
Details link.

Go to the bottom of the page to the ‘Job Postings and Posting Periods’ section. Click on Create New Job
Posting/Repost to insert a new posting.

Find Job Openings

4 39 Results Found

Search Results Customize | Find | View All | ﬁ First Kl 5.16 0539 I Last
Job Opening ID# Department Created Closed/Filled Status
srlELESTANE 12693  Mechanical Engineering 04/08/2012  05/07/2012 Filled

Engineer

Program Assistant2 45507  echanical Engineering 03/14/2012  04/19/2012 Filled

(Gr6)

zestbreizseds 11742 Mechanical Engineering 1152011 02/01/2012 Open

tenure-track
Program Assistant 2
(Gr5)
Asst Professor
(tenure-track)

esnzton 11193 Mechanical Engineering 09/01/2011 091512011 Filled
Technician 1

M741 Mechanical Engineering 11/14/2011 01/04/2012 Filled

11739 Mechanical Engineering 111472011 01/31/2013 Filled

Enainesnng 10922  Mechanical Engineering 09/06/2011 Cancelled
Technician 1

Engineering 10921  Mechanical Engineering 07/129/2011 Draft
Technician 1

* Click on Job Opening title to access Job Opening details Cancel |
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Job Opening

Job ID: 11742

Location: Vancouver - Point Grey Campus
Employment Group: Faculty (Fac Assn)

Business title: Administrator
Department: Mechanical Engineering
Full/Part Time: Full-Time FTE: 1.000000
Desired Start Date: 07/01/2012
Job End Date:
Funding Type: Budget Funded
Other:
Closing Date: 01/31/2012 Available Openings: 1
Manage Applicants | Interview Schedule | Job Opening Details Add New icant | Download Applicant List

Display: All ~  Shortlisting Rules & Guidelines

Applicants Customize | Find | #8 First (4] 1-280 o 280 [¥] Last
CON curznt Last
Citizen? |ARDlicant Name D Relationship |Disposition [Resume/CV |\ ...,  |ZTake Action Comments
o with UBC
T — External : b 02/29/2012 | .o 7
[F] [No et st W 102502 Applicant Decline 1115AM Select Action... v
External : b 02/23/2012 |, -
[7] |No gl Ty 105669 Abplicant Decline 2:05PM Select Action... v Infsod 74

Additional Job Specifications

Employee Type: Salaried FTE: 1.000000
Funding Type: Budget Funded Full/Part Time: Full-Time

Interviewers (must be a UBC employee) Customize | Find | B8
Name Interviewer ID

Add Interviewers

Job Postings and Posting Periods

. Remove Date (at
Postings Post Date 0:00)
Administrator 11/16/2011 02/01/2012

Create New Job Pos@

Review and Confirm Approversl
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In the Job Opening-Posting Information page, go to the bottom of the page to the ‘Job Posting Destinations’ section.

Review the posting dates to determine when your posting will be reposted and click on = button.

Note that viewing the job posting at this point using the ol FE T button, will not show that the postingis a
‘Repost’. You must save your data before the posting preview is updated.

Job Posting Destinations

Customize |Find | B8 First [4] 4.2 or2 [*] Last

SR 2 Remove Date  Posting Duration  Posting Duration Upload
Destination PostingType  PostDate .4 4qq) (Calendar days)  (Working days) Publication Ad
UBC Careers Website IntExt 2013/03/14 5] 2013/03/21 3] 7 5

Vancouver Sun anEﬂ

2013/0322[5  2013/03/24 [5] Upload Ad

Your additional posting should now indicate (Repost) in the ‘Job Postings and Posting Periods’ section.

Click on =] Save to save your work. Your repost will appear the following working day in myCareers.

Job Postings and Posting Periods

’ Remove Date
Postings Post Date —( at 0:00)
Admin Assistant 3 2013/02/25 2013/02/25
Admin Assistant 3 (Repost) 2013/03/15 2013/03/22

Create New Job Posting/Repost
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2.4 Cancel a Job Posting

To remove or cancel a job posting, navigate to: Manage Applicants and Openings. Open your Job Opening and click
on the Job Opening Details link. Go to the ‘Job Postings and Posting Periods’ section at the bottom of the page and
click on the job title, under the ‘Postings’ heading, to be taken to the ‘Job Opening/Posting information’ page. Scroll
down to the ‘Job Posting Destinations’ section.

To remove or cancel a job posting, change the ‘Remove Date’ of the posting to the same date as the ‘Post Date’. This
will remove the posting from the Careers site immediately.

Note: If applicants have already applied for a posting which you are now cancelling, you should inform them of such
(see section 4.10 — Email Applicants).

Job Postings and Posting Periods

2 Remove Date
Postings Post Date ———[ at 0:00)

Admin Assistant 3 2013/02/25 2013/02/25

Create New Job Posting/Repost

Imace 78

Job Posting Destinations Customize |Find | #  First 4] or1 [ Last
Remove Date (at Posting Duration (Calendar Posting Duration

0:00 days) (Working days)
UBC Careers Websie It iz C aot3nans i

Destination Posting Type Post Date

Add Posting Desfinations Image 77

Click on m to save your work.
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2.5 Run Staff Job Posting Report

Paper job postings can be produced from the system at any time. Since new postings can open and/or close any day
of the week, the list of job postings can vary from one to the next.

Navigation: Recruitment>Administration>Staff Job Postings Report

Step 1: Click on ‘Add a New Value’ tab.

Staff Job Postings Report

{ Find an Existing Value | Add a New Value

Run Control ID:|POSTINGS

Add

Find an Existing Value | Add a New Value

e Enter a ‘Run Control ID’ value of your choice.
‘POSTINGS' is used in the example above. Do not use spaces in your Run Control ID.

e Clickon ——— button.

¢ Note that this is a one-time step only. The Run Control ID you create will be stored in the database and can be
retrieved using the ‘Find an Existing Value’ tab.

Step 2: Click on Sl button to create Job Postings report for all open postings as of the run date.
Run Control ID:  POSTINGS Report Manager Process Mnnit}' Run_|
Click here
As of date: [#]
Include job description [V
4

e Leave the ‘As of date’ blank if you want all job postings open as of the report run date.
e Click on ‘Include job description’ if you want the entire job description included with the posting.
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Step 3: If no value exists in ‘Server Name’ field, select ‘PSUNX’ and then the OK button.

Process Scheduler Request

User ID: KMHA Run Control ID: POSTINGS

Server Hame: | PELUINX v | Run Date: 2009/02/20 [#]
Recurrence: | hi | Run Time: 5:10:04PM Resetto Current Date/Time |

Tmezone: ||
*Format Distribution

Select Description Process Hame Process Type *Type
Staff Job Postings Report RECO0100 SQR Report/' Web w | | FDF W | Distributicn

Change to 'Email’ to email the
postings to yourself.

Click on 'Distribution’ to email
OK Cancel the postings to others.

Step 4: A ‘Process Instance’ number should now appear, indicating that you’ve successfully launched the report.

Run Control ID:  POSTINGS Report Manager Process Monitor Run

Process Instance:43199

Job Opening ID: I:IQ

Bl save | [SLReturnto Search | [=] Notify E+ Add
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User the ‘Recurrence’ field in the Process Scheduler Request page to schedule the Job Posting
Report to run weekly or nightly.

Choose *Type=Email to automatically email the report.

If you do not email the posting report to yourself, the report can be retrieved via the Report Manager link or navigate
to Reporting Tools>Report Manager

Step 5: Check on the process status.

Click here to get

current status
Administration
User ID: |:| Type: | v | Last: 1 | Days
Status: Folden| V|Instance: |

Report List Customize | Find | View All | B First [ 4 o4 [} Last
Report Prcs -

Select m Instance DE‘SCHE‘]{F” Request Date/Time Format Stﬂtuﬁ‘
35186 43201  Staff Job Postings Report ‘Eg”;_’;”fpfﬁf Acrobat (* pdf| Processing

Administration

User ID: |:| Type: | VlLast: |_1||Days v|| Refresh |

Status: Folden| Vllnstance: | | to: | |

Report List Customize | Find | View All | B8 First [1] 4 o1 [¥] Last
Select Report Prcs Description Request Date/Time Format Status Details
= D Instance
. 2009/02/20 Acrobat .
35186 43201 Staff Job Postings Report 55593P | (* pdf) Posted Details

A

When Status = 'Posted',/
the reportis ready for
download. Click on the
Details link to access
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Step 6: Download report.

Report Detail

Report 1D:

Hame:

Run Status:

35186 Process Instance:

RECOO0100 Process Type:

Success

Staff Job Postings Report

Distribution Node;

PSREFPORTS

43201
S0R Report

Expiration Date;

Message Log

[2009103/23

File List

Hame

SOR REC00100 43201.10g

File Size (bytes)

Datetime Created

1,846

recoo

00 43201.RDF 22,740

recoo

00 43201. 275

User

Distriby
ID Type

Ution .p;stripuion ID

2009/02/20 5:25:46.000000PM PST
2009/02/20 5:25:46.000000PM PST
2009/02/20 5:25:46.000000PM PST

‘CIick PDF file link to download Job Posting Report

Sample Job Postings Report:

5] The University of British Columbia
Staff Job Postings

PLEASE POST ON A BULLETIN BOARD IN A CONSPICUOUS PLACE
THE UNIVERSITY OF ERITISH COLUMBIA
AFPLICATION INSTRUCTIONE

Al sarser opoortunities can be acossssd ot
s waw hr Uk oa carsers.

WTERNAL AFFLICANTS
nternal applicants will appty for osHons using the MyCareers f2ature In e seF-senvice web porsal, accessioy)
with therr Campus Wide Log-in (CWL1 1D,

EXTERNAL AFFLICANTE
Swtemal appiizants will creats el onine profie by isiling Wi nnUBE c8 carsers. Once you have ssiscid th)
ool T o appiy for, yiou CaN Creste your onine profie and Lpisad your resome.

Far those wishing toapply using a paper format, pisase submit an appicadon resume for sach position Jor whl
considered, by speclfying the Position and Jod 1D, 1o:

THE UNIVEREITY OF BRITISH COLUMELS
HUman REEIUross

FE0-207TE Weckrook Mall

Vancauwer, BC

VAT 1Z1

The Job Posfing does not imply fhat any applicant will necessarly be selected for the position, nor s the dasst
listed a commiiment by the Universiy bo appoint 2n applicant fo fhe classfication.

Applications far sack of the folowing vacanciss shouls ke receloed In Humar Sezources by 0:00 an e postie

VIEW OUR CAREER GFPOSTUNITIES WEEKLY
Bign un for Job Alerts within myGaneers bo recefve emall notficaions when new opportunities ars posted aning

VIEW YOUR APPLICATION STATUR
Wimn Ine status of your appleationis oy kaging Inhe myCarsars. You fan alio cnodce toapoly far muliple ok

TamE tre.

Micte- Unless chensiss indicated, positions ane ful-tme Monday to Fricay.
Siesearch Grants, Caphial Funcs and Seif-supporting posiions can be conSnued oniy &% jong as funds are asall

IJEC hires on $he baslzs of mert and Is commiied tc employment eqully. We encourage all gualfied persons to

i) The University of British Columbia
Staff Job Postings

Job Posting
Job 1D 5157
Locatsan: ‘Varcouver - Point Grey Campus

Employment Sroup:  CUPE 2520 (35 hrai

Jab Categary: CUPE 1250 Adminisiratve Suppt

ClassMioation Tie:  Acmimisirative Suppart 1 (3r1) Businecs THis:  Administrasve Support 1 (Gr1)
Depariment: =Racruling Tralning Dept BNk Budge: Funded

salary: 52547200 (Annual}

FulliPart Time: FulFTime

Decirac Start Date:  2005-04-01 Ongoing: ¥

Jab End Date: Fosskillfy of Extenclons: N

Funding Type: Sucget Funced

otner: Sucget Funced

Remove Date: 2005-03-05 Avallable Openings: 1

Organizaticnal statue

Frograms coversd by the pasition Incude but may nat be ImBed 8o: racommendsd, Inbemmal and attliafion schalarships and bursanies, USC
Enirance Schelarships, 8 rumber of exiemal sward programs.  —This |2 8 new paragraoi Yadda, yacsa, yadda~ ~Thisls 2 rew
paragraph: Yacoa, yadda, yadda.~

Wicrk Performed

Frowides gneral informasion o shudents, taculty and the gensral pubils about both merk and reed-based programs aftered by Student
Francial Azsistance and Awards  Fles Incoming chegues, e-malis students when cheques are svaliable %o plck-up and distiutes same i

students at the front counter, Redepasits ch = stale casec.  Coordnates bulk mall-outor the over 5000 bursany notices.

Aszizss wiin he protocanying and praparation of material for the Msjor Entrance Scholarship Commites. Cocednates suk award natics
alkouts, recelves and cass enters scholarship appications.  Secelves, opers and distrioutes Incoming mall o 2ppraoriste 3FA & Awards

SIAM (or oher Universty deparmenistaculies].  Faromms any aiher jo-relaled dufies a3 necessary [N keeping with e raguinements
and qualfications of the jod.  Frovides cierical 5udport, under genemal supersizion, far he adminisiration of medt-basss anc need-based
awards

~Thiz Iz 2 rew paragraph: Yacca, yadda, yadda~ --This is a new parmgraph: Yadda, yadda, yacca -

suDanvizion Racelvad

Frovides cerical supoart, under general superyizion, for the administrason of mari-oased and need-based awards. Frograms coversd oy thy
Pesian inchude bt may not be limiked fo: recommended, Intsmal and afiiaticn scheiarships and bursaries, UBC Entrance Scholarshies, a
rurber of extmal sward pregrams. Thiz wowld clude recelving Rcemation, snierng data, Facking photocanying and fing; respanding ko

cral and writen enquivies regarcing paicies and procedures of gowerment and UST awards and firanclal assistance programs; and perfamr
ciner relases sks.Provides Clerical SUppOT, Lnder Gereral supenvsion, for e adminstration of mertoased and nesd-based awards.
Frograms coversd by the pasition Incuds but may nat be ImRed 8: racommendsd, Intemmal and attliafion schalarships and bursanes, USC
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3
Applying for Jobs



3.1 Apply for a Job Opening

Internal applicants and former employees can view job postings and apply for jobs via UBC’s HRMS Self Service
application at www.msp.ubc.ca. Applicants must have a valid CWL account.

NOTE: Former employees must have been employed at UBC within the past 18 months and have had an active CWL
account prior to leaving the university, otherwise they must use the External applicant method described later in this
chapter.

3.1.1 Internal applicants

Go to the myCareer portal pagelet.

NIVERSITY OF BRITISH COLUMBIA FINANCE AND HUMAN RESOURCES

gement Systems Portal

Fri, Feb 6, 15 Home Sign out

[Agnlicaﬁons Administrator Self Service  HRMS Self Service FMS Self Senvice R Administrati MyLinks Select One: -
Personalize: Content Layout

myMessages = myPa

Aif+ View Paycheque View Benefit Enrolments
myPersonal Info -] p\\ Review current or prior paystub details. %"j View the coverage choice, coverage level, dependents, and plan
provider for each of your benefits.
% Personal Summary
) Review a summary of your personal information. m Direct Deposit
-_é Review UBC direct deposit information. E@ myPension
%EVEW your basic pension information and estimate future retirement
Home and Mailing Addres: income.
@ Review and update your home and mailing addresses. iy Voluntary Deductions
%% Review your voluntary deductions.
myPDR Summai l (faculty only)
Phone Numbers View your Dy Fund Summary.
Add and update phone numbers. Designate your primary phone number. i Compensation Histon Only for eligible facutty members.
(§‘> Review your compensation history, including job information and base
i salary history.
Email Addresses P luition Waivers - Faculty
Add and update your email addresses. @ é.‘\. Create and update online tuition waiver request. View history and
: #+EEE myTotal Compensation Thasiting belnce
= See the value and scope of your total compensation package from UBC
- ata glance.
(Fo2=, Emergency Contacts Tuition Waivers - Staff
2 Add and update your emergency contact information. Create and update online tuition waiver request. View history and
myExpense Reimbursements remaining balance
@ See your EFT reimbursements for expenses incurred.

Citizenship & Visa Information
Review your citizenship and visa information.
YearEnd Slips myCareer

v|ew T4 and T4A slips. Careers - Staff
Board Notice n )
oo Nolce R oE m iew staff career opportuntties for all campuses. Search postings, view

status, maintain your contact profile.

=
Careers - Faculty
R Tinieys = Program Registration View faculty career opportunities for all campuses. Search ads, view
| Entrance Survey & Register for professional development workshops. ;ppﬂcalmn status, maintain your contact profile (currently Faculty of
Complete this quick survey to let us know about your first six months of cience only).
employment at UBC
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3.1.2 External applicants

External Applicants log in to system via the Human Resources website at: www.hr.ubc.ca/careers. They can view

and search for job postings but must register themselves in order to apply for jobs. Job postings will appear in the
lower portion of the page.

Keywords: Email:
Posted:  Anytime i Password:
Search l Advanced Search Search Tips Login I Forgot your password? Redqister Now

First %) 158 of 58 L™ L
Job Information
Select Open Date Close Date  Job Title JobID Employment Group Job Function Department Location
[F]  2013/03/16 20130322  Research AsstTech 3 15184 I:g‘s'gaa"s &Research 1. jes rechnical ‘g::: HoggICAETURE Vancouver - Hospital Site
2 s - o VK t&Professional IV t & The Sauder School of Vancouver - Point Grey
$ 2
[T]  2013/03/16 2013/03222  Online & Social Media Specialist 15141 (AAPS) Professional Business Campus
= Assistant Manager- CDM t&Profe t & o o Vancouver - Point Grey
2013/03/16 2013/03/29 TS 14925 (AAPS) Professional Rederivation Facility Campus
H ) = M t&Professional IV t & . . Vancouver - Point Grey
[Tl 2013/03/16 2013/03/22  Associate Academic Advisor 15185 (AAPS) Professional Arts Academic Advising Campus e

If an applicant has registered previously, then they can login with the email and password they registered with.
Otherwise, they will need to register by clicking on ‘Register Now’. The following page will appear for them to enter
their registration information.

Register
Enter your e-mail address below and create a password.
Please note that some email providers may place email in your junk mail folder. If you do not

receive a confirmation email from us after submitting your application, please check your junk mail
folder and if there, adjust your junk mail settings to ensure further emails are received correctly.

*Email Address s s@nie s

*Password ssssssee

*Confirm Password eeesssces

Register | Return to Previous Page
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3.1.3 View and select the job posting

After the applicant has registered or logged in, they will be presented with their careers home page.

Posted:  Anytime

Search | Advanced Search

Search Tips

1 Applications

0 Attachments

3 Saved Resumes
Profile

SetUp Job Alert

Job Information

Select Open Date Close Date
2013/03/16 2013/03/22

2013/03/16 2013/03/22
2013/03/16 2013/03/29

[ 2013/03/16 2013/03/22

Save Jobs | Apply Now

Job Title
Research Asst/Tech 3

Online & Social Media Specialist

Assistant Manager- CDM
Transgenics

Associate Academic Advisor

15141

14925

15185

Employment Group

Technicians & Research

Job Function

Assists Trades/Technical
ok t&Profe t&
(AAPS) Professional
Manag t&Prof t&
(AAPS) Professional
Manag t&Profe | Manag t&
(AAPS) Professional

Department

James Hogg iCAPTURE

Centre

The Sauder School of
Business

Rederivation Facility

Arts Academic Advising

1158 of 58 L7/ Last

Location
Vancouver - Hospital Site
Vancouver - Point Grey

Campus
Vancouver - Point Grey
Campus
Vancouver - Point Grey
Campus

Full job descriptions and more details about the job can be viewed by clicking on the job title hyperlink.

Applicants can also select the job(s) they would like to apply for and click the - “PPI¥NOW | b ++6n to continue.
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This is the page that shows the full description of the job (after clicking the job title hyperlink).

Job Posting

Job ID: 15097

Location: Vancouver - Point Grey Campus
Employment Group: CUPE 116(Senvice/Techs/Trades)
Job Category: Trades - CUPE 116

Classification Title:  Houseperson

Business Title: Houseperson

Department: Conferences & Accommodation

Salary: $17.69 (Hourly)

Full/Part Time: Part-Time

Desired Start Date:  2013/05/01

Funding Type: Self Funded

Other: Sessional

Closing Date: 2013/0317 Available Openings: 6

Save Job ] Apply Now Return to Previous Page

Job Summary
Positions in this classification prepare room venues and provide general assistance for conferences
and miscellaneous meetings.

Organizational Status
Reports to Head Housestaff Person.

Work Performed

Loads equipment, tables, chairs, furnishings, supplies, and other related material into vehicle, drives
transport vehicle to destination and unloads.

Sets up and removes tables, chairs, floor coverings, dividers, decorations and other related equipment
and furniture for all conference venues.

Services conference venues by supplying and placing water, glasses, table coverings, demonstration
materials, supplies and other miscellaneous exhibit equipment as required.

Attends conference venues and facilities to monitor status and provide on-site assistance to
conference organizers and attendees.

Contacts Campus Security or RCMP if safety or security of persons, event or facilities is in jeopardy.
Connects and operates simple audio visual and public address systems.

Performs minor clean up work in meeting rooms and common areas as required.

Supervision Received
Works under general supervision of Head House Staff who reports to the Housestaff Coordinator.

Supervision Given
May assistin training of new House Staff.

Consequence of Error/Judgement

Determines sequence of duties and response to client requirements. Inappropriate decisions may
impair service delivery, harm the reputation of Conferences and Accommodation or even jeopardize
future workina relationships with aroups and clients.

Qualifications

Ability to ride a bicycle.

Effective oral and written communication skills.

Ability to follow written and/or verbal instructions and floor plans.

Ability to work independently or as part of a team.

Ability to work a flexible schedule which may include mornings, evening, graveyards, weekends and
holidays.

UBC hires on the basis of merit and is committed to employment equity. All qualified persons are
encouraged to apply. We especially welcome applications from members of visible minority groups,
women, Aboriginal persons, persons with disabilities, persons of minority sexual orientations and
gender identities, and others with the skills and knowledge to engage productively with diverse
communities. Canadians and permanent residents of Canada will be given priority.

Save Job I Apply Now Return to Previous Page

e 81

After reviewing the posting, they can save the job, apply for the job, or Return to Previous Page. Saving the job will

take you to the list of currently saved jobs.
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Complete your profile (for new registrations). If the applicant is newly registered on the site, they may be asked to
complete their profile before applying.

My Profile

You can update your name, address, phone number and email here. Changes made to your contact
details on this page will be updated on all of the jobs you have applied to.

Member Information

User Name: et @i s
Password: Change Password

Preferred Method of contact:  Not Specified v

| Legal Name (as it appears on your Social Insurance Card or other Government ldentity Card)
Name Prefix: v

*First Name:
Middle Name:
*Last Name:

Country: Canada v

Address 1:
Address 2:
Address 3:
Address 4:

City: Province: v

Postal:
Email Address
Primary Email Type: ~ Primary |+

Email Address: LI EE T TR Remove

Primary Phone Type: v

Phone Number: Extension: Remove

Add Another Phone Number

Save Return to Previous Page
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3.1.4 Upload your resume or CV

The first step of the application process asks how you’d like to proceed with your resume/CV submission.

Apply Now
Choose Resume / CV

The personal information you provide through the UBC online recruiting software is collected pursuant to Section 26
of the Freedom of Information and Protection of Privacy Act, RSBC 1996, c.165 ("FIPPA"). The required personal
information is collected for the purposes of supporting and evaluating your application for employment with UBC and
for aggregate statistical purposes. The personal information will be used, retained and only disclosed by UBC in
accordance with FIPPA.

If you have any questions about the collection of information, please contact Human Resources by Email or by
phone at 604/822-8111.

IMPORTANT INSTRUCTIONS ON USING THIS SITE:

® Avoid using the browser's back button as it may have unpredictable results
® To cancel an application mid-way, please use the '‘Return to Previous Page’ or "Close Application’ buttons.
m Use "Save for Later' if you want to complete an application at a later time.

Please follow all instructions to ensure the success of your application. Your success is our priority.

STEPS:

1. Upload cover letter, Resume, CV and any other supporting application documents. Once submitted, the
system will merge each of your uploaded documents into one single PDF file.
Note: to ensure formatting from your original documents is retained, ensure your document(s) are submitted
in portrait mode, avoid margins which exceed one inch and avoid manual formatting.

2. Provide work experience and education (if not in your Resume/CV).

3. Provide information on whether you have previously worked at UBC and your immigration status.

4. Submit your application.

Once you've submitted your application, you will not be able to alter your application.

@ Upload a new resume/CV Accepted file types: .doc, .docx, .pdf

Continue | Return to Previous Page
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Clicking on ‘Upload a new resume/CV’ brings you to the following page:

Upload Resume/CV & Supporting Documents

Upload your application documents by clicking on the 'Add Attachment’ link below.
Multiple documents (Resume, CV, cover letter, other supporting application documents) may be uploaded.

Each attachment you upload must not exceed 12 megabytes in size and the file name must not exceed 64
characters in length.

By clicking on "Continue’, the system will merge and convert your documents in to one single PDF
document. Documents will be merged in the order listed.

No attachment has been uploaded to this applicant's profile

Accepted file types: .doc, .docx, .pdf [+]Add Attachment

i Return to Previous Page: | Continue to Next Step |
e 84

Upload all documents attachments which make up you complete resume package (resume/CV, cover letter, etc.).
Continue to click on Add Attachment until all your individual documents are uploaded. The system will prompt you

to find and upload your documents after you click on Add Attachment.

Browse_

Upload | Cancel

Click on button to select and upload your file.
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Once you have selected a file to upload, the page will be updated with the current set of uploaded documents. You
may continue to add additional documents by clicking on ‘Add Another Attachment’'.

Upload Resume/CV & Supporting Documents

Upload your application documents by clicking on the ‘Add Attachment’ link below.
Multiple documents (Resume, CV, cover letter, other supporting application documents) may be uploaded.

Each attachment you upload must not exceed 12 megabytes in size and the file name must not exceed 64
characters in length.

By clicking on "Continue’, the system will merge and convert your documents in to one single PDF
document. Documents will be merged in the order listed.

Attachments Customize |Find | B8  First (] 4 or1 [ Last
File Name
Resume.docx Delete |
o 3 : 22 ;
Accepted file types: .doc, .docx, .pdf Afiachment
Return to Previous Page | Trmane R7 Continue to Next Step |

I e 86

All documents uploaded will be merged into one single PDF document. Ensure that the documents you’ve uploaded
appear in the order you’d like them to appear in the final merged document (i.e., cover letter first, then resume/CV).

Click on Continue to Next Step once all your documents have been uploaded. The following page will appear.

Click on OK to continue or Return to Previous Page.

Your uploaded attachments will now be merged into one PDF document.

Please ensure your documents have been uploaded in the order you wish them to appear in the merged
document.

Once the merge process has completed, please open and check your merged resume package to ensure your
document(s) appears as you expect. In some cases, some formatting may be lost or page breaks may appear
incorrectly. Refer to Step 1 of instructions page for known issues which may cause your document to appear
differently than your original document(s). If there was a problem with your merged resume package, do not submit
your application, modify your original documents as required and start over.

Do you wish to continue?

OK Return to Previous Page
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The next step is to complete the remainder of their application. The top part of the application page shows the job
applied for, as well as any attachments that were uploaded for this application. It is important for applicants to open

their merged resume/CV document to ensure their documents were merged as they expected. Click on the E! icon
on the Complete Application page to open the merged resume/CV.

Apply Now
Complete Application

You are applying for:

Human Resources Advisor Remove

Add Another Job to Application

Boudreau-3228-2013-03-17-09-54.pdf Remove and Replace Resume/CV

M Mouse
1234 Main St
Disneyland

Edit Profile

Save for later Submit | Cancel Application| Withdraw Applicalion | careers Home

Complete Application
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3.1.5 Enter your work experience
Complete the on-line application — Preferences.

Provide information on desired start date, work days and full time or part time.

Complete Application

Desired Start Date: i

Regular/Temporary: Either v

Desired Work Days: [VIMonday [V|Tuesday [V/Wednesday [¥|Thursday
Friday Saturday Sunday

FulllPart-Time: Either v

Desired Hours Per Week:

3.1.6 Enter your work experience
Complete the on-line application — Work Experience section.

Click on Add Work Experience to add employment history details.

Work Experience
You have not added any employment infomation to your new application.

[+]Add Work Experience

Image 90
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3.1.7 Enter your education history
Complete the on-line application — Education History section.

Select ‘Highest Education Level’ from list of values and enter education history by clicking on education hyperlinks.

Education History
Highest Education Level:  A-NotIndicated v

To add a secendary school, click the Add Secendary Education History hyperlink below . To change
information for a scheol, click the hyperlink under Schoeol field. Click on delete icon to remove correspending
Secondary Scheol Information.

Secondary Education

You have not added any secondary education infomation to your application.

[+] Add Secondary Education History

To add a degree, click the Add Post-Secondary Education History hyperlink below Post-Secondary. To change
information for a degree, click the hyperlink under Degree field. Click on delete icon to remove cerresponding
degree.

Post-Secondary Education

You have not added any education infomation to your application.

[+]Add Post-Secondary Education History

3.1.8 Complete the questionnaire
Complete the on-line application — Application Questionnaire section:

Application Questionnaire

Current Employment Status:
) Never worked at UBC

) Worked at UBC within the last year
 Worked at UBC more than a year ago

() Current UBC Faculty/Staff member or student employee. (Are you applying through the correct
Careers site? You must apply through UBC’s Faculty/Staff Self Service portal in order to
maintain your internal rights/status to job postings).

Are you a Canadian Citizen or have Permanent Resident status?
@ Yes

@) No

Do you have a Canadian Social Insurance number which starts with a 9?
® Yes

©) No
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3.1.9 Complete the referral information
Complete the on-line application — Referral Information section.

Select from list of referral sources. Complete ‘Specific Referral Source’ if referral source not listed.

Referral Information

How did you find out about the =
job?

Specific Referral Source:

3.1.10 Submit the application

Complete Application

Saveforlater] Submit | Cancel Ppplicationl Withdraw Application | careers Home

Click on ﬂl button to submit application.
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3.1.11 Agree to terms (External Applicants)
Review the Terms and Agreements. You will not be permitted to submit your application if you do not agree to the

terms stipulated.

Submit Online Application

erms and Agreement

As a condition of application/employment, | authorize investigation of all statements contained in this
application. | understand that UBC’s decision will be based solely on non-discriminatory
considerations and that misrepresentation or omission of facts called for is just cause for the
rejection of my application or dismissal.

© |agree to these terms ' | do not agree to these terms

Submit Cancel Application | Return to Previous Page

3.1.12 Confirmation email
Applicants receive a confirmation to the email address provided in their profile.

Your online resume has been successfully submitted
UBC_NOREPLY@UBC.CA

Sent: Wed 2/06/13 10:41 AM
To: A -
(Please Note: This message was automatically generated. Please do not respond.)
Dear Wit Cam,
Thank you for expressing an interest in the following position(s) submitted on 2013-02-06:
14082- Administrator

The search committee/interview team will review applications following the application deadline. Recruiting practices at UBC can differ from department to
department. Some departments contact all applicants, some just shortlisted applicants. We encourage you to view the status of your application by logging in to the
myCareer application and using the 'My Career Tools' feature.

For more information about what it's like to work at UBC, visit our virtual Welcome and Resource Centre at www.ubc.ca/welcome.

For more information on how we're building a better workplace, visit our Focus on People website at www.focusonpeople.ubc.ca.

To review your information, click the following link.

https://mycareers.adm.ubc.ca/psc/erecruit/EMPLOYEE/HRMS/c/HRS HRAM.HRS CE.GBL?Page=HRS CE HM PRE&Action=A&Siteid=1

Image 97
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3.1.13 My Applications

My Applications provides the applicant with information on the status of their application, the ability to withdraw an

application and to replace a resume/CV.

My Applications

™ You have successfully submitted your job

application.

Display applications from: v Refresh l
|44 First [4] Previous | Next [ +] Last [}
Application Status Application Date Withdraw Application
Human Resources Advisor Applied 2013/03/17 9:53AM  Withdraw Application |

Application status will be updated to indicate progress (i.e., applied, interview, position filled, etc.)

Applicants may withdraw their application at any time by clicking on the

Withdraw Application |

push button.

Applicants may also update their resume at any time by drilling into your application. From the Careers Home page,
applicants can access their applications by clicking on the ‘# Applications’ hyperlink under My Career Tools.

3.2 Careers Home

This is the main page where applicants access job postings and tools to manage their application environment.

Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools Logout

Careers Home

Welcome Robert

2 Applications
Posted:  Anytime v 0 Attachments
3 Saved Resumes
Search | Advanced Search Search Tips My Profile

Set Up Job Alert

Notifications
You do not have any nofifications.

Job Information

Select Open Date Close Date  Job Title JobID
[T 2013/01/23 2013/07/29  Head 14090
[T1  2013/01/19 2013/07/29  Human Resources Advisor 14089

]

2013/01/08 2013/07/29  Manager. Employee Safisfaction 14088

Employment Group
Faculty (Non-Fac Assn)

Excluded M&P

Job Function

Department

Academic

Management &
Professional

&

(AAPS)

Professional

Administration -

Human Resources

Human Resources

UBCO-

Location
Vancouver - Point Grey
Campus
Vancouver - Point Grey
Campus
Vancouver - Point Grey
Campus

€ 98,
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3.3 My Careers Tools

This page shows applicants their current applications.

Careers Home Job Search My Saved Jobs

My Career Tools

Robert

Edit Profile

My Saved Searches My Career Tools Logout

Display applications from: Within Last Week

v Refresh |

|4 First [4] Previous | Next [+] Last []

Application
Human Resources Advisor

Status
Applied

Application Date
2013/03M17 9:53AM Withdraw Application

5 Delete
Resume Title Attached File Created Resume
Resume-Package-Boudreau-3228- Resume-Package- .
119320 pdf Boudreau-3228-119320 pa 20100609 2:11P1
Boudreau-3228-2013-03-

Boudreau-3228-2013-03-17-09-54 pdf

Return to Previous Page

3.3.1 Application Status

17-09-54 pdf

2013/0317 954AM 11

From My Career Tools, application status will be updated to indicate progress (i.e., applied, interview, position filled,

etc.)

3.3.2 Application Withdrawal

From My Career Tools, applicants may withdraw their application at any time by clicking on the

Withdraw Application

push button.
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3.3.3 Replace Resume/CV
From My Career Tools, applicants can replace their resume/CV by clicking on the hyperlinked posting name in the
Application column of the My Applications section.

Once on the ‘Apply Now’ page, Click on ‘Remove and Replace Resume/CV’. The system will prompt you through the
resume/CV upload process.

Apply Now
Complete Application

You are applying for:
Human Resources Advisor

Boudreau-3228-2013-03-17-09-54.pdf Remove and Replace Resume/CV

Robert

Edit Profile

Saveforiaterl Submit | Close Application | Withdraw Application | careers Home

Save New Resurnel
After you've uploaded you're updated resume/CV, click on the button:

Your resume has been updated. (25002,199)
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3.4 Search for Jobs

There are several methods to search for job openings.

3.4.1 Basic Searches

Basic Searches can be performed on the Careers Home page or from the Job Search page — Job Search link. Search

for jobs that contain key words that fall within specific posting dates.

Careers Home

Careers Home

Welcome Michae!

Basic Job Search
Keywords:

1! My Saved Jobs

Posted:  Anytime

My Saved Searches

Search I Advanced Search

Search Tips

My Career Tools

1 Applications
0 Attachments

2 Saved Resumes

My Profile

Logout

Set Up Job Alert
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3.4.2 Advanced Searches

Advanced searched enables you to enter additional search criteria. You can save your search criteria as a saved
search or as a ‘Job Alert’. As new job openings are posted, the system will automatically notify you if any new job
openings match the search criteria set up in your Job Alert. You will receive an email with a link to the UBC Careers

site and your job alert search results. The system also posts a notification in the Notifications box on the Careers
Home page.

Job Search/Set Up Job Alerts

Search | Clear | SetUpJobAlert| asicSearch Search Tips
Enter Keywords:
Select Locations: All Locations -

To select muitiple locations hold down the Ctrl key (Command key
for Macs) while clicking selections

Select Empl. Group: All Employment Groups

Agassiz Farm Workers

BCGEU UBC-Okanagan

BCGEU UBC-Vancouver

BCGEU UBC-Vancouver Kids Club
BCGEU UBC-Vancouver(Auxiliary)
CUPE 116 (Aquatic Centre)

CUPE 116 (Cler/Sec/Bookstore)
CUPE 116(Service/Techs/Trades)

L] »

CUPE 2278 (Non-CR Instructors) -
Select Job Function: All Job Functions
Administration =
Administration - Academic
Clerical/SecretarialiLibrary
Faculty -
Full/Part Time: v
Regular/Temporary: v
Job Opening ID:
Desired Pay:
Find Jobs Posted Within:  Anytime v
Display Results Sorted By: v

Search | Clear | SetUpJobAlert| pasicSearch Search Tips

Return to Previous Page
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3.5 ]Job Alerts
Select criteria for Job Alert and then click on S€tUP J0D AleMt | ooy and run your Job Alert.

Save Search/Job Alert.

Save Search/Set Up Job Alert

*Name your search/Job Alert:  New faculty postings

Use As Job Alert
Send Job Alert notificationto  applicant@mail.com
this email Address:
Save Cancel

Run the search manually or let the system notify you automatically. Click on My Saved Searches to access your saved
searches/Job Alerts

Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools Logout

My Saved Searches

Saved Searches and Job Agents
Saved Search Created On Job Agent Email Address Run Search

NEW FACULTY POSTINGS  2013-02-06 applicant@mail.com Edit Delete Run Search I

Job Search
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3.6 Manage your Profile/Career Tools

3.6.1 My Profile - External Applicants

For external applicants, profile information is created and maintained within the Careers site. Changes to Profile
information should be made prior to submitting applications.

s,

{Careers Home: Job Search My Saved Jobs My Saved Searches My Career Tools Logout

My Career Tools

Wit gt

Edit Profile
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Edit Profile

You can update your name, address, phone number and email here. Changes made to your contact
details on this page will be updated on all of the jobs you have applied to.

Member Information

User Name: e @i 8
Password: Change Password
Preferred Method of contact: EMail v

Legal Name {as it appears on your Social Insurance Card or other Government ldentity Card)
Name Prefix: b4

*First Name: John
Middle Name:
*Last Name: Smith

Country: Canada =
Address 1: 123 Main Street

Address 2:

Address 3:

Address 4:

City: Vancouver Province:  British Columbia v
Postal: vivave

Email Address

Primary Email Type:  Primary  [+]

Email Address: john.smith@mail.com Remaove

Primary Phone Type: Home v

Phone Number: 604/123-4567 Extension: Remove

E Add Another Phone Number

Save | Return to Previous Page
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3.6.2 My Profile - Internal Applicants

For internal applicants, profile information is retrieved from your personal data information entered in UBC’s Human

Resources Management System (HRMS). Therefore, any changes to your profile information appearing in myCareers

must be made via UBC’s HRMS Self Service application. Profile information appearing incorrect in myCareers needs to
be corrected in HRMS Self Service prior to submitting your application.

My Profile
Need to update your Profile? Go to ‘myPersonal Info’ in UBC Faculty and Staff Self Service.

Name Format:  English
Name Prefix: Mr
First Name: WM

Middle Name:

Last Name: T

Name Suffix:

Country: Canada

Address 1: TS Dirteaty Tiais

Address 2:

Address 3:

Address 4:

City: WAt Province: British Columbia
Postal: VR e

Email Address
Primary Email Type: Primary

Email Address: noemail@ubc.ca

Alternate Phone Type: Campus
Phone Number: UhERUT Ay R

Alternate Phone Type:  cgjular
Phone Number: et e AT Extension:

Primary Phone Type:  pome

Phone Number: T Extension:
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3.7 My Saved Jobs

Save jobs that you may be interested in and apply to these jobs at a later date (but before the closing date).

Job Information

Select Open Date Close Date  Job Title

2012/11/27 2013/07/29  Technician IV
2013/01/19 2013/07/29  Human Resources Advisor

[7]  2013/01/08 2013/07/29  Manager, Employee Satisfaction

Save Jobs | Apply Now

Job ID

14079

14089

14088

Employment Group Job Function
BCGEU UBC-O Trades/Technical
Management &
Excluded M&P Professional
t&Prof I 1
(AAPS) Professional

Department
UBCO-
BarberArts&SciencesUnit 3

Human Resources

Human Resources

Latest Job Postings - The University of British Columbia

Location
Vancouver - Point Grey
Campus
Vancouver - Point Grey
Campus
Vancouver - Point Grey
Campus

View your saved jobs by clicking on the My Saved Jobs link.

Careers Home

Careers Home

Welcome Muchas!

Basic Job Search

My Saved Jobs

My Saved Searches

2 Applications

My Career Tools Logout

Set Up Job Alert

ANVIIMEe

Careers Home Job Search My Saved Jobs

My Saved Jobs

[ You have successfully saved your new jobs.

Job Title Job ID

Human Resources Advisor 14089

Manager, Employee Satisfaction 14088

Technician IV 14079
Research Asst/Tech 1 9356
Secretary | 5675

Select All Deselect Al _ APPIy Now Delete

My Saved Searches

Location

Vancouver - Point Grey
Campus
Vancouver - Point Grey
Campus
Vancouver - Point Grey
Campus

Vancouver - Point Grey
Campus

Open

Open

Open

Filled

Kelowna - UBC Okanagan Filled

My Career Tools Logout

Saved Jobs
Status

Return to Previous Page Find Jobs
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3.8 Draft or Incomplete Applications

3.8.1 Save for Later

You can save a draft of your application and submit the application at a later time (but before the closing date). To
save a draft, click the ‘Save for Later’ button at the bottom of the application page.

Apply Now
Complete Application

You are applying for:
Administrator Remove

Add Another Job to Application

Cam-135684-2013-02-06-10-26.pdf Remove and Replace Resume/CV
Wi gt
Edit Profile

Save for later| _Submit | Cancel Application| Witndraw Application | careers Home

Complete Application

Your saved application appears under status ‘Draft’.
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3.8.2 Draft Status

You can see the application in ‘My Career Tools’ with a status of ‘Draft’.

e: Job Search My Saved Jobs My Saved Searches My Career Tools  Logout

My Career Tools
Wehas | an

Edit Profile

Display applications from: Within Last Week ~  Refresh |
|44 First [4] Previous | Next [»] Last [¥]
Application Status Application Date
Administrator 1 Applied 02/06/2013 10:04AM Withdraw Application I
Administrator 2 Draft Application 02/06/2013 11:36AM Withdraw Application |

Resumes

Resume Title Attached File Created

02/06/2013

& ia
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3.9 Interview Schedules

Hiring managers can elect to notify applicants of upcoming interviews by email and via a notification on the
applicant’s myCareer home page.
Click the subject link in the Notifications area to access the Interview Details page.

Careers Home
Welcome John

Keywords: 11 Applicaticns
Posted: Anytime v 1 Attachments

8 Saved Resumes
ﬂl Advanced Search/Set Up Job Alerts Search Tips My Profile

|44 First [ 4] Previous | Next [ *| Last [

Fror_n Subject Received
University of British Columbia Interview Schedule:Staff Physician 2009/02/124 2:22PM

SelectAll DeselectAll Delete

The interview schedule includes the date and time, the name of each interviewer, and location of the interview.

Interview Details

Interview details for John Smith

When: 2009-03-15
Position: 5068-Staff Physician

Start Time End Time Date Interviewer Location
GENERAL

9:00AM 10:00AM 2009/03/15 Jane Smith SERVICES
ADMIN. BUILDING

Image 115
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4
Managing Openings and
Applicants



4.1 Manage Applicants Page Overview

Once you have created your job opening and posting, most of the remaining recruiting tasks can be launched from

one central page we call the ‘360-degree Page’. From this page you’ll be able to:

=  Review job opening/posting details
=  Review applicant data including resume attachments

=  Review internal applicants’ relationship with UBC (i.e., current Job, Service Date, Seniority, etc.)

=  Download an applicant list to Excel
=  Manually add applicants

= Shortlist applicants

= Decline applicants

=  Manage interviews

=  Prepare job offers

=  Produce offer letters

=  Manage pre-hire checklists

=  Manage and upload pre-hire documents (i.e., signed offer letters, copy of SIN card, etc.)

=  Prepare applicants for hire
=  Send emails to applicants
=  Review applicants’ current application ‘Disposition’ status

Job Opening

Job ID:

Location:
Classification Title:
Employment Group:

Business title:

9758

Vancouver - Point Grey Campus
Service Worker - Bldg Ops

CUPE 116(Service/Techs/Trades)

Service Worker - Building Operations

Job Family: Trades - CUPE 116

Department: Building Ops - Custodial

Hiring Range: $33,828.00 - $35,676.00

Full/Part Time: Full-Time FTE: 1.000000

Desired Start Date: 2011/03/14 Level: Ongoing: Yes
Job End Date: Possibility of Extension: No

Funding Type: Budget Funded

Other:

Closing Date: 2012/03/11 Available Openings: 1

Manage Applicants

Display: All

Applicants

| Interview Schedule | Job Opening Details | Add New licant | Download Applicant List

v  Shortlisting Rules & Guidelines Applicant Prioritization Complete (V]

Customize | Find |

PM & Applicant Name ;Q 7 ‘Wﬁ VDismsitionr;rResumeIC\;‘VLast Updated "Take Action
[ ; 3 Yes Wong.David 71835 ‘Current CUPE 116 Interview :?0152!_4:,‘2/27 *Select Action...
] 4/No  |Beaucheminiarc 71833 |Extemal Applicant | Decline 2002102027 | “select Action...
| [ { 4 \V{es Doe. John V 5227 ‘FormerEmponee »ﬁoute/SLst ‘ 5%16%-/‘312/27 *Select Action...
E 45(95 Smith.Jane 71834 ‘Exiernal Applicant Route/SLst ‘ 5%1624312/27 *Select Action...
SelectAll DeselectAll Group Action: *Select Action... v Go Need more information on Applicant Priority?

First (4] 14 ofa [

|Comments

Image 116
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4.2 Manually Add Applicants

Manually linking applicants to job openings may be required for recall candidates, applicants who do not have access
to a PC and have submitted paper applications or a preferred candidate being hired into a posting with an internal

rider.

Navigation:

Recruitment>Manage Your Applicants>Manage Applicants and Openings

or

Recruitment>Manage Your Applicants>Add New Applicant to Opening

Click on the ‘Add New Applicant’ link.

Job Opening

Job ID:

Location:
Classification Title:
Employment Group:
Business title:

Job Family:
Department:

Hiring Range:
Full/Part Time:
Desired Start Date:
Job End Date:

9758

Vancouver - Point Grey Campus

Service Worker - Bldg Ops

CUPE 116(Sernvice/Techs/Trades)

Service Worker - Building Operations

Trades - CUPE 116

Building Ops - Custodial

$33,828.00 - $35,676.00

Full-Time FTE: 1.000000

2011/0314 Level Ongoing: Yes

Possibility of Extension: No

Funding Type: Budget Funded Click here
Other:
Closing Date: 2012/0311 Available Openings: 1

Manage Applicants | Interview Schedule | Job Opening Details | Add New Applicant |

Download Applicant List
Image 117

In the Add New Applicant page, you have the option of adding an internal (or former employee) or external

applicant.

To add an internal applicant, enter the Employee ID. Personal information will automatically populate from their

HRMS record.

To add an external applicant, leave the ‘Applicant Type’ value set to ‘External’. Manually add personal information.

Click on

Link Applicant to Job to continue.

Page 69 of 124



Add New Applicant

Applicant information
EmplID: Q *Applicant Type: External Applicant ~

Status Date: 2009/02/25 [5) Preferred Contact: ot Specified v

Name Prefix: -
*First Name:

Middle Name:
*Last Name:

ddress

l

Country: Canada v
Address 1:
Address 2:
Address 3:
Address 4:

City: Province: v
Postal:

Email Addresses Customize | Find | ¥

Preferred Email Type Email Address
Primary v i

Add Email Address

Phone Numbers Customize | Find | '!
Preferred Phone Type Telephone Extension Country Code
- o
Add Phone Number

Link Applicantto Job Return to Applicant List
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Enter the reason (optional) for manually adding the applicant and then click on the Submit button.

Link to Job Opening

' StatusCode:  Linked
Status Reason: v
o Bypass to Hire

' ) 0 A 0 oaate Anaigate

Enter Job Opening{&uly

Job Opening ID  |Paper Application Submitted

5157 Gacalls dCoMof Candlas. i)

Submit Cancel

On the next page, you can add Applicant Notes (optional), and Applicant Data (which includes the ability to upload
the applicant’s resume, by clicking on the View Application link that is located there). Applicant data should be added
for applicants you are forwarding on to your interview team for review. To skip this step, click on the ‘Return to

Applicant List’ link.

Manage Applicant: John Doe

Applicant Activity

Name: John Doe

ApplicantID: 3227

Contact: None Address: 1234 Main Street
Phone: 555/555-5555 Vancouver BC VBT 121
Email: john.doe@email.comi

Applicant Activity Applicant Notes/Emails Applicant Data Interview Schedule

Current Status

Applicant Activity

Job Opening Disposition Application Date Resume/CV
Industry Grants Officer - 9808 Applied 2012102127
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4.3 Applicant Priority Assignment - Staff Job Openings.

The system assigns applicant priority numbers based on the employment group of the job opening. Applicant
prioritization is completed when job postings close. Prioritization for CUPE 116, CUPE 2950 and BCGEU-UBCO job
postings are reviewed and finalized by central Human Resources as postings close.

Rule of Thumb <7 Applicants with the lowest priority numbers have highest priority

<7 Non-unionized postings, all priority numbers = 99 (no priority)
Note: Duty to Accommodate applicants always have #1 priority for all job postings except Faculty jobs.
Central Human Resources is responsible for reviewing and releasing applicants against job postings for CUPE 116,
CUPE 2950 and BCGEU-UBCO positions. This is to ensure that prioritization numbers are set correctly and that all
recall/placement/duty to accommodate applicants are appropriately dealt with.

Note: Applicant priority numbers do not appear for Faculty job openings.

Priority Number Assighment

CUPE 2950 Postings
Priority | Priority Group
#

1 Internal Applicants - Duty to Accommodate

2 Internal Applicants - Placements & Recalls

3 Internal Applicants - Active CUPE 2950

4 Internal Applicants — Non CUPE 2950 and all external applicants and former employees

CUPE 116/IUOE Postings
Priority | Priority Group
#

1 Internal Applicants - Duty to Accommodate

2 Internal Applicants — Active CUPE 116, IUOE — Union Code, Department Code same as posting

3 Internal Applicants - Active CUPE 116, IUOE — Union Code same as posting, Department Code and
Job Code different than posting

Internal Applicants — Non CUPE 116, IUOE

5 External Applicants & Former Employees

BCGEU-UBCO Postings
Priority | Priority Group

#

1 Internal Applicants - Duty to Accommodate
2 Internal Applicants — Active BCGEU-UBCO

3 Internal Applicants — Non BCGEU-UBCO

5 External Applicants & Former Employees

All Other Postings

Priority | Priority Group
#
1 Internal Applicants - Duty to Accommodate
99 All other applicants
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4.4 Review Applicants

From the 360-degree page, drill into Applicant Names to view applicant data and attachments.

Click on the Resume icon, if present, to open the Resume attachment. You may need to allow pop-ups or adjust your
internet security to enable file downloads (see below).

Drill into ‘Current Relationship with UBC’ values to view current employment information for internal applicants.

Click on ‘Return to Applicant List’ link to return to the 360-degree page.

Job Opening
Job ID: 14056
Location: Vancouver - Point Grey Campus

Classification Title:  General Clerk
Employment Group: CUPE 116 (Cler/Sec/Bookstore)

Business title: General Clerk Warehouse
Job Family: Clerical, CUPE 116
Department: Bookstore
Hiring Range: $16.55 (Hourly)
Full/Part Time: Part-Time FTE: 1.000000
Desired Start Date:  2012/10/01 Level: Ongoing: Yes
Job End Date: Possibility of Extension: No
Funding Type: Self Funded
Other:
Closing Date: 2012/09/30 Available Openings: 3
Manage Applicants | Interview Schedule | Job Opening Details | Add New icant | Download Applicant List
Display: LI ~  shortlisting Rules & Guidelines Applicant Prioritization Complete
Applicants Customize | Find | 3 First 4] 1 or1 D] Last
B ===IFcon~ | ‘ | current Relationship| . ‘ [ i " [
| | P | 113 - | | '__ Lomments
‘ 1pr'°r'-lxlc|t|zen?:A99"ca"‘ Name ‘I !wnh UBC ‘wiResumelcv :LastU ated i Take Action §Comments
N [ ‘ |
‘ U ‘ : . 12013/02126 : = -
‘ ’D‘ 45Unk | - ‘135723‘iFormer Employee | Linked 3:00PM ‘ Select Action... ‘
SelectAll DeselectAll Group Action: b G°I Need more information on Applicant Priority?
& save Return to Previous Page
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4.5 Reviewing Applicants - Interview/Selection Team

4.5.1 Routing/Shortlisting Applicants

Interview Team members you designated in your Job Opening, can review applicant details as soon as you change an

applicant’s disposition to ‘Route/Shortlist’ or ‘Interview’. Applicant will only be available to your interview team

members when they are moved to one of these two statuses. Moving applicants to a different status (i.e., Prepare

Job Offer, Decline, etc.), will cause those applicants to be removed from the page the interview team uses.

Job Opening
Job ID: 9758
Location: Vancouver - Point Grey Campus

Classification Title:  Service Worker - Bldg Ops
Employment Group: CUPE 116(Senvice/Techs/Trades)

Business title: Service Worker - Building Operations
Job Family: Trades - CUPE 116
Department: Building Ops - Custodial
Hiring Range: $33,828.00 - $35,676.00
Full/Part Time: Full-Time FTE: 1.000000
Desired Start Date: 2011/03/14 Level: Ongoing: Yes
Job End Date: Possibility of Extension: No
Funding Type: Budget Funded
Other:
Closing Date: 2012/0311 Available Openings: 1
Manage Applicants | Interview Schedule | Job ning Details | Add New nt | Download Applicant List
Display: All v  Shortlisting Rules & Guidelines Applicant Prioritization Complete (V]
Applicants z6 | Find | ##
[ ] ik [ Current [
‘ | Priority Citizen? Applicant Name |ID Relationship with | Disposition Resume/CV Last Updated “Take Action Comments
* UBC
‘ ] ‘ 3|Unk Wonag.David 71835 |Current CUPE 116 |Route/SLst 3%17%?,?“2/27 i "Select Action... v
{ 4/No Beauchemin.Marc 71833 |External Applicant Route/SLst 53%172;?“2127 ‘ *Select Action... v
[P0LEN |
‘ ‘ 4{Unk Cai.Ming 71836 |Former Employee Route/SLst 300172#“2/27 ‘ ‘SeledAdion... v
‘ 4|Yes Doe John 3227 |Former Employee Route/SLst ‘ 53%172',]%'2"27 ‘ *Select Action... v
| e |
[ | I 12012/0 i
‘ ) ‘ 4|Yes Smith.Jane 71834 |External Applicant Route/SLst w 53%172;?“2127 i *Select Action... -
Select All | Deselect All  Group Action:  *Select Action... v g, Need more information on Applicant Priority?
= *Select Action... ==
Decline Applicant
& save alph Return to Previous Page

Route/Short List Applicant

To route all applicants to your interview team, select Select All, Group Action: Route/Short List Applicant.

. Go .
Click on the —| button to continue.
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Manage Applicant:

Short-Listed Applicants

Applicants
Applicant Name
135684 St W e

Status Code: Route/Short Listed

Status Reason:

. ' 2nd Shortlist
Submit Ci 3rd Shorlist
' Final Shortlist

Preliminary Shortlist
Route Applicants to Intvw.Team

If you wish, select a reason for the routing and then click on the ﬂl button.

Important Note:

Applicant disposition statuses are visible to the applicant in their ‘myCareer’ home page.

However, some disposition statuses are changed for the applicant:

What you See

Applied
Route/Shortlist
Interview

Draft Offer
Offer Pending
Offer Approved
Prepare for Hire
Hired

Decline
Withdrawn

What the Applicant Sees

Applied

Reviewing Resumes
Interview

Applied

Applied

Applied

Hired

Hired

Position Filled or Cancelled

Withdrawn
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All designated interview team members (as listed in the Job Opening Details page), will receive a notification email as
soon as applicants are changed to disposition status ‘Route/Shortlist’:

Applicants Ready for Review (Job Opening ID 9783)

kathy@hr.ubc.ca
Sent: Mon 2012-03-05 3:59 PM
To Hansen, Kathy

Hello,
You have been identified as an interview team/selection committee member for a recent job opening. Applicants are now ready for review.

Applicant data can be viewed in Faculty/Staff Self Service via CWL. Look for 'myRecruitment - Review Applicants' or follow this link:
https://www.auth.cwl.ubc.ca/auth/login?serviceName=hr portal psa&serviceParams=context%3D0%26target%3D

If you have difficulty opening resume attachments, please refer to this link for help: http://www.hr.ubc.ca/administrators/erecruit/fag/opening-
downloading-documents/

Note: You may receive this email notification multiple times for the same job opening when additional applicants are routed to you.

Thank you.

Imsae 124

Interview team members use a self-service page to review applicants.

Navigation: HRMS Self Service>myRecruitment>Review applications

myRecruitment =

(" Review Applications
View applications where you are identified as part of an interview team.

& 220 Interview Schedule

View interview schedule where you are identified as part of an interview team.
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Review Applicants

Click on Job Opening ID below to review applicants

First (4] 1-42 of 12 ¥ Last

Posting Title

Asst Professor (tenure-track)

9677 Business Analyst

9686 Research AsstTech 2

9691 Research AsstTech 3

9771 Assoc Professor (tenure)
9773 Dean

9776 Asst Professor {tenure-track)
9777 Asst Professor (tenure-track)
9783 Asst Professor (tenure-track)
9786 Front Counter 3 (Gr4)

9800 Grad Student Support 2 (Gré)
9801 Assistant Professor (tenure track)

Posting/Job Ad Open Date

View Posting/Ad | 2010/06/02
View Posting/Ad I2011/02/18
View Posting/Ad |201 1/02/21
View Posting/Ad I 2011/02/22

UBCO- : ; I
BarberArts&SciencesUnit 1 View Posting/Ad | 2011/12/31

Department

Michael Smith Labs
UBC IT - Business Analysts
Chemistry

Hematology Division

poon Do e View Posting/Ad | 2011112131
Geography View Posting/Ad I 201112121
Geography View Posting/Ad |2011I12l31
Geography View Posting/Ad |2011l12/31
Geography View Posting/Ad I 2011/10/25
Geography View Posting/Ad | 2012/01/18
Geography View Posting/Ad |2011l12l31

Closing Date yh—gm
Apply
2012/03/30
2011/02/24 ™
2011/02/27 (]
2011/02/28
2012/12/30 ]
2012/12/30
2012/12/30 @
2012/12/30 ¥
2012/12/30
2011/11/01 ™
2012/12/30 ]
2012/12/30 ]

Click on Job Opening ID link to move to the applicant listing.

Click on the Wiew Posting/ad |

push button to see the original job posting.

Use the Email me when New Applicants Apply checkbox to turn on/off email notifications you receive (as an

interview team member) as new applicants are routed to you for review. Ensure you click on the

you use this feature.

Save | putton if
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Drilling into the Job Opening ID in the first page of the Review Applicants component, displays this secondary page:

Review Applicants

Job Opening: 5001

Posting Title: FOR TESTING PURPOSES ONLY

Department: Human Resources

Download Applicant List

Open Date:

Closing Date:

What do priority numbers mean?

Having trouble opening Resume/CV Attachments?

Open Selected Resume/CV

Select All Deselect All

Applicant List First 4] 116 or 16 [*] Last
P ﬁ_)gglicanl Sai?e" cation ﬁngem Relationship with Cz%:" Priort # mumelcv m— T Aopicaton Date Aoolicaton %ﬂ
Smith,Jane 39276 03/16/2010 External Applicant Y 99 Open Resume/CV| View Application vl 04/11/2012 8:56AM
Smith,Brent 39291 03/16/2010 External Applicant Y 99 [¥] Open Resume/CV/| View Application ]
Smith Jane 39276 03/16/2010  External Applicant Y 99 [¥] Open Resume/CV/| View Application ]
N e 5487 03/31/2009 External Applicant Y 99 [¥] Open Resume/CV| View Application
a4t 6955 03/16/2010  External Applicant Y 99 [¥] Open Resume/CV/| View Application =
T e T 5491 03/31/2009 External Applicant N 99 [¥] Open Resume/CV/| View Application ]
st 39282 03/16/2010 External Applicant Y 99 [¥] Open Resume/CV/| View Application
LT 3184 02/28/2010 Current M&&P (AAPS) Y 99 [¥] Open Resume/CV/| View Application
ARG My Tikshath 42395 04/19/2010 Current M&&P (AAPS) 99 Open Resume/CV| View Application [l
3180 03/13/2009  Current M&&P (AAPS) 99 [¥] Open Resume/CV/| View Application F
3160 03/16/2010 Current M&&P (AAPS) Y: 29 [¥] Open Resume/CV/| View Application =
3160 11/08/2009 Current M&&P (AAPS) Y 29 [¥] Open Resume/CV/| View Application [
3160 03/13/2009 Current M&&P (AAPS) Y 99 [¥] Open Resume/CV/| View Application v| 04/11/2012 8:56AM Test
3160 03/16/2010 Current M&&P (AAPS) Y 99 [¥] Open Resumel/CV| View Application [l
3160 03/16/2010 Current M&&P (AAPS) Y 29 [¥] Open Resume/CV/| View Application v 04/11/2012 8:56AM Test
Tarihan st 1 31199 12/10/2009 Current CUPE 2950 99 Open Rez.um-:dC”[ViewAgQIication

SelectAll Deselect All

Open Selected Resume/CV

Save

Return to Previous Page

Note: If Open Resume/CV button is greyed out,
applicant did not submit a Resume/CV.

Imsge 127

This page lists all applicants routed to the interview team members by the department recruiter.

All displayed values can be re-sorted by clicking on a column header.

e Applicant Name: Displays name supplied by the applicant (LastName,FirstName).

e Applicant ID: Applicant Identification number assigned by the system.

e Current Relationship to UBC: External Applicant, Former Employee or current UBC employee and
current employment affiliation.

e CDN Citizen/Perm.Resident: Canadian citizenship Y/N based on information supplied by applicant.

e Priority#: Applicant priority number (staff only). Click on What do priority numbers mean? link for more
information on priority numbers.

e Date Resume/CV Updated: Indicates the date and time an applicant updated their resume (if blank no
updates have taken place).

e Open Resume/CV: Open individual resume/CV packages by clicking the _2P®" Resumefcv| button. If

button is greyed out, no resume/CV package exists for that particular applicant. See instructions on next
page for how to open and print multiple resume/CVs.

e View Application: Click on the View Application link to view an applicant summary page. See View
Application information section on page 108.

e Application Reviewed: Keep track of applications you have reviewed by selecting this checkbox. Ensure
you click on the ﬂ button if you use this feature.

e Date Applications Reviewed: Records the date and time you selected the ‘Applications Reviewed’
checkbox.

e My Ranking: Free-form field to record a ranking or comment for each applicant. Ensure you click on the
Save

button if you use this feature.
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4.5.2 Opening and Printing Resumes/CVs

Use the _OPen ResumelCV] 5 the _Open Selected Resume/Cy | buttons in the Review Applicants page to open
resume/CV packages, individually or in bulk.

Note: If button is greyed out, no resume exists for that particular applicant.

To open and print an individual resume/CV package, click on the 9P&" Res“me‘lcﬂ button against a single applicant.
The system will open a secondary window which displays a PDF version of the applicant’s resume/CV package.

For problems with opening resume/CV attachments, refer to section 5.3 Opening/Viewing Attachments -
Troubleshooting FAQs below on page 121. The resume/CV package can now be printed using your browser’s print
functionality.

To open and print multiple resume/CV packages, select the applicants’ by using the individual checkboxes or use the
Select All hyperlink to select all applicants with resume/CV attachments.

The screenshot below illustrates how to open and print all resume/CV’s submitted by all applicants:

Applicant List

Applicant Name ;L\L)leicant Saitné ication ﬁi.gent Relationship with gi%—ff :‘r;%n;)n"# msumelcv Open Resume/CV  View Application Qevi‘;
Smith,Jane 39276 03/16/2010 External Applicant ¥ 99 Open Resume/CV| View Application [
Smith,Brent 39291 03/16/2010 External Applicant Y 99 [¥] Open ResumelCV| View Application [
Smith, Jane 39276 03/16/2010 External Applicant Y. 99 [¥] Open Resume/CV| View Application 1
Sanplie . St 5487 03/31/2009 External Applicant Y 99 [¥] Open Resume/CV| View Application ]
Hartrant 4 gty 6955 03/16/2010 External Applicant 2 § 99 [V] Open Resume/CV| View Application M
ENATE St 5491 03/31/2009 External Applicant N 99 [¥] Open Resume/CV| View Application =
v e 39282 03/16/2010  External Applicant Y 99 [¥] Open Resume/CV| View Application [}
= LT 3184 02/28/2010 Current M&&P (AAPS) Y 99 [¥] Open Resume/CV| View Application [
Coargiee T S anai 42395 04/19/2010 Current M&&P (AAPS) 99 Open Resume/CV | View Application =
e U R T 1 3180 03/13/2009 Current M&&P (AAPS) 99 [¥] Open Resume/CV| View Application ]
Sinufnag 1y 3160 03/16/2010 Current M&&P (AAPS) Y 99 [¥] Open Resume/CV| View Application =
Tuiplie gy 4 sl 3160 11/08/2009 Current M&&P (AAPS) Y 99 [¥] Open Resume/CV| View Application =
Dl o sy 3160 03/13/2009 Current M&&P (AAPS) X 99 [V] Open ResumeiCV/| View Application v
S 3160 03/16/2010 Current M&&P (AAPS) Y 99 [¥] Open Resume/CV| View Application =
S b sty 3160 03/16/2010 Current M&&P (AAPS) Y 99 7| Open Resume/CV| View Application 7]
Tt St T 31199 12/10/2009 Current CUPE 2950 99 Open Resume/CV| View Application [
Select All Deselect All
Open Selected Resume/CV
Imsce 128

The system will open a secondary window which displays a PDF version of all applicants’ resume/CV packages,
merged into one single document which can then be printed.
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4.5.3 View Application Data

When selecting the View Application link against a single applicant, the following applicant data summary page will
display:

Applicant Name: Jane Greene

Job Opening 9704 Open Date: 2011/12/31
ID:
Posting Title:  Asst Professor (tenure-track) Close Date: 2012/12/30

Department:  Geography

Personal Information

Name: Jane Greene

ApplicantID: 71811 Cdn Citizen/Perm Resident: Y
Contact: EMail Address:

Phone: 555/555-5555

Email: noemail@abc.com

Application Information

Date Entered: 2012/01/25
< : Click here to retrieve
Highest Education Level: I-Master's Level Degree
reference contact information
Dearee Issue Date School Name Province/State Country
Associate of Engineering 2000/06/30 uBC Alberta Canada
Bachelor of Medicine 1990/06/01 uBC British Columbia Canada
Doctor of Medicine 2011/06/01 uBC British Columbia Canada

\Work Experience

Start Date End Date Employer Position Province/State Country
2009/01/01 ZZZ Company Canada
2000/06/01  2003/04/01  GHI Company Canada
1986/01/01 1990/12/31 DEF Company Canada
1980/01/01 1985/12/31  ABC Company Canada

Name Employer Position View Contact Info.
John Doe XYZ Company Director View Contact Info.
Betty Loo XYZ Company Manager View Contact Info.
Roger Connor ZZZ Company Director View Contact Info.
Henry Smith 123 Company Director View Contact Info.
Janet Smith 789 Company Inc. Director View Contact Info.

References/Referees Letters Received

Referee Name Upload Date Ref. Letter
Roger Connor 2012/02/01 2:31PM
Henry Smith 2012/02/02 3:46PM
Applicant Questionnaire View Responses

Interview Team/Selection Committee Comments

Name Public Comments: My Private Comments:

Ng,Raymond

Boudreau,Robert M

Hansen Kathy
Please note that the Public Com i vailable to the Save My Comments
applicant upon request. The Privfte Comments, i

View Next Applicant Return to Previous Page Imene 120

Enter comments you want to share with your departmental recruiter and interview team members in Public
Comments. Enter comments only you can see in My Private Comments.

NOTE: Both public and private comments about an applicant may be disclosed in accordance with terms of the
Freedom of Information and Protection of Privacy Act.
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4.6 Schedule Interviews and Review Interview Schedule

Similar to shortlisting, you can manage interviews for individual or multiple applicants. This is an optional step.

Job Opening
Job ID: a793
Location: Vancouver - Point Grey Campus
Classification Title:  Admin Assistant 3
Employment Group: Exec.Admin(non-union clerical)
Business title: Admin Assistant 3
Job Family: Secretarial - Non Union
Department: Human Resources
Hiring Range: $39,471.00 - $43,856.00
FulliPart Time: Full-Time FTE: 1.000000
Desired Start Date:  2011/12/01 Level: Ongoing: No
Job End Date: 20111231 Possibility of Extension: No Manage Interviews for Multiple Applicants
Funding Type: Budget Funded
Other: Manage Interviews for Individual Applicants
Closing Date: 2012/03112 Available Openings: 1
Manage Applicants |  Interview Schedule | Job Opening Details | nt | Download Applicant List
janage Applicants
Display: IAH E] Shortlisting Rules & Guidelines Applicant Prioritization Complete V'
ADD 0 e o
c Current
Priorif Citizen? Applicant Name |ID Relationship with Disposition | Resume/CV |Last Updated |*Take Action Comments
2 UBC
1
O 99 |No Beauchemin Marc 71533 |External Applicant  |Route/SLs ngZPA':ﬁ',IDT *Select Action... /=l
261 e *Select Action...
O 99|Unk Christy.Suzanne |71934 |Current Exec Admin RoutelS%ét 3-49PM 1-Route/Short List Appligant
5 2-Decline Applicant
. 8 2012/03/07 3-Manage Interviews
O 99|No Connor.Mary 71826 |External Applicant  |Route/$Lst 3-49PM 4-Prepare Job Offer
= 2012/03/07 5-Pre-Hire Checklist
| 99 |Yes Doe.John 3227 |Exernal Applicant Routg/SLst 3-49PM &-Applicant Atachments
~ 7-Prepare For Hire
O 99|Yes  |GreeneJane 71811 |External Applicant | Rofite/SLst 201210307 |lEmail Applicant
3:49PM -
O 99|yes  |RobinsonJean |71825 |External Applicant ute/SLst 20420307 | *Select Action... =l
3:49PM
m|  sslunc |wanosny [71633 |cunentoupe 2050 froversist 20020307 |[Select Action... =
99|Yes  |Wong.Quinn 71830 |External Applicant / |Route/SLst gg’;éﬂ:m | *select Action... =
Select All DeselectAll  Group Action: [ =l ﬂl Need more information on Applicant Priority?
*Select Action...
Decline Applicant
Email Applicant

Manage Interviews
Route/Short List Applicant

Image 134
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Important Note:

Applicant disposition statuses are visible to the applicant in their ‘myCareer’ home page.

However, some disposition statuses are changed for the applicant:

What you See

Applied
Route/Shortlist
Interview

Draft Offer
Offer Pending
Offer Approved
Prepare for Hire
Hired

Decline

Withdrawn

What the Applicant Sees
Applied

Reviewing Resumes
Interview

Applied

Applied

Applied

Hired

Hired

Position Filled or
Cancelled
Withdrawn
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Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new interview
schedule or update an existing schedule. Click on Delete icon to remove corresponding
interviewers. Use the Add Interviewer hyperlink to add interviewers not defined within the Job

Opening.

Posting Title: Administrative Support 1 (Gr1) Job Opening ID: 5157

Job Opening Status: Open

Classification Title:  Administrative Support 1 (Gr1) Job Code: 285201
Business Unit: UBCO01 UBC - Vancouver Closing Date:  2009/03/05
Employment Group: CUPE 2950 (35 hrs/wk) FTE: 1.000000
Department: WXYZ eRecruiting Training Dept.

Job Family: ADMX29 CUPE 2950 Administrative Suppt Job Description# 00000251
. Applicant Name: Carole Jones 1D: 3654

- [V Notify Interview Team What will this do? What will this do?

v Interview Schedule |

Interviewer ID mﬂ Interview Date Interview Type Start Time End Time  Location
1261592 L M Mouse 2009/03115 5] Campus v 9:00AM  10:00AM  GENERAL € i |

[+]Add Interviewer
Image 135

= Details into this page should only be entered after applicants and interviewers have been contacted outside of
this system and they have agreed to dates and times.

= Enter the Interview Date, Interview Type, Start Time, End Time and Location.

= Clicking on ‘Notify Interview Team’ and/or ‘Notify Applicant’ will generate and send notification emails to
Interview Team/Applicant. Note that these emails assume that interviewers and applicants have already been
contacted with the interview details.

= Click on ‘Add Interviewer’ link to add additional interviewers. However, it is advisable to add additional
interviewers to your Job Opening before scheduling interviews, as interviewers added to the Interview
Schedule page will not be able to view applicants via Faculty/Staff Self Service. Only those designated in the
Interview Team in your Job Opening will be given access to review applicants.

Disposition values update to ‘Interview’ for applicants selected. These applicants will be accessible by your interview
team.

You can review individual interview schedules for applicants by clicking on their ‘Interview’ disposition or click on
Interview Schedule link to review the entire interview schedule.
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Job Opening

Job ID:

Location:
Classification Title:
Employment Group:
Business title:

Job Family:
Department:

Hiring Range:
Full/Part Time:
Desired Start Date:
Job End Date:
Funding Type:
Other:

Closing Date:

9793

Vancouver - Point Grey Campus
Admin Assistant 3

Exec. Admin(non-union clerical)
Admin Assistant 3

Secretarial - Non Union

Human Resources

$39,471.00 - $43,856.00 Click here to view Interview Schedule for all abplicants

Full-Time FTE: 1.000000
2011/12/01 Level: Ongoing: No,
_— . Click here to view individual Interview Schedules
2011112131 Possibility of Extension;
Budget Funded
2012/03/12

1

Manage Applicants

Interview Schedule

;l Shortlisting Rules & Guidelines Applicant Prioritization Complete v
Customize | Find |
- Corent .

Priority| - on7 |ARDlicant Name  |ID W Resume/CV|Last Updated |*Take Action Comments
~ 99|No Beauchemin Marc |71833 |External Applicant Iﬂﬁ 32)18213,(5',07 | *Select Action... =l
72 9g|Unk  |ChristySuzanne |71934 |Current Exec Admin |Interview ;%181'(;13’07 | *Select Action... =l
& 99No  |Connor.Mary 71826 |External Applicant | Interview ggszpl?wsm | *select Action... =
r 9a|ves  |DoeJohn 3227 |External Applicant  |Route/SLst g%z;t')wam | *Select Action... =
| 99| Yes Greene Jane 71811 |External Applicant  |Route/SLst 5&192‘,%’07 | *Select Action... =l
r 99| Yes RobinsonJean  |71825 |External Applicant  |Route/SLst §&192F,’(§: 0z | *Select Action... =l
C 99|Unk  |Wang.Abby 71933 |Current CUPE 2950 |Route/SLst §&192Pn§/07 | *select Action... =l

9a|Yes  |Wona.Quinn 71830 |External Applicant  |Route/SLst §&192F{13M3,/07 | *Select Action... =
Select Al DeselectAll  Group Action: |*Select Action... =l gl Need more information on Applicant Priority?
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Review Interview Schedule for all applicants.

Note that John Smith was not shortlisted nor selected for interview but appears on this page with no interview
date/time.

Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new interview
schedule or update an existing schedule. Click on Delete icon to remove corresponding
interviewers. Use the Add Interviewer hyperlink to add interviewers not defined within the Job

Opening.

Posting Title: Administrative Support 1 (Gr1) Job Opening ID: 5157

Job Opening Status: Open

Classification Title:  Administrative Support 1 (Gr1) Job Code: 285201
Business Unit: UBCO1 UBC - Vancouver Closing Date:  2000/03/05
Employment Group: CUPE 2950 (35 hrs/wk) FTE: 1.000000
Department: WXYZ eRecruiting Training Dept.

Job Family: ADMX29 CUPE 2950 Administrative Suppt Job Description# 00000251

Applicant Name: Carole Jones ID: 3654

Notify Interview Team What will this do? Notify Applicant What will this do?

~ Interview Schedule

Interviewer ID !l:l:ne‘M Interview Date  Interview Type Start Time End Time Location

1261592 Q_ M Mouse 2009/03115 [ Campus v 9:00AM  10:00AM  General Ser i

[+]Add Interviewer

Applicant Name:  Catherine Anderson 1D: 3244
Notify Interview Team  What will this do? [Z Notify Applicant What will this do?

v Interview Schedule

Interviewer ID mﬂ Interview Date  Interview Type Start Time End Time Location
1261592 Q_ M Mouse 2009/03/15 3  Campus v  10:00AM 11:00AM General m

[+]Add Interviewer

Applicant Name:  John Smith 1D: 3638
[7 Notify Interview Team  What will this do? [~ Notify Applicant What will this do?

¥ Interview Schedule

interviewer 1D MeMEWET  nteryiew Date  Interview Type StartTime End Time Location
1261592 QM Mouse ] v i

[#]Add Interviewer

Applicant Name: Karen MacDonald D: 3656

Notify Interview Team  What will this do? Notify Applicant What will this do?
interviewer 1 [MeMEWET  jnteryiew Date  Interview Type StartTime End Time Location

1261502 QM Mouse 2009/0315 5] Campus v 11:00AM  12:00PM  General i}

[#]Add Interviewer

Applicant Name: Linda Fung ID: 3657
Notify Interview Team  What will this do? Notify Applicant What will this do?

¥ Interview Schedule

Interviewer

Interviewer ID Interview Date  Interview Type Start Time End Time Location

1261592 Q. M Mouse 2009/03/15 3 Campus v 1:00PM  2:00PM  General ]

[#]Add Interviewer

Save & Submit | Cancel l Return to Previous Page

Imsae 137
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Interview Team members you designated in your Job Opening can review Interview Schedules as soon as you
schedule interviews in the system.

Interview team members use a self-service page to review Interview Schedules

Navigation: HRMS Self Service>myRecruitment>Interview Schedule

myRecruitment =

(: Review Applications
View applications where you are identified as part of an interview team.

&ﬁmtewiew Schedule
View interview schedule where you are identified as part of an interview team.

Imsce 138

An interview schedule will appear for each job opening the interviewer is designated as an interview team member
and interviews have been scheduled.

Interview Team Schedule Click here to view schedule
\

Listed below are the Job Opening details and corresponding interview schedule. Click Vigw Schedule to see
a list of applicants scheduled to be interviewed for the selected Job Opening.

View All First 4] 1 cr1 [ Last
Job Opening ID Posting Title Department Description Status
5157 Administrative Support 1 eRecruiting Training Botiiw View Schindole
(Gr1) Dept. e

Image 139
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Interview Team Interview Schedule page:

Schedule Interview
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected.

Job ID: 5157

Location: Vancouver - Point Grey Campus
Classification Title: Administrative Support 1 (Gr1)
Employment Group: CUPE 2950 (35 hrs/wk)

Business title: Administrative Support 1 (Gr1)

Job Family: CUPE 2950 Administrative Suppt

Department: eRecruiting Training Dept.

Hiring Range: $29,472.00 - $33,504.00

Full/Part Time: Full-Time FTE:  1.000000

Desired Start Date: 01/04/2009 Level: Ongoing: Yes
Job End Date: Possibility of Extension: No
Funding Type: Budget Funded

Other:

Remove Date: 05/03/2009 Available Openings: 1

Applicant Name: Carole Jones

~ Interview Schedule

Interviewer Name Interview Date Interview Type  Start Time End Time Location
General
: ; Senvices
M Mouse 15/03/2009 Campus 9:00AM 10:00AM Admin.buildi
ng

Applicant Name: Catherine Anderson

~ Interview Schedule

Interviewer Name Interview Date Start Time End Time Location

M Mouse 15/03/2009 Campus 10:00AM 11:00AM General

Applicant Name: Karen MacDonald

~ Interview Schedule

Interviewer Name Interview Date Interview Type  Start Time End Time Location

M Mouse 15/03/2009 Campus 11:00AM 12:00PM General

Applicant Name: Linda Fung
~ Interview Schedule
Interviewer Name Interview Date Interview Type  Start Time End Time Location
M Mouse 15/03/2009 Campus 1:00PM 2:00PM General

Cancel | Return to Previous Page
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4.7 Download Applicant List

You

may download a list of applicants along with key information about each applicant, into an Excel spreadsheet.

Click here to download an applicant list into an Excel spreadsheet

Job Opening

Job ID: 9793

Location: Vancouver - Point Grey Campus

Classification Title:  Admin Assistant 3

Employment Group: Exec.Admin(non-union clerical)

Business title: Admin Assistant 3

Job Family: Secretarial - Non Union

Department: Human Resources

Hiring Range: $39,471.00 - $43,855.00

Full/Part Time: Full-Time FTE: 1.000000

Desired Start Date:  2011/12/01 Level: Ongoing: No
Job End Date: 2011/112/31 Possibility of Extension: No
Funding Type: Budget Funded

Other:

Closing Date: 2012/03/12 Available Openings: 1

Manage Applicants |  Interview Schedule | Job Opening Details

Display: IAII

|

Shortlisting Rules & Guidelines

Need more information on

licant Priority?

Applicants
| ¢ ' Curent N !
Priori Ci@l o Applicant Name |ID Relationship with Disposition |Resume/CV |Last Updated |*Take Action Comments

v 93 |No Beauchemin,Marc (71833 |External Applicant  |Intenview 3%1824?,07 | *select Action... =l
72 9g|Unk  |Christy.Suzanne (71934 |Current Exec Admin |Interview ;%13291{&’07 | *select Action... =l
~ 99 No Connor Mary 71826 |External Applicant  |Interview §%182Pﬂ;13/07 | *Select Action... Ralll
r 99|ves  |DoeJohn 3227 |External Applicant  |Route/SLst 5&192;{3“3’07 | *Select Action... =
| 99| Yes Greene Jane 71811 |External Applicant  |Route/SLst §&192PI(')V?IO7 | *Select Action... Ralll
B 99|Yes  |RobinsonJean (71825 |External Applicant  |Route/SLst 5&192[;’,&3’07 | *select Action... =l
O 99|Unk  |Wang Abby 71933 |Current CUPE 2950 |Route/SLst :2’,&192%3/07 | *select Action... =l

9a|Yes  |Wona.Quinn 71830 |External Applicant  |Route/SLst %&'gzxm | *Select Action... =l
SelectAll DeselectAll  Group Action: | *Select Action... =l g‘
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Click on the Download Applicant List hyperlink. The following dialogue box will appear:

ndows Internet Explorer

What do you want to do with q.xls?

Size: 10.5KB
Type: Microsoft Excel 2003
From: valley.adm.ubc.ca

-» Open
The file won't be saved automatically.

~» Save

<) Save as

Cancel
e 142

Select ‘Open’ to view a ‘read-only’ version of the spreadsheet.

Select ‘Save as’ if you wish to edit the spreadsheet.

Sample Excel report:

Human Resources. External Applicant Interview 555/555-5555 noemail@ube.ca tindicated
Admin Assistant 3 Human Resources  Christy,Suzanne Current Exec. Admin Interview noemail@ube.ca A-NotIndicated
Admin Assistant 3 Human Resources  Connor,Mary External Applicant Interview 565/556-5555 demo2@xxs.com A-Not Indicated

Admin Assistant 3 Human Resources  DoeJohn External Applicant RoutetShort Listed 1234 Main Street  Yancouver 55650555-5556 john.doe@email.com J-Doctorate (Academic)
Admin Assistant 3 Human Resources  Greene,Jane. External Applicant isted 1234 Mai New i 555/555-5555 noemail@3be.com I-Master's Level Degree
Admin Assistant 3 Human Resources  Robinson,Jean External Applicant Route/Short Listed 555/555-5555 noemaill@abe.com F-2-Year College Degree.
Admin Assistant 3 Human Resources  Wang,Abby Current CUPE 2950 RoutetShort Listed 9341203 Street  Langley noemail@abe.com A-Not Indicated

Admin Assistant 3 Human Resources  Wong Quinn External Applicant RouteShort Listed 4441444-4444 noemail@ube.ca Aot Indicated
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4.8 Decline Applicants

Similar to shortlisting and managing interviews, you can decline individual or multiple applicants.

This is an optional step. The system will automatically set all unsuccessful applicants to the ‘Decline’ disposition after
you have hired your successful applicant via eRecruit.

Job Opening
Job ID: 9793
Location: Vancouver - Point Grey Campus

Classification Title:  Admin Assistant 3

Manage Applicants

Interview Schedule

Group: Exec. clerical)
Business title: Admin Assistant 3
Job Family: Secretarial - Non Union
Department: Human Resources
Hiring Range: $39,471.00 - $43,856.00
FullPartTime:  Full-Time FTE: 1000000 Decling miltiplospplicarts
Desired Start Date:  2011/12/01 Level: Ongoing: No
Job End Date: 20111231 Possibility of Extension: No
Funding Type: Budget Funded
Other:
Closing Date: 2012/03/12 Available Openings: 1

Decline individual applicant

Display: [Al - hortlisting Rules & Guidelines
First 4] 18 org >
CDN % Current Relationship
Citizen? Applicant Name |ID With UBC Dis} Resume/CV |Last Updated Comments
L
r 99 |No |Beauchemin Marc (715833 |External Applicant @ ;%182!9,‘!3\413’07 |’Selecl,cnon.v =l
1
O 99|Unk  |ChristySuzanne |71934 |Current Exec Admin |Intehiew 3%132;%‘3’07 |*selecqAction. =l
1
O 99 |No |Connor Mary 71826 |External Applicant |’J_erview 3%;2,,’?\"3’07 [*seleft Action... =
1

O 99 |Yes Doe John 3227 |External Applicant léuuielSle gg:gz;?ﬂam *Selgct Action... Bl

CrTRT elpct Action...
99 |Yes |Greene Jane 71811 |External Applicant /RamelSLst 3-49PM ute/Short List Applicant

3 y 2012/03/07 3-Manage Inteniews

a 99|Yes RobinsonJean |71825 |External Aophcanl/ Route/SLst 3-49PM 4-Prepare Job Offer

2012/03/07 5-Pre-Hire Checklist
& 99 |Unk Wang Abby 71933 CurrenlguPEZQéO Route/SLst 3-49PM 6-Applicant Attachments

- 7-Prepare For Hire —
[m| 99|Yes  |Wona.Quinn 71830 |External Applicght Route/SLst §g192;|'3v‘3/07 Email Applicant
SelectAll DeselectAll Need more information on Applicant Priority?

Email Applicant

Manage Interviews
Route/Short List Applicant

Enter the reason applicant was declined (optional).

Manage Applicant:
Applicant Declined

Applicant Name
71826 Connor,Mary

Status Code: Decline

stausReason: [
Comments: Another Applicant was Hired
- Another Job

Failed In-Basket Test
M _C Job Opening Cancelled
Lacks Minimum Qualifications
Lacks Required Credentials
Lacks Required Education
Lacks Required Experience
Manually Linked in Error
Misrepresentation
No Show for Interview
No Skills Match

No ted

Offer Rejected S
Other

Poor Interview

Selected for Other Position

Unable to Contact

Underqualified

Withdrew Application

Comments may also be added.
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Applicant’s Disposition status changes to ‘Decline.

Important Note:

Manage Applicants |  Interview Schedule Job Opening Details | Add New icant | Download icant List
Display: |NI _v_| Shortlisting Rules & Guidelines Applicant Prioritization Complete [
Applicants Customize |Find | B First [ 18 ors [ Last
CON Current
Priority Citizen? Applicant Name |ID Relationship with Disposition | Resume/CV |Last Updated |*Take Action Comments
e UBC N
O 99 |No Beauchemin.Marc {71833 |External Applicant Intenview 3‘_\?32;?;,07 |*Seleclﬁctlon.“ j |
O 99|Unk  |Christy.Suzanne 71934 |Current Exec.Admin |Inteniew ;%1324313/07 |*select Action... =il
O 99 |No Connor,Mary 71826 |External Applicant | Decline ;3102;?:/07 |*select Action... =l
O a9|Yes Doe John 3227 |External Applicant Route/SLst ga?éa?im |‘Select/>ct|on... _'J I
O 99|Yes  |GreeneJane 71811 |External Applicant | Route/SLst §3192F’,?v‘3’°7 [*select Action... =l
O a9|Yes Robinson.Jean 71825 |External Applicant Route/SLst §a192};'l'1v$1'07 |"Seleclﬁctlon.“ j I
i 99|Unk  |Wang.Abby 71933 |Current CUPE 2950 |Route/SLst 3192;'3\43107 | *sSelect Action... =l
O 99|Yes  |Wong,Quinn 71830 |External Applicant | Route/SLst 53192&‘3/07 |*select Action... =l
Select All DeselectAll Group Action: |*Select Action... =l EI Need more information on Applicant Priority?

Image

Applicant disposition statuses are visible to the applicant in their ‘myCareer’ home page.

However, some disposition statuses are changed for the applicant:

What you See
Applied
Route/Shortlist
Interview

Draft Offer
Offer Pending
Offer Approved
Prepare for Hire
Hired

Decline
Withdrawn

What the Applicant Sees

Applied

Reviewing Resumes

Interview
Applied
Applied
Applied
Hired
Hired

Position Filled or Cancelled

Withdrawn

a8
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4.9 Email Applicants

Similar to routing/shortlisting, managing interviews and declining applicants, you can email individual or multiple

applicants.

Job Opening

Job ID: 9793

Location: Vancouver - Point Grey Campus

Classification Title:  Admin Assistant 3

Employment Group: Exec.Admin(non-union clerical)

Business title: Admin Assistant 3

Job Family: Secretarial - Non Union

Department: Human Resources

Hiring Range: $39,471.00 - $43,6856.00

Full/Part Time: Full-Time FTE: 1.000000 Email multiple applicants
Desired Start Date: 2011/12/01 Level: Ongoing: No

Job End Date: 201112131 Possibility of Extension: No

ERaiieg Bolodiintiod Email individual applicant
Other:

Closing Date: 2012/03/12 Available Openings: 1

Manage Applicants |  Interview Schedule | Job Opening Details |

Display: | Al =l
Applicants Customize | Find |
S CDN 4 Current Relationship e =
Prior Citizen? Applicant Name |ID with UBC Di: Resume/CV |Last Updated Take Action
O 99 |No Beauchemin,Marc (71833 |External Applicant lnte;éew ?,%LZF',DJ 07 | *select Action... x|l
[ mj 99|Unk  [ChristySuzanne |71934 |Current Exec Admin In’érview 3%182;!]%3’07 | *select Action... =l
r 99|No |Connor.Mary 71826 |External Applicant éterview ?1%182F{Drv13 LK | *select Action... Rl
mj 99|Yes Doe.John 3227 |External Applicant Route/SLst gg:;;?j o *Select Action... ;”
201203007 *Select Action...
| 99 |Yes Greene Jane 71811 |External Applicant / Route/SL st 3-49PM 1-Route/Short List Applicant
& 2-Decline Applicant
3 5 N 2012/03/07 3-Manage Interviews
|m 99 |Yes Robinson.Jean 71825 ExternaIAplecar/ Route/SLst 3-49PM 4-Prepare Job Offe
2012/03/07 5-Pre-Hire Checkli
|| 99|Unk Wana.Abby 71933 |Current CUPE 2950 Route/SLst 3-49PM 6-Applicant Attachnients
- 7-Prepare For Hire
a9 |Yes |Wong.Quinn 71830 |External Appjicant Route/SLst :2,&192!;%; 107
Select All DeselectAll Group Action: |*Select Action... / ;] GOl Need more information on licant Priority?

*Select Action...

Decline Applicant
D

Manage Interviews
Route/Short List Applicant

Imsge 149
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Send Email to Applicant

Send | Cancel | Note: These emails are sentfrom UBC_NOREPLY@UBC.CA

Applicants will not be privy to your email address nor will they
be able to respond to the email.

Contact Method: Email

Recipient Information

To: IJohn Doe Jane Greene Jean Robinson

Cc: I :l

~| Find

‘_E'I Find
**Important Note: email recipients will only see their OWN name/email address in the email they
receive. They will not be privy to other applicants’ names/email addresses.

Bcc: Ikathy@hr.ubc.ca

Sender Information

From: Kathy Hansen

*Subject: I
Message:

No attachments have been added to this Correspondence

[+] Add Atachment

[=]1Delete Attachment

Preview || Send || Cancel | Note: These emails are sentfrom UBC_NOREPLY@UBC.CA

Applicants will not be privy to your email address nor will they
be able to respond to the email.

Image 150

As the originator of the email, your email address will be added as a ‘bec’, but may be manually removed.

This email address is extracted from your self-service information (primary email type).
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4.10 Making an offer

Once the interview process is over, you should be ready to offer the job to one of your applicants.

Select the applicant you’d like to prepare a job offer for by using the Take Action value of ‘4-Prepare Job Offer’:

Job Opening

Job ID:

Location:
Classification Title:
Employment Group:
Business title:

Job Family:
Department:

Hiring Range:
FulllPart Time:
Desired Start Date:
Job End Date:
Funding Type:
Other:

Closing Date:

9793

Vancouver - Point Grey Campus
Admin Assistant 3
Exec.Admin(non-union clerical)
Admin Assistant 3

Secretarial - Non Union
Human Resources

$39,471.00 - $43,856.00 Select 4-Prepare Job Offer for

successful applicant

Full-Time FTE: 1.000000

20111201 Level: Ongoing: No
20111231 Possibility of Extension: No
Budget Funded

2012/03/12 Available Openings: 1

Manage Applicants

| Interview Schedule | Job ing Details |

Display: Al v  Shortlisting Rules & Guidelines Applicant Prioritization Complete
Applicants
Current
Priority Applicant Name | ID Relationship with Disposition Resume/CV Last Updated *Take Action Comments
: UBC
8
99/No  |BeaucheminMarc 71833 |External Applicant Ilnterview %182;""13’07 “Select Action... |~
2'01 BRRIGE *Select Action...
99|Unk  |Christy.Suzanne (71934 |Current Exec Admin ||meﬂ ¢ 1-Route/Short List Appliant
7:08PM 2-Decline Applicant
— 3 . 3 2012/03/07 3-Manage i
99 |No Connor.Mary 71826 |External Applicant Decline 7-40PM 4 Prepare Job Offer k
- 20120307 || S-Pre-Hire Checkiist
99 |Yes Doe John 3227 |External Applicant Route/SLst _ 6-Applicant Attachments
=ie ot note oL 3:49PN :
7-Prepare For Hire
99Yes  |GreeneJane  |71811 |External Applicant | Route/SLst §f‘192,;"’ﬁ3’°7 Email Applicant
71|  o9lves |RobinsonJean 71825 |External Applicant |Route/SLst 20120307 | *select Action... =
— 20120307 | .
99/Unk  |WangAbby 71923 | Current CUPE 2950 | Route/SLst o Select Action... -
99|Yes  |Wong.Quinn 71830 |External Applicant | Route/SLst 20120307 | *select Action... -
SelectAll DeselectAll - Group Action: > Bo Need more information on Applicant Priority?
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Complete all required fields in Prepare Job Offer page and click on the ‘Save’ button:

Prepare Job Offer

Applicant Name: e Date Entered: 2012/03/06
Applicant ID: 71833

Posting Title: Admin Assistant 3 Job Opening ID: 9793

Job Opening Status: Open

Group:  Exec. i ion clerical)
Business Title: Admin Assistant 3
Human
Hiring Range: $39,471.00 - $43,856.00
Full/Part Time: Full-Time FTE:  1.000000
Desired Start Date:  2011/12/01 Level: Ongoing:  No
Job End Date: 2011112/31 Possibility of Extension:  No
Funding Type: Budget Funded
Other:
Closing Date: 201210312 Available Openings: 1
Offer
Offer Details
Job Opening: 9793
Business Unit: 1
o Catle: | adminAssistant3
Offer Date: 2012/03/10 [
*Status: | Pending Approval ~|
Created By: Kathy Hansen
Minimum Midpoint Maximum
Hourly 21.640000 24.040000 26.450000
Daily 151.810000 168.680000 185540000
Monthly 3289.250 3654.670 4020.080
Annual 39471.000 43856.000 48241.000
|*Appointment Start Date:  2012/04/01 [/ Appointment End Date: [/  Ongoing?
Component *Total Offer Amount  Currency Frequency
Wonthly Salary 3600.000000 ] | CAD Monthly

Is this job offer an extension of a current term position?
Special Earnings? v
I’Fareign Worker?  Not Applicable - ]

Select Letter Type Staff & Faculty Letters I or r I
Originator Comments (for your approvers or general comments)

Added By:
Last Updated By:
Add Another Comment Previous Comment Next Comment
Funding Details
Monthly Paid: || Hourly Paid: | |
Account and Compensation rst 4] 1 0f4
*Begin Date 01| EndDate: 5
Earnings Speed Sc2 Compensation Annualized
Ref# |Code chart Account |Description ® (tthiyHrly)  (Monthly Only)
REG Q CWJB 541000 Q |G0000 323400 3600.000000  43200.000000 [+] [=]

Add Date Range
Review and Confirm Approvers;

Prior to submitting your offer for approval, you may be required to provide your approver with additional
supporting documentation (ie. Work Permit for foreign workers, copy of SIN card, Funding Transfer form,
etc).

In order to do this, click on ‘Save for Later’ below and then ‘Return to Previous Page’ in order to return to
the main Manage Applicants page. Select ‘6-Applicant Attachments® in the Take Action’ pull down menu.
When done, select the ‘DraftOffer disposition for your applicant to reaccess this page.

Click on the ‘Edit Offer’ button to modify or finalize offer details and submit for approval.

Save for Later Submit Cancel Return to
sontritn] o] o | ’

Page
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Ensure you enter all fields in sequence, as they appear on the page in order to avoid an error message.

e The Total Offer Amount should reflect the total monthly base compensation amount. This would include
things such as administrative stipends, honoraria, non-university funds (NUF) or memo appointment
earnings(MAP). However, ensure to separate out different types of earnings in the Account and

Compensation section (i.e., REG=$5000, ADM=$1000).

e Appointment Start Date, Appointment End Date and the Ongoing fields default from the Job Opening but

may be overridden on the Offer page.

e Foreign Worker is a required field and must be completed before the offer letter is generated. If your offer is

not being made to a foreign worker, select ‘Not Applicable’.

o All job offers require that an offer letter be generated. Click on Generate Offer Letter after completing all

fields preceding the link.

e Enter any comments for yourself or for your approver.

e Earnings Code, Speedchart and Account are required fields and must be completed prior to submitting your

offer for approval.

e Once your offer has been approved, offer details cannot be modified and will be transferred to the Prepare for

Hire step.

e You may be required to provide your approver with further documentation on your applicant, such as the
signed offer letter, immigration documentation for foreign workers, copy of Social Insurance Card, etc. All
these types of documents can be uploaded (scanned copies) and reviewed by your approver (see: Manage
and View Applicant Attachments). Ensure that any documentation you want available to your approver is

uploaded prior to submitting your offer.

Complete all required fields in Prepare Job Offer page and click on the m button. If you have not already
done so, you may be asked to click on ‘Review and Confirm Approvers’ to confirm the approvers for this transaction.

Review and Confirm Apprnversl

Click on ‘Review and Confirm Approvers’ and you will be presented with a list of approvers which have been

determined by the rules entered into the Workflow Rules Repository for your department.

Approvers List

Soroval  ppproval Rank oROEL  yserip e

1 DeptAdm Secondary ust ARl M, gl T siheit
1 DeptAdm Primary B Sim s s
2 FMS SgnAut Primary &t 2 1o L gt

Find | View Al | B8

First 4] 1-30f 3 Last

Are these Approvers/Steps correct?

_'No

Click here to review departmental approval steps for this transaction.

Click here for help with approver errors appearing on this page.

Return

Yes If Yes button is not available for selection, the system detected a problem with your departmental approvals.

Image 154
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If the list is correct, confirm this by selecting Yes and click on Return

If the list is not correct, select No and click on Return Contact your department workflow admin to

review and modify the rules that has been setup for your department. After the problem has been fixed, re-submit
the position for approval and review the list again.

After your job offer has been submitted, an ‘Approvals’ page appears indicating who the job offer was routed to for

approval and review.
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Disposition Details

Applicant Name: ——  come Date Entered: 2009/02/25
Applicant ID: 3654

Posting Title: Administrative Support 1 (Gr1) Job Opening ID: 5157
Job Opening Status: Open

Employment Group: CUPE 2950 (35 hrsiwk)

Business Title: Administrative Support 1 (Gr1)

Department: eRecruiting Training Dept

Hiring Range: $29,472.00- $33,504.00

Full/Part Time: Full-Time FTE:  1.000000

Desired Start Date:  2009/04/01 Level: Ongoing: Yes

Job End Date: Possibility of Extension: No

Funding Type: Budget Funded

Other:

Remove Date: 2009/03/05 Available Openings: 1

Offer Details ' Approvals

Prior to submitting offer approval, all pre-hire documentation needs to be submitted and/or reviewed. Click on hyperlink below to
go to pre-hire documentation page

Pre-Hir
Job Offer

= Offer:Pending
UBC Staff Job Offer

Pending Not Routed Not Routed
(9 Staff Job Offer/Hire Q Job Offer Approval Q Job Offer Approval -E}
Submit |
Override Approvals: Select.. Y
Comments: -

***Enter any
comments PRIOR to
selecting the approval

buttons above™*

All job offers require approval from approvers which have been determined by the rules entered into the Workflow

Rules Repository for your department.

As each approver submits their approval, the next approver will be notified via email that there is an outstanding job

offer requiring their approval.

The ‘Pending’ approval status changes to ‘Approved’ (or ‘Pushed Back’ if not approved) once the approver submits

their approval. Then the next approver is automatically routed the job offer for their approval.
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This example of an outstanding job offer approval has been approved by the first approver and has been routed to
the second person for approval:

Job Offer
Job Offer Path
Approved Not Routed Not Routed
Boudreau.Robert M & Multiple Approvers Multiple Approvers 5
“ Job Opening Approval —El_’ Job Offer Approval _EI_’ @ Job Offer Approval —EI

2013/3/19 - 1:18 PM

<~ Approval Comment History

System at 2012/12/3 - 3:08 PM
Reassigned from ADAVIS2 to BOUDREAU (18130,2022)

You may also insert additional approvers and reviewers between steps by clicking on {#]. A panel will appear to
allow you to select the user as well as their role in the approval process.

Only once all three approvals are received, the approval status changes to ‘Offer Approved’ and the applicant can
then be pushed to the next and final recruiting step, Prepare for Hire.

Page 99 of 124



4.11 Manage and View Applicant Checklists

The Pre-Hire Checklist is most often used for faculty job openings, but can also be used for staff. It includes typical

documentation which may be required prior to hiring an applicant.

Job Opening
Job ID: 9777
Location: Vancouver - Point Grey Campus
Employment Group: Faculty (Fac Assn)
Business title: Asst Professor (tenure-track)
Department: Geography
Full/iPart Time: Full-Time FTE: 1.000000
Desired Start Date:  2011/12/01
Job End Date: Select 5-Pre-Hire Checklist
Funding Type: Budget Funded
Other:
Closing Date: 2012/03/30 Available Openings: 99

Manage Applicants | Interview Schedule | JobOpening Details | Add New nt | Download t List

Display: All v  Shorlisting Rules & Guidelines

DD e o
CDN . Current Relationshi y - -
vsss = x®
Citizen? Applicant Name  |ID with UBC Disposition Resume/CV Last Updated |*Take Action Comments
¥
Yes  |BrowneBefty (71815 ExtemalApplicant  Route/SLst 2002010 SSelect Adton.. I~
2012/03/10 *Select Action...
Unk Chabot Catherine |71775 |Current M&P (AAPS) |Route/SLst 3-45PH 1-Route/Short List Applicgnt

2-Decline Applicant

3-Manage Interviews
4-Prepare Job Offer
5-Pre-Hire Checklist

6-Applicant Attachments
7-Prepare For Hire
Email Applicant
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All items in the checklist below are typically required for all Faculty Tenure/Tenure Track job offer approvals, but can

also be adapted to Staff job offers. This is an optional feature for your information only.

Job Opening

Pre-Hire Checklist

Applicant Name: Steven Browne
Applicant Type: External Applicant

Applicant Information

*Checklist Date:
Responsible ID:

Comment:

Applicant ID:
EmplID:

5626315 Q

2009/02/26 31 checklist UBCCHK

Jane Smith

Pre-Hire Checklist

3660

Customize | Find | ## First ') 4.11 of 11 L= L ast
i . —_ *Briefing -
Sequence *item Code Description Status Status Date
100 UBC001 @ Funding Information Uploaded ~ 2009/02/26 [31 =]
SIN card or SIN App -
200 UBC002 Q (Externals) Uploaded 2009/03/02 39 [=]
300 UBCo003 @ FacullyLetterof Requestec v 2009/03/01 [5] =
Rationale
400 UBC004 @ Resume/CV Uploaded ~ 2009/01/15 [31 =]
500 UBCO005 Q Letters of Reference Requestec v 2009/02/26 [31 =]
Summary of Work = 5 lf Py
600 UBCO006 Q Exp/Education Select... 2009/02/26 [31 [=]
Signed Offer Letter =
700 UBC007 Q (M&P.BOG) Requestec 2009/03/01 [31 E]
800 UBC008 Q_ Funding Transfer Form| Forwarded v 2009/02/20 [3 =]
900 UBC009 @ Joint Appointment FomJ N/A v 2009/02/26 [3) =]
1000 UBCO010 Q :’_'Vi‘r’:;"e’m"'“’e‘g" Uploaded ~ 2009/03/02 [3) =
1100 UBC011 Q Years in Rank Form *Select.. v 2009/02/25 [31 =
Save | Cancel ] Return to Previous Page

Imsce 160

Responsible ID: Enter the Employee ID of the person responsible for gathering these documents (usually the
departmental recruiter). Click on the magnifying glass to search by name.

Status & Status Date: Select the current status of obtaining the document and the status date.

All items with a status of ‘Uploaded’ should exist in the applicant’s ‘Pre-Hire Document’ upload page (see Manage
and View Applicant Attachments).

Select the [=] buttons to add or delete checklist items.
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4.12 Manage and View Applicant Attachments

Use the ‘Applicant Attachments’ page to upload documents required for the Job Offer/Hire.

Job Opening Need Help?
Job ID: 14065
Location: Vancouver - Point Grey Campus

Classification Title: Admin Assistant 3
Employment Group: Exec.Admin(non-union clerical)

Business title: Administrative Assistant 3

Job Family: Secretarial - Non Union

Department: UBC IT - Administrative Office

Hiring Range: $39,471.00 - $43,856.00

Full/Part Time: Full-Time FTE: 1.000000

Desired Start Date: ~ 2012/10/01 Level: Ongoing:  Yes

Job End Date: Possibility of Extension: No

Funding Type: Self Funded

Other:

Closkg Date; 20127 Available Openings: 1 Select 6-Applicant Attachments
Manage Applicants | Interview Schedule | Job i tails | New nt | Download Applicant List

Display: All v  Shortlisting Rules & Guidelines

Customize | Find |

LUN i i i i iti * i
care  ApplicantName D | CHSILRE@UONSND pigposition ResumelCV Last Updated  ‘Take Action Comments
— — I
Yes |t 71815 |External Applicant | Route/SLst :%&3’10 ‘ *Select Action... | 4
. *Select Action...
Unk | e e |71775 |Current MBP (ASPS) |Route/SLst 201203110 “Route/ShoﬂListADD"ca
e 8:45PM 2-Decline Applicant
3-Manage Interviews
4-Prepare Job Offer
5-Pre-Hire Checklist

6-Applicant Altachments
7-Prepare For Hire
Email Applicant
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Upload all required documents.

[/ Applicant Attachments

Applicant ID 71815 M Mouse
Job Opening ID 9777 Administrator
View Resume/CV Browne-71815-2012-03-05-13:21.pdf Delete Attachment |
Attachment:

Reference Letters Customize [Find | 8 First (4] 1 o1 (¥ Last

= = Attachment e o ASE Uploaded
File Name Ref. Name Type Code Descngtlonu jated By
; 2012/0310 Kathy
[T Reference_Letter.docx John Smith  REF References 9:29PM P
[+]Add Reference [=]Delete Reference

Offer Letters & Miscellaneous Customize | Find | B8

First 4] 12 o2 ¥ L ast

File Name *Description —————A“"c'“;‘::‘ Description Upload Date B_!UJ!———M“"
P : Signed 2012/0310 Kathy
[7] Signed_Offer_Letter.docx Signed_Offer. 013 Q Offer Letter 9:22PH ifansan
[] Offer_Lefter.doc Offer_Letterd 008 Q Ronal SO TRy

Offer Letter 8:51PM Hansen

[+]Add Attachment [=]Delete Attachment

Canadian Social Insurance Number Customize | Fin : First (4] 1 of 4 [¥] Last
National 2 Upload SIN .

Country DT National ID Card File Name Delete Attachment

CAN PR wp g s gg'rga" SN giy_card.docx Delete Attachment

Add Social Insurance Number

Citizenship (Foreign Hires Only) Customize |Find| B First [ 1 or 4 [¥] Last

Upload
Passport

UsA Q » Uoload I\/iewAttachment Delete Attachment [l

*Country Citizenship Status File Name Delete Attachment

Passport

Add Citizenship

Visa Permit (Foreign Hires Only) Customize |Find | 8  First (4] 1 or4 [ Last
Upload

*Country  *Visa/Permit Type Immigration File Name Delete Attachment
Documents

Uploaad
CAN Q| Work Permit ~ Immigration Immigrations Docs.docqDelete Attachment
Documents

Add Visa Permit

What information/documents are required?

e Signed offer letters for all Faculty and M&P job offers are required before you will be permitted to proceed to
the ‘Prepare for Hire’ step.

e The applicant’s Social Insurance Number and copy of the applicant’s SIN card or application if they are an
external applicant.

e Citizenship country and status is required for all foreign hires (do not complete for Canadian citizens or
permanent residents).

e Visa Permit information and copy of appropriate work permit for all foreign hires.
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4.13 Offer Approval Process

The designated approver will receive an email notification advising them that a Job Offer has been entered which
requires their approval. The approver can click on the provided hyperlink embedded in the email to access their
‘Worklist” or access their Worklist directly by logging into the system. Click on the hyperlink to access the job offer.

Worklist for OFFERAPPROVER: Smith, John Click on hyperlink to access Job Offer
component and record approval

Detail View Work List Filters: 2

= - - o€ | 4 [ »
Customize | Find | View All | &8 First " 1 of 1 L2 Last

From Date From Work ltem Worked By Activity Priority Link

UBCJobOffer,

5 3 ~ HRS PERSON ID:3660
007 - Hansen Kathy 26/02/2009 Approval Routing Approval Workflow ~ HRS RCMNT ID:4253

HRS OFF 1D:1305, 1301

Image 164

e Approver selects ‘Approve’ or ‘Pushback’. ‘Pushback’ requires comments as to why approval is not being
granted.

e Approved and Pushbacked approvals are routed back to the originator via their Worklist and a notification
email.

Job Offer

= Offer:Pending
UBC Staff Job Offer
Not Routed

. Multiple Approvers —|:[_’ Multiple Approvers El Fukushima.Susan
@ Job Offer Approval @ Job Offer Approval — @ Job Offer Approval -EI

Not Routed Not Routed

Approve I Pushback I

***Enter any Comments:

comments PRIOR to
selecting the approval
buttons above*** Image 165 ™
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4.14 Prepare Applicant for Hire

After the job offer to the applicant has been approved and verbal acceptance of the job has been obtained from the
applicant (signed offer letter required for Faculty and M&P jobs), you can now proceed to the ‘Prepare for Hire’ step.
This step replaces the need for a Staff or Faculty appointment form.

Select ‘7-Prepare for Hire’ in the ‘Take Action’ field for the appropriate applicant.

Offer must be approved before
proceeding to the '7-Prepare for Hire'

Manage Applicants | Interview Schedule | Job ning Details |

Display: All

Applicants
Applicant Name |ID | i ip wi | Dispgsiti Last Updated Comments
 lusc ‘
= ‘ . . m 12012/03110
A ‘ 99 Taopu o e i71833 [Exlernal Applicant ‘ |9:41PM »
[ s | T [— 201203107
’ | 99§Unk ! Mifud Tucaira i719)34 |Current Exec.Admin 5lnterwew 7-08PM
[ | | 2
Fl eaino < iotonty s 71826 EEx!emaI Applicant  |Decline 3%2;&3’07
— : i i f i i~ | 5-Pre-Hire Checkit
‘ b |
’D‘ 99|Yes |Lus 13227 |External Applicant | Route/SLst |B) ig%ﬁg‘m-’ ‘B—ApplicantAnach Nt
| | | | | {2 P
i ! ] B 7-Prepare For Hire
Bl 99 |Yes rtane i 71811 ‘iExlernal Applicant | Route/SLst g_‘:‘gé&yw ‘ Email Applicant
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Complete required fields in Preliminary Data page.

[ Preliminary Data Y Employee Personal Information | Appointment information ',

Need Help?

Prepare For Hire

Steven Browne

Applicant ID: 71945 Employee ID:

Application Sta \ Offer Approved

Status Last Updated: 2012/0312

Job Opening: 9793 Admin Assistant 3
~oh oda: 220810 Admin Assistant 3

Business Unit: UBCO1 UBC - Vancouver

Department: EMPL Human Resources

Start Date: 2012/04/01

Date Applied: 2012/0312 _*Applicant Ranking: i 1st choice viﬂ
*Type of Hire: Hire A ;_II Need help completing this?

Employee ID: Assign/Verify Emplovee [D

7 2
Not required for internals and
former employees

Save & Submit Cancel Next

Verify that all non-updateable fields are correct.

Applicant Ranking: Indicate if this applicant is your first, second or third choice applicant pick.

Type of Hire: Click on the Need help completing this? link to assist you in selecting the correct value.
Employee ID: This field will display for External applicants only. Click on Assign/Verify Employee ID.
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Former employees who have applied through the external Careers site (and not Faculty/Staff Self Service), will not be
connected to their former Employee ID. Prior to hiring any applicant through eRecruit, we need to ensure that all
data being transferred is associated with an Employee ID if one previously existed for the applicant. Using the
existing ‘Early Assignment of HRMS Employee ID’ functionality will do this for you.

Early Assignment of HRMS Employee ID

Please provide the SIN number of your new hire. This will be used to search the HRMS
database to determine if this person has previously been hired at UBC. If so. you must use
the same employee ID number on your Appointment Form and in any communication with
your new hire.

If you don't know the SIN number but know the person’s birthdate, leave the SIN blank and
press the Search button to search by birth date

Enter SIN with no dashes or spaces, e.9. 123456789

,*

Social Insurance Number:

Search No SIN Numberl Recently Assigned IDs

Return to Prepare for Hire Imsge 168

e Social Insurance Number: If the applicant’s SIN was entered in the ‘Pre-Hire Documents’ page at the offer
stage, the SIN will automatically populate for you. If not, enter the SIN manually and click on ‘Search’. Note:
in order to proceed with the 'Prepare for Hire', you must provide a SIN number for your applicant.

The system could not find the SIN number you provided. Here are your options:

1. Sometimes, people new to Canada are assigned a temporary SIN number. If your new
hire previously worked at UBC and provided us with their temporary SIN number, then we
won't be able to locate them with their permanent SIN number. If you think this may be the
case. please ask your new hire if they were ever assigned a temporary SIN number and
re-do the search with this number

2. Use the birth date search facility below to see if you can locate your new hire. If you
cannot find them by SIN or birth date, then it's likely they have not previously worked at
UBC.

Enter birth date to search, e.g.  1967/08/21

Birthdate: 1957/06/02 |1

Cancel

Imsge 169

e If the SIN entered does not exist in the system, this page will display.
e Birthdate: If the applicant’s birthdate was entered in the ‘Pre-Hire Documents’ page at the offer stage, the
birthdate will automatically populate for you. If not, enter the birthdate manually and click on ‘Search’.
Note: If the SIN entered does exist in the system, you will be prompted to reactivate the EmployeelD associated with

the SIN supplied.
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Your SIN or birth date search resulted in the following names. These are past and present
UBC employees that matched your search criteria. If your new hire is one of these people,
click on the ‘Select’ button opposite their name. If not, click on the 'Add New EmployeelD’
button to assign a new employee ID for your new hire.

Custornize | Find | Vi

Faculty/Staff/Student Ao .
First 14 43 of3 L*
Name Description Department
1 Bandaranayake Hema Postdoctoral Research Botany
Fellow
2 ZayKatalin Research Asst/Tech 4 Pathology
3 Hu,Qiang Research Associate Il Pharmacology Therapeutics

Return to Search | I Add New EmployeelD I

Click on |_Add New EmployeelD | to add new Employee ID if no name matches applicant’s name in the search

results.

Assign an employee ID to your new hire by filling in the boxes below and clicking on
the 'Save’ button. Your new employee ID will appear on the next screen. If you are
unable to find an exact job title match, select the closest match. The correct job title
will be assigned upon data entry of the appointment form.

Lastname,
First name; Browne Steven e.0. Smith,John

SIN: | 923142558 |
Date of Birth: | 1957/06/02  |[:1
Campus: @Q Vancouver [[] Position is unpaid
VP/fFaculty: | \BCL eRecruit Training Faculty
Department: {: eRecruiting Training Dept.
Empl Grp: !_J Faculty - BOG Appointees (FA)

Job Family: |~ Regular

Title:|EURET0 Assoc Professor (tenure)
Email Address: Esteven.brown@uok.com

sae || cancel |

All fields should auto-populate for you from data already supplied in previous recruiting steps. Complete any

missing fields.

Save

Click on button.
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Confirmation of new Employee ID. Click on Return to Prepare for Hire

New Employee ID successfully created!

Employee Name: Browne,Steven
Department  eRecruiting Training Dept.

EmplID# 1775464

Return to Prepare for Hire

Complete required fields in Employee Personal Information page.
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{ Preliminary Data )~ Employee Personal Information {_Appoii on

1
Prepare For Hire - Employee Personal Information

Steven Browne

Applicant ID: 71945 Incorrect data stored in the Name, Address, Email and Phone
sections for internal Employees must be updated by the
Employee ID: employee in Faculty/Staff Self Service.

| Name Format: [English =
| Nameprefix: [~
‘ “firstName: [
| MiddleName: [
|*LastName: [
| Name Suffix: lﬁ

Country: [Canada ;]
Address 1: I2345 Anyplace Street

Address 2: [

Address 3: [

Address 4:

City: [Anywnere Province: British Columbia v[
Postal: VBT 121

|*Date of Birth: 1957/06/02 [ *Gender: IMaIe vI
Birth Country: Q

P

Email Addresses Customize | Find | #§ First 4] 4 or4 [¥] Last
Email Type *Email Address
|Primary >| [ i @email.com o

Add Another Email Address

Phone Numbers Customize |Find | 8 First (4] 4 o4 [ Las
Primary Phone "
Preferred _l:nma Rhae Phone Number Extension
7 [y [Home =] [555/565-5555 [

Add Another Phone Number

Canadian Social Insurance Number Customize | Find | ##
National Upload SIN

Country DT National ID Card File Name Delete Attachment
CAN PR W JoadSIN - copy of SIN Carddoss  Delete Atachment

Add Social Insurance Number

™ Applied for Social Insurance Number?

7
]

Citizenship (Foreign Hires Only) Customize | Find | #

First (4] 4 or 4 [¥) Last

*Country Citizenship Status File Name Delete Attachment

Upload
Passport

- Upload .
USA Q@ |Native 'l Bt View Attachment Delete Attachment B

Add Citizenship

Visa Permit (Foreign Hires Only) mize |Find | 88 First (4] 4 or4 [*]
Upload

*Country  *Visa/Permit Type Immigration File Name Delete Attachment
Documents
Upload

|CAN Q |Work Permit ;I Immigration Copy of Immigration Docs.docx Delete Attachment i
Documents

Add Visa Permit

™ Work Permit Required?
Save & Submit Cancel

If all data has been previously supplied either by the applicant or in the ‘Pre-Hire Documents’ upload page, then the
only required fields left on this page should be ‘Gender’. Otherwise complete all other required fields. Note that
foreign worker hires must have a temporary SIN# (i.e., 900-series SIN#) and work permits uploaded in order to
submit the ‘Prepare for Hire’.
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Complete required fields in Appointment Information page.

Preliminary Data | Employee Personal Information } Appointment Inf TR

Manage Applicant
Prepare For Hire

Steven Browne

Applicant ID: Employee ID:

Start Date: 2012/04/01
End Date: (last day worked)
Action: Hire

*Action Reason: I EI I
Campus UBCO01 UBC - Vancouver
Department: GEOG Geography
Location: GOG Geography Bldg.
Empioyment Group:  gog Faculty (Fac Assn)
Job Family: RG Regular
Job Code: BURG21 Asst Professor (tenure-track)
Business Title:

Asst Professor (tenure-track)

Pay Grade; NIA Grade N/A

Step:

Salary Level:

FulliPart Time: [Fl Full-Time I” override
FTE: [*-000000 [” override

Employee Class: I~ override

.

Term type: TRK Tenure Track/Probationary TR

: ote this section
Appointmenttype: g Regular [~ will not appear for
Faculty Assoc. Code: |REG Q Regular staff job openings
Principal Subject 30900 Histo
Taught: A 3
UBC Chair: |cHAR

Chair Start Da%: |2011I01IO1 [5)
Chair End Date: |201 2112/31 [

e

Monthly Paid : & Hourly Paid : [~

Account and Compensation Find | View

Begin Date 2012/04/01 End Date

Earnings Speed g Compensation Annualized
Bef#  code  Cnat ~ Account Description % (MthiyHrly)  (Monthly Only)
1 REG CWJB 541000  GOOOO 323400 5000.000000  72000.000000

I Save & Submit | I | Brint Appointment Details |

Imsge 174
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Action Reason: Select from the list of values. Note that some Actions will not have Action Reasons
associated with them or the Action Reason may be the same as the Action.

Full/Part Time: Click on ‘Override’ button if value needs to be changed.

FTE: Click on ‘Override’ button if value needs to be changed.

Employee Class: Click on ‘Override Button’ if value needs to be changed.

Other Employment Details (appears on Staff Job Openings only): Check off any values as applicable.
Note that Account and Compensation section cannot be altered in the ‘Prepare for Hire’ step. If incorrect,
you must submit another offer with the correct funding information and re-obtain approval.

Print Appointment Details: Click on this link to produce an ‘Appointment Information Submission’ report if a
paper confirmation is required for your records. DO NOT SUBMIT THIS APPOINTMENT FORM TO
PAYROLL. The hire transaction will be electronically submitted to Payroll from eRecruit.

THE UNIVERSITY OF BRITISH COLUMBIA
eRECRUIT APPOINTMENT INFORMATION SUBMISSION

EMPLOYEE ID NAME

1234567 Steven Browne

D O O
ACTION ACTION REASON CAMPUS DEPARTMENT CODE WORK LOCATION
Hire New Hire UBC - Vancouver GEOG GOG
EMPLOYMENT GROUP JOB CODE BUSINESS TITLE JOB FAMILY
BOG BURG21 Asst Professor (tenure-track) Regular
GRADE SALARY LEVEL STEP FULL / PART TIME FTE EMPLOYEE CLASS ACTING MEALS
Grade N/A 0 Full-Time 1.000000 N N
POSITION # JOB OPENING ID OTHER (Deparimental Use)
00010053 9783

FUNDING

MONTHLY PAID

START DATE END DATE POSN# EARNINGS CODE | SPEED CHART | ACCOUNT ACCOUNT DETAILS % AMOUNT ANNUAL AMT
2012-04-01 REG cwJB 541000 G0000 323400 6,000.00 72,000.00
Total: 6,000.00 72,000.00

SUBMISSION INFO

SUBMITED BY SUBMISSION DATE

Image 175
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Your ‘Prepare for Hire’ has now been successfully submitted to Payroll. Payroll will review the information
submitted, contact you if there are any problems, and transfer the data to HRMS. You will receive a confirmation
email from the system confirming that the data has been transferred to HRMS.

Please review the HRMS data after you receive the notification email to ensure all data was transferred correctly.

* Preliminary Data { Employee Personal Information j Appointment info

.................................

Prepare For Hire

Steven Browne

Applicant ID: Employee ID:
You have successfully submitted your 'Prepare for Hire' to Payroll.
Application Status: Prepare for Hire
Status Last Updated: 2012/0312
Job Opening: 9783 Asst Professor (tenure-track)
S Coe: BURG21 Asst Professor (tenure-track)
Business Unit: UBCO01 UBC - Vancouver
Department: GEOG Geography
Start Date: 2012/04/01
Date Applied: 2012/03/12 Applicant Ranking:  1st choice
Type of Hire: Hire Need help completing this?
Employee ID: Assign/NVerify Employee ID
Hire Comments
=
Save & Submit Next
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Job Opening

Comments

Job ID: 9783
Location: Vancouver - Point Grey Campus
Employment Group: Faculty (Fac Assn)
Business fitle: Asst Professor (tenure-track)
Department: Geography
Full/Part Time: Full-Time FTE:  1.000000  pisposition status updated to 'Prep Hire'
Desired Start Date:
20200 When applicant is transferred to HRMS,
Job End Date: disposition will automatically change to
% | 'Hired' and all other applicants will be
Funding Type: Budget Funded changed to 'Decline’ Need to re-access Prepare
: S
Other: for Hire page you submitted?
Closing Date: 2012/03/30 Available Openings: 98 Click here!
Manage Applicants | Interview Schedule | Job ning Details | d New Applicant | Download Applicajit List
*Select Action.
Man: cant , |1-Route/ShorjList Applicant
| Display: [All =] shortisting Rules & Guidelings gﬁ:ﬁg’;‘:’:‘ e'['vciz’xs
4-Prepareflob Offer
APD 5-Pre-Hir# Checklist
b Current B-Applighnt Attachments
= |Applicant Name D Relationship with | Dispositfon |Resume/CV |Last Updated Prepare £
Citizen? UBC Email Applicant
20120312 Override Curr. Relationship
[~ |Unk Browne.Steven 71946 |External Applicant |Prep Hire 2-36PM |*Se|ect Action... _'_] |
I

Once the successful applicant has been transferred to HRMS, the successful applicant’s ‘Disposition’ value will change

to ‘Hired’ and unsuccessful applicants’ ‘Disposition’ values will be changed automatically changed to ‘Decline’. The
job opening will also then be closed.

An automated email will be sent to you once Payroll has successfully transferred the successful applicant(s) to HRMS.

NOTE: Applicants changed to ‘Decline’ disposition status will see ‘Position Filled or Cancelled’ in their ‘My Careers’

page.
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Appendix



5.1 Worklist

Navigation: Worklist > Worklist

The worklist contains transactions that either require your approval or are present for notification purposes. Note
that you must only work on or approve transactions wherein you are the Primary Approver or were otherwise
notified to work on a transaction.

Worklist for &0l £00 S dier Ais

v Work List Filters: .

Customize | Find | View All | 2

Date From Work Item Worked By Activity Approver Category Link
108 - < s Job Opening ID:14075 Dept ID:HIST Tt :
P uh—— 11/22/2012 Approval Routing Approval Workflow ~ Primary Approver Union C4:BOG Mark Worked | Reassign |
5 > pening ID: pt ID:! »
Consultant 11/23/2012 Approval Routing Approval Workflow v Primary Approver 3)?1?02 SSISO(I;D 14074 DeptiDHIST Mark Worked ] Reassign |
System 3 3 Position:00032095 Dept ID:HIST Y S A
A aor 01/17/2013 Approval Routing Approval Workflow ~ Primary Approver Union CaBOG Mark Worked ] Reassign ]

‘:» Refresh 1

e Approver Category:
To help identify transactions, you can filter them using the ‘Approver Category’ drop down list.

Approver Category Primary Approver [+

| Adhoc Approver
Date From \ Notification Only
I Primary Approver
11/22/2012 ¢ Reviewer

ndra | Secondary/Proxy

e  Work Item (Work List Filters):
You can also identify transactions by status using the ‘Work List Filters’ drop down list.

Work List Filters: Approval Routing [+
= , ,

_ Approval Pushback
TR Joproval Routing

| Transaction Approved

R R T TS
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e Priority:
You can also set the priority of a transaction but this does not affect how approvals are routed. It is simply a
label you can assign to transactions for your own use.

| 2-Medium

e Link:
Clicking on the hyperlinks under Link will take you to the page where you can approve the transaction.

Link
Position:00032095 Dept ID:HIST
Union Cd:BOG

Reassign

You may also re-assign an approval by clicking on

Enter Lastname Firsthame

Reassign To: Q

Comment:

If you have worked on an item on your worklist but it continues to remain there, click on L to

remove it from your worklist.
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5.2 My Workflow Profile

Navigation: My Workflow Profile

This page allows you to specify an alternate approver and gives you the ability to update your workflow email
address.

My Workflow Profile

LT T | N

Alternate Approvers

If you will be temporarily unavailable, you can select an alternate user to receive your routings.
Alternate Approver Name Q

From Date (Starting at 12AM): 1]
To Date (Ending at 11:59PM): 1]

(example:12/31/2000)

(example:12/31/2000)
Note: Only Approvers with authorized approver access may be added.
Workflow Email

Email Address =
e ——— V! Send me Workflow Email Notifications

Note: Workflow uses the email above to send you workflow notifications.
It will not use your email stored in Faculty/Staff Service.

Save l

Image 183

e Alternate Approver Name: The person who will be approving transactions on your behalf.

Click on the magnifying glass < icon for a list of valid values. Note that only valid approvers will be shown.
e From Date (Starting at 12AM): Enter the start date when the alternate approver is in effect.
¢ To Date (Ending at 11:59PM): Enter the end date when the alternate approver is in effect.

e Email Address: Enter the email address you wish to receive notifications on. Note that your Workflow email
address must be a UBC or UBC hospital site email address.

¢ Send me Workflow Email Notifications: Check this box if you wish to receive emails when a transaction
enters your worklist and requires your approval.
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5.3 Opening/Viewing Attachments - Troubleshooting FAQs

Question: My pop-up blocker is not allowing me to open my Resume or other attachment.
Answer: Adjust security settings to allow pop-ups from *.adm.ubc.ca:
Internet Explorer Settings:

Adjust settings when the site is blocked by pop-up blocker:

Pop-up blocked. To see this pop-up or additional options click here...

é

THE UNIVERSITY OF BRITISH COLUMBIA FINANCE AND HUMAN RESOURCES

Human Resources Management System

Temporarily Allow Pop-ups
Sz Mow Page tps rom This e _
Settings 4

More information

Or adjust security settings directly:

Internet Options

General | Security | Privacy | Content || Connections | Programs || Advanced |
Settings
g: Select a setting for the Internet zone.

Medium

- Blocks third-party cookies that do not have a compact
privacy policy
) ) - Blocks third-party cookies that save information that can
TJ be used to contact you without your explicit consent

Pop-up Blocker Settings

- Restricts first-party cookies that save information that
can be used to contact you without your implicit consent

Exceptions
- Pop-ups are cumently blocked. You can allow pop-ups from specific
[ stes ][ import ][ Advanced || = oefau websites by adding the site to the list below.

Pop-up Blocker f::s:b of wasie to allow: ——
Prevent most pop-up windows from I SRS I i i i
appearing.

Allowed sites:
Turn on Pop-up Blocker

[ OK ][ Cancel ][ Apply

Notifications and filter level
Play a sound when a pop-up is blocked.
Show Information Bar when a pop-up is blocked.

Filter level:
I Medium: Block most automatic pop-ups v I

Pop-up Blocker FAQ
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You can also try adding our system as a ‘Trusted Site’.

Navigate to Tools >Internet Options.

Click on ‘Security’ tab, select ‘Trusted sites’ zone, and then click on ‘Sites’ button:

Internet Options

2

| General | Security | privacy | Content | Connections | Programs || Advanced |

Select a zone to view or change security settings.

@ VI VIO

Internet Local intranel WSS | Restricted

sites

Trusted sites

This zone contains websites that you
trust not to damage your computer or
your files.

You have websites in this zone.

Security level for this zone

Custom

Custom settings.
- To change the settings, dick Custom level.

- To use the recommended settings, dick Default level.

[ Custom level... ” Default level ]

[ Reset all zones to default level ]

OK ][ Cancel J App

If you’re already in the Careers site, the website will automatically populate for you. Otherwise, type the website
address below manually and then click on the ‘Add’ button:

Trusted sites

You can add and remove websites from this zone. All websites in
y this zone will use the zone's security settings.

Add this website to the zone:
| https://hrprod.adm.ubc.ca ] [

Websites:

Require server verification (https:) for all sites in this zone

Close

Image 187
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Firefox Settings:

Adjust settings when the site is blocked by pop-up blocker:

ig Firefox prevented this site from opening a pop-up window.

i@ THE UNIVERSITY OF BRITISH COLUMBIA FINANCE AND HUMAN RESOURCES ] R

% Human Resources Management System

Edit Pop-up Blocker Options...

Don't show this message when pop-ups are blocked

Show 'http: adm.ubc.ca:8445/psc/hrprod/

Or adjust security settings directly:

) Pop-up blocker - Mozilla Firefox
File Edit View History Bookmarks Yahoo! Tools Help

;I’.;i:-.xv c X @ (@ [http://support.mozilla.com/en-US/kb/Pop—up+bIocker

2] Most Visited 3 HR89TRN &I HR89VER4 [ HR89DEV4 | | UBC PeopleSoft Enviro... ¥ HRPROD | FogBug

Yr -2 - | searchweb - [J - &5 - E mail - [T Bookmarks~

-:' Mozilla Fifefo; Start Page ] I ® Pop-up blocker 8 ]

Options

Main Tabs ations  Privacy Security Advanced
Block pop-up windows Exceptions...

Load images automatically

Enable JavaScript

Enable Java

) Allowed Sites - Pop-ups
~ Fonts & Colors

You can specify which web sites are allowed to open pop-up windows. Type

Default font: the exact address of the site you want to allow and then click Allow.

Address of web site:

*adm.ubc.ca |
- Languages —

Choose your preferred

Site . Status |

| Remove Site | | Remove All Sites |
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Question:

When | try to open an attachment using Internet Explorer,

a new window appears briefly and then disappears.

Answer:

Internet Options

Adjust Internet Explorer security to allow downloads.

General | Security Privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings.
Internet  Localintranet Trusted sites  Restricted
sites
Internet . .
T e S e Security Settings - Internet Zone
except those listed in trusted and X
restricted zones. Settings
&% Downloads A
Security level for this zone ng Automatic prompting for file downloads i
(O Disable
Custom @ Enable
Eatom setings: &% File download
-To change the settings, dick Custd () Disable =
-To use the recommended settings ~ ® Enable =
|&® Font download
(O Disable
(& Enable
| Custom level... . O Prompt
|#% Enable .NET Framework setup
Disable
[ Resetal o
=== (® Enable
[Z) Microsoft VM 3|
Co (| |mdms ) 'S
*Takes effect after you restart Internet Explorer
Reset custom settings
Resetto: | Medium-high (default) v| [ Reset.. |
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