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MANAGE APPLICANTS

FIND AND VIEW A REQUISITION

The ATS Home Screen shows a list of your requisitions in the workflow pane on the left.

Open Requisitions
Quick Find

e " oA . .« _eg.
Requisitions © Workfiows € This screen shot shows all Open requisitions.
Use the drop-down menu to choose a different

set of requisitions to display, or to perform a

Open Requisitions v All Requisitions

Cancelled Requisitions

@ B3 personal Folders

= [ 4 - HR Specialist 1 (9)(6)

3] ‘-'_; 18 - IT Project Manager (2)

Notice the folder icon to the left of the job title. The folder color indicates its status: green for Open,

“Quick Find” search for a particular requisition.

Filled Requisitions
On Hold Requisitions
Pending Requisitions
Posted Requisitions

blue for Filled, purple for Pending, orange for Cancelled, grey for On Hold. The orange paper behind the
folder indicates that there has been recent activity. The blue pushpin indicates that it is currently posted
to the jobs site. The numbers in parentheses indicate the total number of applicants associated with the
job (blue) and how many have had new activity in the last 24 hours (green).

Click on a job title to view the requisition information.

Requisitions ©

Posted Requisitions

|f§ 10720 -
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ﬁ 10718 -
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h—;\» 10716 -

Page: << < ..1.
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Workflows O
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Technical Assistant (1]

Human Resources Administr
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Associate Director, Business

Senior Financial Analyst (32)
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G ﬁpE‘OpJ'EHuent‘ /n\ [£J Requisitions = % candidates v

i Collections Archivist (10731)

Main Info Additional Info

Person Being Replaced:

Created On:

Created By:

Krista Ferrante

Thursday, December
12,2013 11:42:38 AM

Robin Deadrick

EEQ-1 Category:

AAP Job Group:

AAP Establishment:

'L.’Z bareonal Foldars o Requisition Information [ © =
If;' 10747 - Member Relations Rep/CU-T Job Code: OC085 - Librarian / Requisition Status: Open
Archivist|
R‘-\ 10736 - Human Resources - Payroll F =
- Job Title: Librarian / Archivist | Recruiter Support: Yes
ﬁ‘-\ 10731 - Collections Archivist (4)
E;’ 10730 - Program Manager (3) Q‘\» Posting Title: Collections Archivist Workflow: Hiring Process
|f§o 10729 - Financial Assistant II (12) Department: Libraries SAP Position Number: 231136 B
|f§. 10728 - Career Development Special |5 Department Number: 271000 Time Group:
|f§ 10727 - Administrative Assistant I/Ev, School Area: Libraries, MIT Press, Job Grade: O
|f§ 10726 - Deputy Editar (12) Tech Review
|f§ 10725 - Special Projects Manager (11 HR Officer: Raquel Irons Payroll Category: Administrative Staff
|f§ 10724 - Financial Assistant II (23] Reason for Position Opening: Replace at different Grade Minimum: 50400.00
ﬁ‘-\ 10723 - Administrative Assistant II (; level
EA;, 10722 - Administrative Assistant 11 ,::_ Post Internally for 7 Days (YES/NO): Grade Maximum: 92300.00
|f§ 10721 - Technical Support Assistant- Number of Openings: 1 FLSA: Exempt

4 - ProfiMon-Faculty

044L - Libr & Museum
Prof

MIT MAIN CAMPUS -
CAMBRIDGE, MA

| © Refresh | | bl Save as Template |

Note that jobs are listed by their Requisition Number and Posting Title. Posting Title is the title that job

applicants will see.
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VIEw CANDIDATE LIST

Candidates who apply online appear in the ATS Inbox in real-time. Click the © refresh icon on the
Requisitions tab to see any new candidates that have applied since you logged on.

Click on the + to expand the list of candidates in the Workflow Pane.

Click on the word Inbox (or any other workflow step), and the Candidate List pop ups with the full list of
applicants who are currently at that step:

g '?_(-,\,,;I.”mr' /n\ j Requisitons = = % Candidates s

Requisitions O Workfows © @ HR Specialist | (4)
. Wain Info
Opén Requisiions b
Requisition Information

# 8 Pursonal Folder
2 Personal Folders i ]
Stitus: Cpen

D b Code: PE
= 0§ + - v specalint 1 (936) Joa ot PRI

Inbex (9)(6) UPpOrE: Yes

T Binder, Christine Workbow: Hinng Process
SAP Position Numbar: 12345

53 Danials, Michasl Dopartment: Hum

i Froslich, Gunther Department Number: 408000 Tirme Geoug:
By L dnna School Area: VP for Human Resources Job Grade: P w
3 Nichols, Cory
B prepent, travie Q Refresh | | bl Save as Template
) [ Sy Candidate List D o S LR
i Sngal, Rebecca
5y Seith, 28 Type  ~ Lasthame First Name Sponsorship Required CurrentPrevious Employee 2
pobcant Ruvien & Binder Christing No Mo
W giriy. Akt 5 Daniels Wichael Ho Ne
S I Frotich Gunther Yes Mo
tiok Sabacted
Finalist - Not Salected o Lewis Jane No Yes
Cfnr B Nichols Cory No Ne

The Candidate List gives you a way to review, sort, and act on multiple people at a time by selecting
multiple checkboxes and either dragging the group to a new workflow step or using the icons on the
right to email resumes, email candidates, or print resumes, respectively.

The icon next to each name provides candidate source information:
& Internal applicant ”‘-ﬁl External applicant | a I Self-identified as an employee referral

You can show all candidates associated with a particular job (regardless of where they are in the
workflow), by right-clicking on the job title and selecting - £Show All Candidates

To customize the fields in your Candidate List, go to your Home page, click on the - icon at the top
right of the Candidate Summary panel, and use the dialog box to add, remove and re-order fields.
—....

(%

Candidate Summary

Available Fields Chosen Fields

Address 1 Last Name
Address 2 ~ First Name

Alternate Email Sponsorship Required
Applied Online Date Current/Previous Employee
Applied Online Status -

Candidate Pool :4}‘: =
City/lTown

Created On -

Current Department v B

Data Management Technique

@ oK || @ Cancel |
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VIEwW CANDIDATE DETAILS
Click on a candidate’s name to view the details of their application. Each tab contains different data.

The Resume Tab shows an html version of the resume; it’s usually close but not always identical to the
document that the candidate submitted. To open or download the original resume in Word, click the &
icon to the right of the word Resume.

Requisitions 0 Wodfiows O 4 Doe, John (21) Business Systems Analyst (58)

Resume Candicate Info Profile Prehire Info
All Requistions -

Resume = # © -
@ 4 Parsonal Folders | —

[ 58 - Business Systems Analyst (5)(5
=) tnbox (S)(3)

Cover Letter

%, Doe. Joha Resume
) Lok Marsha John Doe
#, Titcomb, Ted
4 West. Sylvia
I Wicions, Herk Boston, MA 02116

Applicant Raview jdoe @ abed.net

Maple Street

! Ph Int: <
) Phone Intarview 123-456-7800
| Interview
| Not Selected
Finalist - Not Salected Goal
L} Offer
) Hired PMI certified project manager seeks position as business analyst in an academic setting

| Not Hired

Applicant Cemmunicatian =

| # Undo Last Move |

fo {1}
* |[3 19 - Business Systems Analyst (1] -l © Refresh | | Forward Resume | | ¥, Emai Candidate |
|

The Candidate Info tab shows current contact information and work eligibility status. (The system does
NOT automatically reject people without work authorization, so these fields are important to check.)

4 Doe, John (21) Business Systems Analyst (58)
Resume Candidate Info Profile Prehire Info
Candidate Information ¢»
Name: John Doe

Preferred Name:

Address 1: Maple Street Home Phone: +1 458-7890
Address 2: Work Phone:
City/Town: Boston Cell Phone:
State/Province: Massachusetis Email: doe@abcd.net
Zip/Postal Code: 02116 Alternate Email:
Country: United States Preferred Contact Method: E-Mail
Work Eligibility: Yes Salary Range Desired:
Sponsorship Required: No Candidate Pool: External

Is Candidate Searchable: Yes

Internal Employee o

Current Department: Current Job Title:
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MovE CANDIDATES THROUGH THE WORKFLOW

The workflow pane allows you to easily see and update where each candidate is in the hiring process.
Each step is associated with a particular set of activities, as outlined below.

Note: If you are getting recruiter support, you won’t need to look at applicants until a subset of them
has been pre-screened and moved to the Applicant Review, Phone Interview, or Interview step
(whichever one you and the recruiter have agreed on). Otherwise, you will start moving applicants right
from the Inbox.

STEPS IN THE WORKFLOW

Sedscoc Everyone who applies online starts here

) . Pre-screened candidates ready for Hiring Manager review
Applicant Review

Phionis Ertariesd Candidates to be phone screened, either locally or by Central HR

Candidates to be interviewed in person (may stay here for many
rounds of interviews)

Interview

Applicants not selected at any step prior to the offer stage (system
prompts for a disposition code)

Not Selected

Very strong candidates who were not hired but should be actively
recruited for other similar positions

Finalist - Not Selected

Offer Candidate offered the job (system prompts for starting salary and
generates an offer letter in Word)

Candidate accepted the offer (system prompts for start date and
removes job posting)

Hired

Candidate not hired after the offer stage (system prompts for a
disposition code)

Not Hired

Dispositioned applicants to be notified of their status (system
generates an email)

Applicant Communication

To make updates to an applicant’s status, click on the person’s name (or select multiple people from the
Candidate List) and drag them into the appropriate next folder.

All applicants should move through the workflow steps in order, bypassing any steps that don’t apply.

To move an applicant backwards in the workflow (or if you make a mistake), use the
Undo Last Move button to revert them to the previous folder.

) Undo Last Move

Copyright © 2013 by Massachusetts Institute of Technology. All Rights Reserved Page 4
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DisPOSITION CANDIDATES

All applicants not hired for a job must eventually be moved to Not Selected, Finalist — Not Selected, or
Not Hired and given a disposition code. A pop-up will prompt you to select a reason why they weren’t
selected. Different options are shown depending on the workflow step.

W M West, Sylvia

lot Selected (1 | Please select a reason from the list [ _.'..I‘

1 Not Quaiified - Education
Offer | Not Qualified - Lacks amount of experience

” Not Qualified — Lacks relevant experience

catl Mot Considered - Reguires work authorization
ot Hired E Not Considered - Sufficient number of applcants under review
Not Considered - incompiete Appication
ant lLommunication Not Considered - Another canddate akready selected

BB 19 - Businass Systems Anahyst h sturday €15,z 1 4P| Not Selected - Interpersonalcommunication skils
' g Not Seltcted - Unsatsfactory work history
Mot Selected - Lacks sufficent nterest
Not Selucted - Unsatisfactory references
Not Selected - Falsified Application
Not Selected - Compensation
Not Seiected - Better qualified candidate
Not Selected - Union Bidding
Withdrew - Active - Applcant choice
Wiehdrew - Did not réspond/ng show

Disposition codes are grouped into the categories below:

Not Considered: The person’s application was not reviewed

Another candidate already selected Requires work authorization
Incomplete application Sufficient number of applicants under review

Not Qualified: The person doesn’t meet the minimum qualifications as detailed in the job description

Education Lacks relevant experience
Lacks amount of experience

Not Selected: The person met minimum qualifications, but was not chosen for the job

Better qualified candidate Union bidding
Compensation Unprofessional demeanor
Falsified application Unsatisfactory references
Interpersonal/communication skills Unsatisfactory work history

Lacks sufficient interest

Not Selected — Finalist Candidate: The person was a strong candidate who could have gotten the job

Withdrew: The person chose not to pursue the job

Active — applicant choice ‘ Did not respond/No show

Offer Declined: Candidate was made an offer (verbal and/or written) but did not accept
Accepted another offer Not satisfied with compensation package
Current organization counter-offered Other

Offer Rescinded: MIT retracted the job offer

Copyright © 2013 by Massachusetts Institute of Technology. All Rights Reserved Page 5
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EmAIL CANDIDATES NOT SELECTED

You can choose to notify dispositioned applicants of their status right away, wait until the job has been

filled, or someplace in between.

To launch this communication, drag one or more
candidates from Not Selected into the Applicant
Communication step at the very bottom of the workflow.
A dialog box will prompt you to choose an email template.
Check the box to automatically send the same email to
everyone you’ve moved.

(%)

Please select email template

| M

Apply to all candidates? O

& oK || & Cancel

Email

Send Email

m

= || Font Family |~ | Font Size

Eom 9 A -8

Thank you for your interest in MIT and and for applying to our Business Systems
Analyst position, requisition number 58,

We have decided to pursue other candidates for this position, Howewver, we
encourage you to review other open positions on our jobs site, We wish you the
best of success in your career search,

Best Regards,
MIT Staffing Servicas

= Epe!lt‘.heck | f E_ma! I(_‘- Cancel |

The email template places the not-
selected candidates’ names on the BCC
line. Keep them there so you don’t expose
their email addresses to each other.

Leave the To: address blank.

The email is sent from “MIT Staffing
Services” <noreply@mit.edu>

Click Email to send the email(s).

If you click Cancel, the candidates will stay
in the communications folder but will not
actually have been sent an email. Use the
Undo Last Move button to revert each
person to the prior step, and re-drag
them to Applicant Communication when
you are ready to send the message.

Copyright © 2013 by Massachusetts Institute of Technology. All Rights Reserved
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EXTEND AN OFFER

Move the top candidate to the Offer folder. You will be prompted to enter the candidate’s Annual Salary
or Hourly Rate. (Fill in one or the other, depending on the kind of job.) The amount you enter will
appear on the offer letter. Do use a comma or decimal point. For example, 60,000 or 15.55. Do not enter
a dollar sign as the letter’s template will provide it.

Note: This value will be stored in the system, but will not be viewable by Hiring Managers in case not all
HMs should see it.

'r_j'.::.:ﬂuent' G [ Requisi : 3 Ccandid

Requisitions Wodfions Doe, John (21) Business Systems Analyst [57)

L~ ]

Resume Candidate Info Profile Prehire Info
Open Requistions ~

_ Resume = # O
* [ Personal Folders

= ‘1-; 57 - Business Systems Analyst (2)(2) Cover Letter
Inbox

m keenly f d in th A position that you h f
Applicant Review | am keenly intereste he BA posttion thal you have ope

Phone Interview Resume ]
Interview Doe, John
= Mot Selected (1){1)
& West, Sylvia Annual Salary: |
Finalist - Mot Selected Hourly Rate: | |

+ Offer (1)(1)

Hired

Not Hired | @ OK || Cancel |
e
Applicant Communicatien

| g 19 - Business Systems Analyst (1)

Goal

P\H iiﬂiﬁ ii ﬂii]iii miﬂiaii iii}i Hi, i i | i, ii | Ii?_ iﬁi]"“ iﬂ iﬂ iiiiiﬂ i ii“na

Click OK and you are then prompted to select offer letter template (exempt or nonexempt).

@ Peoplefiuent RMS 5 - Mozilla Firefox =
File Edit View Higtory Bookmarks Tools Help
‘L Logln x | [? Peoplefluent RMS 5 x|+

erlD=0# ¢

€ @ hitps//rms-vl peoplediick.com/RP/Home?Po

Welcome , Manager  Organization: MIT

p - |2 [ Requsitions z % Candidates v
@ fluent il e
Requisiions © — Doe, John (21) Business Systems Analyst (57)
Resume Candiduta infe || Profile | Prabieinto
Open Requisitions -
Resume

4 {2 personal Folders

= B9 57 - stems Analy )
|5 57 - Business Systems Analyst (2)(2 Cover Letter

Inbax

| am keenly interested in the BA position that you have open.
applicznt Review "

Phone Intarview

Intarview Doe, John

Net Salected [1)(1

i West. Sylvia Please select an offer letter template from the list:
Finalist - Not Salactad G ——
Offer (1)(1) ' Offer Letter - Non Exempt

Hired

Not Hired I ® ok 1 © corcel |
St

[%]

Applicant Communication

3 [ 19 - Business Systems Analyst (1)
Goal

PMI certified project manager seeks position as business analyst in an academic setting

Employment History

© Refresh Forward Resume | | 4 Emai Candidate | | #) Undo Last Move

Copyright © 2013 by Massachusetts Institute of Technology. All Rights Reserved Page 7



peoplefluent
APPLICANT TRACKING SYSTEM

MANAGE APPLICANTS

Once you choose the template,
you have the option to save the
Word document for later editing
or open it immediately. (You can
also cancel it, and either use
your department’s standard
offer letter template or not send
one at all if the person doesn’t
need the confirmation in
writing.)

Be sure to proofread the letter,
especially to verify that the offer
amount is correct. Add your
contact information, which it is
not stored in the ATS.

For efficiency, you can use
Word’s Save & Send feature to
send from your email address
without actually saving the offer
letter to a permanent location.

&

Page:1of1

Home Insert Page Layout References Mailings Review View Developer Acrobat

AdE L83 3-E

{a= =

L 3 BEFAYATYT AT T TESE O

=]
s etts Ins itwte of Technolos

III'-- Massach

June 16, 2003

John Doe
Maple Street
Boston, MA 02116

Dear John

It is a pleasure to offer you the position of Business Sy Analystin Inf tion S &
Technology at the Massachusetts Institute of Technology, contingent upon successful completion of
your business references

Yourannual salary forthis 100% time position will be $30,000.

MIT provides a generous comprehensive benefit package that includes health and dental coverage,
retirement, vacation, tuition assistance, and disability and life insurance. The Institute’s benefit
package is summanzed at hitp//hrweb mit edwbenefits/

We are excited to have you join our organization! If you have any questions, please don't hesitate to
contact me.

Sincerely,

Manager Wiklund

AL 35" | Words:108 | % | Track Changes: Off | 23 | |BENE 3 B 9%20% (=)

“ D ow d

e

COMPLETE THE CANDIDATE’S PREHIRE CHECKS

Use the Pre-hire Info tab to record the results of reference checks, employment verification, and
education verification. Providing this information is a recommended best practice.

Open the Candidate, and click the Pre-Hire tab. Click on the edit icons beside each category to display

fields to capture the information.

Resume Candidate Info Profile

Offer Information 7 ©

Annual Salary: R

Hourly Rate:

Signing Bonus:

Relocation Amount:

Prehire Info

Pre-Employment Check Status (7] o
Reference Check: N
Employment Verification:

Education/Degree Verification:

New Hire Info [ o

Start Date: ROFEEI’IIGHOH Date:

Date of Reference Check:

Date of Employment Verification:

Date of Education/Degree Verification:

Copyright © 2013 by Massachusetts Institute of Technology. All Rights Reserved
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HIRE A CANDIDATE

Once a candidate accepts an offer and you have
agreed on a start date, move them to the Hired
folder. This automatically sets the job status to
Filled and removes the job posting. (If you would
like the posting taken down sooner, you can send a
request to ats-help@mit.edu.)

A pop-up box will remind you to disposition any
remaining candidates.

Doe, John

Start Date: |

o

oo yyyY)

@ oK 0:_‘ Cancel |

A Please remember to disposition and communicate with all

candidates.

& oK

Finalists: Move finalists to the Finalist — Not Selected folder and let them know they were not selected
for the job. Keeping these candidates in the Finalist folder will allow you to find them at a later date

should another suitable position open up.

Applicant Communications: Make sure that all non-selected candidates are in the Applicant

Communication folder and that you have sent them the appropriate communications.

Important Final Step: Submit your SAP new hire transaction. ATS does NOT transfer information to SAP,
so the current method of submitting HR transactions needs to continue. This step will trigger the
employee’s system access, and the New Hire Letter from HR.
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