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8.9 HRMS Step by Step Guide 

Viewing Recruiting History Pages – Inquire Only 
Job Requisition, Applicant Data, Requisition Activity 

 
Overview: In version 8.9, Recruiting functions are limited to inquiry/review and running reports. 

 
In version 8.9, Oracle/PeopleSoft has changed the name of Recruit Workforce to Recruiting History. 

 
Note:  The screen shots used in this guide may not be representative of your access. 

 
Viewing Job Requisition Info, pages 1 - 2 
Viewing Applicant Data, pages 3 - 5 
Viewing Requisition Activity, pages 6 - 8 

 
VIEW JOB 
REQUISITION INFO 

 
1.  Navigate to the Job 

Requisition page 
 
� Recruiting 
� Recruiting History 
� Click Job Requisition 

 
 
 
 
 
 
 
 
 
 
2.  Job Requisition 

search page 
displays 

 
� Enter one or more of 

the search fields 
 

� Click  
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3.  Job Requisition 
Info page displays 

 
� Review data 

 
� Click  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.  Job Posting page 

displays 
 
� Review data 

 
� Viewing Job 

Requisition Info 
complete 
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VIEW APPLICANT 
DATA 

 
1.  Navigate to 

Applicant Data 
page 

 
� Recruiting 
� Recruiting History 
� Applicant Data 

 
 
 
 
 
 
 
 
 
 
2.  Applicant Data 

search page 
displays 

�  Enter one or more of 
the search fields 

 
�  Click   
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3.  Applicant Contact 
Info page displays 

 
� Review data 

 

� Click 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.  Applicant 

Application Info 
page displays 

 
� Review data, if 

applicable 
 
� Click 
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5. Applicant 
Requisition page 
displays 

 
� Review data 

 
� Viewing Applicant 

Data complete 
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VIEW REQUISITION 
ACTIVITY 

 
1.  Navigate to 

Requisition 
Activity page 

 
� Recruiting 
� Recruiting History 
� Requisition Activity 

 
 
 
 
 
 
 
 
 
2.  Requisition 

Activity search 
page displays 

 
� Choose a Search 

By value 
 
�  Click   

 
 
 
 

3.  All Applicants 
page displays 

 
� Review data 

 
� Click  to 

review job requisition 
information 
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4.  Job Requisition 
Info page displays 

 
� Review data 
� Click Job Posting tab 

to see additional 
information about the 
Requisition 

� Click  to 
return to the All 
Applicants page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.  All Applicants 
page displays 

 

� Click   to 
review applicant 
information 
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6.  Applicant 
Application Info 
page displays 

 
� Review data 

 
� Applicant contact 

information only 
displays.  (To see 
additional applicant 
data, click Applicant 
Data in the left-hand 
navigation menu) 

 
 
 

� Click  to 
return to the All 
Applicants page 

 
� Viewing Requisition 

Activity complete 

 
 
Viewing Recruiting Inquiry Pages complete 


