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 Universityr

_.010Tradc
Requisition page Wenu g
Search: Ilain Menu = Recruiting =

it _1®| [ RecruttingHist
[ Recruiting s | | Reenling Hieory

B . I Reports and Reviews T Al ol
D ReCI’U |t| n g H IStO ry < Recruiting Job Requisition E Applicant Data Requisition Activitiy

. ey ~ Recruiting Histary I b Requisition Applicant Data = Requisition &ctivity

1 Click Job Requisition = Job Reauisiion

— Applicant Data
— Requisition Activitiv
[> Waorkforce Administration
[» Compensation
I Tirne Callection
I Warkforee Developrnent
[ Qrganizational Develapment
I> Enterprise Learning
I» Reporting Tools
[ PeopleTools

— My Dictionary
2. Job Requisition Universitior 1o
search page B
. Mew Window | ,E,
displays

Job Requisition

Enter any information you have and click Search. Leave fields blank for a list of all values
1 Enter one or more of

the search fields [ Fodan Exsing Value |
Job Requisition: | begins with |
Status Code: begins with || Q
Search | Position Number:| begins with + Q
D C“Ck Business Unit: | begins with + | Q
Jobh Code: begins with | QL
Department: begins with | Cy
Originator ID: begins with || Q
Authorization ID: | begins with + Q
Recruiter ID; begins with v || Q
Search Clear | Basic Search [E Save Search Criteria
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3. Job Requisition
Info page displays

[1 Review data

7 Click Job Posting

4. Job Posting page
displays

[] Review data

1 Viewing Job
Requisition Info
complete

3/5/2007

Un ivers itypy
Colorado

=13

| Job Requisition Info |~ Joh Posting |

Job Requisition: 017484  Status: Open

Target Openings: 1 Filled:

Status Date:  10/16/2008

0 Available Openings: 1

i-Requisili.un Authorization

Date Opened: 10/16/2008

Originator:
Authorizer:
Recruiter:
Telephone: 303.492.6939

Recruiting Office Information
Projected Fill Date:

Fax: 303.492.7090

|ﬁequis'ﬂion Status

Requisition Status: Open

Status Date: 10162008

[Replacement For

EmpliD Hame
123161

[Job/Pasition Information

Position Number: 00100298

Regulatory Region: UEA United States

=L

["Job Reguisition Info_|[~ Job Posting |

Admin Assistant Il

Company: cu University of Colorado
Business Unit: UcoLo University of Colorado
University,
Al f

Mew Window | Custornize Page | B, 4

Mew Window | Customize Page | 1,

Job Requisition: 017424 Status: Qpen

Position Number: 00100298 Admin Assistant Il

Business Unit: UCOLO Depti: 10261

Job Code: G Admin Assistant Il

Posting Title:  Atademic Support Position

Descriptions

Type: Posting

Status Date:

School of Education

10H GI2006

Find | view a1 First [ 4001 ] Last

Assigned 10/ B/0E, lem

Posting Information

Posting Type

Date Opened

1

.
Customize | Find | B4

FirstEI'\uMEILast

Description

B soe | ERetuntoSearch | +ElPrevious in List | ¥ENestinList | [ otity |

Jub Reguisition Info | Jok Posting
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VIEW APPLICANT
DATA

1. Navigate to Universitior

L0loraco

Applicant Data Menu =

Search:

pag € |:| ® ﬁ Recruiting History

I> bty Favarites

"yt [> Reports and Reviews Reclis ey
[J Recruitin g = Recniting =] dob Reauisition [ Applicant Data =] Reauistion Activity
D Recr .t. n g H .Sto r C Job Requisition Applicant Data Requisition Activity
uiti istory Job Recuisiion
. — Applicant Data
M Appllcant Data — Beauisitian Activitt

I Workforce Administration

I> Cornpensation

[> Time Collection

[> Workforce Development

I Organizational Development
I> Enterptise Learning

[ Reporing Tools

[> PeopleTools

— My Dictiohary
2. Applicant Data UVl o .
search page @ —'—
d | S p I ays . Mew YWindow | o5h
D Enter one or more Of ér':tep:;i‘:r?:fg;;‘rlon vou have and click Search. Leave fields blank for 3 list of all values
the search fields [
i 5 garc h Applicant ID: heging with
D Cl |Ck Name: hegins with
Last Name: begins with

Alternate Character Name:| begins with +

Applicant Status: = v]

v
Status Code: begins with [}
EmpliD; heging with + (s}
Include History

Search | Clear | Basic Search [E) Save Search Criteria
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Universityy

(

3. Applicant Contact

. 010Trado
Info page displays | = g
New Window | Custornize Page | 5, 4
D ReV|eW data | Applicant Contact Info || Applicant Application Info ||~ Applicant Requisition )
Primary Name Eircl | iz &I First Crert ! Last
Applicant ID: Emplil:  Taooooo
D ClICk Applicant Type: MNan-Employee

Effective Date; 02/03/2004 Gender: F Female

( Applicant Application INf0 || rommvsng s usteasistes

Person Name

Prefioc
First: Billy Boh Middle:
Last: Suffix:
Name:
Home Addiess |
Country: USA United States
Address: 456 Main 5t Edit Address
Copy Home to Mail Address
Email Fhones

1y Address
Country: UsA United States -
4. Applicant Universityy
—~
H 1 L010Trado
Appllcgtlon Info i
page d|sp|ays hew Window | Customize Page | (5 4
X X | [“Applicant Contact info_|(~ Applicant Application Info |~ Applicant Requisition |
1 Review data, if Je— Emp; T00000
applicable Wi
Applicant Type: Mon-Employes
D C“Ck Application Information Find | iew All First 1ot 1 15 Last =
Application Date: 02032004
r App“ﬁant REEILHSmUn \I Applicant Status: Active
Status Date: 020312004
Purge Date:

Highest Education Level:  A-MNot Indicated

Language Code:

IPreferences !
Business Unit: ucaLo ucoLo Willing to Travel Percent:
Willing to Relocate
Location 1
Location 2;

Job Function:

Geographic Preference
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5. Applicant
Requisition page
displays

[1 Review data

1 Viewing Applicant
Data complete

3/5/2007

BewWindow | Custornize Page | (B 4

Universit
cord,
=13
| Applicant ContactInfo [ Applicant Application Infa ||~ Applicant Requisition |
Applicant ID; EmpliC
Name:
Applicant Type: Mon-Employee
Application Find | Wiew Al First 1of 1" Last
Application Date; 02032004
Job Requisitions Einet | Wiewe Al First | 11 Last
JobReq#  Job Requisition100283 Requisition Status:  Filled
Position: 00100283 ProgAstll Business Unit: UCoLD UCoLo
Job Code: H4RZY  ProgAstll Department: 10230 EAsnLngBCy
Disposition
Status Date: 0240312004 Letter:
Disposition: 020-Applied Letter Dt:
[E Zave | SAReturntoSearch | tE Frevio 4[E] Mexdt in List ] [=] Motify J (& Previoustah | =5 e o 7 Refresh | B UndateDisplay His
Applicant Contact Info | Applicant Application Info | Applicant Reguisition
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VIEW REQUISITION
ACTIVITY

1. Navigate to
Requisition
Activity page

1 Recruiting
1 Recruiting History
1 Requisition Activity

2. Requisition
Activity search
page displays

[1 Choose a Search
By value

Search

I Click

3. All Applicants
page displays

[1 Review data

1 click T 4o
review job requisition
information

3/5/2007

Universityys
Colorado
Search: Main Menu = Recruting =

=
& Eﬁ Recruiting History

- My Favarites o
Recruting Histary

I Reports and Reviews

- Job Reguisition

— Applicant Data

— Renuisition Activitiy
[ Workforce Adrministration
[ Compensation

[* Time Collection

I Workforce Development
I Drganizational Developrment
I Enterprise Learning

[ Zet Up HRME

[» Reporting Tools

— b Dictionary

Universityy,
Co yﬁf do

(=13

Requisition Activity
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

[~ Recruiting = Job Requisition =
| > Recruiting History Job Recuisition

Applicant Data
Applicant Data

259 ACT4E Home

Search by: |JobRequison ~[beginswitn|
Search | advanced Search

All Applicants

Job Requisition

Job Req: 017607

Status: Qpen

Paosition: Q0a02088 GenProf W

Business Unit:  University of Colorado

Applicant ID

Applicant Name

Application Date

Date Opened:
DeptiD:

Job Code:

ST T PPL Hom

Requisition Activitiy
Requistion Activity

Hew window | B

1110852006
51000 PBES

HEG4xx GenProf IV

L}
Customize | Find | Wiew &l | i First 1af 1 Last

AD132120 TestTest

B Save | L Return to Search | [=] Metify I
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Applicant Type
Ext Appl

020-Appl

Page 6 of 8



4. Job Requisition
Info page displays " Job Requisition Info || Job Fosting |

] Review data Job Requisition: 017607 Status: Open Status Date:  11/08/2006

1 Click Job Posting tab
to see additional

information about the Target Openings: ! Filled: 0 Available Openings: 1
Requisition [Requisition Authorization
[] Click L to Date Opened: 11i08/2006
return to the All I
Applicants page Authorizer:
Recruiter:
Telephone: Fax:

Recruiting Office Information
Projected Fill Date:

[Requisition Status

Requisition Status: Qpen
Status Date: 1110812006
]2 Apply

Job Reguisition Info | Jok Posting

5. All Applicants
page displays

_ All Applicants
opicant tame |
] Click Iestrest to Job Requisition
review applicant Joh Req: 017607
information Status: Open Date Opened:  11/08/2006
Position: 00508088 GenProf v DeptiD: 51000 FES
Business Unit:  University of Colorado Joh Code: HEG4x GenProf v

N
Customize | Find | Wiew All | 4 First 1af 1 Last

Applicant ID Applicant Name Application Date Applicant Type
AD132120 TectTest 11/0112006 Ext Appl 020-Appl

Bl Save | JLReturnta Search | [=] mMatity |
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6. Applicant
Application Info
page displays

[1 Review data

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

7 Click —*% 1 to

return to the All
Applicants page

1 Viewing Requisition
Activity complete

Viewing Recruiting Inqu

3/5/2007

| Applicant Application Info |

Primary Name Firuct | Wigsn Al First 1of 1
Applicant ID: A0132120 EmpliD:
Applicant Type: External Applicant
Effective Date: 11/0142006 Gender: U Linknowen

Format Using: LISA United States
Person Name

Prefix:

First: Test Middie:
Last: Test Suffic:
Name: Test Test

Home Address

Country: LISA United States

Address: Test Edit Address
Test, CO 80303

Copy Home to Mail Address

(] 4 Apply

iry Pages complete
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