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Efficiently Working with Candidates

Once candidates are sourced for an active requisition, it is possible to view the list of candidates
and use various candidate management features to work with them.

It is important to understand how to view, sort and filter the list of candidates efficiently. Please
remember to make sure that you have selected Show information for: | collaborate on so
that you can see the requisition for the Search Committee that you are on.

Welcome to the Recruiting Center.

Show information for
| | colaborate on v I

Search Committee Chairs and Members can not consider any candidate that does not

have a green Submission Complete check mark. *

Please remember that you MUST complete a mid-search review with the recruiter listed on the
requisition by following these steps:

1. Open your requisition and click on More Actions

More Actions

Fal

2. Select Request Contribution Cancel Reaqusiton

Request Contribution
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3. Enter the recruiter name in the Select
a contributor box and type a
comment in the box below it and

‘Contributor

* Select a contributor

L
|| Add this contributor to the st of collaborators defined for this requisition.

Comments (1000)

4. Click Done

Navigating to the Candidate List ‘

navigate to these lists differently.

Candidates Channel

You can monitor candidates that have
applied to the search committee requisitions.

To open the detailed general candidate list:

e Click the Candidates channel title to
open the entire Candidate List

or

e Click on a specific link to open up the
Candidate List already filtered by
that criteria

There are two types of Candidate Lists that you can review:
candidates that have applied to your positions or (2) requisition-specific lists that show
candidates that have applied to a specific job. Although these two views are similar, you

(1) general lists that display all the

In Selection Process on Open Requisttions

ﬁICandidates

- ACE
- Mew >

Candidate List Page

You can open the Candidate List directly

sl |ink at the

by using the Candidates
top of the page.

The default filtering for the Candidate List
is candidates that have applied to the
“Active” requisitions that you own. You can
use the filters to change this view.
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Requisition File

You can open up your requisition-specific list
through the Requisition File.

To open the detailed candidate list, click the
number next to the Candidate for this
requisition field

Requisition List

You can open the Candidate List directly
from the Requisition List.

The numbers within the Candidates column
represent the candidates that have applied
for the requisition. These numbers are
hyperlinks to open the Candidate List for
that requisition.

Using Candidate Quick Filters

Search Committee Chair/Member
Candidate Management

Registered Nurse (1400615)
Requisition —
- More Actions *

Registered Nurse Requisition > Herts Attachments | History
1400615
Status Cpen
Status Details  Approved - .
» 1. Logistics

Identification

Department/Hiring Area

Candidates for s E Emergency Department
requisition:

Business Title

Requisitions

o Create Requisition._. | &=

o EJ| Titie 14| 1D
B Registered Murse 1400615
Registered Murse w ) 1400612

Candidate Quick Filters are an important part of managing your candidates list. Whether you are
viewing a list of general candidates across requisitions (in the Candidates area) or viewing them as
job submissions to a requisition will dictate what Quick Filters are available to you.
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General Candidate List Filters

A v Recruiting |Tas»e; Requisiions ~ Candidates  Offers  Libraries

" Candidates

Z x| =

Quick Filters More Actions ¥

[|M|®| Canddate
| own - ¥ 1400615 - Registered Nurse

24 2ndapp

Req. ID, Tite

When viewing candidates across requisitions,
you have filters that allow you to focus the
candidate information and also the requisition
information.

Requisition-specific Candidate Filters

A ToCey
Registered Nurse (1400615)
Selection Wor.__ |& (0 € —
Z x| = More Actions ¥
Step
Al [ | M @ Ccanddste 14 Submission Completed * & 4
Hiring Manager Screen (6)
Offer (0) LS Piper, Peter (29701
Background Checks (0)
Hire (0 A Rant, Karen (28121)
~ Rant, Sammy (27520
A A, Roberts, Robin (31520)
Quick Filters
» Candidates A (® Rotter, Rosina (24228
»

When viewing candidates that have applied to
a specific requisition, you have filters to help
manage the hiring process and focus on
characteristic of the applicants.

You can also quickly jump to the Requisition
File by using the Requisition Name link at
the top of the list.

Search Committee Chair/Member
Candidate Management

Show Information For filter: Allows you to
change the list to view candidates across your
requisitions or the group(s) you belong to. You
can also include “Inactive” requisitions to locate
candidates from Filled, On Hold and Canceled
requisitions.

Candidates filters: Allows you to focus on
specific candidates, such as Internal, Referred,
New, and/or Active on several requisitions.

Submissions filters: Allows you to leverage ACE
prescreening information and specific
steps/statuses for the candidate.

Requisitions filters: Allows you to focus on
specific requisition information such as status,
location, organization, job field, and ID.

Selection Workflow filters: These list the
steps and statuses of Stony Brook ‘s hiring
process and allow you to focus on candidates who
have made it to that step in the hiring cycle.

Candidates filters: Allows you to focus on
specific candidates, such as Internal and New or
Active on several requisitions, and still active on
the current requisition.

Submissions filters: Allows you to leverage ACE
prescreening results for this requisition as well as
how active the candidate file has been in the
system. You can also filter the candidates by
either Employer and/or education program.
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You can utilize additional candidate fields to further filter the list.

A W N B

5.
6.

7.
Note:

i

Available Criteria

Education Level (Achisved) . Education Level (Achieved)

Emad Address | L | None

Employee Number || High School Diploma/GED (211 years)
Employer (most relevant experience) L | Technical Diploma

Frvechida dicm mbfiad 4 || Associate’s Degres/College Diploma

|| Non-Degree Program
|¥| Bachelor's Degres
|| Master's Degres

|| Doctorate Degree
|| Higher Degree

L | Other

Selected Criteria £

Education Leve! (Achieved) included in [ Bachelor's Degree] B *'-_

Open the Candidate List

Click the Advanced Filters ' Advanced Fiters | phytton

Select a field from the Available Criteria list

The field selected will determine what type of information you will need to provide

e |If the field contains a list of values, use the auto-suggest feature, checkboxes, or
the Selector button to locate and add the value you want to use as a filter

e |If the field is text field, such as First Name, enter the text

Click the Add | #dd-.  putton
All filter criteria selected will list at the bottom under the Selected Criteria section.

Click the Done m button

When Advanced Filters are used, the criteria selected lists on the Candidate List

page above the list.

You can use the B putton to remove the criteria at any time.
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The Candidate List displays a default view of information about each candidate. These columns
can be changed to reflect different information within the list. The Candidate List Formats

option allows you to select another list created by your administration team or a personal list that
you create. The list selected will become the new default view when you sign in to the Recruiting
Center going forward.

1.

2.
3.

4.

Open the Candidate List

Click the List Format ‘= button
Select the appropriate list option

e List below the line are provided by Stony
Brook administration team

e Lists above the line are those you created
yourself

Click on the Apply | #®  button

List Formats

Select a candidate list format.
S a
|
P < |

(::' Education

() Job Function

() Employer

) Ace Candidates

|_J) Screening

Apply Cancel

>

You can create up to three of your own List Formats
for candidates.

1.
2.

Open a Candidate List

Locate the Personal Format slot that you want to
configure

Click the Edit List 4
Enter a Format Name
Place checkmarks next to all columns you want
to add to your list

If necessary, use the Order drop down column
next to each of your selected columns to set the
proper order. Click the Reorder | Reorder button
to reshuffle the display.

Under the Sort By column, click next to the
column name you want to use as the primary

button

sort value for your list. A small triangle will

appear next to that column.

Note: Click the triangle to make it sort by
ascending, descending, or remove the sort.
Repeat this step for additional Then By sorts

Save

Click the Save button

List Formats
Select a candidate list format

(2) SBU Hiring Manager Candidates & @
[ele
& B

\_J Education

\_J Job Function

() Employer

() Ace Candidates
\_J Screening

Appiy Cancel
List Format Configuration
Format Name
SBU Hiring Manager Candidate:
Reorder |
Displayed | Order | Column Name | Sort By ‘ Then By | Then By
v 1 Item requinng attenton S
@
4 2 Disqualification Question Resuit
4 3 Candidate Fie Identfier
[ ACE Candidate lcon III
v 5 = Internal Candidate lcon
Number of columns selected: 5 Save Cancel
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