Review Process for Selection Committee

When you enter the online portal, you will be taken to your new simplified home page, as seen below. Here you will see the
vacancies that you are reviewing, the closing date and the number of candidates that need to be reviewed by the committee.

As a convener or panel member you will be required to score and recommend decisions to candidates at two points in the
recruitment process - Screening & Interview. You will now be able to view candidates at all stages throughout the process.

Please note - panel members must enter their scores/comments before the Convener as the Convener has the
final decision.
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To view applications and application stages expand the vacancy
name by clicking the plus sign. You will see that applications at the
review stages that require you to score and recommend decisions
are now highlighted in yellow. To score candidates click on the links
in the rows highlighted yellow. If you wish to view candidates not
currently in the review stage you can click on the links in the rows
which are not highlighted in yellow.




Provide Recommendation(s)

When you click on one of the links in the above screenshot you are taken to the page where your candidates are listed, you will
only be able to navigate to candidates who are at the same stage within the process.

The below screenshot displays the page you are taken to if you clicked a link to candidates in the review stage for the “Chef
Assistant — ML10054’ vacancy in the screenshot above.
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Select a number of candidates and click ‘Export
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against each candidate.
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‘Print Status’ includes either a red, orange or green traffic light icon, which
indicates:

Red — you have printed NONE of the documents associated with that candidate
Orange — you have printed SOME of the documents

Green — you have printed ALL of the documents




Export of Scores and Recommendations Information (to be used by Convenors and Panel Members)

e Select the candidates that you would like to export data for and then click the ‘export all scores, recs, etc’ icon.
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e The ‘candidate export” window will appear, where you can click ‘download’ to open the export file.

Candidate Export a

Choose format:
CSY '™ Excel

Choose a file name:
Export FLSX

]

e A file will open and it will include columns of information for the convenor or panel member to view and fields for further
information to be entered in (if you are the convenor and are going to re-upload the file into the system.

Select an application stage to
recommend the candidate to. When
this file is re-uploaded onto the
system, the candidate will be

) Select scores for each item.
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Import of Scores and Recommendations Information (to be used by Convenors)

When the convenor has entered in all of the information needed to review a candidate (stage, score), select the candidates to
upload information against. By uploading the file, the convenor’s recommendation will be processed on the system.

Please note, in order to successfully upload the file, a recommendation stage must be selected for each candidate in the file.

e Select ‘Upload scores, comments and recommendations’ in order to upload the information onto the system.
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A window will appear that asks you to browse for the file.

Import manual scores and recommendations <]

To upload information for the selected candidates, browse for the file to upload and select the correct file. Please ensure you are uploading the file that you have
previgusly exported from this page apd that you haye pot changed any of the column heading names or deleted/hidden any columns.
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= —
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e Select the file from your computer. You’ll be taken back to the upload window, where you’ll see the name of the file has
been entered into the ‘please upload’ field. Click ‘Update’ to finalise the upload.
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e If you click on the candidate’s name to go into the full recommendations page, you'll see the uploaded information has also updated the

fields in ‘Step 2’ and ‘Step 3’

Step 2: Enter in notes/scores
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Send Inforamtion to a Reviewer: (Convenor Only)

Select a number of
candidates and then
click on “Bulk Send to

If you would like someone who is not on the panel to view a candidate’s application, Reviewers” to
you can use the ‘Send’ icon. If the person you’'d like to send information to is not yet on forward documents
the system, you can add them in. This process is described in detail below. for multiple

candidates to
reviewer(s) at the
same time.
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e Click on 'send’ to forward a candidate’s information or ‘Bulk send to Reviewer’ to send details of all the candidates to

reviewer(s).

e The ‘request histroy’ window will open. Click on ‘Send a new request’



Request History B

Request History ; Send a new Reguest
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e, e o e
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e The 'Send to Reviewer’ window will open. Select the reviewer that you would like to send the candidate details to.

Send to Reviewer B

Step 1: Request Details

Candidate Simone Brown
Schoaol / Unit | hd!
. [m========= | .
Reviewer 1 | =) Create new Reviewer
I~ Add at least one Reviewer |
R e o - - e o o - -
Reviewer Email Address Ranking Remove

Select the reviewers that this recommendation will be sent to from the drop down list above.
Coonly for me ®for everyone

‘Save and Continue




e You can also search and select reviewers by School/Unit, using the first dropdown. In this dropdown you will see a
category for External Reviewers, where individuals who have previously been sent information to will appear.

Send to Reviewer 8 .

Step 1 : Request Details

Candidate Simone Brown
[ = = = = = e =
| School / Unit | F
{
; ] i _
| Reviewer School of Language Create new Reviewer -
1 School of Medicine r

School of Physics

I

School of Technology 1
Select the reviewers t| Tast Group I |ill be sent to from the drop down list above.

1

I

Reviewer Email Address Ranking Remove

Conly for me ®for

Save and Continue

J

e If you need to add a reviewer that is not yet on the system, select ‘Create new Reviewer

Send to Reviewer a8 .

Step 1 : Request Details

Candidate Simane Brown
School / Unit | |~
_———— - |
Reviewer Create new Reviewer ;
School of Language 1= 1
School of Medicine T = - - ——

School of Physics

School of Technology
Select the reviewers t| ygg Group ill be sent to from the drop down list above.

Conly for me ®for

Reviewer Email Address Ranking Remove

Save and Continue




e A window will open that will allow you to enter the individual’s Name, Job Title and Email Address. You also must set up a ‘dummy’
password (they will not be logging on to the system), such as ‘password!’.

e Finally, click the ‘External Reviewer’ user group. This will allow you to easily find the individual again in the future when searching for
them, as described on the previous page.

Add Individual a

Add a )

o = Reviewer

permission level

Title” | Dr v |

First name John

Last name” Doe

Telephone
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Job Title™ X

E-mail address | john.doe@university.ac.uk
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. password|| %
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*
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| 1
1 I
| I
I |
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e Once all information is entered in, click *OK’. You will now be able to select them from the dropdown.



e Each time you select someone from the dropdown they will appear in the reviewer table. This allows you to send the
candidate details to multiple reviewers at once.

Send to Reviewer B

Step 1 : Request Details

Candidate Simone Brown

School / Unit School of Medicine |~ |

Reviewer Panel Member A Create new Reviewer
-_-------------------------------------=---=-=-=-=-=-=====-=" 1
I| Reviewer Email Address Ranking Remove |!
| |
1| Dean of Music brown@brown.com 0 o
| |
1| Panel Member memberpanel@yahoo.co.uk 0 x|

d
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Save and Continue|

e Once you have selected the reviewers, click ‘Save and Continue’. This takes you to the notification email page, where
you can select the email that will go to the reviewer(s).



Send to Reviewer
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Step 2 : Notification Email

Send from system | st-andrewstest@engageats.co.uk
Send from me convenormember@yahoo.co.uk ]
Template | Recommendation request |
Subject Recommendation request for {CandidateFirstNar {}

@[99 A RES| B 7 U

lE—E—E-&-lémﬁm—u-g}——————————-——____________

Dear {ReviewerTitle} {ReviewerFirstName} {ReviewerLastMame?}

Please click on the below links to view the documents:

{ApplicationFormUrl}
{Cvurl}

Kind regards,
{RecruiterFirstName} {RecruiterLastName}

A recommendation request has been created for the {CandidateTitle} {CandidateFirstName}
{CandidateLastName}’s application for the following vacancy {VacancyTitle}.

| 7 Design [¢& HTML

Previous| Save and Continue




e Once you have selected the email, click ‘Save and Continue’ and you are taken to the final step, where you select which
documents you want to send to the reviewer(s). You can send the candidate application form, CV or additional
documents.

{ Send to Reviewer =]

Step 3 : Attach Documents

Select any documents that you wish to attach to the email that will be sent to the reviewers

Candidate
Documents

[] Filename

[0 v Upload

|
|
| Application Form
|
1

Documents that Include

have already in Filename Delete
been uploaded email

Show all Filte e

documents from

all recruiters, not O CV.pdf x
just mine
Upload a new e— I

document (pdf
®ls xlsx doc docx
rif only please) 1

I

|Prewm5!| Save and Send 1
1

|




¢ Click ‘Save and Send’ and the reviewer emails will go out with all relevant attachments. You will be taken back to the
‘request history’ window, where you will see the new requests in the table.

Request History 15|
Reguest History Senda new Reguest
Reviewer Status Date Role
vember  Pendino Y = Member
R LS
e, e RS o e
v penang Y g o




Provide Recommendation(s)

Once you have clicked on a candidate name a screen will open which will allow you to view the application form, scoring form
and provide a recommendation.
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Yol Can save your scores/notes at any time. If saving, you will need to return to submit your recommendation

Clicking this arrow
takes you back to
your list of
candidates.
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'You can save your scores/notes at any time. If saving, you will need to return to submit your recommendation

Click Submit when you have finished the review process. This will submit your recommendation and accompanying notes

e,

Click Submit when you have finished the review process. This will submit your recommendation and accompanying notes Submit CIicking this arrow
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Step 1: Review the application Step 2: Enter in notes/ SAK““
Candidate Name: Simone Brown - Specific Knowledge and Experience \ ol
Candidate Id: 439051 = Enter scores
hef Assistant - ML10054 Comments
Department English Language Teaching
School/Unit School of English
Type of Employment Fixed Term
Working Hours Full Time
Grade Grade 4
Job Family Operational & Facilities / All reviewing
)
personpal | St A Essential 1 scoring and
Personal Details St A Essential 2 recommending
St A Essential 3 happens within
Title Miss bl .
Forename Simone St A Desirable 1 this area.
Middle Name(s) -
Step 3: Your recommendation
Surname Brown
. Recommended stage .
Contact Details rovide
Additional ts i
Email Address simone@yahoo.commy Hionat commen rgcommendation
Address Line 1 uoiuoiu
Address Line 2 oiuoiu
T Lo . .
own ool New navigation

Region uoiuoiu .
Postcode oiuoiuoiu o~ options; see
Country United Kingdom ”Navigation

”

Buttons/Actions
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Navigation Buttons/Actions

| Save

| scores and recommendations can be saved at any time by clicking this button.

Sawving changes B

Ay information vou have entered will now be saved,

when you are ready to officially make this recommendation please
return and select Swubmst,

Return to main list of candidates | | Go to next candidate

Subimit . . . . . . . . -
. el recommendations will be submitted when this option is clicked. You cannot click Submit if you have not

picked something from the Recommendation dropdown.



Canfirmation <]

You are now submitting a recommendation for this candidate.,

oOnce you have submitted you cannot edit vour recommendation or
additional comments.

Are you sure you would like to submit your recommendation?

If you try to do this, a message will appear stating:

Canhot submit recommendation <]

In order to submit your recommendation you need to pick an
application stage from the dropdown in the 'Provide your
recommendation’ section.

If something has been selected in the recommendation dropdown and “submit” is clicked, the below message will appear:



Confirmation

(‘IS }
You are now subrmitting a recormmendation for this candidate,

Once you have submitted vou cannot edit your recommendation ar
additional comments.

Are you sure you would like to submit your recommendation?

If you select “"No” the pop up will shut and the page behind will be un-changed.

If a Panel Member selects “Yes” another pop up will appear that says:
Thahnt oL

Thank you for submitting a recormrmendation for this candidate.

The convener will now be able to see the recommendation youw have
provided.

Return to main list of candidates | | Go to next candidate




If a Convener selects “Yes” another pop up will appear that says:

Thani wou

Thank you for submitting a recommendation for this candidate.

The candidate has now been moved to that application stage and the
Recruitment Office will be notified.

Return to main list of candidates | | Go to next candidate




View only candidates

The below screenshot displays the page you are taken to if you clicked a link to candidates who are no longer in the review
stage. This is a read only view and you only have the option to print or view the applications and references and export scores
and recommendations.
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If you click on the candidate name or the arrow you are taken to a view only version of the page where you provided your
recommendation.

Job vacancies Home | FAGs
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Candidate Name: Sasha Munro . .
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Candidate 1d: 435971 pe g P —IA
Chef Assistant - ML10054 Comments
Department English Language Teaching
SchooliUnit School of English
Type of Employment Fixad Term
Working Hours Full Time
Grade Grade 4
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Personal Details St A Essential 2 !
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Middle Name(s) .
Step 3¢ Your recommendation
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Town sd 14 Oct 2014 15:44
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Country




