MacTRAC - Adding Resumes and Hiring Candidates May 2011

INTRODUCTION TO HIRING CANDIDATES

MacTRAC requires the approval of a requisition prior to initiating an offer to your candidate. Once approval is received, (which means
that all approvers have approved the requisition), MacTRAC will facilitate your online creation and forwarding of the offer letter by
email, the electronic acceptance of that offer by your candidate, and provide the candidate with the forms they need to complete for the
first day. The documentation below describes how to complete this process.

Although your candidate doesn’t require an account on the system, hiring managers are strongly encouraged to ask their candidate to
create this account. This is a simple process at: http://workingatmcmaster.hua.hrsmart.com/ats/career center.php.

ADDING A RESUME TO A REQUISITION (ATTACHING A CANDIDATE)
Once your requisition has completed the approval process, you will need to attach your candidate(s) to the requisition.

1) From the Manage Requisitions screen click the “More Options” icon from the first column next to your requisition.

ATS

| Uibrarles | Help | Tooks |

‘ Manage Requisitions

Shiv vt tiom

I Requisitions
Create Requisition Show/ Hide Search 13 Personalize this Page

Manage Requisitions

| My Pending Approvals Ouick Stats: 0 Pending Approval, 0 Pending Rgfdew Refected. 0 Declined. 8 Open, 0 internal, 4 Assigned to Me 0 Routed to Me
My Approval History . .

f | Req. | | |

£5 candicates sqep |Croated | Modl |P°’°'d |9 cade |Vacancies | Job Tide - CIRF | STIPR SO igws | Now | Candidates *™% | Toam |M#ET15T | iy

(, offers . . . [+ | ! M SR N | .

- ) T 0531710 | g 16/10 | Hat M |4 Flle Clerk 0 a |3 Requisition Recruiter

g Onboarding Pasted Appreved Ciner O
Yet

@ o610 | 0916110 [Nt e |2 TEST - 0 [ Requisition Recruiter
Pasted Programmer/ Anabyst Appraved One: One:
Yet
A/ 16/11 |05/02/11 | Not Faculty of (2485 |3 TEACHING o ] 1 Requisition Recruiter, |Hiringmana,

Posted | Engineering ASSISTANT (GROUP Approved One One
[vee | | B

Go 1o top of page.

2) Select “Add a Resume” from the menu.
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3) The following screen will open:
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4) When prompted, enter the candidate’s email address as provided by the candidate.

5) The following screen will appear:
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6) If the mandatory fields (field label in red), Referral Source, First Name, Last Name are blank, STOP! Click [Cancel] and leave this
screen and verify the candidate’s email address and confirm that the candidate has created an account on MacTRAC.

7) If the candidate has created their account — as they should prior to adding them to the requisition — the candidate’s information will
be pre-populated from their account as seen from the screen below:

ATS

Libraries | Help | Took

8 Arns ¢ Complete your Resume Profile Sy

L5 candidates
* Job Title: TEACHING ASSISTANT (GROUP B) - 2485

WA, Offers
n :
g Onboarding Resume
Uplead Resurme
If you are uploading your resume, do so BEFORE campleting requested Information below. The recommended file types are: doc(x), txt, rif. For best results, please avoid the use of images (l.e.

non-editable péfs) and complex tables. Documents in excess of eight (&) pages will need to be sep inta one your core resume and a secand document containing
Your supparting infarmatian.

Resume Profile

Contact Information
« O Yes
@ Mo
(]
& Mo
f yes, what iz your employee 107
If yes, what is your employee group? Selact v
o Yes
O Ho

Are you a Priority Placement candidate? |

8) Click [Skip Resume].
9) Your candidate has now been successfully attached to the Requisition and you will return to the “Manage Requisitions” screen.
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EXTENDING AN OFFER LETTER

Once you have added your Candidate(s) to the requisition, you will be able to extend an offer and forward an offer letter electronically to
the individual(s).

1) From “Manage Requisitions” find the appropriate requisition. You will now see a number that represents the candidate(s) that have
been added to your requisition.
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2) Click on the hyperlinked number in the “Candidates” column which will take you to the “Active Candidates” screen.

3) From the “Active Candidates” screen for that particular requisition, find the candidate to whom you would like to extend the offer.
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4) This candidate’s status will display as “Route to Hiring Manager”. Click on this hyperlinked “Route to Hiring Manager” to be taken to
the “Candidate Workbench.” From the “Candidate Workbench,” change the status of the individual to “Offer Extended.” You may
also a comment if you wish.
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Candidate Workbench
Steinke, Tiffany

Show Instructions

Resume Dashboard @ Checklist :: Candidates in the S5ame Requisition

Requisition Mot Available.: Requisition &pproved

Job Title TEST - Admin Assistant - 487
Submit Date Feb 19, 2010
Current Status Route to Hiring Manager

Comments

Change Status :- hiowe to next Status - v
- Move to next Status -

- Move to previous Status -
15t Interview

Declined

Final Interview

Hired E Status
Offer Accepted :l
Cffer Declined
O =5}

Oifer Rejected by Approver
Status Pending Comments Action Taken By
Resume Submitted :’;?;;?;Ereghmeck Tiffany Steinke
Femaoved Self from Consideration
Selected for Interview Resume S.meimgd

Foute to Hiring Manager
Selected far Interview

15t Interview Skills Teslting

5) After selecting “Offer Extended”, click the “Change Status” button.
6)

Recruiting Workflow

Route to Hiring Manager

Tiffany Steinke

Phone Screen

You will receive a “Success: Candidate Status Changed” message. To initiate the Offer Management process and to create the offer
letter, scroll to the bottom of the “Candidate Workbench” and select “Initiate the Offer Management Process” under Tasks &
Actions. This will take you to a screen that will allow you to populate the offer details.

Hired

Declined

Tasks & Actions

Task Triggered By When Qutcome

the Offer Management process ) Offer Extended Feb 8, 2010 sed
————

Action(s)
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7) Enter the Offer Details — these details will be used to populate the electronic offer letter sent to the successful Candidate.
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P v - 9
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Career Growth * Yes
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The following lists each field with general instructions:
Name Pre-populated from Candidate information
Requisition Pre-populated from Requisition selection
Department Name (system default) | Pre-populated from Associations selection (as it appears in ViP)
Overwrite Department Name Check here if the system default name is not sufficiently reflective of your
department name
Department Name (preferred Type here your preferred presentation of your department name for the
presentation) Offer Letter
Salary / Hourly / Special Premium Pre-populated from the ‘Rate ($)’ entered in the Requisition
Payment
Shift Premium This field is not usually applicable for Temp / Casual hires and is not included
in the offer letter
Career Growth This field is not applicable for Temp / Casual hires and is disabled
If supervisory role... This field is not applicable for Temp / Casual hires and is disabled
Start Date Select the Start Date using the Calendar icon to the right of this field
End Date (Term) Select the End Date of the Temporary or Casual position using the Calendar
icon to the right of this field
Supervisor Name Enter the name of the individual directly responsible for this employee
Additional Information This field is not applicable for Temp / Casual hires and is disabled
8) Select one of the following Offer Letters from the dropdown:
e Temporary Assignment Offer Letter
e Temporary Assignment Offer Letter (on behalf of)
e Casual Assignment Offer Letter
e Casual Assignment Offer Letter” (on behalf of).

Note: If you are not the supervisor (as entered on the Position Information 1 tab) for this employee, select the “On Behalf of...”
letter.
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9) Before completing the Offer Management process be sure to PREVIEW the offer letter that will be sent to the Candidate using the
preview icon @ to the right of the Offer Letter dropdown.

T Administration ‘ Tools ‘ Help

l Letter Templates

Back to Letter Templates
Letter: Temporary Assignment Offer Letter

07/29/2010

STRICTLY PRIVATE AND CONFIDENTIAL

[applicants_first_name] [applicants_last_name]
[applicants_address]
[applicants_city], [applicants_state] [applicants_zip]

Dear [applicants_first_name]:

| am pleased to offer you the temporary position of [job_title], in the [offer_req_department] of McMaster University. Reporting to [offer_supenvisor_name], you will be responsible for those duties discussed with you. These duties may be
reviewed and modified from time to time based on departmental/organizational needs.

Term of Appointment
Your temporary appointment will commence on [start_date] and will end on [end_date]. The scheduled hours of work for this position are [schedule], and will equal [req_estimated_weekly_hours] hours per week. At least one 30 minute
unpaid meal break will be provided to you for every 5 consecutive hours that you are scheduled ta work. You will be given one week’s written natice of any change in this schedule. This appointment is subject to the continuance of a

mutually satisfactory working relationship. Absent just cause, your employment may be ended sooner than [end_date] by the University providing you with notice of termination or pay in lieu of such notice as required by the Employment
Standards Act, 2000.

Work Authorization

If you are not currently eligible to work in Canada, you are responsible for obtaining the necessary documentation for admission to Canada, and the right ta work at McMaster University. You should contact the nearest Canadian Consulate as
soon as possible in order to arrange for the appropriate Yisa/Work Permit for your entry into Canada. You will have to show them this letter and, if you require any additional documentation from the University, please let me know. This offer
is made on the condition that, on or before [start_date], you will obtain all necessary documentation and clearances to enable you to enter Canada and wark at McMaster. If you are unable to do so on or before [start_date], this offer and
any acceptance of it by you will be null and void.

Remuneration

Your rate of pay for this assignment will be S[basehourly]/hour, less applicable deductions. Also, as per the Employment Standards Act, 5.0. 2000, you agree that any vacation pay owing to you will be paid on every wage payment made to you.
Your pay will be deposited directly into a Canadian bank account of your choice. A statement of sarnings will be sent to your office address each pay.

As a temporary employee, you will be entitled to statutory holiday pay as per the Employment Standards Act, S.0. 2000. Any additional “flaater” holidays provided by the University will be provided to you without pay. (See
www.workingatmemaster.ca for a list of the applicable “floater” holidays.)

University Policies

You are responsible to follow University policies, procedures and guidelines as they may apply to you. Policies, procedures, and guidsfines may be accessed at http:/ /www.mcmaster.ca/policy.
Confidentiality

As an employee of McMaster University, you must maintain the confidentiality of information to which you have access. This includes, but is not limited to information associated with students, study subjects, staff and faculty. Confidential

10) After reviewing the offer letter, you have the option to use the [Go Back] link above the letter to return to the Offer Details screen if
changes are required.

11) When your offer letter is complete, select the [Complete] button at the bottom of the Offer Details / Management screen. Upon
hitting this button, your Candidate will be sent your offer letter to the email address on file.

MONITORING YOUR OFFERS

From your left-hand menu, select Offers > My Offers

Offer Management Show Instructions
All Offers My Pending Approvals :: View Archive
My Offers
- Requisition Candidate Offer Date Approvers Offer Status Action(s)
Temp / Casual - TEST - 5%0 Steinke, Tiffany Feb 8, 2010 Mo approvers. @60

This screen will allow you to monitor the status of the offers you have sent to successful candidates. After an offer has been sent, the
Candidate is required to log into the system and accept the offer electronically via their Career Centre.

NOTE: If the candidate does not have access to email and authorizes you to act on their behalf in accepting your offer, you may also do
so from this screen. Click on the hyperlink Act on Behalf of Candidate.

You will receive an email when your Candidate has accepted the offer. The Offer Status on the “My Offers” screen will also switch to
“Accepted by Candidate.”
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Once your Candidate has accepted the offer, you will change the candidate’s status from “Offer Extended” to “Offer Accepted” then
proceed to initiate the Onboarding process within the MacTRAC system and electronically send them the forms the candidate is to

complete for their first day on the job.
CHANGE CANDIDATE’S STATUS FROM “OFFER EXTENDED"” TO “OFFER ACCEPTED”

Once you have received an email indicating that your Candidate has accepted your offer, logon to MacTRAC and update the candidate’s
status from Offer Extended to Offer Accepted.

Candidates > Active Candidates > Select Job (from drop down) > Click on the Status for the Candidate > Change status to Offer Accepted
> click on Change Status.

INITIATE ONBOARDING OF CANDIDATE

Onboarding is the step in the hiring process where you forward to the candidate all the forms necessary in order for them to be set up as

an employee of McMaster University.

You may initiate onboarding in one of two ways:

By scrolling down on the same screen you were on to change the candidates status (the Candidate Workbench) and clicking on
the hyperlink: Initiate Onboarding:

/ Show Instructions

| ' Success: Candidate status changed I

a)

Resume Dashboard =: Checklist :: Candidates in the Same Reguisition

Candidate Workbench
Candidate, Two

Requisition Not Available.: Requisition Appraved
Job Title TEST - Temp/Cas - 771

Submit Date May 27, 2010

Current Status Offer Accepted 3;
Comments

Change Status | \ove to next Status -

=

vl
[cnange status
Recruiting Workflow
Status I When Comments Action Taken By
Route to Hiring Manager I May 27, 2010 Two Recruiter
Selected for Interview I
Ist Interview I
Final Interview /
Offer Extended I May 27, 2010 Two Hiringmana
Offer Accepted I May 27, 2010 Twao Hiringmana
Offer Declined /
Reference Check I
Skills Testing /
Hired /
Daclined ||
Phone sereen |
Tasks & Actions ¢
Task \ Triggered By When Qutcome Action(s)
Initiate Onboarding ) Offer Accepted Mark as Passed :: Mark as Incomplete

Go to top of page.
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b) Or, you may also initiate the Onboarding process from Offers > My Offers where you can also confirm that the candidate Offer
Status reflects their acceptance of your offer:

Show Instructions

Offer Management
My Pending Approvals :: View Archive

All Offers
My Offers

[T |Requisition Candidate Offer Date Approvers e Smrr— Action(s)
1 |Temp / Casual - TEST - 590 Steinke, Tiffany Feb 8, 2010 No approvers. Accepted by candidate. ) BEO-S

ONBOARDING CANDIDATE

1) From the Candidate Workbench, click on the hyperlink Initiate Onboarding (and proceed to step 5), or

2) From the “My Offers” screen (left-hand menu or through the notification email hyperlink — select Offers > My Offers) find the
individual to onboard. Ensure the Offer Status shows as: Accepted by Candidate (or Accepted on Behalf of Candidate).

3) From the My Offers screen, in the Action(s) column at the right you may View Offer Details |'_-I', View Letter L-|, or Initiate
"
Onboarding =&
L)
4) Select the Initiate Onboarding icon =&

5) You will now be taken to the “Onboarding” screen:

ATS

Search Jobs | Job Search Agents | Career Center | Ubraries | Help | Tools

M Onboarding Show Instructions

Initiate Process | | Select Documents | Select Letter | Select New Hire Notification | Review

Initiate the Onboarding Process for: Tiffany Steinke-Job Seeker

Req. Code 700
Job Title TEST - Temporary / Casual

Location ,

Start Date |05/03/2010 =
Date of Hire * [04/08/2010 =

Review/Update New Hire Contact Information

First Name * [Tiffany

Middle Initial ‘

\
\
Last Name * [Steinke-Job Seeker |
Email * [tiffany. steinke@bell.net ]
\
\
\

Employee ID * (1234567

Address One * 1280 Main St. W
Address Two ‘

Country | Canada ~ | |Update State/Province Listing

Province/State | Ontario v

City * [Hamilton |

Postal Code/Zip Code * L35 413 |

Additional Associations

Does new hire match any of these criteria?

Documents by Country [Canada

Documents by State/Province |Ontario
British Calumbia

6) Enter required information not pre-populated by the system. If the candidate does not have an Employee ID, enter TBD.

7) Clicking “Continue” will take you to the Select Documents page.
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8) On the Select Documents page, the documents required for a Temporary/Casual hire will be preselected for you. These include:
Candidate Information Form, TD1, TD1ON and the Employee Deposit & Work Authorization Information Form.

9) Click “Continue” which will take you to the Select Letter to Send page.

L ‘1 [# Selected Forms
10) On the Select Letter to Send page, click in the “radio” button to select the welcome

letter that will be sent to the Candidate along with the onboarding documents. You Candidate Information Form
may preview the letter by clicking on its hyperlinked title.

11) Click “Continue” which will take you to the New Hire Notification page, which is not [& Letter Selected

used at this time. Simply click “Continue” to the Review Onboarding for: screen.
Employee Welcome Letter |-__:ﬁ

12) This last screen allows you to review all the information and documents that you are

sending.
[@ New Hire Notifications
13) Click the “Initiate Onboarding” button at the bottom of the Review screen. This will

send an email to the Candidate along with the documents they will need to complete
(online or hard copy) as per the welcome letter.

There is no data to display.

Initiate Onboarding

CHANGE CANDIDATE’S STATUS FROM “OFFER ACCEPTED” TO “HIRED’

You will be able to monitor your candidate’s completion of the onboarding documents. Go to Onboarding > Active Onboarding and click
on the View Onboarding Details icon:

02, JS CAS 1086 TEST - Fitness Instructor 10/07/2010 [
01, JS CAS 1214 TEST - Data Clerk 10/19/2010 ,_3\
02, JS CAS 1218 TEST - Data Clerk 10/19/2010 ( Ei )

\.Ew Onboarding DetaB

Go to top of page.

The Onboarding Details screen appears from where you may view the candidate progress “completing” the onboarding documents.
(“Completing” means that they have acknowledged receipt and, hopefully, printed and signed all paper documents and completed the
online information form as instructed):



MacTRAC - Adding Resumes and Hiring Candidates May 2011

Documents

Documents Sent Routing History Route Documents Action(s)
[0 |Employee Deposit and Work Authorization Information Form

Recipient Date Sent Date Completed Email‘ IA”d" or E
Select Recipient:

0z, Js Oct 19, 2010 Complete on Behalf of Candidate 02 JS -
Payroll

IT

MacTrac Hire Notification

Recruiter ~| Send

Recipient Date Sent Date Completed Email‘ |And" ar El

Select Recipient:
02, Js Oct 19, 2010 Complete on Behalf of Candidate 028 A

[ | TD1 (Federal)

Payroll
IT
MacTrac Hire Notification

Recruiter ~| Send

Recipient Date Sent Date Completed Email‘ IA”‘j"' Or al
Select Recipient:

02,Js ~
Payroll

IT

MacTrac Hire Notification

Recruiter ~| Send

[] | TD1ON (Provincial)

02, Js Oct 19, 2010 Complete on Behalf of Candidate

Dynamic Forms

Documents Sent Routing History Route Forms Action(s)

O |Candidate Information Form Recipient Date Sent Date Completed Email 4

And/Or

Select Recipient:

02,Js )
Payroll

IT

MacTrac Hire Notification

Recruiter ~| Send

02, Js Oct 19, 2010 Complete on Behalf of Candidate

Add More Documents

The hardcopy document set consists of the TD1, TD10N, and Employee Deposit & Work Authorization Information Form. The dynamic
(online) form is the Candidate Information Form. This online form is for the collection of some private information which is conveyed to
Human Resources electronically.

NOTE: If the candidate does not have access to email and authorizes you to act on their behalf in accepting your offer, you may click on
the hyperlink(s) Complete on Behalf of Candidate. Be sure to use your own login and password to complete “on behalf of”.

Once your Candidate has completed all of the onboarding documentation (or you have completed the documents on the candidate’s
behalf), update the candidate’s status from Offer Accepted to Hired.

Candidates > Active Candidates > Select Job (from drop down) > Click on the Status for the Candidate > Change status to Hired. Then
click on the first [Hire Candidate Without a Position] button, ignoring the fields for Location and Position Code.

10
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Show Instructions

Candidate Workbench

Resume Dashboard :: Checklist :: Candidates in the Same Requisition
Candidate, Two

Requisition Mot Available.: Requisition Appraoved

Hire Candidate

Position [ _galact— v | Hire Canmcla/te! | Hire Candidate VWithout Position

Create New Position

Lacation * [ _ Salact —

Position Code * | |

Submit

Job Title Administrative Assistant - 774
Submit Date May 27, 2010

Current Status Offer Accepted I

Comments

Change Status |- \ove to next Status - W

v 8

|change status|

You have just hired the Candidate and all the required information will be available to Human Resources to onboard the candidate into
the HRIS.

11



