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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

This is the welcome screen — select “Recruiting”

Eile Edit View History Bookmarks Tools Help

[E Welcome Center M Privacy Agreement

&) > C o & hitps://stgumb.taleo.net/smartorg/smartorg/common/tocjsfllang=en - @ mn & o & =
| ™3 USM NEX jobs M HireRight - Login [ Staging - Hiring Mana... Staging - UME Careers [®] User Sign In Staging - UME Faculty.. § Onboarding - new hir.. 1§ Onbearding - Admin () Guid Access
—_— Facuity HiringManager | Home | Resources ~ | Sign Qut

| WY ERS LY MARY LAN |
Bl finaoel

Recruiti

ce Welcome to your Talent Management suite!
Recruiting 1
Quick Access: This is your Welcome Center. To navigate to an application, ciick the coresponding tab in the menu bar above or the corresponding link in the: Centers section on the left. You can also jump directly to related processes by clicking the Quick Access links on the left R

Legacy Recruiting
Requisitions
Submissions As you navigate through the Talent Management suite, remember that you can ahways click "Home" at the top of the screen in order to retum to the Welcome Center

Agditional resources are available in the top right comer of the screen

3) TALEO|
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Taleo Fluid Recruiting

Managing Recruitments
Creating a Requisition

This is the recruiting home screen — select “Requisitions” to access your regs.

File Edit View History Bookmarks Tools Help

[=] Dashboard B Privacy Agreement

&« ¢ @ G @ hitpsy//stgumb.talec.net/eerprise/fluid?lang=en

1B Careers [&] User Sign In Staging - UMB Faculty.. § Onboarding - new hir.. 1§ Onboarding - Admin &) Guid Access g8 Qualtrics

| NI USM NEX jobs M HireRight - Login [&] Staging - Hiring Mana... Staging -

2 (ookup a candidate & Faculty HiringManager ™

— RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

N @ @

[Cd

2 Refresh All

Welcome Faculty HiringManager!

Welcome to the Recruiting Center.

E Tasks

~ Total

Recruiting
Assigned to me 0

Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

ng o & =

This the requisition activity screen. All of your requisitions can be accessed from this screen (both active and inactive).

@

File Edit View History kmarks Tools Help

§ Onboarding - Admin @ Guid Access g Qualtrics

i Onboarding - new hir..
& Faculty HiringManager ™

[S] Requisitions
a https://stgumb.taleo.net/enterprise/fluid?root=requisitions_view

< c @
Staging - UMB Faculty..

| MY USMNEX jobs HE HireRight - Login [®] Staging - Hiring Mana...

Staging - UMB Careers [ User Sign In
: Lookup a candidate

SUBMISSIONS CANDIDATE POOLS SEARCH

— RECRUITING TASKS REQUISITIONS

You are here > Requisition List

Filters « £ Requisitions )
Show requisitions Show requisitions: lown @  Stats: Draft @  HireType Al @  Clear Al
‘ Iown A |
o & List Format | Standard View v
i = @ Recruiter Hiring Manager Candidates Hired

ID Status Status Detail

Su

O Include inactive requisitions
o~ i~ @ Tite

¥ Requisitions
No data to display.
<
Page “\| (0 of 0 items) | | II | ‘

0 item(s) selected.

Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments

Creating a Requisition

To create a new requisition, select “Create Requisition”

File Edit View History Bookmarks ool Help

[=] Requisitions M Privacy Agreement

< c o & https;//stgumb.taleo.net/enterprise/fluid?root=requisitions_y
| ¥ USM NEX jobs M HireRight - Lagin [&] Staging - Hiring Mana...

Staging - UMB Careers [®] User Sign In

Staging - UMB Faculty.. [ Onboarding - newhir.. & Onboarding - Admin ) Guid Access g8 Qualtrics

8 (ookup a candidate

p— RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH
You are here > Requisition List
Filters v £ Requisitions ()
Zliiziy rERIE Show requisitions: lown @  Status:Draft @  Hire Type All @  Clear All
‘ Iown v
o & ListFormat | standard View v |
[ Include inactive requisitions
~ i- @ Title ID Status Status Detail = @ Recruiter Hiring Manager Candidates Hired S
» Requisitions
No data to display.
< >

0 item(s) selected.

Page El (0 of 0 items) | - |
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

Select “Start from the beginning”

=
UNIVERSITY of MARYLAND ® Lookup a candidate v = iri ~
I HALERES 2 Facuty HngManager

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Create Requisition Back to Requisition List

Navigate Back to Requisition List

£ Create New Requisition

Please select how to create your job requisition

o

() Start from the beginning

University of Maryland, Baltimore Rev. 12/2020
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Managing Recruitments

Taleo Fluid Recruiting
Creating a Requisition

Select “Faculty or Fellows”

File Edit View History Bookmarks Tools Help

W Privacy Agreement
& hittps://stgumb.taleo.net/enterprise/fluid?root=requisitions_view&requisitions_v
Staging - UMB Careers [&] User Sign In Staging - UMB Faculty...

RequisitionCreate

[E] Create Requisition

< c @

| ¥ USM NEXjobs ME HireRight - Login [=] Staging - Hiring Mana...

Onboarding - Admin ) Guid Access 8 Qualtrics
g B

Lookup a condidare Q 2 Facu Ity HiringManager ~

T Onboarding - new hir..

CANDIDATE POOLS SEARCH

REQUISITIONS SUBMISSIONS

= RECRUITING TASKS

You are here > Requisition List > Create Requisition

ion - Start from the beginning

Specify Attributes Complete and Save

Basic Information

5 Create New Requis

Please specify the style for the requisition you are creating.

© Faculty or Fellows
Contingent | Staff

() Contingent Il Staff

Next

Proceed to the next page

Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

Populate the Department Code or click the icon to search

File Edit View History Bookmarks Tools Help

[E] Create Requisition M Privacy Agreement

<« c @

| N¥ USMNEXjobs HE HireRight - Login [®] Staging - Hiring Mana...

& https://stgumb.taleo.net/enterprise/fluid?root=requisitions_view&trequisitions_view=RequisitionCreate b o mn g o e =

Staging - UMB Careers [&] User Sign In Staging - UMB Faculty.. § Onboarding - new hir.. § Onboarding - Admin @ Guid Access g8 Qualtrics

Lookup a candidate & Faculty HiringManager ™

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Create Requisition Back to Requi

£ Create New Requisition - Start from the beginning

Basic Information Specify Attributes

lete and Save

tisfied, click "Next"

uisitio

&

ate the information by

Ple:

are creating. O

Requisition Structure

Hire Type Department
Campus | ‘ ‘ I
MR

Requisition Style
Faculty or Fellows Organization

e | Bk
User Group

‘ ‘ M ‘ Location
Job Field Open Selector | ‘ v ‘ Y

Q
‘ MR 0 Other Locations are selected

University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

File Edit View History Bookmarks Iools Help

[ Create Requisition B Privacy Agreement
<« ¢ @ t b.taleo. s sit quisitio uisition

| M1 USM NEXjobs HE HireRight - Login [&] Staging - Hiring Mana. Staging - UMB Careers [&) User Sign In Staging - UMB Faculty.. § Onboarding - new hir.. § Onboarding - Admin @) Guid Access g8 Qualtrics

n @ @

& Faculty HiringManager ™

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Create Reg|

3 Create New Requisition - Start from the beginning

Basic Information Specify Attributes Complete and Save

ition Structure

Requi:

Hire Type D
Campus

‘ Human Resources ‘ v ‘ Q]

Requisition Style

Faculty or Fellows

‘ Operations & Planning > Division of Human Resources ‘ v ‘ Q

‘ Division of Human Resources - Staff | v ‘ Q

‘ United States > Maryland > University of Maryland, Baltimore ‘ v ‘ Q

Q
‘ Faculty | M ‘ =] 0 Other Locations are selected

Next

Proceed to the next page

821 AM

& 8/5/2020
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Taleo Fluid Recruiting

Managing Recruitments
Creating a Requisition

Complete all fields

File Edit View History Bookmarks Tools Help

[S] Create Requisition M Privacy Agreement

<« c @

| M3 USM NEXjobs HE HireRight - Login [ Staging - Hiring Mana...

& https//stgumb.taleo.net/enterprise/fluid?root=requisitions_view8trequisitions_view=RequisitionCreateView

Staging - UMB Careers [&) UserSignn~ Staging - UME Faculty.. § Onboarding - new hir...

nboarding - Admin uid Access ualtrics
Onboarding - Ad; Guid A 22 Qual

2 Lookup a candidate

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

& Faculty HiringManager ™

You are here > Requisition List » Create Requisition

Requisition Sections £3 Create New Requisition - Start from the beginning
LOGISTICS —‘

Requisition Info
Structure
Identification show fields required to:* O Save O Request Approval © Post
User Group
Owners 4 Requistion Structure

Instructions:
ADDITIONAL QUESTION FOR POSITION
DESCRIPITION

Structure

Language: | English (Base) Collapse All  Save

Job Information

Funding Source # Modify Structure

e ——— Hire Type Requisition Template Used
Campus N/A

External Description

CANDIDATE SELECTION WORKFLOW Primary Location * Organization *

Candidate Selection Workflow Country - Organzation
United States Operations & Planning
State/Province Department
Maryland Division of Human Resources
Location -

University of Maryland, Baltimore

Identification

Department

Human Resources

Job Field *

Employee Classification
Faculty

Requisition Title * New Position? *

Former Incumbent

University of Maryland, Baltimore
Human Resources

Rev. 12/2020
10 of 62



Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

[S) Create Requisition

< cC @

| M3 USM NEXjobs W HireRight - Login [®] Staging - Hiring Mana...

i @ httpsy//stgumb.taleo.net/enterprise/fluid?root=requisitions_view&requisitions_view=RequisitionCreateView a4 n @ O @ =

Staging - UMB Careers [@] User Sign In Staging - UMB Faculty.. | Onboarding - new hir.. § Onbearding - Admin ) Guid Access g Qualtrics

am Lookup a candidate & Faculty HiringManager ™

e RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Create Requisition

LOGISTICS
Requ n Info

tion - Start from the beginning

Structure
Identification Show fields required to: * (O save () Request Approval O Post Language: | English (Base) Collapse All  Save
User Group
-

Owners
ADDITIONAL QUESTION FOR POSITION Requisition Title ¥ New Position? * Former Incumbent
DESCRIPITION

Professor/Associate/Assistant - Open Rank Yes ¥ 70 chars
Job Information Please enter the recommended
Funding Source title for the position. This title will

post to the UMB Career sites

JOB ADVERTISEMENT

External Description

User Group
CANDIDATE SELECTION WORKFLOW User Group *
Candidate Selection Workflow ‘ Division of Human Resaurces - - ‘ -
Owners
Recruiter * Recruiter Assistant Hiring Manager *
‘ HiringManager, Faculty | > q ‘ ‘ | ] oy

Hiring Manager Assistant

L =

rallsharatare

University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

[E] create Requisition

equisitions_view=RequisitionCreateView w n @ 0 &

&« ¢ o G @ httpsy//stgumb.taleo.net/enterprise/fluid?roat=requisitions_viey

| NI USM NEXjobs HE HireRight - Login [@] Staging - Hiring Mana... Staging - UMB Careers [&] User Sign In Staging - UMB Faculty.. ¥ Onboarding - new hir.. & Onboarding - Admin ) Guid Access

Lockup a candidate 2 gManager ¥

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Create Requisition

Requisition Sections

LOGISTICS m
Structure
Identification Show fields required o:* O Save O Request Appraval O Post Language: | English (Base) Collapse All  Save
User Group
"
Oumers Full-Time? * FTE Licensure Required &
ADDITIONAL QUESTION FOR POSITION Yes v | ‘ Not Specified v ‘ ‘ Yes v ‘
DESCRIPITION
Job Information Funding Source
Funding Source
8 Funding Information

[2le s EE ST Funding Source * *  Quanwm - Organization Code *

g Quantum codes for background check - Source
External Description @ State Code ‘ max 12 chars

@ Grant

I 00000 |
CANDIDATE SELECTION WORKFLOW 0 Gther

o There are too many characters.
Candidate Selection Workflow You can enter only 4 characters.

Quantum - Activity Code * Quantum - Purpose Code * Quantum - Function Code ¥

‘ max 7 chars | ‘ masx 9 chars | ‘ max 4 chars

Quantum - Object Code *

‘ 3752 |

v
< >
University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

[E Create Requisition

n & 0 &

<« ¢ @ G @ nhttpsy/stgumb.taleo.net/enterprise/fluid?root=requisitions_viewrequisitions_view=RequisitionCreateView

| ¥ USMNEXjobs W HireRight - Login [®) Staging - Hiring Man Staging - UMB Careers [ User Sign In Staging - UMB Faculty.. 1§ Onboarding - new hir.. § Onbearding - Admin () Guid Access & Qualtrics

Lookup a candidate A Faculty HiringManager ¥

— RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Create Requisition

on Sections 9 Create New Requisi

on - Start from the beginning

LOGISTICS m
Structure
Identrfication show fields required to:* O Save O Request Approval O Post Language: | Englisn (Base) Collapse All  save
User Group
~
Owners
ADDITIONAL QUESTION FOR POSITION
BeeAE T Collaborators
Job Information © Add Collaborators
Funding Source ) B )
First Name Last Name Email Title
JOB ADVERTISEMENT No Collaborators have been selected. Please click 'Add Collaborators’ to add collaborators.
External Description
CANDIDATE SELECTION WORKFLOW 4 Job Information
Candidate Selection Workflow Job Information
Position Information

Proposed Rank Travel Degree Requirement *

‘ Not Specified v ‘ ‘ Not Specified v ‘ ‘ Not Specified v

Percentage of Time Off Campus Tenure Track * Position requires working with:

‘ Not Specified v ‘ ‘ Not Specified v ‘ 0 Hazardous Materials

O Radioactive Materials "
< >
University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

File Edit View History Bookmarks Tools Help

[E Create Requisition M Privacy Agreement

\D [}

| S USM NEX jobs HE HireRight - Login [®] Staging - Hiring Mana...

(Birequisitions_view=RequisitionCreateView w mn & o

T Onboarding - Admin € Guid Access & Qualtrics

& httpsy//stgumb.taleo.net/enterprise/fluid?root=requisitions_vi

Staging - UMB Carcers [S] UserSignn Staging - UMB Feculty.. § Onboarding - new hir..

& Faculty HiringManager ™

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Create Requisition

Y Create New Requisition - Start from the beginning

LOGISTICS
Requ n Info
Structure
Identification Show fields required to:* Save Request Approval O Post Language: | English (Base) Collapse All  save
User Group
P
Carers Full-Time? * FTE Licensure Required *
ADDITIONAL QUESTION FOR POSITION Yes - ‘ ‘ Not Specified v ‘ | Yes v |
DESCRIPITION
Job Information e
Funding Source
Funding Information

JOB ADVERTISEMENT Funding Source & &3 Quantum - Organization Code *

g s Quantum codes for background check - Source
External Description @ State Code | 000000000000

G

rant ‘ 0000 ‘
CANDIDATE SELECTION WORKFLOW O Other
Candidate Selection Workflow

Quantum - Activity Code & Quantum - Purpose Code & Quantum - Function Code *

‘ 0000000 ‘ ‘ 000000000 | | 0000

Quantum - Object Code *

‘ 3752 ‘

v
< >

University of Maryland, Baltimore
Human Resources
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Taleo Fluid Recruiting

Managing Recruitments
Creating a Requisition

File Edit View History Bookmarks Tools Help

[S] create Requisition M Privacy Agreement

< c @

| M¥ USM MEX jobs M HireRight - Login [ Staging - Hiring Mana...

& https://stgumb.talec.net/enterprise/fluid?root=requisitions v

Brequisitions_v equisitionCreateView

Staging - UMB Careers [®) User Sign In Staging - UME Faculty.. § Onboarding - new hir.. ¥ Onboarding - Admin () Guid Access @& Qualtrics

Lookup a candidate

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

%5 n & @D &

& Faculty HiringManager ~

You are here > Reguisition List > Create Requisition

tion - Start from the beginning

LOGISTICS
Req n Info
Structure
Identification shaw fields required w* Save Request Approval © Post © | English (Base) Collapse All  save
User Group
-~
Owners
ADDITIONAL QUESTION FOR POSITION
DESCRIPITION
Job Information
Funding Source body p
JOB ADVERTISEMENT Qualifications - External *
be = = = X2
External Description &) Source Q b3 = = == bi4
B I USx x| L|EMA= =/ syles - | Normal - | Size - A-B-
CANDIDATE SELECTION WORKFLOW
Candidate Selection Workflow Test|
body p =
< >

University of Maryland, Baltimore
Human Resources
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Taleo Fluid Recruiting Managing Recruitments

Creating a Requisition

The Affirmative Action and disability inclusion statements should be included at the end of each posting:

The University of Maryland, Baltimore is an Equal Employment/Affirmative Action employer. We do not discriminate in hiring on the

basis of sex, gender identity, sexual orientation, race, color, religious creed, national origin, physical or mental disability, protected
Veteran status, or any other characteristic protected by federal, state, or local law.

If you need a reasonable accommodation for a disability, for any part of the employment process, please contact us at

HRJobs@umaryland.edu and let us know the nature of your request and your contact information. Please note that only inquiries
concerning a request for reasonable accommodation will be responded to from this email address.

University of Maryland, Baltimore Rev. 12/2020
Human Resources 16 of 62
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

Create Requisition

< c o

| M USM NEXjobs M HireRight - Login [&) Staging - Hiring Mana.., Staging - UMB Careers [=) User Sign In Staging - UMB Faculty.. W Onboarding - new hir.. § Onboarding - Admin () Guid Access @@ Qualtrics

@ nttps://stgumb.taleo.net/enterprise/fluid?root=requisitions_view

&requisitions_vi equisitionCreateView

n © @O @

Lookup a candidate & Faculty HiringManager ~

= RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

n Sections {3 Create New Requisition - Start from the beginning

LOGISTICS
Requisition Info
Structure
Identification Show fields required to:* O Save ) Request Approval © Post e: | English (Base) Collapse All  Save
User Group
S
Owners
ADDITIONAL QUESTION FOR POSITION
DESCRIPITION 4 Job Advertisement
Job Information External Description
Funding Source N
Description - External
JOB ADVERTISEMENT B Source B & ® = IR 52
External Description B I U S % x| & I, Styles ~ | Format ~ | size - A- B~
CANDIDATE SELECTION WORKFLOW
Candidate Selection Workflow
Oualifications - External * ©
< >
University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

File Edit View History Bookmarks Iook Help

[} Create Requisition W Privacy Agreement

&« c @

| 3 USM MEX jobs M HireRight - Login [=) Stging - Hiring Mana...

O https://stgumb.taleo.net/enterprise/fluid?root=requisitions_view&requisitions_vi

RequisitionCreateView e g N @ @

Staging - UMB Careers [ User Sign In Staging - UMB Faculty.. § Onboarding - new hir.. ¥ Onboarding - Admin @D Guid Access % Qualtrics

& Faculty HiringManager

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Requisition View

Summary [A] £ Professor/Associate/Assistant - Open Rank (p: 2000001F)

: ase s
Status:Draft

Latest Action:Requisition Created
Hired Candidate(s).0 out of 1

n Info Prescreen Alerts Attachments Sourcing History

Active Candidates New candidates

STRUCTURE

® Organization 4 Requistion Structure &
Division of Human Resources

Language: | E

Edit All  Collapse All

[}

Requisition Successfully Saved

Structure
® Primary Location
University of Maryland, Baltimore, Hire Type Department
manviand Campus Human Resources
® Job Field
Faculty
Primary Location Organization Job Field
HIRING TEAM Country Organzation Employee Classification -
United States Operations & Planning Faculty
° g\.n:g Managﬁrt State/Province Department
ickerson, Julie Maryland Division of Human Resources
* R?(‘rulter Location
HiringManager, Faculty University of Maryland, Baltimore
® User Group
Division of Human Resources - Staff Identification
Requisition Title New Position?
® There is no data to display. Professor/Associate/Assistant - Open Rank Yes
University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

All requisitions must go through the approval process before they can be posted. For faculty requisitions, there can be one approver (the
initiator of the requisition) or multiple approvers. The following is an example of one approver (the initiator).

File Edit View History Bookmarks Iools Help

[S] Create Requisition M Privacy Agreement

< c @

| N USM NEX jobs M HireRight - Login [®] Staging - Hiring Mana... Staging - UMB Careers [ User Sign In Staging - UMB Faculty.. § Onboarding - new hir.. & Onboarding - Admin () Guid Access g% Qualtrics

x4 n & @

& https://stgumb.taleo.net/enterprise/fiuid?root=requisitions_view&requisitions_vi

RequisitionCreateVi

Lookup a candidare & Faculty HiringManager ™

= RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Requisition View

£ Professor/Associate/Assistant - Open Rank (D: 2000001F)
*

GRS W o Actions ¥

Status:Draft

Latest Action:Requisition Created Requisition Inf Requisition Activities ents — -
equisition Info

Hired Candidate(s):0 out of 1 q @ submit for Approval & v

Active Candidates New candidates @ po— Language = £ditAll  Collapse Al

- f‘ﬁ Save as Open 0
Requisition
STRUCTURE
f(‘;) Cancel

* Organization 4 Requistion Sti &

Division of Human Resources @ Duplicate this requisition

Structure

® Primary Location
University of Maryland, Baltimore, Hire Type Other Actions Department
Maryland @ Add Comments

Campus Human Resources
* Job Field
Faculty
Primary Location Organization Job Field
HIRING TEAM Country : Organzation : Employee Classification :
United States Operations & Planning Faculty
o [T
E‘_r‘:g Manag;alrt State/Province - Department
e Maryland Division of Human Resources
* RQIEE.I'UIIEF Location :
HiringManager, Faculty University of Maryland, Baltimore
® User Group
Division of Human Resources - Staff Identification

Requisition Title New Position?
ORIINEORMATION Professor/Associate/Assistant - Open Rank Yes
® There is no data to display.

Jjavascriptvoid(D) User Group

University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting

Managing Recruitments

Creating a Requisition

| M3 USMNEX jobs WA HireRight - Login [&] Staging - Hiring Mana.

Agreement

All approvers must have Taleo accounts. In this example, the initiator is selecting themselves.

@ [ https://stgumb.taleo.net/enterprise/fluid?root=requisitions_view&requisitions_view=RequisitionCreateView

Add Approvers

Staging - UMB Careers [®] User Sign In

Staging - UME Faculty.. § Onboarding - new hir...

T Onboarding - Admin ) Guid Access g Qualtrics

- W n @ O & =

Filters o Please select the approvers for this requisition (20 max). The sequence of selection will be respected

[Suggested Users

OFrequent Collaborators

Keyword

27 Potential approvers are available

User Group All @ Clear All

e

O Select all across pages

Name

=  Correspondence Email

User Group

‘ All

Department

Amy Park-Chen

amy_park-chen@umaryland.edu

Andrew George

andrew.george@umaryland.edu

Emily Kordish

4C0762F16D8CTEFDEOS372FD6FOACEAS@invalidemail.com

Emily Runser

emily runser@umaryland edu

Evelyn Osei-Asante

evelyn osei-asante@umaryland edu

B ojojojoojo

Faculty HiringManager

Juliet dickerson@umaryland edu

Jackie Ball

2C860A92A0BD4AA2E05370FDEFOAE3CB@invalidemail. com

Jamaica Cosby

SA4FBFE036260D53E0536EFDEFOACBI7@invalidemail.com

Email Address

Employee ID

Job Title

Apply Filters

Janice Flair

2C8676567181BCADEDS372FDEF0A2530@Invalidemail.com

Jessica Moreno

Jessica.Moreno@umaryland.edu

Joanne Daughton

Joanne.Daughton@umaryland.edu

Juliet Compensation

5A54D0ABB35E0DESENS36EFDEFOACE75@invalidemail.com

Juliet Dickerson

juliecdickerson@umaryland.edu

Juliet HiringManager

5A542F1FOC930A19E05370FDEFOACS70@invalidemail.com

O|0|0|0|o(o|0oo|o

Juliet Recruiter

5A4FBC2884600D48E0536EFD6F0A231 A@invalidemail.com

Page \II of2 (1-15 of 27 items)

RN - ERAE]

Add / Update Approvers

University of Maryland, Baltimore
Human Resources
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Taleo Fluid Recruiting Managing Recruitments
Creating a Requisition

The system requires a comment in Comment to Approvers — “Please approve” will work

File Edit View History Bookmarks Took Help

[E) Create Requisition B Privacy Agreement

<« ¢ @

| M3 USM NEX jobs M HireRight - Login [®) Staging - Hiring Mana...

B hitps://stgumb.taleo.net/enterprise/fluid?root=requisitions_viewSirequisitions_view quisitionCreateView

Staging - UMB Careers [@) User Sign In Staging - UMBFaculty.. W Onboarding - newhir.. § Onbosrding - Admin (B Guid Access g% Qualtrics

am Lookup a candidare & Faculty HiringManager ~

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List > Requisition View

3 Professor/Associate/Assistant - Open Rank (1p: 2000001F)
*

12 P&
Status:Draft
Latest Action:Requisition Created A I
Hired Candidate(s)0 out of 1 pprovals
Active Candidates New candidates

n n You are submitting this requisition for approval

© Add Approvers Reorder

SIRBEIRE Order Approver Decision Decision Comment
& Organization
R R O

Division of Human Resources
O Add the approvers to the list of my frequent collaborators

* Primary Location
University of Maryland, Baltimore,
Maryland

® Job Field
Faculty

HIRING TEAM

o Hiring Manager

Comment to Approvers i

Please appruve|

Dickersen, Juliet Characters remaining : 986
* Recruiter

HiringManager, Faculty After the approval process, assignto * | Faculty HiringManager | |
® User Group

Division of Human Resources - Staff

Submit for Approval
JOB INFORMATION Submit for Approval

* There is no data to display.
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Taleo Fluid Recruiting Managing Recruitments
Posting a job

This is the landing page after all approvals have been processed. Click “Sourcing” to access the posting page.

—_
=
[ ]

UNIVERSITY of MARYLAND Lookup a candidate 2 Faculty HiringManager ¥
l" BALTIMORE - P - ty g 2

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS S‘@CH

You are here > Requisition List > Requisition View | {= Back to Requisition List

Summary Q £ Test (1: 2000001))

: &2 & [

Status:Open - Ready

Latest Action:Requisition Approved R B - o . m . ) st
Hired Candidate(s):0 out of 1 equisition Intfo rescreen Alerts achments pprovals ourcing Istory

Active Candidates ~ New candidates

Approval process for this requisition

n n Order Approver Decision Date & Time Decision Comment
STRUCTURE
1 Faculty HiringManager Approved Nov 30, 2020, 3:26 PM Please approve
® Organization
Division of Human Resources After the approval process, assign to : Faculty HiringManager
® Primary Location
University of Maryland, Baltimore, Message to Approvers
Maryland
Sent on Nov 30, 2020 at 03:23 PM by Faculty HiringManager
® Job Field Please approve
Faculty

HIRING TEAM

® Hiring Manager
HiringManager, Juliet

® Recruiter
HiringManager, Faculty
O YR Y. S R

Rev. 12/2020

University of Maryland, Baltimore
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Taleo Fluid Recruiting Managing Recruitments
Posting a job

Select “Add Career Sections” to post to the website.

File Edit View History Bookmarks Tools Help

[ Create Requisition M Privacy Agreement

<« c @ G} @ https;//stgumb.talec.net/enterprise/fluid?root=requisitions_viewBrequisitions_view=RequisitionCreateView

| M1 USM NEXjobs HME HireRight - Login [&] Staging - Hiring Mana... Staging - UMB Careers [®] User Sign In Staging - UMB Faculty.. R Onboarding - newhir.. § Onboarding - Admin ) Guid Access g8 Qualtrics

Lookup a candidate = Faculty HiringManager ™

) RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH
You are here > Requisition List > Requisition View st
3 Professor/Associate/Assistant - Open Rank (10: 2000001F)

g 508
Status:Open - Ready
P LR T Requisition Info Prescreen Alerts Auachments Approvals S Histol
Hired Candidate(s:0 out of 1 ) g ourcing i

Active Candidates  New candidates Expand All

n 4 Career Sections
\\ck Add to post job on external and internal career sections
* Organization
jon of Human Resources

® Primary Location

University of Maryland, Baltimore, » Job Boards

Maryland
& Job Field » staffing Agents

Faculty

» Invite Matching Candidates Unavailable

& Hiring Manager

Dickerson, Juliet
® Recruiter

HiringManager, Faculty
& User Group

ion of Human Resources - Staff
e There is no data to display
University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Posting a job

A position can be posted ongoing or for a specific amount of time (ex. 30 days, 60 days, 90 days)

File Edit View History Bookmarks Iools Help

[=] Create Requisition M Privacy Agreement

<« c @

| N3 USM NEX jobs HE HireRight - Login [=] Staging - Hiring Mana... Staging - UMB Careers [ User Sign In Staging - UME Faculty.. ¥ Onboarding - new hir.. ¥ Onboarding - Admin ) Guid Access & Qualtrics

w&requisitions_view=ReqguisitionCreateView e ﬁ n @ [en I

https://stgumb.taleo.net/enterprise/fluid?root=requisitions_v

; Lookup a candidate & Faculty HiringManager ™

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here » Requisition List > Requisition View

£ Professor/Associate/Assistant - Open Rank (p: 2000001F)

LI 4 3 —
g ® &
Status:Open - Posted
FESEIERAGIELS At Requisition Info Prescreen Alerts Attachments Approvals 5 i Histol
Latest Action:Requisition Posted a PP ourcing ry

Hired Candidate(s)-:0 out of 1

Expand All
Active Candidates New candidates
n n 4 Career Sections
Manage career sections and posting schedules for this requisition
STRUCTURE
© Add Select all across pages

Organization

Division of Human Resources
Career Section Posting Status and SchedulcQTC -4:00)

® Primary Location \

University of Maryland, Baltimore, status - Posted

Maryland @ UMB Faculty and Post Docs :
o [EEEE External Post from - Aug 5, 2020, 8:35:47 AM

Faculty Public Post to - Ongoing

‘ ongoing =

Dickerson, Juliet Page |1‘ of1 (10f 1items)
Recruiter

HiringManager, Faculty

User Group
Division of Human Resources - Staff

» Job Boards

.
» staffing Agents

® There is no data to display.

P Invite Matching Candidates Unavailable

University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Posting a job

Once it is set to post, it will appear on the website automatically. There should not be a delay, but you should check to website to verify it is
there.

File Edit View History Bookmarks Tools Help

[E Creste Requisition B Privacy Agreement
<« cC o & hitpsy/stgumb.taleo.net/enterprise/fluid?root = requisitions_view&requisitions_view jisitionCreateView n oo ¢
| N USM NEX jobs M HireRight - Login [=] Staging - Hiring Mana... Staging - UMB Careers [®] User Sign In Staging - UMB Faculty.. § Onboarding - new hir.. § Onboarding - Admin ) Guid Access g% Qualtrics

Lookup a candidate 2 Faculty HiringManager

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List » Requisition View Back to Requi

£)) Professor/Associate/Assistant - Open Rank (ip: 2000001F)
o8
Status:Open - Posted

b s Requisition Info Prescreen Alerts Attachments Approvals Sol History
rc
Latest Action:Requisition Posted 9 P 8

Hired Candidate(s)-0 out of 1

Expand All
Active Candidates New candidates

n n 4 Career Sections
_ The list below contains the list of career sections along with their posting status for this requisition. Please click "Modify" to make necessary changes
STRUCTURE

Modi

® Organization © fy

Division of Human Resources

Career Section Posting Status and Schedule (UTC -4:00)

® Primary Location

University of Maryland, Baltimore, <

Mama"g o UMB Faculty and Post Docs Status : Posted
® Job Field External Post from - Aug 5, 2020, 8:35:47 AM

Faculty Public Post to - Ongoing

HIRING TEAM =
_ é‘ Marked as Urgent Page |1‘ of 1 (10f1items) | Il ‘

Hiring Manager
Dickerson, Juliet

» Job Boards

Recruiter

HiringManager, Faculty » Staffing Agents

User Group
Division of Human Resources - Staff » Invite Matching Candidates Unavailable

JOB INFORMATION

® There is no data to display.

University of Maryland, Baltimore Rev. 12/2020
Human Resources 25 of 62



Taleo Fluid Recruiting Managing Recruitments
Posting a job

The requisition will now appear in your list.

File Edit View History Bookmarks Tools Help

[=] Requisition List B Privacy Agreement

<« c @

| N3 USM NEXjobs HE HireRight - Login [ Staging - Hiring Mana

https://stgumb.talea.net/enterprise/fluid?roct=requisitions_view&requisitions_view=RequisitionList i n & O &

Staging - UMB Careers [&] UserSignln  Staging - UME Faculty.. § Onboarding - new hir.. ¥ Onboarding - Admin @) Guid Access

Lookup a candidate = Faculty HiringManager ™

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

Show requisitions: Show requisitions: lown @ Hire Type All @  Clear Al
Town
® & O — -
Oinclude inactive requisitions
O~ | jm @ Title 1] Status Status Detail =] @ Recruiter Hiring Manager|
» Requisitions
0 Professor/Associate/Assistant - Open  200000IF Open Posted HiringManager Dickerson Juliet
w Rank (Ongoing) Faculty
Apply Filters e >

0 item(s) selected. Page El of 1 (10f1items) | n ‘

University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Posting a job

It should also be posted on the website.

File Edit View History Bookmarks Tools Help

© Requisition List > | M Privacy Agreement X Jab Search - Basic Search by +
&« c @ (@ @ https://stgumb.talec.net/careersection/umb_faculty +and + post+docs/jobsearch ftlZlang=en&portal=8100108441 - % [[\Y d’ o e
| ¥ USMNEX jobs HE HireRight - Login [ Staging - Hiring Mana... Staging - UMB Careers [S] User Sign In Staging - UMB Faculty.. § Onboarding - new hir.. § Onbearding - Admin () Guid Access g Qualtrics

I ~

Add Location

Organization

Organization
Al i

Add Organization

Search for Jobs | _Clear @

Search Results (234 jobs found)

Results per page Candidate Profile
25 |v Take 3 few minutes to create or modify
your employment profile and to specify
Sort by your preferred working criteria for
|Pos‘t'\ng Date (Descending Order) |~ future openings matehing your

intere:

I Professor/Associate/Assistant - Open Rank ~
Requisition ID: 2000001F

Organization: Division of Human Reg View this job description

Job Posting: Aug 5. 2020 Icon legend
Apply | Add to My Job Cart | (@ SHRRE K WED

3 more information

 Urgent need job

1 Breast Imaging - P
Requisition ID: 2000007H dto the job cart
Qrganization: School of Medicine - Clinical Departments | Dratt submission
Job Posting: Feb 26, 2020 [EE| Compieted subission
Apply | Add to My Job Cart | [ SHRRE K wWE

Research Associate — MRI Pulse Sequence & Reconstruction Techniques o
Requisition ID: 20000025

Qrganization: School of Medicine - Clinical Departments

Job Posting: Jan 21, 2020

Apply | Addto My Job Cart | (@ SHARE  EWE

Community / ED Overnight Radiologist ~
Requisition ID: 19000108
Qrganization: School of Medicine - Clinical Departments
Job Posting: Oct 7, 2019

Apply | Addto My Job Cart | (@ _sHAre B WE1

Director of Urgent Care e

Requisition 1D: 180001MF

Oroanization: School of Medicine - Clinical Departments
https://stgumb.taleo.net/careersection/umb_faculty+and-+ post+docs/jobsearch.fi?lang=en&portal=8100108441#
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Taleo Fluid Recruiting

Managing Recruitments

Posting a job

If the position will be advertised, a link should be included that will guide applicants directly to the posting. To access that link, you need to find

the job on the career website. There is a social media box next to “Add to My Job Cart” for every position.

Click that link.

[=] Requisitions X | Page not Found X | UME Jobs Portal Job Search - Basic Search X T+
# /stgumb.taleo.net/careersection/umb_faculty+and 08441
Organization
QOrganization
Al

‘Add Organization

Search for Jobs Clear m

Search Results{(234 jobs found)

Results per page
25 |v

Sort by

IPosting Date (Descending Drﬁ%
] A ool

Professorl, i - Open Rank o

Requisition 1D: 2000001F
Organization: Division of Human Resgurces
Job Posting: Aug 5, 2020

Apply | Addto My Job Cart | €3 sHRRe B ¥ =
[ Linkedin

Breast Imaging b I Twitter

Requisition 1D: 2000007H N

Organization: School of Med Il Facebook

Job Posting: Feb 26, 2020 [ Google Bookmark

Apply | Add to My Job Cart | E Wyspace

. More... (180)
Research Asscciate - v b

Requisition ID: 20000028 B AddThis
Organization: School of Medivime = Cinar wepaiieins
Job Posting: Jan 21, 2020

Apply | Addto My Job Cart | €3 sHRRe  E ¥ =

Community / ED Overnight Radiclogist -
Requisition ID: 190001DB

Organization: School of Medicine - Clinical Departments
Job Posting: Oct 7, 2019

Apply | Addto My Job Cart | [ sHARe Ew =

Director of Urgent Care o

Requisition ID: 180001MF

Organization: School of Medicine - Clinical Depariments
Job Posting: Jul 24, 2019

Apply | Addto My Job Cart | €3 sHRRe  E ¥ =

Postdoctoral Fellow Position at The Department of Microbiology and Immunology -

Requisition 1D: 19000007
Organization: School of Medicine - Basic Science Departments

& Reconstruction Techniques

Candidate Profile
Take a few minutes to create or modify
your emplayment profile and to specify
your preferred working crieria for
future openings matching your
interests

Access my profile

Icon legend
1 More information
§ Urgent need job
Added to the job cart
| Dratt submission

[22] Completed submission

University of Maryland, Baltimore
Human Resources

Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Posting a job

This is the landing page.

& 9@ hitps ¢ % 40 %@

Find a service

TOP SERVICES

f & & P

Facebook Twitter Print Email Pinterest

Min R t ©

Gmail LinkedIn Email App Tumblr Messenger

LOAD MORE

University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
Posting a job

Copy the URL from this page to paste in your ad. When applicant’s click on this URL, they will be taken directly to the job posting, and will not
have to search through all of the jobs.

# i a https://stgumb.taleo.net/careersection/umb_faculty+and +post +docs/jobsearch¥{|?lang=en&portal=8100108441 (< E 3 4 [mi} * [:=]

Find a service

TOP SERVICES

f & & P

Facebook Twitter Print Email Pinterest

Min R t ©

Gmail Linkedin Email App Tumblir Messenger

LOAD MORE
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Taleo Fluid Recruiting Managing Recruitments
The Faculty Candidate Experience

The next pages (through page 40) are screenshots of the faculty candidate experience.

File Edit View History Bookmarks Tools Help

© Requisition List > | M Privacy Agreement X Jab Search - Basic Search by +
&« c @ (@ @ https://stgumb.talec.net/careersection/umb_faculty +and + post+docs/jobsearch ftlZlang=en&portal=8100108441 - % [[\Y d’ o e
| ¥ USMNEX jobs HE HireRight - Login [ Staging - Hiring Mana... Staging - UMB Careers [S] User Sign In Staging - UMB Faculty.. § Onboarding - new hir.. § Onbearding - Admin () Guid Access g Qualtrics

I ~

Add Location

Organization

Organization
Al i

Add Organization

Search for Jobs | _Clear @

Search Results (234 jobs found)

Results per page Candidate Profile
25 |v Take 3 few minutes to create or modify
your employment profile and to specify
Sort by your preferred working criteria for
|Pos‘t'\ng Date (Descending Order) |~ "n“tte“r':,jfﬁ”‘ s matehing your

I Professor/Associate/Assistant - Open Rank ~
Requisition ID: 2000001F

Organization: Division of Human Reg View this job description

Job Posting: Aug 5. 2020 Icon legend
Apply | Add to My Job Cart | |©_sHRre K wE1 3 More information

 Urgent need job

1 Breast Imaging - .
Requisition ID: 2000007H Added o e job cort
Qrganization: School of Medicine - Clinical Departments | Dratt submission
Job Posting: Feb 26, 2020 [E5| Compktzd submission
Apply | Add to My Job Cart | [ SHRRE K wWE

! Research Associate - MRI Pulse Sequence & Reconstruction Techniques e
Requisition ID: 20000025
Qrganization: School of Medicine - Clinical Departments
Job Posting: Jan 21, 2020
Apply | Addto My Job Cart | (@ SHARE  EWE

I Community / ED Overnight Radiologist
Requisition ID: 19000108
Qrganization: School of Medicine - Clinical Departments
Job Posting: Oct 7, 2019
Apply | Addto My Job Cart | (@ _sHAre B WE1

I Director of Urgent Care =

Requisition 1D: 180001MF
Oroanization: School of Medicine - Clinical Departments
https://stgumb.taleo.net/careersection/umb_faculty+and-+ post+docs/jobsearch.fi?lang=en&portal=8100108441#
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Taleo Fluid Recruiting

Managing Recruitments
The Faculty Candidate Experience

kmarks Tools Help

Personal Information

B Privacy Agreement

<« c @
N USM NEXjobs HE HireRight - Login [®] Staging - Hiring Mana...
Welcome. You are signed in. My

# Job Search My Jobpage

Applying for:

Save and Conftinue

Personal Information

Source Tracking

Please indicate how you heard about this job.
*Source Type

Select One...

Personal Information

Please enter all relevant personal information in the fields below.

*First Name Middle Name

& https://stgumb.taleo.net/careersection/application jss?lang=en&itype=18icsNo=10060&portal=8100108441&reqNo=1519818&isOnLogoutPage=true

Staging - UMB Careers [&] User Sign In

- O n & O ®

Staging - UMB Faculty.. § Onboarding - new hir.. 1 Onboarding - Admin @ Guid Access g% Qualtrics

T My Job Cart (0 tems) Sign Out

Step 1 out of 8

e Genersl Job Specific| | eSignatwre | | Diversty 1
Information | Attachments|— Questions Quastions.

sLast Name

*xStreet Address (line 1)

Couniry

Address (line 2)

#Ci «Place of Residence

aZip/Postal Code

Not Specified

*anary Number
Not Specified ||

Home Phone Number Work Phone Number

Cellular Number

International Number

Minimum Requirements

Minimum Salary Rate

AEmail Address

taleo test@umaryland edu

University of Maryland, Baltimore
Human Resources

Rev. 12/2020
32 of 62



Taleo Fluid Recruiting Managing Recruitments
The Faculty Candidate Experience

Eile Edit View History Bookmarks Tools Help

© Requisition List X | M Privacy Agreement X Personal Information

<« ¢ @

| N3 USM MEX jobs  HE HireRight - Login [&] Staging - Hiring Mana... Staging - UMB Careers [&] User Sign In Staging - UME Faculty.. 1§ Onboarding - newhir.. 1§ Onboarding - Admin & Guid Access ¥ Qualtrics

& httpsy//stgumb.talea.net/careersection/application jss?lang=en&type=18csNo= 10060&portal=8100108441&reqNo= 151981 &isOnLogoutPage=true - O n © @

Personal Information

Please enter all relevant personal information in the fields below.

xFirst Name Middle Name wLast Name
|Faculty I Candidate
«+5ireet Address (line 1) Address (line 2)
[123 Main Street
+City +Place of Residence ——————— «Zip/Postal Code
|Baltimore Country 21201

| United States ~

State/Province

| Not Specified v

«Primary Number

Cellular Phone ~

Home Phone Number Work Phone Number Cellular Number
410-555-1212
International Number +Emall Address

taleo test@umaryland.edu

Minimum Requirements

Minimum Salary Rate

| Not Specified v
Willing to work on holidays Willing to work on weekends
| Not Specified | | Not Specified -

Are you a state of Maryland Retiree?
® Not Specified
O Yes
O No

Job Posting Notification
Select the checkbox below fo receive an email notification whenever a new position matching this profile is posted

[ send an email notification whenever a new position matching this profile is posted

Save and Continue | Save as Draft
| e e S e

University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting

Managing Recruitments
The Faculty Candidate Experience

File Edit View History

O Requisition List X B Privacy Agreement X File Attachments

< c @

| ¥ USM NEX jobs HE HireRight - Login [®] Staging - Hiring Mana Staging - UMB Careers [] User Sign In Staging - UME Faculty.

G @ httpsy//stgumb.taleo.net/careersection/careersection/candidateacquisition/flow,jsf

Faculty Candidate, you are signed in. My

£ Job Search My Jobpage
Applying for:

Fie Ganeral
Attachments| [-| Questions

Save and Continue

File Attachments

Attachments

You can attach files to the candidate record (e.g.- cover letter, resume, references, transcripts, etc ). Once a file is attached, you can overwrite it by attaching a file with exactly the same name and extension

Select the file to attach

No file selected.

Comments about the file

This section displays basic information regarding the files
attached to the candidate record. You can delete some or all the
files. The "Relevant Files” column allows you to select the files
relevant to this job submission. Also, please indicate which of the
attached documents is your Resume.

Relevant Files Resume File Name Date Comments Actions

No files are attached.

§ Onboarding - Admin @ Guid Access g8 Qualtrics

AR n @ @D @

it of 8 PrintEmail

Tips

You cannot attach a fils that exceeds
the alocated imit of 5120 kiobytes.
You can attach a maximum of 25 fies,
one at a time.

The search tool that recruiters us to
search for candidates will not be able
10 analyze the content of some
attached files, mostly image fies and
compressed files (.zip)

Attaching files

To aftach a file, click “Browse" and
select the file you want to attach
Then, click "Aftach”.

Deleting files

To delete & file, in the list of fies
already attached, select the file you
wish to delete. Then, click the
corresponding “Delete” button

Save and Continue | Save as Draft

University of Maryland, Baltimore
Human Resources

Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
The Faculty Candidate Experience

File Edit View History Bookmarks Tools Help

© Requisition List X | M Privacy Agreement X General Questions

« c @

| M3 USM NEXjobs M HireRight - Login [®] Staging - Hiring Mana... Staging - UMB Careers [&] User Sign In Staging - UMB Faculty.. 1§ Onboarding - new hir.. ¥ Onbearding - Admin (& Guid Access

& https;//stgumb.taleo.net/careersection/careersection/candidateacquisition/flow.jsf

Qualtrics

Faculty Candidate, you are signed in. iy Ac

£ Job Search || My Jobpage

Applying for: 3out of 8 PrintEmai

General | || Job Specific|

st reoe | eSgnatwe | Diversity 1| Diversity 2

Save and Continue

General Questions

Questionnaire
To help us better know you and further assess your qualifications for this position, please answer the following questions as accurately as possible.
*1 Are you a current employee at the University of Maryland, Baltimore?

Mo Selection v

*2 Are you a current or previous employee for the State of Maryland or any other academic institution in the University System of Maryland?

Mo Selection ~

*3 Are you at least 18 or older?

No Selection

*4 Are you authorized to work for all employers in the United States on a full-time basis?

Mo Selection ~

*5.Do you have ine following degree or license?
HNo Selection ~

*8 Do you require an employment sponsored visa to be authorized to work?

No Selection v

Save and Continue § Save as Draft

University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
The Faculty Candidate Experience

File Edit View History marks Tools Help

© Requisition List X | M Privacy Agreement X eSignature

« [CIEAY () @ https://stgumb.talec.net/careersection/careersection/candidateacquisition/flow.jsf ... [wd mw g o @
| MY USMNEX jobs HE HireRight - Lagin [®] Staging - Hiring Mana... Staging - UMB Careers [@] User Sign In Staging - UMB Faculty.. T Onboarding - new hir.. § Onboarding - Admin () Guid Access & Qualtrics

Faculty Candidate, you are signed in. M

£ Job Search My Jobpage

Applying for: Step 4 out Print/Email

Review and

eSignature | || Diversity 1 || Diversity 2 “Submit

Save and Continue

eSignature

eSignature

Please read the following statement carefully, then acknowledge that you have read and approved it by providing the information requested at the bottom of the page. Please note that an esignature is the electronic equivalent of a hand-written signature.

I certify that all documentation (hard copy and/or electronic) submitted for the purpose of employment and this application is accurate and complete and recognize that it is subject to verification. I also understand that any offers of employment and/or continuance thereof
may be contingent upon its accuracy and completeness. I understand that my former emp chools will be d for refe I understand that I may be required to pass a physical examination upon an offer of emplovment.

Under Maryland law an employer may not require or demand any applicant for employment or prospective employment or any employee to submit to or take a polvgraph. lie detector, or similar test or examination as a condition of employment or continued employment.
Any employer who violates this provision is guilty of a misd nor and subject to a fine not to exceed $100. (This provision does not apply to applicants for law enforcement positions pursuant to labor and employment article. section 3-702 (b) (Annotated code of
Maryland))

My signed name below shall have the same force and effect as my written signature.

Do Not E-Sign Until You Have Read The Above Statement.

By my eSignature below, | certify that | have read. fully understand and accept all terms of the foregoing statement. Please signify your acceptance by entering the information requested in the fields below.

*Please enter your full name:

Save and Continue || Save as Draft

University of Maryland, Baltimore Rev. 12/2020
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Taleo Fluid Recruiting Managing Recruitments
The Faculty Candidate Experience

File Edit View History Bookmarks Tools Help

© Requisition List X | M Privacy Agreement X Diversity 1
&~ ¢ @ B https://stgumb.talec.net/careersection/careersection/candidateacquisition,flow jsf . @Y neoe =
| N3 USM NEX jobs M HireRight - Login [ Staging - Hiring Mana Staging - UMB Careers [&] User Sign In Staging - UMB Faculty.. 8 Onboarding- newhir.. § Onboarding - Admin () Guid Access g8 Qualtrics

Faculty Candidate, you are signed in. My Account Optons

£ Job Search | My Jobpage

Applying for: Step 5 out of 7 PrintEmail

Review and

Diversity 1| || Diversity 2 || "o S

Diversity 1

Diversity

Please provide the information requested in the fields below regarding diversity.

Reasonable Accommodation Notice

b 4

Federal law requires employers to provide r to qualified individuals with disabilities. Please tell us if you require a reasonable accommodation to apply for a job or to perform your job. Examples of reasonable
accommodation include making a change to the application process or work p dures, providing d in an alternate format, using a sign language interpreter, or using specialized equipment.

Section 503 of the Rehabilitation Act of 1973, as amended. For more information about this form or the equal employment obligations of Federal s, visit the U.S. Department of Labor’s Office of Federal Contract Compliance
Programs (OFCCP) website at www.dol.gov/ofeep.

PUBLIC BURDEN STATEMENT: According to the Paperwork Reduction Act of 1995 no persons are required to respond to a collection of information unless such collection displays a valid OMB control number. This survey should
take about 5 minutes to complete.

Disability
As a government contractor, we must reach out to hire and provide equal opportunity to qualified people with disabilities. To help us measure how well we are doing, we are asking you to tell us if you have a disability or if you ever had a disability. If you are

1.If you believe you belong to any of the categories of protected veterans listed above, please indicate by selecting the appropriate option
[Not Specified “]

2.Please select your gender

3.Please select your ethnicity below

Not Specified v

4 Select One or More of the following
O white
[ Black or African-American
[ Native Hawaiian or Other Pacific Islander
M Acian
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Taleo Fluid Recruiting Managing Recruitments
The Faculty Candidate Experience

File Edit View History Bookmarks Tools Help

© Requisition List X | M Privacy Agreement X Diversity 2
& (@& Q '37 a https://stgumb.taleo.net/careersection/careersection/candidateacquisition/flow.jsf El - & T} I @ (6] @ =
| N1 USM NEX jobs  HE HireRight - Login [=] Staging - Hiring Mana... Staging - UMB Careers [&] User Sign In Staging - UMB Faculty.. 1§ Onboarding - new hir.. 1 Onboarding - Admin &) Guid Access g8 Qualtrics

Faculty Candidate, you are signed in. My A

4 Job Search My Jobpage

Applying for: Step 6 out of 7 PrinyEmail

Diversity 2

Form

Please review and complete the form below.

View Actual Size - 2 =

j j i ili Form CC-305
Voluntary Self-ldentification of Disability PPN L i
Expires 1/31/2017
Page 10f 2

Why are you being asked to complete this form? I

Because we do business with the government, we must reach out to, hire, and provide equal opportunity to
qualified people with disabilities.’ To help us measure how well we are doing, we are asking you to tell us if
you have a disability or if you ever had a disability. Completing this form is voluntary, but we hope that you will
choose to fill it out. If you are applying for a job, any answer you give will be kept private and will not be used
against you in any way.

If you already work for us, your answer will not be used against you in any way. Because a person may
become disabled at any time, we are required to ask all of our employees to update their information every five
years. You may voluntarily self-identify as having a disability on this form without fear of any punishment
because you did not identify as having a disability earlier.

How do | know if | have a disability? o
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The Faculty Candidate Experience

File Edit View History Bookmarks Tools Help

© Requisition List X | M Privacy Agreement Diversity 2
<« c @

| %7 USM NEXjobs M HireRight - Login [&] Staging - Hiring Mana... Staging - UME Careers [&] User Sign In Staging - UMB Faculty...

& https://stgumb taleo.net/careersection/careersection/candidateacquisition/flow.jsf B -9 N & 0O e

T Onboarding - new hir..  § Onboarding - Admin E) Guid Access g8 Qualtrics
You are considered to have a disability if you have a physical or mental impairment or medical condition that

substantially limits a major life activity, or if you have a history or record of such an impairment or medical
condition.

Disabilities include, but are not limited to:

* Blindness e« Autism

« Bipolar disorder « Post-traumatic stress disorder (PTSD)
» Deafness e« Cerebral palsy e Major depression « Obsessive compulsive disorder
= Cancer = HIV/AIDS + Multiple sclerosis (MS) e Impairments requiring the use of a wheelchair
+ Diabetes « Schizophrenia  Missing limbs or « Intellectual disability (previously called mental
« Epilepsy e Muscular partially missing limbs retardation)
dystrophy

Please check one of the boxes below:

@ YES, | HAVE A DISABILITY (or previously had a disability)
NO, | DON'T HAVE A DISABILITY

E] | DON'T WISH TO ANSWER

Faculty Candidate 815120

Your Name Today's Date

Save and Continue | Save as Draft
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File Edit View History Bookmarks Took Help

© Requisition List X | M Privacy Agreement X Review and Submit
&« [ & https://stgumb.taleo.net/careersection/careersection/candidateacquisition/flow.jsf . n © O &
| N3 USM NEXjobs HE HireRight - Login [ Staging - Hiring Mana... Staging - UMB Careers [=] User Signn Staging - UMB Faculty.. § Onboarding - newhir.. 1§ Onboarding - Admin () Guid Access & Qualtrics

Faculty Candidate, you are signed in. My Account Options. Tz My Job Cart (0 tem:

£ Job Search || My Jobpage

Applying for: . of 7 PrintEmai

Review and Submit

The following infe tion will be itted after you click the Submit button. Where an Edit link is displayed, you can modify the corresponding information.

Personal Information | Edit
Source Tracking

Source Type Our Web Site
Source UMB Website

Personal Information

Full Name Faculty Candidate
Street Address (line 1) 123 Main Street
Address (line 2)

City Baltimore

Place of Residence Baltimore
Zip/Postal Code 21201

Primary Number Cellular Phone

Home Phone Number
Work Phone Number

Cellular Number 410-555-1212
International Number

Email Address taleo test@umaryland. edu
Minimum Salary

Rate

Willing to work on holidays
Willing to work on weekends.
Are you a state of Maryland Retiree?

Job Posting Notification

Send an email notification whenever a new position matching this profile is posted. No
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View History kmarks

© Requisition List X t X Review and Submit

<« ¢ @ B ttpsi//stgumb.taleo.net Jsf o w n @ @

| MIUSM NEXjobs HE HireRight - Login [ Staging - Hiring Mansa Staging - UMB Careers [& User Sign In Staging - UMB Faculty.. B Onboarding - new hir.. 1§ Onboarding - Admin (&) Guid Access g8 Qualtrics
Mo files are attached.

General Questions | Edit

Questionnaire

Are you a current employee at the University of Maryland, Baltimore? No

Are you a current or previous employee for the State of Maryland or any other academic

institution in the University System of Maryland? No

Are you at least 18 or older? Yes

Are you authorized to work for all employers in the United States on a full-time basis? Yes

Do you have the following degree or license? MD andfor PhD
Do you require an employment sponsored visa to be authorized to work? No

eSignature | Edit

esignature
Esigned by: Faculty Candidate
Date: 8/5/20

Diversity 1| Edit

Diversity
If you believe you belong to any of the categories of protected veterans listed above
please indicate by selecting the appropriate option I am not a protected veteran
Please select your gender Female
Please select your ethnicity below
Select One or More of the following Black or African-American

Diversity 2 | Edit

Form
Please select from the options below No, | don't have a disability
Date 8/5/20
Name Faculty Candidate
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File Edit View History Bookmarks Tools Help

© Requisition List X | M Privacy Agreement X Thank You

wist e W no o e

| NI USM NEXjobs M HireRight - Login [ Staging - Hiring Mana... Staging - UMB Careers [®] User Sign In Staging - UMB Faculty.. W Onboarding - new hir.. ¥ Onboarding - Admin @) Guid Access g% Qualtrics

< ¢ @ i) @ https://stgumb.taleo.net/careersection/careersection/candidateacquisitionf

Faculty Candidate, you are signed in. M Te® My Job Cart (0 tems) Sign Out

£ Job Search | My Jobpage

Thank You
Thank you for submitting your online job application

Process completed

Thank you for ing your online job ion. Your il 1 will receive full consideration. If you are selected for an interview, someone from UMB will contact you.
‘We encourage you fo continue to apply for jobs that meet your expertise. Best wishes on your job search.

View My Submissions | View All Jobs

Camnlate the cihmiceinn

Rev. 12/2020
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Taleo Fluid Recruiting

Managing Recruitments
Managing Candidates

The last section of this guide will instruct on how to manage candidates.

File Edit View History Bookmarks Tools Help
[=] Requisitions 3 UMB Jobs Portal X | +

#

RECRUITING

e o .
€ | (' @ | httpsy//stgumb taleo.net/enterprise/fluid?root= requisitions_view

TASKS REQUISITIONS

2 Lookup a candidate v

SUBMISSIONS CANDIDATE POOLS SEARCH

¢ ¥ 4 0O

& Faculty HiringManager ~

You are here > Requisition List

Filters +

Show requisitions:

‘ Iown

Oinclude inactive requisitions

} Requisitions

Apply Filters Clear All

v @ Title D

£ Requisitions (o)

Show requisitions: | own @ Status: Draft © Hire Type All @ Clear All

® & List Format | Standard View v
status Status Detail =) Recruiter Hiring Manager Candidates Hired S

>

No data to display.

<

Page |E| (0 of 0 items) ‘ ‘ - | |

0 item(s) selected.

javascriptvoid(0)

Rev. 12/2020
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When you log into Taleo and select “Requisitions” you should see a list of your active requisitions. In Taleo, text in the color blue usually means
it is a hyperlink. From here, we will hire someone, and disposition someone who was not hired.

Start by selecting the number “2”. That number represents the number of applicants who have applied to the position. It can be “2” or “200”,
but it will take you to the candidate list.

[=] Requisitions > UMB Jobs Portal x|+

A (€ @& ntipsy/sigumb.talec.net/enterprise/fluid?re

quisitions_view c ¥ 4 0O %' @8

2 lookup a candidate & Faculty HiringManager ~

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > Requisition List

Filters v £ Requisitions (1)

Show requisitions:

y (AT

Oinclude inactive requisitions
O~ I-\ @ Title D Status Status Detail =4 Q@ Recruiter Hiring Mana,
» Requisitions

Show requisitions: | own © Hire Type All @ Clear All
lown v

Standard View v

@2 Professor/Associate/Assistant - Open  200000IF Open Posted HiringManager Dickerson Jul
u Rank (Ongoing) Faculty

< >
0 item(s) selected Page [1/of1 (10f1ntems) | « | n [ %]

University of Maryland, Baltimore Rev. 12/2020
Human Resources 44 of 62



Taleo Fluid Recruiting Managing Recruitments
Managing Candidates

This is the candidate page for this particular requisition. Click on the name to open the profile and access the resume. You can also look at the
resume from this screen by clicking on the paperclip,
File Edit View History Bookmarks Tools Help

[Z] submission List % UMB Jobs Portal x| +

# (€ ) G’ A | nttpsy//stqumb.taleo.net/enterprise/fluid?root=requisitions_view8requisitions_view=ApplicationList ¢ ¥ 4 0 % B

& Lookup a candidare v & Faculty HiringManager ~

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH
You are here > Reguisition List > Submission List = Back to Requisition List
Filters (~] 2% Submissions for: professor/Associate/Assistant - Open Rank (Requisition 1D: 2000001F) (&
~ Selection process No filters are applied
Step IR List Format | Standard View v
Review (2)
BG Check .
Ov | [~ ® Candidate ¥ 4 =1 Step Step, Status, Icon Submission Creation
Hire
» Candidates o |~ Candidate, Faculty (1211652) \‘ X Review Review - To Be Reviewed  Aug 5, 2020
| Faculty Applicant, Juliet (1211654) Review Review - To Be Reviewed  Aug 6, 2020
» Submissions o ! ty Applicant, juliet ( ) £ K3 56,

» Radius 0 item(s) selected. Page M of1 (1-2 of 2 items) ‘ | - ‘ |
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Candidate information can be shared. This is typically necessary when the initiator is managing Taleo recruitments for their Chair or other
faculty administrator.

e [=] https://umb.taleo.net/enterprise/fluid?root= centerst - B¢/ Search. o~
[S] Candidate View @ UMB-I1dM Administrator (1
= &~ v [ dm v Pagev Safetyw Tooks+ @~

Y of MARYLAND Lookup a candidate A |uliet Dickerson ¥

E RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here > Dashboard > Lookup a candidate Result List > Condidate View Back To Lookup a candidate Result List

; General Profile: Test, Juliet
Test, Juliet (£ P& m—

Sourcing Activities .
General Profile £ History
=] Link to Requisition
® 4 active submission(s) R 2
Language: English Edit All  Expand All
e —

Source: Direct Mail (Other newspaper ) 4 Personal Inforn @ Check for Duplicates 2N
Creation Date: Apr 29, 2016
Medium: Online

First Name
7= MOST RELEVANT EDUCATION Juliet
ulie

This section contains no information.

=
1l WORK EXPERIENCE City &4 Send Correspondence ZipiPostal Code Primary Number

Candidate Perg: Other Actions

% Add Candidate to Folder Last Name Address (line 1)

® Add Comments Test 123 Main Street

Baltimore 21201 Home Phone

This section contains no information.
Home Phane Number Email Address Internal Candidate
410-555-1212 juliet01@abc.com No

Minimum Requirements

» External Services
» submission Information

» Profile Information

LIE YRR SRR ¥

b Fvnerienra and Cradantiale
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Candidate information can be shared with Taleo users or external staff.

- X
’/'—V,’E https://umb taleo.net/enterprise/fluid7raot=centerstagedicenterstage= CandidateProfileView -ad ‘ ‘ Search... o~ ‘ e @
[S] Candidate View x \ & UMB-IdM Administrator |I_‘*\
95 [ R ~ [ @@ v Pagev Safetyv Toolsv i@+

Share Candidate - Find Recipients

_ Please select the recipients you want to share the candidate(s) with. Selected (1) ‘

[ Frequent Collaborators 4 recipients available (O Select all across pages
Name:juliet @  User Group All @  Clear All

Keyword
| Name a  Correspondence Email

Name Juliet Compensation taleo test@umaryland edu

| Juliet Juliet Dickerson Juliet Dickerson@umaryland.edu

Juliet HiringManager taleo.test@umaryland.edu

Email Address
| Juliet Recruiter taleo.test@umaryland.edu

Emple D

Job Title

Department

User Group

| Al

Ja—

» External Recipients
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-

@ htps://umb.taleo. p ente

- @] search.. o] e @

% | (& UMB-1dM Administrator ]

Share Candidate - Sharing Options

- ~ [ dm v Pagew Sefety~ Tools~ @~

Please choose the candidate sections you want to share

O Insert page break after each section Select All sections

18
General Profile
Personal Information

Questionnaire

External Services

Diversity

Submission Information

Praofile Information

Characters remaining : 1000

You will be sharing 7 sections of 1 candidate with 1 recipients. Clicking Select Options and Share will send the candidates information to the recipients you've selected.

Share Candidate

University of Maryland, Baltimore
Human Resources
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All candidates must be dispositioned in the system. They will either be “hired” or “rejected”. This step is critical to ensure federal reporting
requirements are met.

- x
e [=] https://umb taleo.net enterpris root=c enterstage=Candid -~ @ ¢ Search o~ | &vr £
[S] Candidate View & UMB-IdM Administrator [ 1
= [T v [ @ v Pagev Sefetyv Tools~ @

LT or MARYLAND Lookup a candidate 2 Juliet Dickerson ~

E RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here > Dashboard > Lookup a candidate Result List > Condidate View

Test, Juliet (£ PR
General Profile Attachments Referral History

Back To Lookup a candidare Result List

® 4 active submission(s)
Language: English Edit All  Expand All

SOURCE

Source: Direct Mail (Other newspaper ) 4 Personal Information / ~
Creation Date: Apr 29, 2016
Medium: Online

irst Name ast Name ress (line
7= MOST RELEVANT EDUCATION First N LestN Address (ine 1)
Juliet Test 123 Main Street

This section contains no information.

Candidate Personal Information

Baltimore 21201 Home Phone

This section contains no information.
Home Phone Number Email Address Internal Candidate
410-555-1212 julietor@abe.com No

Minimum Requirements

» External Services
» submission Information

» Profile Information

LI SRR YR 8

b Fvnerienre and Cradantiale
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We are going to hire this candidate. Go to Change Step/Status” it’s the icon of the person walking up the stairs

File Edit View Higtory Bookmarks Iools Help _
[S] submission View X &
A € | V@ nitps://stgumbitaleo.net/enterprise/fluidroot=requisitions_view&requisitions_v andidateView c + 4 0O %' &

MARYLAND Lookup a candidate & Faculty HiringManager ¥

N
— RECRUITING JASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > R List > Subi List > i View Back to Submission List

F‘e Submission: Candidate, Faculty for Professor/Associate/Assistant - Open Rank (ID: 2000001F) (3,

Candidate, Faculty £ [“ 3 N )

United States > Maryland > Baltimore
oD SUD o Attachments History
I [
R — Language: English Expand All
4 Personal Information 2
Submission (} General Profile
Candidate Personal Information
First Name Last Name Address (line 1)
Required met  Assets met
OIO 0/0 Faculty Candidate 123 Main Street
Step: Review
P Place of Residence City Zip/Postal Code
Status: To Be Reviewed
Source:UMB Website United States > Maryland > Baltimore 21201
. Baltimore
Date of Application:Aug 5, 2020
Primary Number Collulr Number Email Address

T o SE ST G TR T TR T Cellular Phone 410-555-1212 taleo.test@umaryland.edu
1l WORK EXPERIENCE

Internal Candidate
This section contains no information No

Minimum Requirements

b External Services v
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Select BG Check to initiate the background check.

File Edit View History Bookmarks Tools Help - >

[S] submission View X+

aQ
«
a
2]
S
i}

@ € Ta https://stgumb.taleo.net/enterprise/fluid?root=requisitions_view&requisitions_view=CandidateView

Change Step and Status

Candidate Name Requisition Title
Candidate, Faculty Professor/A: i istant - Open Rank (

Currently in Change to

Status step status

To Be Reviewed *

‘ Review v Under Consideration

‘ Hire

Comments

Review } *= completes the step

Please enter comments here

Select Other Action

O Send Correspondence

| Cancel I ‘ Apply and Continue Apply and Close

Rev. 12/2020
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Taleo Fluid Recruiting

Once you save, it will revert to “To be checked” and HR is notified to begin processing the background check.

File Edit View History Bookmarks Tools Help - >

[S] Submission View X &l

Q
-
£
8]
o3
iii g

# (' @a https://stgumb.talec.net/enterprise/fluid?root=requisitions_view8&requisitions_view=CandidateView

Change Step and Status

Candidate Name
Candidate, Faculty

Currently in

step

Requisition Title
Professor/Associate/Assistant - Open Rank (2000001F)

Change to

Status

Step Status
Review To Be Reviewed *
‘ BG Check

To be checked

Comments

* = completes the step

Please enter comments here

Select Other Action

O send Correspondence

‘ Cancel I | Apply and Continue

Apply and Close

University of Maryland, Baltimore

Human Resources
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When the background check is completed, the following email will be generated. This email can be included in the appointment packet that is
sent to the Dean’s office and/or the Provost.

[=] BN B
[ vessace

Dy . El staffingteam " Archive
[~ x A K2 £ B2 Mestin Staffing Archiv
I Ignore T g

Le L(' L') [ Staffing speciali.. ¥ Done

Delete | Reply Reply Forward [ pore - ¥ Create New

All
Delete Respond Quick Steps

&5 Junk~

Wed 9/9/2020 10:41 AM

Human Resource Services <hr-stgumb@invalidemail.com>
Background Check Passed

To Dickerson, Juliet (HRS)

Attachments |g| this_message_in_htmlhtml {1 KE)

Requisition # 200000IF

Background Check Passed - Message (HTML)

%3 To Manager V| Rules- E| A = > a%) i Find Q 3
=2 Reply & Delete 0 OneNote [2) Related =
—| | Move 7 Assign Mark Categorize Follow | Translate Zoom Phish
- [EPAcions~ | policy~ Unread  ~ Up~ + % Select~ Alert
5] Move Tags n Editing Zoom | University of Maryland, Baltimore

CAUTION: This message originated from a non-UMB email system. Hover over any links before clicking and use caution opening attachments.

Faculty Candidate has passed the background check. You can proceed fo the next step of the hiring process.

Best Regards,
Human Resources

Replies to this message are undeliverable and will not reach the Human Resources Department Please do not reply

i, Unable to log in to: SharePoint

X
~
“

University of Maryland, Baltimore
Human Resources
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The Final step is to “hire” the candidate in Taleo by going back into the step and status.

FEile Edit View History Bookmarks Tools Help =
[=] submission View X |+
A é (61 httpsi//stgumb taleo.net/enterprise/fluid?root=requisitions_view&requisitions_view=CandidateView c¢ ¥+ 4 [mi} ﬁ [:=]

Change Step and Status

Candidate Name Requisition Title
Candidate, Faculty Professor/Associate/Assistant - Open Rank (200000IF)

Currently in Change to

step Status Status
BG Check Passed Checks

To Be Hired

* = completes the step

Comments

Please enter comments here

Select Other Action

[0 Send Correspondence

| Cancel I ‘ Apply and Continue Apply and Close

Apply and Close

University of Maryland, Baltimore Rev. 12/2020
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Select the start date.

Eile Edit View Higtory Bookmarks Tools Help

[=] submission View X T+

A (€ ) G @ nhitpsy//stgumb.taleo.net/znterprise/fluid?root=requisitions_viewS&requisitions_view=CandidateView

Change Step and Status

Q
-
A
2
I
iiid

Candidate Name
Candidate, Faculty

Currently in

Status
To Be Hired

Start Date * C

Requisition Title
Professor/Associ i - Open Rank (

Change to

Status

Hired

*= completes the step

9/9/20, 1:06 PM %| ‘ Please enter comments here

< September 2020 >

[F 5 5

4 5 6

1 12 13

14@ 16 17 19 20

21 22 23 24 26 27

28 29 30
Today

Done  Cancel

| Cancel J ‘ Apply and Continue Apply and Close

University of Maryland, Baltimore
Human Resources
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You will receive the following message.

File Edit View History Bockmarks Tools Help — >
[=] Submission View X+
# (€ @8 nitps//stgumb.talec.net/enterprise/fluid7root=requisitions_viewSrequisitions_view=CandidateView [ ¥y 40 % B =

o Information

Once this operation is completed, all openings available
for the requisition 2000001F will have been filled. If the
system is not able to unpost the requisition and change
its status to "Filled", the requisition will have to be filled
manually and the system will assign a task to Faculty
HiringManager. Do you want to hire the selected
candidates?

University of Maryland, Baltimore Rev. 12/2020
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File Edit View History Bookmarks Tools Help

x
[E] Submissien List X I+
@ € & http tgumb.taleo.net/enterprise/fluid?root=requisitions_view&requisitions_vi ApplicationList < + 4 O B8 =

ITY o MARYLAND 2 lookup a candidate & Faculty HiringManager ¥

— RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > ... > View > Requr: View > Sut fon List
2% Submissions for: professor/Associate/assistant - Open Rank (Requisition 1D: 2000001F) &,

No filters are applied

~+ Selection process

Step G =& & List Format | Standard View v
Review (1)

BG Check .
Ov | ® Candidate ¥ o =1 Step Step, Status, lcon Submission Creation
Hire (1)
» Candidates (] Faculty Applicant, uliet (1211654; ¥ 1 Review Review - To Be Reviewed ~ Aug 6, 2020
. o o Candidate, Faculty (1211652) Hire Hire - Hired Aug 5, 2020
Submissions

¥ Radius 0 item(s) selected. Page ‘1| of 1 (1-20of 2 items) ‘ II |

javascriptivoid(0)
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All candidates who are not being hired, must be dispositioned and rejected in the system through change step/status.

File Edit View History Bookmarks Tools Help - >

[S] submission View X |+

gumb.taleo.net/enterprise/fluid?root = requisitions_view&requisitions_view=CandidateView c & 4 0O % @&

NI MARYLAND . -
| Y BRI Y o MARYLANL Lookup a candidate 2 Faculty HiringManager

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

You are here > ... > isition View > Subr ion List » Submi: View Back to Submission List

|_==|9 Submission: Faculty.Applicant, Juliet for Professor/Associate/Assistant - Open Rank (ID: 200000IF) (4

Faculty.Applicant, Juliet fi & #b B | Morehcion: v

Change Step/Status

United States > Maryland > Baltimore Attachments(1) History
:‘J | | Language: English Expand All
& No other submissions 5 N
4 Personal Information
submission (e General Profile Candidate Personal Information
@ HIGHLIGHTS (CURRENT SUBMISSION) First Name Last Name Address (line 1)
Juliet Faculty.Applicant 123 Main Street

Required met  Assets met

0/0 0/0

Place of Residence City Zip/Postal Code
Step: Revi
. ep-Review . United States > Maryland > Baltimore 21201
tatus: To Be Reviewes Baltimore

Source:UMB Website
Date of Application:Aug 6, 2020
Primary Number Cellular Number Email Address

7 MOST RELEVANT EDUCATION cellular Phone 443-555-1212 jmdyt@aol.com

This section contains no information.

W) WORK EXPERIENCE Internal Candidate
No

This section contains ne information.

Minimum Requirements

b External Services v
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These candidates must be “Rejected” or “Has Declined” if they turn down the job offer.

File Edit View History Bookmarks Tools Help - >
[S] submission View x T+
¢+ 4 0O WwB =

A (€ @@ nhttpsy//stgumb.taleo.net/enterprise/fuid?root=requisitions_view&requisitions_view=CandidateView

Change Step and Status

Candidate Name Requisition Title
Faculty.Applicant, juliet Professor/A: i i - Open Rank (:

Currently in Change to

Status step Status

To Be Reviewed »

| Review ‘ Under Consideration v |

Under Consideration

Selected Candidate®

Comments
Please enter comments here Rejected®

Has Declined*

Select Other Action

[J Send Correspondence

‘ Cancel J ‘ Apply and Continue Apply and Close

Rev. 12/2020
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Once a candidate is “Rejected” a list of reasons will appear. Please select the most accurate reason for why the candidate is not being hired for

the position. Also, please DO NOT use the comment section to explain. Just make the selection and proceed.

File Edit View History Bookmarks Tools Help

[=] Submission View

# (' @a https://stgumb.taleo.net/enterprise/fluid?root=requisitions_viewBirequisitions_view=CandidateView

Change Step and Status

Candidate Name
Faculty.Applicant, Juliet

Currently in

Status Step

Requisition Title
Professor/Associate/Assistant - Open Rank (200000IF)

Change to

Status

To Be Reviewed *
‘ Review

Rejected*

Details or Disposition

*= completes the step

Comments

© Not the best qualified

Please enter comments here

) Does not meet minimum qualifications

O Meets the minimum qualifications, lacks relevant experience

1 Maars minis aualificarinns: Salarv aynacrarians ara nar in lins with the rala

Select Other Action

[0 send Correspondence

‘ Cancel J ‘ Apply and Continue Apply and Close
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At the end of the recruitment all candidates should either be rejected or hired.

File Edit View History Bookmarks Tools Help =
[S] submission List X [+
A (€ @& hitpsy/stgumbtaleonet/enterprise/fluid?root=requisitions_viewBirequisitions_y ApplicationList c & 4 0 wwB

LYo MARYLAND Lookup a candidate v & Faculty HiringManager ¥

E RECRUITING TASKS REQUISITIONS SUBMISSIONS CANDIDATE POOLS SEARCH

2% Submissions for: Professor/associate/Assistant - Open Rank (Requisition ID: 2000001F) &

You are here > ... > View > View >

Filters

v Selection process FILTERSp No filters are applied

Step fa =~ List Format | Standard View v
Review (1)

BG Check .
O~ |~ ® Candidate X F | =1 Step Step, Status, Icon Submission Creation
Hire (1)
» Candidates o Faculty.Applicant, Juliet (1211654) ? Review  Review - Rejected ® Aug 6, 2020
N . o Candidate, Faculty (1211652) =] Hire Hire - Hired Aug 5, 2020
Submissions

» Radius 0 item(s) selected Page [1of 1 (1-20f2items) | \ II | ‘
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For additional assistance, please contact your Staffing
Specialist or HR contact.

You can also send inquiries to:

hrjobs@umaryland.edu
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