UNIVERSITY

UCPath

Use this task to navigate within the Recruiting Home page.

UCPath Task:
Use the Recruiting Home Page

The Recruiting Home page provides a dashboard view of key recruiting activities and quick
access to a variety of job and applicant tasks.

Navigation: PeopleSoft Menu > Recruiting > Recruiting Home
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pages.

This simulation demonstrates how to review data on the Recruiting Home page,
access job and applicant analytics, and use quick links to access other recruiting

Access to this page and the information that appears is based on your assigned
security role.

process.

Quick Links provides links to the most commonly used pages in the recruiting

After accessing a page through Quick Links, you can easily return to the
Recruiting Home page by clicking the Recruiting Home link in the upper left
corner of the page.

The Browse Job Openings section enables you to use a keyword search to locate a
job opening.

applicant.

The Browse Applicants section enables you to use a keyword search to locate an
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UCPath Task:

. |OF |
Use the Recruiting Home Page [CALIFORNIA U C Path

Step Action

5. The My Job Openings section displays job openings that are associated to you.
You can review key information about each job opening.

6. The Job Opening column displays the assigned job opening ID and the job
opening's posting title.

7. Use the Job Opening ID link to access the Manage Job Opening page.

For this example, click the Job Opening 1D 994493 link.

994493 - Digital
Communication..

Favorites = Main Menu ~ > Manage Job Opening
Home Worklist MultiChannel Console Add to Favorites Sign out
ORACLE
Related Content | Help | Personalize Page |
Manage Job Opening
gaReturn | f§}Recruiting Home | §3Search Job Openings | 4f]Next | S Create New | GEClone | L Refresh | [4Add Note | [Ef Interviews | {_JNo Category | >>
Job Opening ID 994493 Status 010 Open
Job Posting Title Digital Communication Specialist 3 Business Unit UCOP1 (UC Office of President)
Job Code 007455 (DIGITAL COMM SPEC 3) Department 320000 (MARKETING COMMUNICATI(
Position Number 40000022 (DIGITAL COMM SPEC 3)
Applicants Applicant Search Applicant Screening Activity & Attachments Details
All Applied Reviewed Screen Route Interview Offer Hire Hold
(6) ) 0) () @ (0] (0} (1 (0)
Applicants (7
Select Apzﬂﬁ:“ A“i:f:;e“ View ApplicantName  ApplicantiD  Type Disposition D‘;@::g’:" Application Date ~ SPC Eg:g:’r
: Aravind N Selected for
O Incomplete View Ramalingom 600202 External Reject Other Position 04/08/2018 (?f
O Complete View Chandler Bing 600214 External Ready 04/05/2018 MTH
O Complete Upload Sheldon Cooper 600218 External Interview 04/18/2018 PRF
O Incomplete Upload James Bond 600222 Extemal Route 032172018 LMP
O Complete Upload Sheldon Cooper 600218 Extemnal Route 04/02/2018 PRF
(] Incomplete Upload Phoebe Buffay 600220 Extemal Applied 0311372018 voC
Select All Deselect All ~ Group Actions
g=Retum | ¢g}Recruiing Home | (55 Search Job Openings | 4fNext | 5 Create New | EEClone | i Refresh | [g3Add Note | [E Interviews | {}No Category | ==
< 2>

Step Action

8. The Manage Job Opening page displays information for Job Opening ID
994493. You can review the job opening and applicant details and navigate to the
other page tabs and links.

To return to the Recruiting Home page, click the Recruiting Home link.
2} Recruiting Home

Page 2 Last changed on: 2/2/19
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Use the Recruiting Home Page
CALIFORNIA U C Path

Favorites Main Menu ~ > Recruiing ~ > Recruiting Home ~
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pﬁ Search Applicants Job Opening L:z:""‘"n"g C‘;de Category IDED‘“'“ Department Name  Hiring Manager (S);einmg Op"; Action A0S0
us Taken
- 3 MARKETING y
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~ My Job Openings Analytics
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< 1 B - >
®100% -

opening.

10. The Job Code displays the job code associated to the job opening.

11. The Category column, if categorization is enabled, allows you to view and change
the category for the job opening.

If you are not using categorization, you may want to hide this column.

12. The Department ID and Department Name columns display the ID and name of
the department associated to the job code.

13. The Hiring Manager column displays the name of the hiring manager associated
to the job opening.

14. The Job Opening Status column displays the current status of the job opening.

15. The Days Open column displays the number of days since the job opening's

earliest posting date.

This appears only for job openings in an open status.

16. The No Action Taken column displays the number of applicants in the Applied
phase.

17. The Total Applicants column displays the number of applicants that have applied
to the job.
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Step Action

18. To see more information for the job opening, click the Additional Details tab.
Additional Details

19. You can view the FTE allocation for the position, along with the assigned
employee class.

The Target Openings and Available Openings fields were defined when the job
opening record was created.

The Earliest Post Date field displays the date of posting for the job opening.

The job's Position Number appears, along with the total number of applicants that
have applied to the job opening.

Favorites + ManMenu~ > Recruiing~ > Recruiting Home N
Home Worklist MultiChannel Console
ORACLE
Recruiting Home: Perst
(6) Quick Links av E‘@ My Job Openings S e~
53 Browse Applicants Personalize | Find | View Alll 2] B First (0 14014 @ Last
Eﬁl Browse Job Openings Summary || Additional Details | Motes
Target Available  Earliest Post Position Total
Job O FIE Employee Ci - Posted (CG|
Ji]’ Search Applicants 'ab Opening mployee LIass o enings  Openings  Date 0sted{CE) | mber Applicants
994493 - Digital
- Communicaton | 1000000 Staff Carser 1 1 031122018 Y 40000022 5
Search Applications
994499 - HR 1.000000 1 1 03262018 Y 40000061 3
" Generalist 3
% Search Job Openings
994509 -
) Technology 1.000000 Staff Career 2 1 041092018 Y 40001182 1
ﬁ(}; Create Applicant Support An..
) 994511 - Dala o
{5} Groato Job Opening Syetem Anayst | 1000000 ST Career 1 1 041092018 Y 40000054 4
Applicant Lists ~ My Job Openings Analytics
Eﬁ Interview Calendar Q My Applicants T ov
Q Pending Approvals Personalize | Find | View Al @01 B8 First (0 1100110  Last
@ Saved Searches popticant yame Phone Email ;”D';fim Last Job Applied To Resume  Application  Print
Eﬁ 600255  Aravind Ramalingom  630/923-1551 B 2 994560 - STDT INTERN B | 8
Browse Job Openings &~ N
600272 Hasan Minaj 630/323-1551 s Y g‘:}ﬁ:i - Labor Relations B im] =]
® 600244  John Doe 93653201 El 2 ig:iign} ?‘ecu“"e im] =]
f;j Browse Applicants &~ | 600218  Sheldon Cooper 630/23-1551 B s oy System D =]
G 800214 Chandereing 630/923-1551 B 7 ii:f;ﬁ" - Data System im] =1
600221  Eunis Wheeler 510/987-0457 B 2 iﬁﬁ;s“ - Data System B jim] =] v
< >
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Step Action

20. Click the Notes tab.
Motes
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Favorites ~ ‘ Main Menu ~ > Recruiing~ > Recruiting Home ~
Home Worklist MultiChannel Console
Persc
av Eﬁ My Job Openings s ax
!
531 Browse Applicants Personalize | Find | View alll 2] B First (4 14014 ) Last
gﬁ Browse Job Openings Summary Additional Details Notes
Job Opening Notes
a
m Search Applicants 994493 - Digital Communication
994499 - HR Generalist 3
E Search Applications
994509 - Technology Support An...
S} Search Job Openings 994511 - Data System Analyst
6* Create Applicant My Job Openings Analytics
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Eﬁ Browse Job Openings & v
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Step Action

22. You can view actionable operational analytics in graphics for your job openings.

Click the My Job Openings Analytics link.
= Ny Job Openings Analytics

Favorites ~ ‘ Main Menu ~ > Recruiing = > Recruiing Home ~
Home Worklist MultiChann¢
ORACLE
Recruiting Home
6) Quick Links &~ E@ My Job Openings o
ﬁ Browse Applicants Personalize | Find | View Al 2| B First (0 1014
Browse Job Openings Summary Additional Details Notes
L Job No
i Recruiting Job Department . , Days ®  Total
Search Applicants Job Opening Location Code Category | Department Name  Hiring Manager (s)m\‘n Open #gnmurr: Appli
L MARKETING
Search Applications 994493 - Digital Matthew 010
Communication 02Hand 007455 820000 ﬁcS)MMUMCATlo Nadloehaey open 1.5
Search Job Openings 994499 - HR LOCAL HR - 010
Generalist 3 Oakland 007596 SRVCS Delia Alvarez Open 70 0 3
Create Applicant 994509 -
ITS CLIENT 010
7 Technology Oakland 007348 B14T00  grpocee BrookeHong oo 56 [
Creale Job Opening Support An...
994511 - Data TECHNOLOGY o010
Applcant Lits Sysiem Analyst | O2and 000599 814100 o VERysvs BdkeHona oo 56 3 4
~Mv_Iah Oneninns Analvfics
Interview Calendar
Job Opening Aging Analysis -
Pending Approvals Job Opening Open and Close Trend -
Saved Searches Personalize | Find | View Al | &1 [ First (¢ 1100010 ) Last
‘I;""‘i“'“ Name Phone: Email ;:l::ied Last Job Applied To Resume  Application  Print
Eﬁ Browse Job Openings © v
600255 Aravind Ramalingom  630/923-1551 B 2 994560 - STOT INTERN E] jim} =]
@ | 600278 Hasan Mingj 630/823-1551 = Y ‘;Z‘E‘:E - Labor Relations B im] =]
994512 - Executive
a Browse Applicants @~ | 600244  John Doe 98653201 B 2 hosietant £ jim} =]
® 600212 Sheldon Cooper 630/923-1551 B s iﬁ:ﬂ" - Data System i} a
. g 994511 - Data System
600214  Chandler Bing 630/923-1551 B 7 Anayst B [im] =] v
< i - N >
javascript:onRCService(httpsi3a%2ff2fsucs3j.universityofealifomia.edu %2 psc 32fSUCS3)_newwin %2AEMPLOYEES2fHRMS %2fc %2fPTPG_WIZ_MENU.PTPGVIEWER.GBLY%3P  #,100%

Step Action

23. Click the Job Opening Aging Analysis link.
Job Opening Aging Analysis
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Favorites ~ ‘ Main Menu ~ > Recruiing ~ > Recruiting Home
Home | Workiist | MuliChannel
ORACLE"
Recruiting Home
Q’ Quick Links Job Opening Aging Analysis X ° =
) #-0
§  Browse Applicants First (4 140ra & 1
Filters
E’[ﬁ Browse Job Openings: Business unit [ (Al 3 Recruiter =
q i - Days N Totsl
m Search Applicants Job Family (Blanks) Country United States ‘Open o Applicar
E Search Applications Job Opening Aging Analysis 84 1 5
S’; Search Job Openings e
o 70 [
&. Creale Applicant
56 0 1
E-_?'_ Create Job Opening
Applicant Lists 2 3 N
ﬁﬁ Interview Calendar
@ Pending Approvals =
@ Saved Searches M 3150 M &0 s1-120 M <30 140010 & Last
_ ication  Print
Eﬁ Browse Job Openings = & E o &
Return im} §
ﬁ Browse Applicants im =]
600212 Sheldon Cooper 630/923-1551 Bl s 3?1:?;511 - IEm im} =
600214  Chandler Bing 630/923-1551 =7 i?";f;s" =(ERSED E] i} =}
600221 Eunis Wheeler 510/987-0457 H 2 o= PR SIEE T B i} =]
100% ~
Step Action
24. The Job Opening Aging Analysis page displays the number of open job openings

in various ages in the pie chart.

You can use the fields in the Filters section to narrow or expand the data in the

results.
25. You can change the display by selecting one of the other chart types. For example,
instead of viewing the analytics in a pie chart, you can view it in a bar chart.
26. Click the Return button.
Returmn
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Favorites ~ ‘ Main Menu + > Recruifing~ > Recruiting Home ~
Home Worldist MultiChanng
ORACLE
Recruiting Home
@ Quick Links av E@ My Job Openings z
ﬁ Browse Applicants Personalize | Find | View All | First (4 1404
gﬁ Browse Job Openings Summary Additional Details Notes
. Job No
i Recruiting Job Department - _ Days 2 Total
‘(13 Search Applicants Job Opening Location Code  CEtEOV Department Name _ Hiring Manager  Opening  gpe,  Action ppi;
- MARKETING
E Search Applications 994493 - Digital - o 007455 COMMUNICATIO Matihew 010 84 1 5
Communication.. NS Nadtochaev Open
% Search Job Openings 994499 - HR LOCAL HR 5 010
& Goneralist3 Oakland 007596 816200  covie Delia Alvarez oo 70 [
Create Applicant 994500 -
Technology  Oakland 007348 nvices  BrokeHong 00 5 0 1
@i- Create Job Opening Support An...
994511 - Data TECHNOLOGY 010
Applicant Lists System Anayst  O2Kand 000500 BUH00 Ry syg  BOOkeHon ol 56 3 4
N My Job Openings Analvtics
ﬁ@ Interview Calendar
My Applicants -]
Q Pending Approvals a Y APP ~
@ Saved Searches Personalize | Find | view A | 2] B First (0 1100110 @ Last
popicant pome Phone Email f“;‘;m Last Job Applied To Resume  Applicaion  Print
Eﬁ Browse Job Openings © v .
600255 Aravind Ramalingom  630/323-1551 5 B 994560 - STDT INTERN im] =]
® | 600278 Hasan Mingj 630/923-1551 B 1 g;ﬁ:s - Labor Refations ] =]
994512 - Executive
a Browse Applicants o | 600244  John Doe 98653201 B 2 st 4 jim} =]
® 600213 Sheldon Cooper 630/923-1551 [ P System i} =]
i 994511 - Data System
600214  Chandler Bing 630/923-1551 B 7 Anaiyel B im] =] v
< -~ B >
jiavascriptvoid(0) H00% -
- My Job Openings Analytics
Favorites ~ ‘ Main Menu > Recruiing ~ > Recruiling Home ~
Home Worklist MultiChann¢
ORACLE
Recruiting Home
Q Quick Links o Eﬁ My Job Openings ]
@ Browse Applicants Personalize | Find | View Al 2] B3 First (4 14014
gﬁ Browse Job Openings Summary Additional Details Notes
. Job No
B Recruiting Job Department - _ Days ©  Total
J‘E Search Applicants Job Opening o= = Category " Department Name  Hiring Manager l],)ellsnp open :ﬂrg::: Appil
i . MARKETING
5 search Appications 994493 - Digital 5y 007455 820000 COMMUNICATIO Matiew 010 gy 1 5
Communication.. NS Madtochaev Open
S} Search Job Openings 094490 - HR LOCAL HR . 010
&- Goneralist 3 Oaldand 007596 816200 gpune Delia Alvarez oo, 70 [
Create Applicant 994509 -
Technology Oakland 007348 814700 gESRC‘:’%“}EENST Brooke Hong 010 56 0 1
. Open
@l- Create Job Opening Support An...
994511 - Data TECHNOLOGY o010
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~My_loh Oneninas Analvfics
ﬁﬁ Interview Calendar
............. =
@ Pending Approvals Job Opening Open and Close Trend
(55 saved Searches Personatize | Find | view Al | ) B First (40 1100r10 @ Last
popticat yame Phone Email meu Last Job Applied To Resume Applicaon  Print
Eﬁ Browse Job Openings © v
600255 Aravind Ramalingom  630/923-1551 [ 994560 - STOT INTERN S im} 8
(® 600278 Hasan Minaj 630/323-1551 s Y ‘;Z‘E‘:E - Labor Relations B im] =
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% Browse Applicants @~ | 600244  John Doe 98653201 B ssistant 4 im} 8
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. 994511 - Data System
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< i - N >
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Step Action

28. Click the Job Opening Open and Close Trend link.
Job Opening Open and Close Trend

Favorites ~ ‘ Main Menu + > Recruifing~ > Recruiting Home
Home Worldist MultiChannel C
ORACLE
Recruiting Home
~ ) Job Opening Open and Close Trend
G}chl‘ Links c 6
) #-Q
§  Browse Applicants Fist 4 14014 b L
Filters
B erouse Job Openings Business Unit [(AI) - Recruiter —

g i i i Days  pgtion 1ot
m Search Applicanis Job Family (Blanks) Country United States ‘Open Taken Applicar|
E Search Applications Job Openings Opened/Closed 84 1 5

il 60
S} Search Job Openings 20 5 5
-
6.. Create Applicant H
g 56 0 1
E::i-)l- Create Job Opening %30
= - < 20 56 3 4
Applicant Lists £
m
ﬁﬁ] Interview Calendar 0 — —
2018-02 201803 201804 201805 Bl
Q Pending Approvals Status Date -
@ Saved Searches B Gpenad [ Closed 1100110 ‘2 Last
icaion  Print
Sﬁ Browse Job Openings = E m] a
Return [im] =]
@ Browse App o ()
600218 Sheldon Cooper 630/923-1551 = e S im] =]
600214  Chandler Bing 630/823-1551 B o7 ii:f;s}'[’“ S El im] =]
600221 Eunis Whesler 510/987-0457 = ] -l im] 8
100% -
Step Action
29. The Job Opening Open and Close Trend page displays the number of job

openings that were opened and closed each month in a bar chart.

You can use the fields in the Filters section to narrow or expand the data in the

results.
30. You can change the display by selecting one of the other chart types.
31 Click the Return button.
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Favorites + MainMenu~ > Recruiing~ > Recruiting Home

ORACLE"
Recruiting Home

(6) Quick Links

ﬁ Browse Applicants

av I?@ My Job Openings

Eﬁ Browse Job Openings Summary Additional Details
Recruiting

‘QE Search Applicants JdobOpening | ;oasion
T35 searcn Appications 994493 - Digital -

Communication..
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Repre...
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Step

Action

32.

job openings.

The My Applicants section displays the applicants who are associated with your

You can review key information about each applicant.

33.

Gateway.

The Applicant 1D, Name and Phone columns display identifying information
about the applicant. The ID is assigned to the applicant through the Candidate

You can use the name link to access the Manage Applicant page.

34.

EJ

You can correspond with the applicant by email from the My Applicants section.

For this example, click the Email button for the first applicant.
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UCPath

UCPath Task:
Use the Recruiting Home Page

Favorites ~ Main Menu ~ > Manage Job Opening > My Applicants

Home Worklist

ORACLE"

Send Correspondence
Message Type and Method

“Contact Methoa[Enal |
e —

Recipient Information
‘o |Aravind Ramalingom 'ﬁ\

-

=]

¢|17431456@ucoptest edu ‘
Find

Bce

[Eq]

Include Interested Parties

‘ Find

Sender Information
From Stephen Lidon Moyano
Message
*Subject

*Access | Public v

*Message

e

MultiChannel Console Add to Favorites. Sign out

New Window | Help | Personalize Page | & A

Step Action

35. Use the Send Correspondence page to compose an email and send it to the
applicant's email address on record.

36. Click the scroll bar.

37. You can add an attachment to the email correspondence.

For this example, click the Cancel button.
Cancel

Use the buttons to preview the email, send the email or cancel the correspondence.
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UNIVERSITY

CALIFORNIA]

UCPath

fant

b5

[re

4

ling~ > Recruiting Home

My Job Openings

immary Additional Details
Recruiting

Qpetang) Location

1493 erlgi‘aI Oakland

pmunication...

1499 - HR.

eralist3  OFKand

1509 -

hnology Oakland

port An..

{511 - Dala

em Analyst Oakiand

My Job Openings Analytics

My Applicants

Name
Aravind Ramalingom

Hasan Minaj

John Doe

Sheldon Cooper

Chandler Bing

Home

Personalize | Find | View All | 21| &

Notes
é‘;?ie Category P;"‘“""e"‘ Department Name  Hiring Manager
. MARKETING
007455 [} 820000 COMMUNICATIO Matinew
e Nadtochaev
e LOCAL HR )
007596 -4 816200 SRVCS Delia Alvarez
-y ITS CLIENT
007348 ) 814700 SERVICES Brooke Hong
-y TECHNOLOGY
000599 i 814100 DELIVERY SVS Brooke Hong
Personalize | Find | View All | @l E
Phone Email i“;"jmd Last Job Applied To
630/923-1551 El 2 994560 - STOT INTERN
53019231551 Hoq 994545 - Labor Relations
Repre...
o 994512 - Executive
98653201 B 2 Assistant 4
994511 - Data System
630/923-1551 El 5 Analyst
630/923-1551 = 7 994511 - Data System
Analyst

Workdist MultiChannel Conscle Add to Favorites Sign out
Personalize Content | Layout ? Help
T 6w ’f!\ My Alerts T 6w
(&=
First ‘4 140f4 ‘P Last 3 Questionnaire Requests
2 Interview Evaluations
ob No
Days 9 Total
Opening Action oL a
Status PEN | Taken APRUCants = | Today's InterviewsS o+
010 Open 84 1 5 No interviews scheduled for today.
Eﬁ Interview Calendar
010 Open 70 0 3
010 Open 56 0 1 My Applicant Lists -5 d
List A
010 Open 56 3 4 b cosss
UCOP Applicant List Public
View All
T o
First ‘' 1100f10 ‘* Last
Resume Application  Print
El i =]
B i =]
i g
i =]
B m g v
- - >
®@100% ~

Step

Action

38.

The Jobs Applied column displays the number of job applications submitted by the
applicant.

39.

The Last Job Applied To column displays the job opening ID and title of the
applicant's most recent application.

You can use the Job Opening ID link to access the Manage Job Opening page
and view the job opening details.

40.

If a resume icon appears in the Resume column, then the most recent application
includes a resume and it is available to view. The resume opens in a separate
window.

For this example, click the Resume button for the applicant Chandler Bing.
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UCPath

Use the Recruiting Home Page

File
W

& https://sucs3j.universityofealifornia.edu/psc/SUCS3)viewredirec O @ C || 2 Recruiting Home | & sucs3j.universit... X

Edit View Favorites Tools Help

Resumagic.com Sample Resume: Business Analysq

Jennifer Jobseeker
123 Elm Street = Anytown, ST 00000 = 123-456-7890 = jennifer@email.com

Summary of Qualifications

Business Analyst / Project Manager with exceptional record of delivering cost effective, high
performance technology solutions to meet challenging business demands. Extensive qualifications in all
facets of information systems methodology from cenceptual design through documentation,
implementation, user training, quality review, and enhancement. Worked extensively with Fortune 1000
companies

Professional Experience

Principal Information Systems Consultant, NAME OF COMPANY CITY, ST 11/99 - 09/02

Worked with Fortune 1000 clients as Technical Liaison managing relationships with numerous business
and technical clients during strategy and planning phases for this management and technology consulting
firm. Analyzed corporate business processes to develop customized solutions, and reduce costs,
improve performance within a given budget. Led planning meetings, JAD sessions, analysis
development, test inspections, and other project meetings throughout product life cycle. Conducted
interviews and developed business cases to implement process changes, develop training materials, and
instructed clients on new processes and procedures. Major accomplishments:

= Promoted to group lead directing full-time employees at client site for ability to identify, develop, and

Step

Action

41.

You can review, print or save the resume and then close the browser window when
your actions are complete.

Click X to close the browser window.

®
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g g CALIFORMNIA U C Path

fing~ > Recruiting Home
Home Workdist MultiChannel Conscle Add to Favorites Sign out
Personalize Content | Layout ? Help
My Job Openings o o & My Alerts o o
Personalize | Find | View Al | 1] ] First (4 14014 ) Last || 3 Questionnaire Requests
Pmmary Additional Details | Motes 2 Interview Evaluations
- ob No
Opening E:ﬂ""i":":g Jc?:hde Category :JD"’“"’“E"‘ Department Name  Hiring Manager  Opening B“pﬁl Action I“H‘;'Iwm
Status Taken gﬁ Today's Interviews™ o«
- MARKETING
{493 - Digital - Matthew
[munication,. 0akiand 007455 {7} 820000 ﬁgMMUNICATID Nadtochaey 010 Open 84 15 No interviews scheduled for today
1499 - HR ~ LOCAL HR N [ interview Calendar
eralst3 Oakland oorsee (816200 gpuine Delia Alvarez 010 Open 70 0 3
poe- ~ ITS CLIENT My Applicant Lists &~
hnology  Oakland o734z (O 814700 Brooke Hong 010 Open 56 01 ¥ App
SERVICES
port An...
511- Dala ~ TECHNOLOGY List Access
Oakland 000599 i 814100 Brooke Hong 010 Open 56 3 4
lem Analyst - DELIVERY SVS UCOP Applicant List Public
My Job Openings Analytics View All
My Applicants T o~
Personalize | Find | View A | 21| ] Fist (0 1100100 @ Last
fant _ Jobs - — N
Name Phone Email 0 teq  LastJob Applied To Resume  Application  Print
65  Aravind Ramalingom  630/923-1551 El 2 994560 - STOT INTERN % i} 8
78 Hasan Mingj 6201923-1551 B 1 ggeﬁf - Lavor Relations E] jm] =]
994512 - Executive
4 John Doe 98653201 B 2 Assieiant 4 i} =]
15 Sheldon Cooper 63019231551 B s P System im| =]
_ 994511 - Data Syslem
4  Chandler Bing 630/923-1551 Bo7 Anaiyet B im| =] v
< B _ >
HA00% -

Step Action

42. Use the button in the Application column to access the Manage Application page,
where you can perform a variety of activities for a single job application.

Favorites ~ ‘ Main Menu > Recuiing » > Recmiling Home ~
Home Worklist MultiChann¢
ORACLE
Recruiting Home
G) Quick Links o Ea My Job Openings =
531 Browse Applicants Personalize | Find | View Al ] B3 First (4 14014
Browse Job Openings Summary Additional Details Notes
. Job No
i Recruiting Job Department - _ pays °  Total
Search Appicants Job Opening Toerann Code  Category 7 Department Name  Hiring Manager  Opering oo, Action o,
i - . MARKETING
Search Applications 994493 - Digital oy 007455 {7} 820000  COMMUNICATIO Matthew 010 Open 84 1 5
Communication. NS Nadiochaev
Search Job Openings 994499 - HR - LOCAL HR .
Ganeralist 3 Oakland 007596 () 816200  gpuoe Delia Alvarez 010 Open 70 03
Create Applicant 994509 -
Technology Oakland 007348 :_: 814700 gESR%‘IjEENST Brooke Hong 010 Open 56 0 1
Creale Job Opening Support An...
994511 - Data ~ TECHNOLOGY
Appicant Lists System Analyst Qakland 000599 4 814100 DELIVERY SVS Brooke Hong 010 Open 56 3 4
~ My Job Openings Analytics
Interview Calendar v pening "
2 ~
Pending Approvals a iyl ~
Saved Searches Personatize | Find | view A | ) B First (40 1100r10 @ Last
‘ﬁ)""‘i“"‘ Name Phone: Email :::::ieu Last Job Applied To Resume  Application  Print
Eﬁ Browse Job Openings © v
600255 Aravind Ramalingom  630/923-1551 B 2 994560 - STOT INTERN E] im} 8
() 600278 Hasan Minaj 630/323-1551 s I ‘;Z‘E‘:E - Labor Relafions g im| =
994512 - Executive
ﬁ Browse Applicants @~ 0600244  John Doe 98653201 B 2 hosietant £ im} 8
® 600218 Sheldon Cooper 6309231551 Bl s 3?1:?;511 - Data System im} =]
600214  Chandler Bing 630/923-1551 B o7 i?";f;s" - Data System B im] 8
< ] - - >
EHI00% -
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UCPath Task:
Use the Recruiting Home Page

Step Action
43. The button in the Print column allows you to build a printable report with selected
details.

Click the Print button.

=

Favorites « Main Menu + > Recruiing« > Recmiting Home <
ORACLE Al | search % | Advanced Saarch .
Help | Personalize Page |
Application Report Options
Applicant Name Aravind Ramalingom Job Posting Title STDT INTERN
Applicant ID 600255 Job Opening ID 994560
Disposition 080 Ready to Hire
Application Detail Questionnaire Type
Select Application Detail ;‘;’I"‘;;"h Select  Questionnaire Type :“
O Preferences "4 [0 Basic Screening
O Referral Sources L4 [ Basic Eligibility
O Work Experience v [0  Minimum Qualifications
O Education Level L4 [0  Quality Ranking
O Training [0 Preliminary
O Degrees L4 [  Final
O Honors and Awards [0 DVMED Pre Screening
O Licenses and Certifications [J DVMED Online
O Language Skills [0  IRCMP Online Screening
O Tests or Examinations [0 IRCMP Final
O UC Specialty Code [0  IRMED Preliminary
O UC Corporate Credit Card [J  IRMED Final
[} Multi-Location Appointments []  IRMED Pre Screening
O UC Student Status [0 IRMED Online Screening
O References [  ucoP1 Online Screening
O Resume Text 0 UcoP1 Final
Qotoct Al Focalnct Al [1  Online Screening
< >
EA00% v .,
S 00% -
Step Action

44,

The Application Report Options page appears. You can select application details

and other report criteria on this page.

Click the scroll bar.

Last changed on: 2/2/19
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UNIVERSITY
OF
[CALIFORNIA|

UCPath

Favorites

<

ORACLE"

All  ~ | Search

[JExclude sections with no content available

[ save My Selections

Generate Report

Return to Previous Page

Home

# | Advanced Search

oooooooo

Select All

Workdist

MultiChannel Console

Basic Eligibility

SFMED Basic Screening
‘SFMED Basic Eligibility
SFMED Minimum Qualifications
SFMED Quality Ranking

Pre Screening

Online Screening

Additional Questions

Deselect All

Attachment Type

Select Attachment Type

[0 Resume
[0 References
[0  Transcripts
[0 CoverlLetters
[] Personal References
[J  Professional References
O oF
Select All Deselect All

[ Exclude Separator Pages

Add to Favorites Sign out

Content Pri
Available D«

L4

Step

Action

45.

Generate Report

Click the Generate Report button.

Application Report for Aravind Ramalingom

General Information

Name

Applicant ID
Applicant Type
Applicant Status
Job Opening

Aravind Ramalingom
600255

External Applicant

010 Active

994560 - STDT INTERN

Contact Information

Name Prefix
First Name
Middle Name
Last Name
Name Suffix
Address

Preferred Contact

Aravind

Ramalingom

321 W Rincon St
Corona, CA 92880
Email

Phone Numbers

Phone Type Telephone

Extension

Country Code

Preferred

Home 630/923-1551

Yes

Email Addresses

Page 16

Last changed on: 2/2/19



UNIVERSITY

ath

UCPath Task:

Use the Recruiting Home Page

Step

Action

46.

For this example, the window will be closed for you.

The report opens in a new window and displays application details for the
applicant. You can review the information and then close the report window.

Favorites + ‘ Main Menu ~ Recruiing ~ >  Recruiling Home ~
Home Worklist MultiChann
ORACLE
Recruiting Home
6) Quick Links &~ E@ My Job Openings o
ﬁ Browse Applicants Personalize | Find | View Al 2| B First (0 1014
E@ Browse Job Openings Summary | Additional Details | Motes
" Job No
i Recruiting Job Department - _ pays °  Total
‘Qa Search Applicants JobOpening oot ode  Category > Department Name  Hiring Manager  Opening | ool Action oy
L - MARKETING
E’ Search Applications 994493 - Digital 50 007455 {7} 820000  COMMUNICATIO Matthew 010 Open 84 15
Communication. - NS Nadiochaev
Sj) Search Job Openings 094499 - HR -y LOCAL HR
&:’ Generalist 3 Oakland 007596 .J 816200 SRVCS Delia Alvarez 010 Open 70 0 3
Create Applicant 994509 -
Technology Oakland 007348 __} 814700 ggR‘\:’%:zEENST Brooke Hong 010 Open 56 0 1
% Create Job Opening Support An._
994511 - Data - TECHNOLOGY
Appicant Lists System Analyst Qakland 000599 .5 814100 DELIVERY SVS Brooke Hong 010 Open 56 3 4
~ My Job Openings Analytics
Eﬁ Interview Calendar v pening "
My Applicants o
@ Pending Approvals a v Applican
(55 saved Searches Personatize | Find | view A | ) B First (40 1100r10 @ Last
‘ﬁ)""‘i“"‘ Name Phone: Email :::::ieu Last Job Applied To Resume  Application  Print
Eﬁ Browse Job Openings © v
600255 Aravind Ramalingom  630/923-1551 B 2 994560 - STOT INTERN E] im} =]
() 600278 Hasan Minaj 630/323-1551 s I ‘;Z‘E‘:E - Labor Relafions g im| =
994512 - Executive
& Browse Applicants @~ | 600244  John Doe 98653201 B 2 hosietant £ im} 8
® 600212 Sheldon Cooper 6309231551 Bl s .?\191:?;511 - Data System im} =]
600214  Chandler Bing 630/923-1551 B o7 ii‘;f;ﬁ"’na‘a System B im] 8
< ] B B >
H100% v

Step Action
47.

48.

Press Page Down.

Click the My Applicants Analytics link.
= My Applicants Analhytics
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J J CALIFORNIA U C Path

— — T
5 search Appiications 994493 - Digital - o 007455 820000 COMMUNICATIO Matihew 010 84 105
Communication.. NS Nadtochaev Open ~
sz Search Job Openings 994499 - HR LOCAL HR " 010
Generaisry  Oakland 007596 816200  ouec Delia Avarez oo 70 o 3
Create licant -
e Aop 994509 ITS CLENT 010
Technology Oakland 007348 814700 SERVICES Brooke Hong Open 56 0 1
[S3. Create Job Opening Support An._
994511 - Data TECHNOLOGY 010
Applicant Lists System Angyet  02Kand 000599 100 oy BrodkeHong 0 56 3 4
~ My Job Openings Analytics
ﬁﬁl Interview Calendar v penng "
i =
@ Pending Approvals a —peplEnS ~
@ Saved Searches Personalize | Find | View all| (7] B First ‘4 1-100f10 ‘b Last
‘I“D‘“"i“"‘ Name Phone: Email ;‘;‘;‘ied Last Job Applied To Resume  Applicaion  Print
Eﬁ Browse Job Openings & v
600255  Aravind Ramalingom  630/923-1551 B 2 994560 - STOT INTERN B ] 8
® | 600278 Hasan Minsj 630/923-1551 B g{iﬁf - Labor Relations ] =]
9945132 - Executive
a Browse Applicants o~ | 600244  John Due 98653201 B 2 acsintant 4 im] =]
® 600212  Sheldon Cooper 630/923-1551 Bl s iz‘;f;;‘ - Data System jim] =]
600214  Chandler Bing 630/323-1551 = I iﬁﬁ;s}'mm System B im] =
600221  Eunis Wheeler 510/987-0457 B 2 m};’t’[’ata System im] =]
994493 - Digital
600222  James Bond 480/123-1234 B 1 Communicaton B [im} 8
600220  Phosbe Buffay 630/923-1551 B 2 z‘:"ﬂ“ﬁzﬂe;:; Release B im] =]
600215 Mark Zuckerberg 630/923-1551 B 2 g?fp"ofl';f“h”"'“gy B jim] =]
600208  Rachel Green 63019231551 B > fz"lfafe;gfnm*'““ im} 8
v
< >
javascript:onRCService( hitps%3a%2t%2fsucs3j.universityofcalifornia.cdu %2fpsc362FSUCSI_newwin %2fEMPLOYEE % 2FHRMS 3:2fc %2fP TPG_WIZ_MENU. PTPGVIEWER.GBL%3P . 100% ~
In Process Applicants:
Search Applcations 994493 - Digital 1 007455 220000 COUMDNICATIO Matihew 00 g 15
Communication.. NS Nadtochaev Open
Search Job Openings 994499 - HR LOCAL HR - 010
e Oakland 007596 816200  gping Delia Alvarez oo 70 [
CRE A 994500 - sre nirur aa o
EEEET In Process Applicants x
- 56 3 4
Applicant Lists # @
Filters
Interview Calendar
Country United States Business Unit [(All -
o
°
Pending Approvals Job Opening [ (All - Hiring Manager [(All v -
e TR Recruiter | (All) v Job Family  (Blanks) 11001108 Last
In Process Applicants Print
Browse Job Openi " Process Applican —
= o
[ i}
% Browse Applicants ‘ im| )
‘ im| &
‘I -
im}
&%
| =]
W osoRout= M 060 Interview I 070 Offer M 071 Offer Accepted M 080 Ready to Hire Ml 100 Held
| =]
jim}
| Retum | [im}
. -
fI00% -
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CALIFORNIA U C Path

Step Action

50. The In Process Applicants page displays the distribution of dispositions for your
active applicants.

You can use the fields in the Filters section to narrow or expand the data in the
results.

51. You can change the display by selecting one of the other chart types. For example,
instead of viewing the analytics in a pie chart, you can select to view it in a bar
chart.

52. Click the Return button.

Retumn
§ MARKETING A
Search Applications 994493 - Digital Matthew 010 8
n} oo, Oakand 007455 820000 ﬁgmmumcmo Nadtoenaey open 15
SjJ Search Job Openings 994499 - HR LOCAL HR 5 010
&5 Goneralist3 Oakland 007596 816200 gpung Delia Alvarez o 70 [
Create Applicant 9945009 -
Technology ~ Oakland 007348 g14700 TS CLENT BrookeHong 010 56 0 1
) SERVICES Open
@_ Create Job Opening Support An...
994511 - Data TECHNOLOGY 010
] ApplcantLiss System Analyet Oakland 000599 BI100 ey ey Brooke Hong Open 56 3 4
~ My Job Openings Analytics
E@ Interview Calendar v penng Y
B My Applicants o]
Q Pending Approvals Q Sl
@ Saved Searches Personalize | Find | view A | 2] B First (0 1100110 @ Last
: ﬁf"“”’"‘ Name Phone Email ;BD:IE\IEd Last Job Applied To Resume Applicaion  Print
Eﬁ Browse Job Openings © v 8
600255 Aravind Ramalingom  630/923-1551 5 B 994560 - STDT INTERN im] =]
&) | 600278  Hasan Minaj 630/923-1551 B 1 g:ﬁ:s - Labor Relaions im] &
a 994512 - Executive
§ Browse Applicants o~ 600244  John Doe 98653201 B 2 assietant 4 jim| =)
® 600213 Sheldon Cooper 630/923-1551 [ e Dt system i} =]
600214  Chandler Bing 630/823-1551 B o7 f\i‘;f;;‘ - Data System B im] =]
600221  Eunis Wheeler 510/987-0457 B 2 f\?‘:f;st - Data System im] =]
994493 - Digital
600222  James Bond 4801231234 | = o B jim] =]
994498 - QA Release
600220  Phogbe Buffay 630/923-1551 B o2 Menagermen. B im] =]
994509 - Technology ™
600215 Mark Zuckerberg 630/923-1551 B 2 Support AN [im} =]
994492 - QA Release ®
600208 Rachel Green 630/923-1551 B 2 Management [im} =]
~ My Applicants Analytics
v
< >
H100% -

Step Action

53. Click the scroll bar.
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ling~ > Recruiting Home
Home Workdist MultiChannel Conscle Add to Favorites Sign out
Personalize Content | Layout ? Help
My Job Openings o ov I\ My Alerts s ov
Personalize | Find | View All | | [ First ‘4 140f4 ‘P Last 3 Questionnaire Requests
pmmary | Additional Details | Motes 2 Interview Evaluations
_ ob No
Opening Egc“;“"":':g é‘;?ie Category P;"‘“""e"‘ Department Name  Hiring Manager  Opening g‘;’)’; Action I‘;‘;‘lcamz A
Status Taken = | Today's InterviewsS o+
(93 - Digital ;a0 womss [ 2000  COMMUMICATIO Matihew 010 Open 84 1 s
pmunication... e NS Nadtochaev P Nao interviews scheduled for today
1499 - HR ~ LOCAL HR ) [ interview Calendar
eralist 3 Oakland 007586 L. 816200 SRVCS Delia Alvarez 010 Open 70 ] 3
509 - B = . .
hnology ~ Oakland o734 () eraron TS CHENT BrookeHong 010 Open 56 0 R/ APPISRtEL SR b=
SERVICES
port An..
511 - Data -y TECHNOLOGY List Access
Oakland 000599 i 814100 Brooke Hong 010 Open 56 3 4
em Analyst - DELIVERY SVS UCOP Applicant List Public
My Job Openings Analytics View All
My Applicants T o
Personalize | Find | View Al 0] B First (* 1100110 & Last
Fat Mame Phone Email i“;"jmd Last Job Applied To Resume Application  Print
65  Aravind Ramalingom  630/923-1551 E1 2 994560 - STOT INTERN % i} 8
78 Hasan Mingj 6201923-1551 B 1 ggef:f - Lavor Relations E] jm] =]
994512 - Executive
l4  John Doe 98653201 | = Y Acsietant 4 [im] =]
15 Sheldan Cooper ca00231551 Bl 5 994511 - Data System im| =]
Analyst
- 199 994511 - Data System a
4  Chandler Bing 630/923-1551 Bo7 Anaiyet im| =] v
< - _ >
E100% -

provided to view more detailed information.

Each alert label identifies the alert type and the number of alerts for that type. Click
an alert label to open a page that lists the individual alerts. You can take action on
the alert from that page.

55. Today's Interviews displays your interviews for the current day.
56. The Interview Calendar link accesses your complete interview calendar.
57. My Applicant Lists displays your active applicant lists. You can elect to view

public, private or both types of lists.

58. The View All link accesses the Applicant Lists page with all of your lists.

59. You have reviewed the Recruiting Home page, its use and the various elements
contained on the page.
End of Procedure.
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