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NEW CANDIDATE

> You will receive an automated email once there is a candidate for
you to review. When you get this email you can log into ADP.

Requisition 1002: Saul Test's application status has been changed.

ILecruitment_notiﬁcations@adp.com |
Toe Mandy Morlock

| [EXTERNAL]

The application status has been updated by Dennis Ahrendt-Solano for Saul Test from New Application to Candidate for the Complex Manager position.

REQUISITION 1D 1002

JOB TITLE Complex Manager
POSTING NAME Complex Manager
Date Applied 31 Aug 2020

HIRING MAMAGER Dennis Ahrendt-Solano
RECRUITER

RECRUITER EMAIL ADDRESS | -

WOTC Ineligible
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» To view your list of candidates you will log into ADP and go to the My Team-Talent-

Applications to find your candidates.

RESOURCES MYSELF MY TEAM PEOPLE PROCESS REPORTS Q Search Workforce Now

My Team Employment Time Off Personal Information Talent

Delegated Activities Employment Profile Request Time Off Personal Profile Performance Dashboard
Organizational Chart Employee Documents Time Off Balances Employee Profile Perfoarmance Goals

Policy Status Company Property List Of Requests Employee Notes Applications

Team Calendar EI-9 Management Request Carryover Talent Profile Compensation Dashboard |
Manage New Hire Onboarding Compensation Notices I

( A COLLAPSE MENU w
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SEARCHING FOR CANDIDATE

» After selecting applications you will check the box next to screening under
Applications Status Type to get to your list of candidates.

Requisitions GETHELEN  Talent Community

Showing applications for ~ Open Requisitions v

Applications Status Type

Show following status

Select All
New Application (4) + Screening (3) Keep On File (1) Pre-Hire (1) Hired (1)
e.g., Show all Applications received in last month €. Can't Find What You Are Looking For?

Applications (3)

ADD NEW APPLICATION SHOW/ HIDE COLUMNS

CANDIDATE NAME 5 JOB TITLE 5 LOCATIONS = HIRING MANAGER 3 REQ # 5 DATE APPLIED 5 STATUS 5 WOTC 3
[&3] Test, Saul Complex Mana... Fuel Mart #626 Ahrendt-Solano, D... 1002 08/31/2020 Candidate Ineligible
[&=3] Test, Dennis Sales Associate  Fuel Mart #626 Gillen, Kathleen C 1000 08/17/2020 Candidate Eligible ($2400)
% [&3 Bunny, Robert Sales Associate  Fuel Mart #626 Gillen, Kathleen C 1000 08/13/2020 Candidate Ineligible

s - - - - - - - - - - - - - - - - g



» Click on the candidate name to review the application. If you
have a long list of candidates, you can sort by the candidate
name using the arrows next to candidate name or any other
header.

Applications (3)

ADD NEW APPLICATION

CANDIDATE NAME 2
[&=] Test, Saul

[&5] Test, Dennis

% [25] Bunny, Robert

JOBTITLE

Complex Mana...

Sales Associate

Sales Assaciate

LOCATIONS &

Fuel Mart #626

Fuel Mart #626

Fuel Mart #626

HIRING MANAGER %

Ahrendt-Solano, D...

Gillen, Kathleen C

Gillen, Kathleen C

REQ Z ¢

1002

1000

1000

DATE APPLIED 3

08/31/2020

08/17/2020

08/13/2020

STATUS ¢

Candidate

Candidate

Candidate

SHOW/ HIDE COLUMNS

-

WOoTC
Ineligible
Eligible ($2400)

Ineligible




» Once you are in the application you can review the candidates answers
and look at any notes that have been added to the application under the

notes section. If needed you can add your own notes by clicking the add
notes and select done.

[ NOTES O ADD NOTES

Conley, Patricia A 08/20/2020, 11:24:12 AM

Question his work history

Conley, Patricia A 08/13/2020, 11:16:44 AM

Ask about his work history.

BACK Add Notes

Notes *

B 7 U A~ A A

1]
4
iii
4
=

@ B - +

Type something

Characters : 0

€ Note cannot be viewed by candidates.
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STATUS CHANGE FOR CANDIDATE

» When you are ready to change the status of a candidate you
click the pencil next to status in the application.

Candidate Profile @ < PREVIOUS

BUNNY, ROBERT

0 4:(888) 6067868 | &4 heatherdunbar@adp.com [ VIEW ASPDF
® 301 Remington Street, Fort Collins, Colorado 80524, US, United States

= . HIRING MANAGER RECRUITER

s 1000 - Sales Associate © m
Gillen, Kathleen C Not Available

APPLIED ON STATUS RESUME ATTACHMENTS PROFILE RELEVANCE @

08/13/2020 Candidate & _ DOWNLOAD RESUME No Attachments @ ADD Not Available @

SOURCE WOTC STATUS OFFER STATUS DESIRED SALARY

Career Center & Ineligible Not Available Not Available




...............

» Select the status that you want to change the application to
using the drop down. For example, if you are ready to bring
them in for an interview you would change the status from
candidate to interviewing and then make a note and click done
at the bottom. Here is an example.

BACK Application Status

Change Status to ™

Interviewing - {—

MNotes

B 7 U A~ Ar A: = -

]
4

q: e BHB - +:

Contacted for interview on 9/11/20 at 11am|

€ Note cannot be viewed by candidates.

“‘-“--A““““‘
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» To view the application that you changed the status to interviewing
check the box next to Interviewing and you will see the candidate

there. They will no longer show under screening.

Applications Status Type

Show following status

Select All
l:‘ New Application (5) Screening (2) +  Interviewing (1) Keep On File (1) Pre-Hire (1)
Hired (1)
e.g., Show all Applications received in last manth Q. Can't Find What You Are Looking For?

Applications (1)

ADD NEW APPLICATION SHOW/ HIDE COLUMNS

-

CANDIDATE NAME 2 JOBTITLE 2 LOCATIONS 2 HIRING MANAGER 2 REQ # 2 DATE APPLIED 3 STATUS 3 WOTC 2

% [&5] Bunny, Robert Sales Associate  Fuel Mart #626 Gillen, Kathleen C 1000 08/13/2020 Interviewing Ineligible
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RUN BACKGROUND CHECK

» After the interview the hiring team manager will need to change
the status from interviewing to Run Background Check to start
the background check process.

» The hiring manager will no longer need to send an email to
Payroll to run the background. Once the status has been changed
to Run Background Check, payroll will get an automated email to
start the background process. You will receive an email that the
background request was sent to the candidate. If you do not
receive this email within 12 hours, contact Payroll.

» Scan the interview guide to payroll.
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» You will be notified once your candidate has been approved
for hire. Once they are approved for hire, you will need to
contact them with a job offer and agree on a start date. Let
them know that they will receive two emails from ADP that
will allow them to register for ADP and complete their
onboarding. Their onboarding should be completed prior to
their start date. During this call find out their shirt size,
preferred name for the name tag and if they have a rewards
card. Email this information and their start date to Payroll.

» They cannot start unless their onboarding is complete. On their
start date they must bring their ID so that you can complete the
19 through ADP (please see 19 FORM LIST OF ACCEPTABLE
DOCUMENTS). Complete the 19 first thing when they arrive. The
documents must be original (certified copy if birth certificate) and
unexpired. The 19 must be completed by you before they begin
work.

900000000 OG”OOSO "".-'_.....................



