5.

How to Review Applicants (Search Committee)

Log into OneUSG (Employee Self Service)
Click on Recruiting Self Service Tile

Recruiting Self Service

23R

Click on Search Job Openings

Search Job Openings

Enter the criteria you would like to search by and click Search.

v Search Criteria @
Job Posting Title
Job Opening ID
Status
Most Recent Activity
Job Opening Type
Hot Job
My Association
Hiring Manager
Recruiter
Created By
Business Unit
Department
Position Number

Recruitment Contact

Open

LI L oo

Select the Job Opening

» Search Criteria (D

1 Results Found

Search Results @

5 Q
Select  Job Opening

(] HR Assistant Il

Select All Deselect All 'Y Group Actions

Job ID

220159

Status

Open

Type

Standard Requisition

Recruiting Location

UNG-Dahlonega, GA

Target
Openings

1

Available
Openings

1

1-1

Total Applicants

3




6. You should now see the list of applicants that have applied to the job opening.

Manage Jobh Opening
g=Return | ff}Recruiting Home | &dSearch Job Openings | % Refresh | G2Add Note | EHinterviews | &Print Job Opening
Job Opening ID 220159 Status 010 Open
Job Posting Title HR Assistant Il Business Unit 53000 (University of North Georgia)
Job Code 510X50 (HR Assistant II) Department 4011000 (Human Resources)
Position Number 10042873 (HR Assistant II)
Applicants Activity & Attachments Details
All Applied Reviewed Screen Route Interview Offer Hire H
4 © (€] ) (U] (V] (U] © (
Applicants ®
B Q 1-3of
Select Applicant Name Applicant ID Type Disposition Reason Application Resume Print
m] Test Applicant1 165732 External Reviewed [im] B a8
m] Test2 Applicant2 165733 External Reviewed [im] B a8
[m] Test3 Applicant3 165734 External Reviewed [im] B a8

7. To view an applicant’s application details, cover letter, and resume click on the icon
under the Application column (this will open a separate tab with the Applicants Profile).

Applicants (@

H Q 1-3 of
Select Applicant Name Applicant ID Type Disposition Reason Application Resume Print
(] Test Applicant1 165732 External Reviewed [im] B a8
) Search Job Openings x [ Applicant Profile x 4+
c 0O & core.hconvrl.onehcm.usg.edu/psp/hconvrl_7/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_APP_PROFILE.GBL?Page=HRS_APP_PROFILE&Action=U&HRS_PERSON_ID=165732&HRS_PROFILE_SEQ=1 w
Apps ¢ HireTouch»Dashb.. @ CareersJob Aids @, Accurate Backgrou. i Equifaxlink i OneUSG 4 Directory [ Chartof Accounts-.. @ My HRTruC

w Application Details

\View Application Details

Name Test Applicant1 Preferred Contact Not Specified
Applicant ID 165732 Phone 123/456-7890
Applicant Type External Applicant Email TestApplicant!@gmail.com
Status 010 Active Address 82 College Circle Dahlonega, GA 30597
lob Openings @ Resume
=4 1-10f1 « View All
FQ I View Resume Title Test_Resume.pdf
B _ _ . Language Code English
Job Opening ID Posting Title View Questionnaire
Resume Attachment
220159 HR Assistant Il View Questionnaire
Attachment

Nob Families & Test_Resume pdf

H Q 1-10f1 v | ViewAl
Job Family » No Resume Text
0 @
Referral Source ® Attachments &
5 Q
How did you learn of the job? Job Board
Additional Information Attachment Attachment Title  Attachment Type Apzll{ ® b:i
Specific Referral Source

Test_C L o
Test_Cover_Letter pdf est_Cover | Cover Letters 20

etter pdf 254




8. To view an applicant’s resume without going into their Applicant Profile click on the icon

under the Resume column.

Applicants @
B Q 1-3 of
Select Applicant Name Applicant ID Type Dispesition Reason Applicatien Resume Print
0 Test Applicant1 165732 External Reviewed [im] B =]
E] Search Job Openings X [ TestResumepdf x  +
C {} & corehconvrl.onehcm.usg.edu/psc/hconvrjview/oxfLb4xS_ffem.1fuOxbhN7trpZHE79wQKUTIYHAHWITTGWst_f.BgadQhWeg)qGVEhfQD hApuXEKY1G5C.iZy60-Test_Resum|
21 Apps @ HireTouch»Dashb..  flii CareerslobAids Q. Accurate Backgrou.. i Equifaxlink i OneUSG & Directory [@) Chartof Accounts-.. @ MyHRTruCheck @) Sign In - SterlingONE
Test_Resume.pdf
Test Resume
1515 Pacific Ave, Los Angeles, CA 90291, United States, examplegiemail.com
Place of birth San Antonio Driving license Full
Nationality American
LINKS Linkedin, Facebook
PROFILE P disposit
with a ie wimost courtesy. Familiar with
EMPLOYMENTHISTORY
9. To print an applicant’s application details click on the icon under the Print column.
Applicants @
H Q 1-3 of
Select Applicant Name Applicant ID Type Disposition Reason Application Resume Print
[m] Test Applicant1 165732 External Reviewed [im] B =]

10. Select the documents you would like to print and then click Generate Report.

Application Report Options
Applicant Name  Test Applicant Job Posting Title  HR Assistant Il
Applicant ID 165732 Job Opening ID 220159
Disposition Reviewed
Application Detail Questionnaire Type
Select Application Detail P Select  Questionnaire Type o
Preferences v Manual Screening
Referral Sources v Pre Screening
Work Experience v Online Screening
Education Level v Additional Questions v
Training Select De
Background Check Package
Justification Statement At e
Onboarding Packet Select  Attachment Type o e Lot
Required Documents to Attach Resume or Curriculum Vitae v
Degrees v Reference Letter
Honors and Awards Transcapts
O Licenses and Certfications ®  Coverletters v

O Exclude sections with no content available
[ Save My Selections

Generate Report

Return to Previous Page




11. The Application Report for the applicant will open in a new tab as a PDF you can download
and/or print.

El Manage Job Opening X E TestApplicantl Application Rez X + =
C Y & corehconvri.onehcm.usg.edu/psc/hconvr/view/pQzUdYIABYB vXBCBLPGiSo DtBoFXxHyHF eSoukbxn DBrvBIXmM UASS]zOKINIKZ_xMBIFCSESSO8MdBjyqClkvbuy.vBg34dkpSoDkkhoXivnzcOAG Test Applicanti A.. % O % (@
3 Apps @ HireTouch = Dashb..  # CareerslobAids Q. Accurate Backgrou..  fm Equifaxlink % OneUSG & Directory B Chartof Accounts-.. @ MyHRTruCheck @) Sign In- SterlingONE  # HR Administrative P, @ UNG Policy Databa...

Test Applicant]_Application_Report.pdf

Application Report for Test Applicant1

General

Name
Applicant ID
Applicant Type
Applicant Status
Job Opening

Test Applicant1
165732

External Applicant

010 Active

220159 - HR Assistant Il

Contact Information

Name Prefix
First Name
Middle Name
Last Name
Name Suffix
Address

Preferred Contact

Test
Applicanti

82 College Circle
Dahlonega, GA 30597
Not Specified

Phone Numbers

Phone Type. [ Telephone

[ Extension [ Country Code

[ Preferred

Home ‘ 123/456-7890

[ves

Email Addresses

Email Type [ Email Address

| Preterred

Home | Testapplicantt @gmail com

[ ves

Accessibility Statement

If you need this form in an additional format, reach out to Michael McLeod - 706.864.1440




