iCIMS

1.

Screening Applicants

Log into iCIMS and click on position title or job ID to access candidates.

My Open Jobs
Job ID

Posting Title Closing Date Hiring Manager 1

2017-2562 Administrative Assistant II 13/20/2017 Laurel Kubin

2017-2531 Farmers Market Assistant Open Until Filled Laurel Kubin

2016-2352 e} 9/26/2016 Administrative Assistant II Laurel Kubin

My Pending Jobs

No Results

Key Benorr

Full Name: First Last

Job ID Closing Date Posting Title Hiring Manager 1 < Full Name: First Last

Click on the “People” Tab to see your candidates.

A: Applicant names — you click on these to view applicants Resume, Cover Letter, and Application
B: Screening Question Score and responses — Click on the question mark icon to get a pop up window that shows

screening questions

3.10.2017

[Jlams  create v Communicate ¥

Quick Links

SHORTCUTS

e Batk v

&

— People Detall, Screening Description Approval Notes Attachments
[ =]

Jos

Farmers Market Assistant

By Workflow

Bystatus - €9 BySource - [ ByApplication Date -~ ©® ByDistance -

Hiring Manager 1: Laurel Kubin
PG - Status Person - Full N Quest Person : Email Mobile: P.
f— v Bin: Submissions (190 A\ B
- et
° |& CareerPortal  Box, lessica BOo7 & jbox714@gmail.com 9365562229
& CareerPortal  Anderson.Holly & ® 5 & head701@gmail.com 970-690-3288
Days Open New Candidates Top Source |& CareerPortal  Arnold, Dorothea @ @ 7 & dorothea.r.arnold@gmai... 7073635610
17 0 nternet - Lari (& CareerPortal — Hawortn Sarah B @ 6 & sarah.c haworth@gmail .. 3036685798
[& CareerPortal  Webster, Andrew Bl ® 7 & andrew.wwebster@gma.. 9709880558
4 Marcy Hamliton, hamiitmwdc.. | CareerPortal  Auciello, Micnael B @ 6 & mike,auciello@gmail.co... 513-479-9765
© Fort Collins, Colorado, United... _ R
< | CareerPortal  Byrnes Makayla B ® 6 & mikibyrnes@gmailcom 2538612080
- [ DNQ: System A Mavashev.Flona @& ® 7 & Mavashev2945@gmail.co... 7209495865
T All Activities ~
& CareerPortal  Lau. Davina BOos3 & davinaloud4@yshoo.com 9706912230
$ ,
& Job Application Completed (& CareerPortal  Colombo Karen Bl @ 5 & karen colombo@outlook. .. 570-420-4422
= Email Sent |& careerPortal  Steiner, Peter BO7 & peteresteiner@gmail.com 970-402-9509
|& CareerPortal  Mosman,Sarah @ @ 7 & 585-813-3902
& Workflow Profile Edited -
& CareerPortal  Lin. Danielle BO7 & 5132525507
B iForm Updated [& CareerPortal  Hammond. Nicole & ® 5 & nahdd97@gmailcom 5708567627
& iFormUpdated & CareerPortal  Otero, Paul BO4 & paulisaac otero@gmailc... (970) 567-81
(& CareerPortal  Snow, lomaine W @ 6 & losnowb3@gmailcom 9705565162
Load Mare |& CareerPortal  Beisner, Tiffany Wl @ 7 & peisnert@gmail com 970.232-6065
|& CareerPortal  Alligood. Emily @ @ 6 & ekalligood@gmailcom 9704125915
[ CareerPortal  Svensson BOs & MegSvensson@gmail.co... 9493386950

Displaying 21 Results
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Select for Mass Action

Home..
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80537
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Updated Date Crimin,

3/9/2017 3.02:43 PM
3/8/2017 5:33:17 PM
3/8/2017 11:58:20 AM
3/8/2017 7-16:10 AM
3/7/2017 10:30:38 PM
3/7/2017 1:06:16 PM
3/7/2017 10:43:44 AM
3/6/2017 12:55:08 PM
3/5/2017 2:15:39 PM
3/4/2017 9:10:33 PM
3/3/2017 2:35:36 PM
3/3/2017 10:05:39 AM
3/2/2017 11:17:25 AM
2/28/2017 3:14:55 PM
2/28/2017 10:29:45 AM
2/25/2017 7:37:51 AM
2/23/2017 5:39:19 PM
2/23/2017 3.57:29 PM
2/2212017 6:29:08 PM
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3. Click on the applicants name to view their applications, resume, and cover letter. You can click through the

4. We recommend sorting applicants and the ABC method popular one:

following tabs to find the information:

A: iForms Tab — Application

B: Resume Tab — Resume if one was included

C: Candidate Details Tab — Cover Letter or other attachments

+ Back v

A B c
Login iForms Resume Cand. Details Screen Contact Email

Jessi(a L. Box COVER LETTER/CHARACTER REFERENCES/CERTIFICATIONS/ADDITIONAL RESUMES

Notes

Schedule

Attachments

Select for Mass Action

CAND:ACTIVE Caver Letter/Resume/Character Reference/Certifications

0/5(0ratings) LCCoverletter.pdf

Prof. Exp. (¥rs) Submissions

[Blank] 1

Source
[Blank] createa: 3072017 9.03 21

a. Bin A for top people
b. Bin B for maybes/unsure but would still consider
C.

interview or consider).

Bin C for those disqualified off of screening questions and candidates that you know you will not

Check the box next to the name and then click advance — you can move multiple people to the same bin at
one time. CAUTION: Checking the Box in the grey area, to the left of the Bin Name (This example — Bin:
Submissions) will select that ENTIRE group. So, if you were to select this, and then click reject, does not
meet minimum qualifications, you would send an automatic email to the entire group saying they are not

being considered.
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By Workflg) y Status  ~ @@ BySource ~ [ By Application Date -~ ® ByDistance

Hiring Manager 1: Laurel Kubin

P - Status Person : Full N Quest Person : Email Mobile:P.. - Home.. ' Default: Ad
OFEN v Bin: Submissions (19
° @ | CareerPortal  Boxlessica B o7 & jbox714@gmail.com 9365562229 FORT COLLINS
[ CareerPortal  Anderson Holly & @ 5 & nead701@gmail.com 970-690-3288 Fort Coliins
Days Open New Candidates Top Source [& CareerPortal ~ Arnold, Dorothes Bl @ 7 & dorothear.arnold@gmai... 7073635610 Loveland
17 0 Internet- Lari (& CareerPortal  Hawortn Saran @ @ & & saran c haworth@gmail . 3036685798 Windsor
[& CareerPortal  Webster Andrew Wl @ 7 & andreww webster@gma... 9709880558 Fort Collins
4 Marcy Hamiiton, hamiltmw@c... & CareerPortal  Auciello Michael Bl @ 6 & mike auciello@gmailco... 513-479-9765 Fort Collins
@ Fort Collins, Colorado, United .. _ N
| CareerPortal  Byrnes. Makayla & ® 6 & mikibyres@gmail.com 2538612080 Colorado Spri.
- [ DNQ:SystemA... Mavashev.Elona & ® 7 & Mavashev2945@gmail.co... 7209495865 Fort Collins
Y All Activities =
|& Career Portal Lau, Davina B o3 & davinalaud4@yahoo.com 9706912230 Fort Collins
- a qo 5 5
& Job Application Completed 2 dayago | CareerPortal  Colombo Karen @& (@ 5 & karen colombo@outlook. .. 970-420-4422 Fort Collins
= Emailsent adayago | CareerPortal  Steiner Peter W @ 7 & peteresteiner@gmailcom 970-402-9509 Fort Collins
[& CareerPortal  Mosman. Saran &l @ 7 & smosman@notmailcom 585-813-3902 Fort Collins
([ Workflow Profile Edited a dayago -
[ CareerPortal  Lin. Danielle & & diin0000@leey edu 5132525507 Liberty TWP
Bl Form Updated adayago [ CareerPortal  Hammond. Nicole & ® 5 & nanhd497@gmail.com 5708567627 fort collins
B orm Updsted I | CareerPortal  Otero, Paul B o4 & paulisaacotero@gmailc... (970) 567-81 Fort Collins
o g Snow & & losnowl
[ Career Portal Snow, Lorraine @l @ 6 losnowl ) reen ng Crieria
Load More | CareerPortal  Beisner. Tiffany & @ 7 ¢ Bin:Mests Scresning Criveria
[ CareerPortal  Alligood Emily @& ® 6 g * Hold For Other HM's to Review
B Bin: Hold For Other HM's to Review
[& CareerPortal  Svensson Megan i @ 5 8 MegSv
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2/22/2017 6:29:08 PM
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5. Please make sure you are declining candidates you know you will not hire. If a position is Open Until Filled you
can reject candidates that you know you will not hire, otherwise, best practice is to not decline until the position
is no longer advertised. The most common declinations are:

a. Did Not Pass MQ/Level 1 Screening: Should be for those that do not meet minimum qualifications. This
will send an automatic email declining the applicant, you will not have the ability to edit the email.

b. Qualified but not selected: Use this status for people that are qualified but you will not hire. We want
the ability to report on numbers of qualified applicant’s vs not qualified applicants. This email will pop
up and have to click send, otherwise the candidate will not be notified, and we want to keep them in the
loop on their application status.

c. Interviewed but not selected: Use this status if you interview someone and are not going to hire them.
There is no email, as best practice is to call anyone that was interviewed to let them know you will not
be moving forward with them. The status is for reporting purposes.



