Human Resource Management System

Recruitment Module

Search Committee Member: Review Application Pools

Use these steps to review a recruitment as a search committee member. The Search Committee Member can
recommend an applicant, compare applications, and add or view comments. Additional Recruitment job aids can be

found in the HRMS website.

Navigation: R’Space > HRMS > Recruitment > Review Application Pools

*Note: Search Committee Members are able to see the tile for this module only when the recruitment on which they are members
is still in the Search Committee queue.

1. From the HRMS Gateway page,
click the Recruitment tile.
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2. The Recruitment landing page
displays. Select the Review
Application Pools tile.
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3. The Review Application Pools
page opens. Your role for each
recruitment is displayed under
the “My Role” column.
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https://hr.ucr.edu/about/us/human-resources-tools/human-resources-management-system
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s =  HRMS JOB DESCRIPTION - g
4. The HRMS Job Description page HRMS Job Description

opens, select the Application

ReVIew tab RECRUITMENT PLAN .

General Information
Working Title: QA JOB - Financial Anl Manager Personnel Program Code: Management & Sr
_ 1(SR) Professional

Department: Finance Admin Solutions Team Department Head: Sean Cason

Supervisor: Susana Roddy FLSA: Exempt

&%y SEARCHCOMMITTEE

Code: Manager, Not Confidential Grade: 25
APPLICATION REVIEW 4
<ition(s) Directly Supervized (if applicable)

(3 REviEWssuBMIT

Job Code Jobh Title ETE
5. From the Application Review
Pool page you can sort the [Ey wrwsiosoescriprion Application Review Pool
applicant pool by First Name, EZ. RECRUTMENT PROFILE
Is Current UCR
LaSt Name' Date Submitted’ | Compare Flrst Name +  Last Name Date Submitted i — Declslon
Sofia Andrews 719723

Current UCR Employee or

RECRUITMENT ATTACHMENTS

Decision by clicking the column

?
h d' 6\ RECRUITMENT COMMENTS F.Eﬁecummerl[f. Meets Minimum Require; Comments
(®) Yes (_) No
eadings. - = G ® Add/View Comments

@t SEARCH COMMITTEE

Interview? Interview Status Inteylew Date

6. Next, for each applicant vote to APPLICATION REVIEW Yes Undecided upfbiecided

Recommend or not, by selecting (5 RevEwasuBMIT = Fena ez

Yes or No' Rﬁecummenﬁd? Meets Minlmum Requlrements, Comments
7. Then, click the Add/View Comments (Andrews, Sofia) X

Comments button to view or

enter comments for this _m

applicant.
8. Inthe Comments pop up @ Add Comment

window, click in the Add a

. Schiffer, Jacob Mov 3, 2023, 9:31:53 AM
comment field to enter your
comment. comment by member (JS5)

9. Click the Add Comment button

to finish adding your comment.
Comments (Andrews, Sofia) @ X

10. Your comment will be added
above any previous comments. o = comment

Note: Once a comment has been @ B
added it cannot be edited or Add Comment
deleted. Schiffer, Jacob Nov 7, 2023, 11:34:00 AM

recommend to move forward in the application process

11. Finally, click the X icon to close
the Comments window. Schiffer, Jacob Nov 3, 2023, 9:31:53 AM

comment by member (JS)
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12. From the Application Review
Pool page, you can view an
applicant’s application. Click on
an applicant’s First Name to open
their application.

The Review Applicant page
opens. Scroll down the page to
review the application details.

13. The options to Recommend and
Add/View Comments are also
available from this page.

14. Optional: Click the Download
Application Packet button or the
Print icon, to generate a PDF
document of the candidate’s
application.

15. From the Documents section,
click the View Cover Letter link
to display the applicant’s cover
letter.

16. Click the View Resume link to
display the applicant’s resume.

17. If applicable, click the Other
Document link to display
additional documents.

18. Click the next applicant’s name
at the bottom of the page to
view the next application or the
Close button to return to the
Application Review Pool page.

When viewing applications using
this function, the applications
appear alphabetically by last
name.

Application Review Pool

Is Current UCR
Compard Flrst Name + | Last Mame Date Submitted Declslon
Employee
N
12 Sofia Andrews 7/19/23
Recommencd? Meets Minimum Requlrements Comments
® ves () No .
U = - Yes ® 7dd/View Comments
Interview? Interview Status Interview Date
Yes Undecided Undecided
Review Applicant X
Andrews, Sofia (Submi on: 7/19/2023 =

Recommend? Meets Minimum Requirements
@ ves (O No Yes
Interview? Interview Status
Yes Undecided
Expand All Collapse All
Biographica You can print a

hard copy or
save as a PDF
document.

Applicant Name
Sofia Andrews

Primary Email
ga.ucricbsportal+28@gmail.com

Address
3324 Grampion Rd , Riverside, California , United States of America , 92507

Comments

® Add/View Comments

Interview Date

Undecided

Download Application Packet

~

Secondary Phone
MiA

Resume
View Resume

Documents

Cover Letter

View Cover Letter

General Information

If you are under 18 years of age, you must have a high school diploma or equivalent (GED) OR have a valid work permit in order to be employed by UC Riverside.

Do you meet this requirement?
Not Applicable

Will you now or in the future require sponsorship to work within the United States?
Yes

Are you currently employed by UC Riverside?
No

Have you ever worked at UC Riverside?
No

Are you currently or have you been pi ployed through a P ¥ agency with UC Riverside?

Other Documents
Decument net uploaded...

< Martinez, Oscar E

Search Committee Member: Review Application Pools

3|Page




Human Resource Management System

Recruitment Module

19. From the Application Review
Pool page, select the 3-button
Menu in the upper right corner to
view additional options:

a. Select Show All, to view all
applicants for this recruitment
including applicants not under
consideration.

b. The Show Under
Consideration option is the
default view for the
Application Review Pool

page.

c. Select the Total Pool
Statistics option to view
applicant statistics for this
recruitment.

d. Select the Affirmative Action
Statistics to display
affirmative action
information.

e. Select the Filter option to
further filter the page by
specific criteria.

f. The Compare option allows
you to view 2 or more
applications side by side.

Application Review Pool

RECRUITMENT PLAN

Compare First Name Last Name

Decision ﬂ

Is Current UCR
Employee

Date Submitted

Sofia Andrews
RECRUITMENT ATTACHMENTS
?
6 RECRUITMENT COMMENTS e ommend
O OvYes ONo

o
il SEARCH COMMITTEE
Interview?

‘ B APPLICATION REVIEW Yes

7/19/23

Meets Minimum Requirements omments

Yes ® Add/View Comments

Interview Date

Undecided

Interview

Hector

[_L REVIEW & SUBMIT

smWﬂym

Show All
+~"  Show Under Consideration
Total Pool Statistics /

2z  Affirmative Action Statistics

=0, Filter L

Total Pool Statistics option displays
the race/ethnicity and gender of all
the candidates who successfully
submitted their application during
the recruitment period or who have
been downloaded as Expression of
interest by the Chair/Chair’s
Associate.

@ Compare

Clear All Filters

Meets Minimum Requirememts #

Can Interview 4
Is Current UCR Employee? 3
Decision Code 3
Name 3

20. To compare applications, select
the applicants to compare by
clicking two or more of the check
boxes under the Compare
column.

21. Then from the 3-dot Menu,
select the Compare option.

Application Review Pool
Is Current UCR
Compare | Flrst Name Last Name Date Submitted
Employee
Sofia Andrews 7/19/23
Recommend? Meets Minimum R| Show All
@® ves (O No Ves
mments
~"  Show Under Consideration
Interview? Interview Status
m Undecided 4. Total Pool Statistics
20
k/ Salamanca 7/19/23 a22  Affirmative Action Statistics
Q. Filter L
Recommend? Meets Minlmum R
() Yes (_) No Yes I_lg Compars I
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The Review Applicants page will @

open displaying the selected

. . . ) Andrews, Sofia (Submitted on: 7/19/2023) a Salamanca, Hector (Submitted on: 7/19/2023) 8
applications side by side.
@ ves () No Requirements O ves () No Requirements
- - s # Add/View Comments - - vos # 1dd/View Comments
22 TO return to the Application Interview? Interview Status Interview Date Interview? Interview Status Interview Date
Yes Undecided Undecided Yes Undecided Undecided

Review Pool page, click the X

icon to close the window. Epand Al | Callapse Al Epsnd Al Collapes Al

Biographical ~ Biographical -
Applicant Name Primary Phone Secondary Phene Applicant Name Primary Phone Secondary Phone
Sofia Andrews 323-892-8034 NiA Hector Technology Salamanca 555-555-5555 34567890

Primary Email Secondary Email Primary Email Secondary Email
ga.ucriobsportal+28@gmail.com N/A ga.ucriobsportak+10@gmail.com N/A

23. Search Committee Members can
also view and add recruitment
comments. Select the
Recruitment Comments tab.

Recruitment Comments
24 NeXt, CIiCk the Enter your RECRUITMENT PLAN Enter your comments here

comments here field to enter

RECRUITMENT ATTACHMENTS 4000 characiers rema ining
your comment. @
@ RECRUITMENT COMMENTS @
25. Then, click the Add Comment fiffly  SEARCH COMMITTEE

Emma Geach 07/19/2023 10:30:47 AM

posting (EG)

Note: Once a comment has been
added it cannot be edited or
deleted.

26. To add attachments for this
recruitment, select the

Recruitment Attachments tab. , [E— .
Recruitment Attachments
. . A . 7 ROFILE
27. Next, click or drop files in the file _
b I d Maximum size per file is 10MB
ox to upload up to 10
attachments from your ;—' RECRUITMENT ATTACHMENTS
D to 10 files t load.
computer. @ RECRUITMENT COMMENTS @ e O(m o;\::) o
The uploaded documents will
) g, APPLICATION REVIEW
appear in the Uploaded
Attachments section Uploaded Attachments
' Flle Slze Date Uploaded Uploaded By Actlon
Note: V. delet TEST DOCUMENT.docx 1176KE  07/14/2023 11:23:05 AM Stacy Ramos
ote: You can delete

attachments you have uploaded
but cannot delete attachments
uploaded by someone else.
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