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SUCCESSFACTORS: CANDIDATE SELECTION

Overview

Welcome to SuccessFactors! This Quick Reference Guide (QRG) was created to provide a
general overview of the SuccessFactors tool to include definition of key terms and basic
navigation.

For additional details on working with SuccessFactors, online training videos are available and
be can found on the Manager’s Section of the HR Website under Recruitment and Hiring via the
following link:

https://hr.duke.edu/managers/recruitment/successfactors.

Tips!

e SuccessFactors users will receive a warning in advance of timing out. Make sure to Save
Actions as you work. Users will be timed out after 10 minutes of inactivity.

e Throughout the tool, users will find several places to both Save Results and Move
Candidates Forward in the candidate selection/onboarding processes. While this quick
reference guide and the online learning demonstrates one method of saving/moving
through action steps, any available method is acceptable and will deliver the desired
results.

SUCCESSFACTORS ROLES

There are six main roles in the SuccessFactors System:

Role Definition/Responsibility

The person responsible for making the hiring decision. Any
Duke employee can fill this role and have access to requisitions that
are assigned specifically to them.

The Hiring Manager can view and work with a candidate through

the candidate selection and onboarding processes. This individual
Hiring Manager may be assisted by a Hiring Manager Team who can view

information and take action on behalf of the Hiring Manager.

NOTE: The Hiring Manager is still the responsible person even if
candidates are processed by members of the Hiring Team.

Role Definition/Responsibility

Recruiting Team This individual(s) can view information and take action on
behalf of the Hiring Manager.
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NOTE: The Hiring Manager is still the responsible person even if
candidates are processed by members of the Hiring team.

The HR Representative and HR Team may collaborate with the
Hiring Manager during the selection process.

HR Representative & Any Duke employee who is an iForms user can be an HR

HR Team Representative and has access to requisitions that are assigned
specifically to them. The HR Representative can view and work
with a candidate through the candidate selection and
onboarding processes.

This individual is responsible for working with the candidate
through the onboarding process.

Any iForms user can be an Onboarding Coordinator and has access

Onboarding to candidates for requisitions assigned to them.

Coordinator

While the Onboarding Coordinator typically works with candidates
only during onboarding, this individual will have access to the
Recruiting section of SuccessFactors.

The Hiring Manager, HR Representative, and Onboarding
Coordinator are considered the Onboarding Team.

While each role has specific responsibilities, each person in the role
Onboarding Team will have access to work with a candidate at any point in the
recruiting, hiring or onboarding process.

When candidates are moved to Onboarding, they will be
automatically assigned to the Onboarding Coordinator and can be
reassigned as necessary.

BASIC NAVIGATION

LOG IN
1. The tool is accessible via the Duke@Work portal. Click the Candidate Selection tab.
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Duke @ WORK

Home iForms Finance Buy@Duke Universal Worklist Candidate Selection IMylnfo ECRT
JOB REQUISITIONS Home ~ (), search for actions or pe:
2. On the Home screen, locate and click on Recruiting. e

Quick Links

3. The default page, Job Requisitions page will display.
a. On this screen, Filter Options allow users to
change how information is displayed.

My Profile

b. In order for a filter to be applied, remember Resting Comeany.
to click Update Screen on the Filter Options
dialogue box. . O

Awaiting Approval

Job Requisitions Interview Central ~ Marketing
Job Requisitions 3a
3e
Filter Options x
Filter Job Requis ob Requisitio w ¥ Filter Options || @ Display Opfig Use the options below 1o limit the items you want to see
3c —— | Job Requisition Status: All Job Req Statuses >
Job Title Requisition ID T Hiring Manager Candidates Show only new candidates
DEPARTMENTAL BUSINESS MGR Il [® 349 ABAINA FARRELL B 2 Enter Keywords ® Title Only
OPERATIONS MGR, CLIN ENGINEER [® 350 MEKEISHA WILLIAMS E 3 Requisition ID:
GRANTS AND CONTRACTS ADMINISTRATOR [& 351 MEKEISHA WILLIAMS B 3 3d o
EXEC DIR, DIVINITY PROGRAMS 1 (B 12 KRISTIN COOMBS : sers Hiing Manager
. . e _: Recruiter
c. Arrow Arrow Hyperlinks provide access to additi
S information. Selecting a Job Title hyperlink - 3b
" Quick Tips! provides access to view or edit a requisition,
. Recruiting Coordinator
see a summary of candidates or search for 1
. . Clear Filters
a particular candidate. p—
s sz

d. Candidates hyperlink provides the link to
the candidate list.

e. Select a column heading to sort in ascending or descending order.
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CAN Dl DAT E S U M M A RY Job Requisitions Preferences  Interview Central — Marketing
. Job Requisitions
4. Hover over the Job Title and
click Candidate Summary from
the grey pop-up box 4 :
OR Filter Job Requisitions = Open Jb Requisitions v @ Disgigy Optiol
: : Job Title Requisition ID T Hiring Manager Candidates
Clle the hyperllnked number EPARTMENTAL BUSINESS MGR Il [& 349 ABAINA FARRELL E= 2
under the Candidates column. 350 MEKEISHA WILLIAMS B | 3
Actions R 351 MEKEISHA WiLLIAMS B | 3
- Requisition Actions 12 KRISTIN COOMES B

£ View or Edit Requisition

(% Job Postings

5. On the Candidates page, the [ ‘ “ﬂfe:‘*'o”s I‘
Talent Pipeline is the default - o

view and visually displays the
steps in the recruiting process. As you work with candidates through the selection and
onboarding process, they will move through the Talent Pipeline. Candidates will display for
each of the pipeline steps highlighted in blue.

a. If View all Candidates is selected, all candidates will display and all the steps will be
highlighted blue.

Job Requisitions  Preferences Central  Marketing

DEPARTMENTAL BUS (349)

JOB REQUISITION DETAILS CANDIDATES JOB POSTINGS (2)

v Talent Pipeline & View active candidates (2) & View all candidates (2)

* *

Forwarded to Department ~ [IIERUIETIRS Offer ~ | Pre-Employment Checks ~  Onboarding Hired Disqualification ~~  Hired On Other Reguisition
Candidates: View Dept. Resume Review (1)
0 Selected  Action @ Display Options v Filter Options
Name T New Status Forwarded By Candidate Type Interview Result Overdue Interviews Rating Source Candidate Source
= 8 Lou Gehrig Dept. Resume Review External i Job Board: RCM Redirect Job Board: RCM Redirect

DEPARTMENTAL BUSINESS MGR IlI (349)

Hiring Manager - ABAINA FARRELL g
JOBREQUISITION DETAILS ~ CANDIDATES  JOB POSTINGS (2) 5a Stalus Approved  age - [28d

~ Talent Pipeline & View active candidates (2) | & View all candidates (2) l

1 1 0 0 0 0

Forwarded to Department ~ | Interview Pre-Employment Checks ~ | Onboarding Disqualification ~ | Hired On Other Requisition
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Job Requisitions Preferences Interview Central Marketing

6. Click the hyperlinked text that DEPARTMENTAL BUSINESS MGR Il (349)

displays the Candidate’s
Name; thlS Wlll Open a pOp-up ~ Talent Pipeline & View active candidates (2) & View all candidates (2)
box that shows the candidate’s 1 1" 0" 0 0 0

JOB REQUISITION DETAILS CANDIDATES JOB POSTINGS (2)

lnformatlon, Forwarded to Department ~~ [INGUISIENS Offer ~ Pre-Employment Checks ~  Onbeoarding Hired

a. Filter options are visible
on the left side of the
screen.

Na New Status Forwarded By Candidate Type Interview Result Overdue Intervi
b. Action drop-down menus = = Dept. Resume Review External

are available throughout

the page and actions are active, based upon the candidate’s status in the selection. The
Action drop-down on the left side of the screen allows you to take action on one or
more candidates.

Candidal Resume Review (1)

0 Selected ~ Afti @ Display Options % Filter Options

c. The Action drop-down on the right side of the screen allows you to take action on a
single candidate.

Job Requisitions  Preferences  Interview Central — Marketing

DEPARTMENTAL BUSINESS MGR Il (349)

JOB REQUISITION DETAILS CANDIDATES JOB POSTINGS (2)

Hiring Manager : ABAIN
Status Approved Age: [28d

~ Talent Pipeline & View active candidates (2) & View all candidates (2)

1 o) 0

Forwarded to Department g . Pre-Employment Checks ~ | Onboarding

candicd 6@ |Jicandidates 2) Lou Earl Gehrig (External Candidate) n 6 Fesume
A 4 Qo99-2222222 = testperson418@gmail.com

His 4 & Print

Esume

Z8l Create Meeting

Email * Forward b
[} Take Action _
(© History

+ Advance Candidate

© Disqualify Candidate

A

2 Move Candidate
- v Comments

¥/ Name ] Email Candidate
v = A Loucenrig ) Add Comment lorwarded to Depar v There are no it
) = 8 Joe Johnson ept. Resume Revic ~ “  Interviewe
- [ Move Candidate
* Mame H
= Print or Save ¢ Return fo List

& Forward To Colleague
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7. Sections Ofthe Candidate,s ~ Talent Pipeline & View active candidates (2) & View all candidates (2)
record can be opened by )
clicking on the (>) arrows. A Disqualiication | Hig
downward faCIng arrow (V) Candidates: View all candidates (2) Lou Earl Gehrig (External Candidate) Resume | Historical Results
lndlcates a Sectlon 1S Open, [999-222-2222 R testpersond18@gmailcom [ Cover Letter (£ Resume N
2 Selected Action v -
while an arrow pointing to T s
the right (>) lndlcates a ° > Application 7 > Comments +Add
. . > Screening Detailsi > Interviewers Set up Interviewers
section is closed. @ Name
ey — > Duke Work Experience ~ Jobs Applied
. @ = 8 e m“;” > Employment History f\lljjblﬂtllwelsc‘grﬁygg ASN'? CONTRACTS
8. Users will frequently 3 Fommal Educaton ocuter oo mocne
. Siatus: Dept. Resume Review o
update the candidate’s e

status as recruitment and
onboarding progresses. See below.

a. The top status changes the Talent Pipeline step.
b. The second drop-down changes the status within the pipeline step.

c. If changes are made, a warning message appears at the top right of the candidate
information dialog box, reminding users that it is necessary to Save the changes.
Once changes are saved, the candidate will move to another step in the Talent
Pipeline and/or the status in that talent pipeline step will be updated.

TuIwdiueu W wepdl Uit v e
| Changes pending. You must save your changes in order to keep them.
Hiring Manager :
f Status Approved  Ags 284
Candidates: View active candidates (2) ~ Lou Earl Gehrig (External Candidfie) —
[0 999-222-2222 [ testperson418g =] Cover | 8a ume
0 Selected Action v 8C
7 Filter Options v Application
8 s>
* Candidate Status Forwarded to Depal
Name Dept. Resume Revie ~ T 8b
= rQ] IRSIFReT=aared

9. To return to the homepage, at the top left of the SuccessFactors screen, click Recruiting,

then click Home.
Du] reers Recruiting ~
Job 9 s Preggtiome ] Marketing

Careers
DEPARTMENTAL BU Recruiting )
Onboarding
JOB REQUISITION DETAILS |B POSTINGS (2)

Company Info

My Employee File
~ Talent Pipeline & View actvecanumates tzr—rviewall candidates (2)

1 1 0 0] 0
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