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This document is meant to help streamline US College Recruiter usage of Oracle Recruiting Cloud Services (Taleo) and
iRecruitment. This part of the manual guides the user in entering new candidates into Oracle Recruiting Cloud Services
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00 INTRODUCTION — PART 1: RECRUITING

This document is meant to help streamline US College Recruiter usage of Oracle Recruiting Cloud Services (Taleo) and
iRecruitment throughout the US College Recruiting and Offering processes. Following is the current set of processes; the
new Taleo and iRecruitment processes are denoted with blue text and hyperlinks are provided for content within this
document.

1. At the beginning of a season
a. The College Recruiter should prepare by creating and posting a Repository Requisition to hold the
candidates they will be working with
2. Larry Lynn reviews hard copies of the resumes
a. Ifthe resume is not approved, itis filed away
b. If the resume is approved, it is given to College Recruiters to add to the Resume repository
3. College Recruiters will contact the candidates to determine if they are interested or not
a. |Ifthey are not interested, no further processing is required
b. Ifthey are interested
i. The College Recruiter will create a job-specific candidate profile on the Repository Requisition for
the current season
ii. The College Recruiter will ask the Candidate to enter required EEO information by applying to the
Repository Requisition
iii. The College Recruiter will send the Background Check group a correspondence requesting that
they initiate a background check and also send the Candidate a correspondence informing them
that a background check is being started
iv. The College Recruiter will coordinate a visit, remove contact information from the resume, and
send an email with Candidate details and the edited resume to at least 5 different groups
1. Interested Hiring Managers will interview the candidate and return an email if they are
interested in the candidate.
4. The College Recruiter will inform the Candidate which development groups are interested in them and provide job
descriptions
a. The Candidate decides and informs the College Recruiter of their desired position
5. The College Recruiter will create the job requisition for the desired position, match the Candidate to the job
requisition, and attach the Candidate’s resume to make it relevant to the job requisition
6. The College Recruiter coordinates the first round of approvals by email (HM up to SVP)
7. Decision whether to make an offer to the Candidate
a. |If the background check failed, decide whether the reason is acceptable
b. If the Candidate has not completed the EEO information, the College Recruiter follows up with the
Candidate
c. If the Candidate is not approved, failed the background check or refuses to apply for the job, reject the
candidate, and replace the Candidate with another candidate on that requisition
d. Ifthe Candidate was approved, passed the background check or the reason for failure is accepted, and

8. The College Recruiter completes the Offer template in iRecruitment, inputs the actual Hiring Manager's name,
and submits it for the second round of approvals

10. After the Candidate accepts the offer and returns the completed paperwork, GHRS will notify the College

Recruiter and Hiring Manager, and create the employee record in the HR database
a. For OCH new hires, the College Recruiter will send a Welcome Letter in email
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01 PROCESS MAP

p P

LEGEMT:

Bilach text demobestas) e of Taleoy REC

- Reeeives i coomey —‘ \.\K File hard ey
w [Pezamre o Approved?  —— Nn—bn N [3 e e e e
——— “"‘\ /’“" ‘ Purrple: et o en e e uitment taske
) i S 1
Skart
. Biackgmwind
e Cheak
[y
Enter Cardidate . M\k g‘:?ﬁ;@i‘mj’dm
tata in Resume Moty Cardidare —c. TEE e,
" , scmptable? Requisition beirg
repository outside of “, s —
Talzn ", proams:
'y
l 3
WT /f \\\“ {ifiar b Hire
Contmict Cand date . doproved
o debermine ! — » . . x}_ ez mmf-
interast " : p— . . {,,v’ (P <)
ity i Candidate M,
Fites)ud siionr, i anmc‘xﬂum
l § i forms
", -
Serd email with Infoem Candidate of P PN Coordinate
i - ; A firt moun of
” . Cardidiate det iz to w7z i nterectad 7 BED fooms
| i —» ' . 5 iyl
Gonreinate veit Tt fmast § diffenert and provide joi “‘-\ crmpleted? f’/}_ fex WWN% oy
Sroups dmsrrpticns ", Py il (HMup
o o 5P}
- r g
[ [F— ! IR T— . ] ] Dore outside of
3 i Bt esame oot , P Candidate decides Talen
= L & and thien irfor e
kel | irformation to HAA. 2 Racruiter of desired
© i i ¥ B
m v posion
L]

Figure 1: Recruiting Process

Itergien Candidate

%ﬁ

ORACLE CONFIDENTIAL: NEED TO KNOW ONLY

CONFIDENTIAL

Poetiorr el if
it erestied in
Candidiate ’ong
with jobs che s ption

Page 3 of 29

ORACLE_HQCA_0000382685
4



US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

U.S. College Offer to Hire Process
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02 HOW TO LOG IN TO TALEO

1 cicon [

2.
3.
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

03 SEASONAL PREPARATION

CREATE A REPOSITORY REQUISITION THAT WILL HOLD ALL OF YOUR CANDIDATES

This is done at the beginning of each season to hold the candidates you will be promoting through the recruiting/hiring
process.

1. Login to Taleo
2. Create Requisition

a.

b. Select Campus Requisition
This step is only performed if you are NOT accessing Taleo as a Campus Recruiter

c. Enter the following information:
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

3. Request Approval

a.
b.
C.
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

04 CREATE CANDIDATE PROFILES ON YOUR REPOSITORY REQUISITION

Pre-requisites: A Repository Requisition and the Candidate has expressed interest in Oracle

CREATE A JOB-SPECIFIC CANDIDATE AGAINST THE REPOSITORY REQUISITION

N A WD~

11

12

If you have more candidates to create
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

05 SEND CORRESPONDENCES

Pre-requisites: A candidate has been added to the Repository Requisition

In order to cover HR policy requirements, ask the Candidate to complete their EEO/self ID information and start a
background check on the Candidate

1.
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

05A ASK THE CANDIDATE TO COMPLETE THE EEO INFORMATION

Pre-requisites: A candidate matched to the posted repository requisition

1. Send Correspondence “Invitation to apply for a college requisition”
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

05B SEND BACKGROUND CHECK REQUEST
Pre-requisites: A candidate attached to your Repository Requisition and their resume

4. Send the Background Check group a request to start a background check
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—T@ ™o

06 PREPARE CANDIDATE FOR AN OFFER

06A VERIFY CANDIDATE HAS COMPLETED APPLYING
Pre-requisite: An invitation has been sent to the Candidate

1. Find the Candidate
a.

b.
C.
d.
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

2. Check
a.
b.

3. Check that the resume is attached correctly
a.
b.
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

06B CREATE A JOB REQUISITION FOR THE JOB THE CANDIDATE HAS CHOSEN
Pre-requisite: candidate has decided upon their job choice

1. Create Requisition
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

the offer in iRecruitment

2. Structure

Job Code /Job Title must be valid for the region you are hiring. Failure to validate this information with HR could negate your hire.
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

3. Description (Internal)
4. Description (External)

Opening Date and Closing Date are not needed for this requisition. It does not need to be posted.
f. “

1. Basic Information

lgentification

Please use Taleo supported browsers to access this screen. Find out Taleo supported browsers here

As part of Oracle's employment process candidales will be required lo complete a pre-employment screening process, prior to an offer being made
This will involve identity and employment venfication, salary venification, professional references, education verification and professional
qualifications and memberships (if applicable).
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

Re
a.

Please use Taleo supporied browsers lo access this screen. Find out Taleo supported browsers here

2.

a1y sotio

As part of Oracle's employment process candidates will be required to complete a pre-employment screening process, prior to an offer being made.
This will involve identity and employment verification, salary verification, professional references, education verification and professional
qualifications and memberships (if applicable)

b.
c.
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

3. To Duplicate the job requisition

Remain in the job requisition that you just created

a.

b. Enter the following information
1. Basic Information
a.

Please use Taleo supported browsers lo access this screen. Find out Taleo supporied browsers here

As part of Oracle's employment process ¢ will be required to complete a pre-employment screening process, prior to an offer being made.
This will involve identity and employment verification, salary verification, p references, 1 verification and professional
lifications and ships (if applicable)
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

2. Enter any additional information specific to this particular job
3. _

Please use Taleo supported browsers lo access this screen. Find out Taleo supported browsers here

As part of Oracle's employment process candidates will be required to complete a pre—employment screenlng DPIrocess, pnor to an offer being made
Ihls will involve identity and employment venﬂcuuon salary verification, pi wer
cations and ships (if

C. ReIuest Allrova

Please use Taleo supported browsers to access this screen. Find out Taleo supported browsers here

stier the requisiton haa been approved 8 poated

As part of Oracle's employment process candidates will be required to cotlplele a pre cmploymcnl screening process, prior to an offer being made.
This will involve identity and employment ver salary ver , education verification and professional
qualifications and memberships (if applicable)
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

5.
6.

d. Repeat from Step 4a as many times as needed.
4. To create another job requisition using a different job code
e.

06C MATCH THE CANDIDATE TO THE JOB REQUISITION
Pre-requisites: A candidate attached to your Repository Requisition and a job requisition

1. Find the Job Regquisition to which you want to match the candidate

b. Find the Requisition you want to match with the candidate
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

2. Find the Candidate

3. Match the Candidate
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

requisition submission
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US COLLEGE RECRUITING ORACLE RECRUITING CLOUD INSTRUCTION MANUAL PART 1: RECRUITING

5. Attach the Candidate Resume to the Profile

This is done so the candidate will not have to click on the checkbox to say the resume already attached is
relevant for this job submission.
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