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Taleo - HR Recruiting
Taleo Recruiting - Other Features

Taleo Security Updates & Changes
Procedure

As Taleo's successful rollout continues, there are three items to update all users on.

» Selecting Default Users via My Setup - A strongly encouraged reminder to select default
users.

 Department list security access - With Taleo, even if a user only needs access to one specific
department, depending where in the school/ department structure the department falls, the user
may find that a large number of departments are displayed. This tutorial reviews an easy Best
Practice for users who have access to a large number of departments.

» Approval process - This is an actual change that directly affects the workflow of a new
requisition. We are moving from "dynamic approval”, where the approval path was
predetermined, to a process where the individual entering the requisition will decide the approval
path. This will give the user more flexibility in determining the approval path for requisitions.

Step Action

1. Selecting Default Users via My Setup
When creating a new requisition, two required fields include the Recruiter and
Hiring Manager fields.

Itis STRONGLY ENCOURAGED to select default users that will automatically
populate into these fields. If you have not done this, please review the Selecting
Default Users via My Setup tutorial to learn how.

If you do not select default users and then also don't correctly populate these fields,
the workflow for the new requisition will be affected and the new requisition will
not advance correctly.
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Select predefined data, if relevant
To open a biank requisiion fle, cick "Next” without entering any informstion.

Requisition Tempiate.

Department

Step

Action

Department List Security Access

Again, even if a user only needs access to one specific department, depending where
in the school/ department structure the department falls, the user may find that a
large number of departments are displayed.

This is most noticeable when entering a new requisition as the department is a
required field.

Click the Selector button.

B
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» o= @ @ Department Number | Name : Hiring Manager ‘Orgﬂniz‘ Locaﬁnl Sm!us‘
Quick Filters 02200000 UMB Counsel . UMB C... Univer... Active
:::::V-FI::; ol 9 departments avaiable
Step Action
3. The departments for which you have access to based on your security role will
appear. Due to the security set-up in Taleo, if you have access to one department
under, in this example, Office of the President, you will see all departments that fall
under the Office of the President.
In this example, there are only 9 departments and all are in view. However, many
schools and departments will have a much longer list. As such, a recommended
Best Practice is to search by Department Number.
With many of the search windows in Taleo, the Quick Filters on the left-hand side
of the window are available in order to narrow down the data that appears to the
right.
Click the Department Number field.
o= @ @ Department Number | Name : ‘Dlgsni:‘ Lm:arn‘ Statusl
‘Quick Filters 02200000 LW!BC‘;:».m:e!r B UMBC. U::::
| e i
Step Action
4. Enter "02200000" into the Department Number field.
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+ [ Organization =[] [@ Department Number | Name

‘ Dlgani:‘ Lm:arn‘ Statusl
Organzation 02000000 Office of the President ) Office:
Alf

Active

Office of the President ) Office

‘Quick Filters UMB Counsel

Depariment Number
102200000]

Name

Univer... Active
UMBC... Univer.
Office of University Counsel Office ... Univer.
USMIAGO Univer
UMB Institutional Research
Community Engagement Center ,
Hiring Manager
Community Engagement Center ,

Recruter Community Engagement Center ,

FronvTe

Sart Nate:

Step Action

5. Click the Search button.

L)

Hiring Manager ‘ Dlgsn'n‘ Locaﬁn‘ svamsl

UMB Counsel UME C... Univer... Active
‘Quick Filters

Department Number

02200000

Name

Hiring Manager

Recruter

FrenvTo

Sart Nate:

Step Action
6. To the left of UMB Counsel, click the Select button.
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Create a Requisition

Select predefined data, if relevant
To open a biank requisiion fle, cick "Next” without entering any informstion.

Requisition Tempiate.

Department
02200000 - UMB Counssl

Step Action

7. The selected department now appears in the Department field.

Anytime the Quick Filter window is in view, it can be utilized to narrow down your
options. Again, this feature may be particularly beneficial when searching for a
specific department from a large list.
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Approval Workflow

Step

Action

Approval Workflow Changes
Previously, the approval path was predetermined by the system. It went to the
Hiring Manger > Dean's Office > Compensation > Staffing.

Due to user feedback, this process has been modified to allow users to select the
appropriate approvers and possibly multiple approvers at the department level. This
also allows for either sequential approval or parallel approval.

* Sequential approval is where the approvals are done in a specific order - the 1st
approver must approve before the 2nd can approve, and so forth. This is the
standard approval method.

« Parallell approval is where more than one approver can view and approve a
requisition at a time. Meaning, two people can both be listed as the 1st approver and
do not have to wait on one another. However, both must approve before the
requisition can move forward to the next approver.

Both of these types of approval will be reviewed shortly.

What does not change is that the Dean's office and Compensation must still be the
last two approvers on a requisition with Compensation being last. The staffing
specialist should be listed in the After Approval box, which is discussed in the next
section.
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o4

I UNIVERSITYof MARYLAND
THE FOUNDING CAMPUS

£

A T Recruiting

Tasks

Requisiton

Status Draft
Status Detals  N/A

Requisitions

Candidates Offers Libraries

New Requisition

Requisiton ¥

Save | SaveandClose  Cancel

Melissa Kessler

o

Home | Resources v | Sign Out

LN

=]
* Show fields required to:

Save v

Candidates for this
reauston 0

Activated Languages
Engish (Base) ¥

Requisiion Type.
Professional

4. Candidate Selection Workflow

Candidate Selection Workflow

Depariment
Office of University Counse!
Primary Location

University of Maryiand, Baltimore

Recruiter
Greenwell, Rebecca

Hiring Manager
Kessler, Melissa

5. Human Resource Services Only

Additional Information

Posifion Number CASAjob?
Not Specified
Job Code Credit History Required
Not Specified
Financial Disclosure Layoff List Reviewed
Not Specified Not Speciied

Step

Action

Save and Cloze

Once you've entered a new requisition, you'll come to this screen. Select the Save
and Close button to start the approval process.
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Request Approval
Message Details
From

Melssa Kessler

For Requisition
Test Position (1600001F)

After Approval
* Assion the next task to

Greenwel, Rebecca

Select approvers in the list below:

‘Quick Filters

Suggested Users

Frequent Collaborators.

Name.

Emai Address

Employee 1D

Job Tite

Department

User Group

Name.

Email Address

7+ | Daughton, Joanne
Ml | pean (Test), A
Dickersan, Jubet
George , Andrew
Greenwell, Rebecca
Jackson, Kamaria
Kessler, Meissa

Reynolds, Sierra

Joanne Daughton@umaryland.edu
Kamaria. Jackson@umaryiand edu
Juliet Dickersen@umaryiand edu
andrew george@umaryland edu
rebecca greenwel@umaryland edu
Kamaria jacksong@umaryiand.edu
sste005@umanyiand.edu

Sierra Reynokds@umaryiand edu

Step

Action

10.

First, always review that the person listed in the After Approval field is the HRS
staffing specialist assigned to your Deparment.

In the user list pictured below, you'll see all Taleo users in your department along
with your HR Staffing and Compensation specialists. It is from this list that you'll
select those who need to approve the requisition.

As mentioned, it is possible to do either a sequential approval or a parallel approval.
We'll review a parallel approval shortly.
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Message Details
From

Melssa Kessler

For Requisition
Test Position (1600001F) Select approvers in the list below.

After Approval
* Assign the next task to

Greenwel, Rebecca

Emai Address
Quick Filters

Suggested Users

Joanne Daughton@umaryiand.edu

Frequent Colaborators Kamaria.Jackson@umaryland edu

Name. rson, Juet Dickersen@umaryland edu
andrew george@umaryiand edu

Emal Address rebecca.gresnwel@umanyiand. edu
Kamaria jackson@umaryiand.edu

Empioyee 1D

Sstei05@umaryiand edu

Job Tite Sierra. Reynolds@umaryiand edu

Department

User Group

Step

Action

11.

Selecting A Sequential Approval Path
Initially it doesn't matter what order you select the users from the user list. You can
do it in order if you wish, but you'll have the option to reorder the approvers.

We're going to select 4 approvers. REMEMBER: This must include the Dean's
office and Compensation.

Click Select to the right of Dean (test), A. This is the Dean.
Select

Step

Action

12.

Click Select to the right of George, Andrew. This is the Compensation specialist.
Select

Step

Action

13.

Click Select to the right of Daughton, Joanne, who is in your department and must
approve the requisition.

Select

Step

Action

14.

Click Select to the right of Dickerson, Juliet, who is another necessary approver
from your department.

3 Selectr
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Request Approval
Message Details
From
Mefissa Kessier

For Requisition
Test Positon (1600001F)

After Approval

* Assign the next task to

Greenwel, Rebecca

5
* Comments

rators defined for this requisiion

(] Add the approvers to the kst of my frequent colaborators

Quick Filters

Suggested Users

Frequent Collaborators

Name.

Emai Address

Empioyee 1D

Job Tite

Department

User Group

|Name

Emai Address

7+ | Daughton, Joanne
i Dean (Test), A
Dickersan, Juset
George , Andrew
Greenwell, Rebecca
Jackson, Kamaria
Kessier, Messsa

Reynolds, Sierra

Joanne. Daughton@umaryiand.edu
Kamaria Jackson@umaryland edu
Jubet Dickerson@umaryiand edu
andrew george @umaryland.edu
rebecca greenwel@umaryiand.edu
Kamaria jackson@umaryiand edu
sstei05@umanyiand.edu

Sierra. Reynolds@umaryiand edu

Step

Action

15.

The four approvers are listed. It defaults to a sequential order based on the order
you made the selections. So the Dean is first, then Compensation, then the two
department approvers.

REMEMBER: The Dean's office and Compensation need to be the LAST two
approvers with Compensation being last.

As such, you need to reorder the approvers.

Step

Action

16.

Joanne should be the first approver.

Click the Drop-down arrow next to Joanne's name.

-
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tothe st of collsborators defined for this requistion

‘approvers to the st of my frequent colaborators:

i
s

Emal Address

Joanne. Daughton@umaryiand edu
Kamaria Jackson@umaryiand edu
et Dickerson@umaryland.edu
‘andrewgeorge@umaryiand.edu
rebecca greennes@umaryiand edu
Kamaria jackson@umaryiand.edu
sstei05@umanyiand edu

Sierra Reynolds @umaryiand.edu

ferngent

Step Action
17. Select the number 1.
1
18. Click the Drop-down arrow next to Juliet's name.
L
19. Select the number 2.
2
20. Click the Drop-down arrow next to the Dean's name.
L2
21. Select the number 3 as the Dean will be the next to last approver.
3
22. Click the Drop-down arrow next to Andrew's name, who is the Compensation
representative.
-
23. Select the number 4. This will place Compensation as the last approver.
4
24. To view the list in the proper order,

click the Reorder button.

Reorder
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Message Details
From
B 1w Daughton, Joanne Pending

Ouler Approver Decision

e EeT 2 v Dickerson, Juliet Pending

USRI 3 w| | Dean(resn, Pending

George , Andrew Pending

v
After Approval =
* Assign the next task to

L_| Add to the st of for this requisition
(] Add the approvers to the kst of my frequent colaborators

Greenwel, Rebecca .
Comments

Hame. Emai Address
Quick Filters

Suggested Users ]
Frequent Colaborators (] |4} Dean (Test, & Kamaria. Jackson@umaryiand edu
Name Dickerson, Juset Julet Dickerson@umaryiand edu

| | Daughton, Joanne Joanne: Daughton@umarytand.edu

George , Andrew andrew george@umaryiand edu
Emal Address Greenwel, Rebecca rebecca.gresnwel@umanyiand. edu
Jackson, Kamaria Kamaria jackson@umaryiand.edu
Empioyee 1D
Kessler, Meissa Sstei05@umaryiand edu

Job Tite Reynolds, Sierra Sierra. Reynolds@umaryiand edu

Department

User Group

Step Action
25. The names now appear in order.
Depending on personal preference and the size of your department, adding these
approvers to your frequent collaborators may be beneficial moving forward. We're
going to select it for this example and we'll see the benefits in the next example.
Click the Add the approvers to the list of my frequent collaborators checkbox.
L

Step Action

26. Enter "Please approve" into the Comments field.

Step Action

217. Review the approvers again and make sure everyone is selected, including the

Dean's office and Compensation, and that they are in the correct order.

Click the Done button.
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= Melissa Kessler | Home | Resources v | Sign Out
{i] e MarvanD
THE FOUNDING CAMFUS

L[ et -

Tasks  Requisiions  Candidates  Offers  Libraries

Test Position (1600001F)
Requisition — ?
- (2 More Actions =%
3
Test Position Requisttion | Attachments | Approvals | History | Intenvews
1600001F L&
Request Approval Path Amendment | | Send Reminder
Status Pending
Status Detsis  To Be Approved Order By Deision Dste and Time Comments

Joanne Daughton

Julet Dickerson

e

A Dean (Test)
Andrew George

Candidates for this
requisition: 0

Activated Languages
Engish (Base) ¥

Requisition Type

Professional

Hired Candidates

Coutef1

Department

UMB Counsel

Primary Location

University of Man/iand, Baltmore

Recruiter
Greenwel . Rebecca u

Hiring Manager
Kessler, Melissa

Step Action
28. You'll be returned to the Approvals tab and the requisition has been submitted for
approval.
Next we'll review a parallel approval path.
29. Selecting A Parallel Approval Path

Most approval paths are sequential - approver 1 must approve before approver 2,
and so forth.

With a parallell approval path, if there are two or more people who need to approve
the requisition but it doesn't matter in what order, using a parallel path may be
beneficial.

This allows two or more individuals to receive the requisition at the same time and
review and approve it without having to wait on each other. However, if three
people are selected to be "1", all three must approve before the requisition will move
on to the next level.

REMEMBER: The Dean's office and Compensation need to be the LAST two
approvers with Compensation being last.
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Step Action
30. First, in the previous example, we choose to add the four approvers to our frequent

collaborator list. As such, we can now select Frequent Collaborators in the Quick
Filter window.

Click the Frequent Collaborator checkbox.
L

Test Positon 2 (1600001G) Select approvers in the list below:

After Approval
* ssign the next task to

Greenwel, Rebecca

Emai Address
Quick Filters

Suggested Users

Joanne. Daughton@umaryiand.edu

Frequent Colaborators Kamaria Jackson@umaryland edu

Name rson, Juiet Dickersen@umaryiand edu
andrew george @umaryland.edu

Emai Address

Empioyee ID

Job Title

Department

User Group

Step Action
31. Now we see our list of Frequent Collaborators. Again, depending on how large
your department is, this may assist you in selecting the appropriate approvers.
We are going to select all four people listed. Click the Select button for Joanne.
Select
Step Action
32. Click the Select button for A Dean.
Select
Step Action
33. Click the Select button for Juliet.
Select
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Step Action
34. Click the Select button for Andrew.
Select
Step Action
35. For this requisition, it doesn't matter if either Juliet or Joanne approve it first. As

such, we're going to make both of them the first approver. As Joanne was selected
from the user list, she is 1 in the order.

Click the Drop-down arrow next to Juliet's name.

L

Message Details
From
o . Daughton, Joanne Pending

Approver Decision

For Requisition Dean (Test), A Pending
Test Posibon 2 (1600001G) Dickerson, Julet
George , Andre .
After 9 Pending
rovers to the kst of coaborstors defined for this requistion
* Assign the next task to =5

to the kst of my frequent colaborator
Greenwel, Rebecca [ e reiors

5

| Name Emai Address

Quick Filters

‘Suggested Users | | Daughton, Joanne Joanne: Daughton@umarytand.edu

Frequent Colaborators Dean (Test), A Kamaria. Jackson@umaryiand edu

Name Dickersan, Juset Juiet Dickersen@umaryiand edu
George , Andrew andrew george@umaryiand. edu

Emai Address

Employee ID

Job Title

Department

User Group

Step

Action

36.

Click the number 1.

1
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Step Action
37. Now both Joanne and Juliet will receive the requisition first.

The Dean's office is already listed as the 2nd approver. Now we need to list
Compensation as 3rd.

Click the Drop-down arrow.

Step Action

38. Click the number 3.

Step Action

39. To view the names in order, click the Reorder button.

Reorder

Step Action

40. Enter "Please approve" into the Comments field.
Step Action

41. Review the approvers again and make sure everyone is selected, including the

Dean's office and Compensation, and that they are in the correct order.

Click the Done button.

_ooe |
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Melissa Kessler | Home | Resources v | Sign Out

o

o4

A * Recruiting | Tasks  Requisions  Candidates  Offers  Libraries

I UNIVERSITYof MARYLAND
THE FOUNDING CAMPUS

£

Test Position 2 (1600001G)

Requisiton

N

- 2 More Actions ¥ =

Test Position 2 Requisition | Attachments | Approvals | History | Interviews

[

1600001G

Request Approval Path Amendment | Send Reminder
Status Pending

Status Detais  To Be Approved = o Decision Date and Time Gomments
1 Juliet Dickerson
1 Joanne Daughton
2 Dean (Test)
3

Andrew George

Candidates for this
recusiion 0

Activated Languages
Engish (Base)
Requisition Type
Professional

Hired Candidates

Ooutof 1
Department

UME Counsel
Primary Location

University of Maryiand, Baltimore

Recruiter
Greenwell, Rebecca -

Hiring Manager
Kessler, Melissa

Step

Action

42.

You'll be returned to the Approvals tab and the requisition has been submitted for
approval.

Juliet and Joanne are both listed as Approver 1. They do not need to wait on one
another to review and approve the requisition. However, they both need to approve
the requisition before it will move on to the Dean's office.

43.

This concludes the Taleo Security Updates & Changes tutorial. For further
information on Taleo, please continue to review the tutorials.

For help with any questions or issues, please contact your Staffing Specialist at 6-
7171.
End of Procedure.
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