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Using the new Taleo Fluid Recruiting Interface 

   
 

Creating a requisition – slides 2-21 

Posting a job – slides 22-30 

Faculty candidate experience – slides 31-42 

Managing candidates – 43-62 
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This is the welcome screen – select “Recruiting”  
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This is the recruiting home screen – select “Requisitions” to access your reqs. 
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This the requisition activity screen.  All of your requisitions can be accessed from this screen (both active and inactive). 
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To create a new requisition, select “Create Requisition” 
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Select “Start from the beginning” 
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Select “Faculty or Fellows” 
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Populate the Department Code or click the icon to search 
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Complete all fields 
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The Affirmative Action and disability inclusion statements should be included at the end of each posting: 

 

The University of Maryland, Baltimore is an Equal Employment/Affirmative Action employer. We do not discriminate in hiring on the 
basis of sex, gender identity, sexual orientation, race, color, religious creed, national origin, physical or mental disability, protected 
Veteran status, or any other characteristic protected by federal, state, or local law. 

If you need a reasonable accommodation for a disability, for any part of the employment process, please contact us at 
HRJobs@umaryland.edu and let us know the nature of your request and your contact information. Please note that only inquiries 
concerning a request for reasonable accommodation will be responded to from this email address. 

 

  

mailto:HRJobs@umaryland.edu
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All requisitions must go through the approval process before they can be posted.  For faculty requisitions, there can be one approver (the 

initiator of the requisition) or multiple approvers.  The following is an example of one approver (the initiator). 
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All approvers must have Taleo accounts.  In this example, the initiator is selecting themselves.  
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The system requires a comment in Comment to Approvers – “Please approve” will work 
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This is the landing page after all approvals have been processed. Click “Sourcing” to access the posting page. 
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Select “Add Career Sections” to post to the website. 
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A position can be posted ongoing or for a specific amount of time (ex. 30 days, 60 days, 90 days) 
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Once it is set to post, it will appear on the website automatically.  There should not be a delay, but you should check to website to verify it is 

there. 
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The requisition will now appear in your list. 
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It should also be posted on the website. 
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If the position will be advertised, a link should be included that will guide applicants directly to the posting.  To access that link, you need to find 

the job on the career website.  There is a social media box next to “Add to My Job Cart” for every position.  Click that link. 
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This is the landing page. 
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Copy the URL from this page to paste in your ad.  When applicant’s click on this URL, they will be taken directly to the job posting, and will not 

have to search through all of the jobs. 
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The next pages (through page 40) are screenshots of the faculty candidate experience.   
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The last section of this guide will instruct on how to manage candidates. 

 

  



Taleo Fluid Recruiting                                                                                               Managing Recruitments 
Managing Candidates 

University of Maryland, Baltimore                                                                                                                                                                                                                                                                                 Rev. 12/2020 
Human Resources                                                                                                                                                                                                                                                                                                                       44 of 62 
 

 

 

When you log into Taleo and select “Requisitions” you should see a list of your active requisitions.  In Taleo, text in the color blue usually means 

it is a hyperlink.  From here, we will hire someone, and disposition someone who was not hired.   

Start by selecting the number “2”.  That number represents the number of applicants who have applied to the position.  It can be “2” or “200”, 

but it will take you to the candidate list. 
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This is the candidate page for this particular requisition.  Click on the name to open the profile and access the resume.  You can also look at the 

resume from this screen by clicking on the paperclip, 
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Candidate information can be shared.  This is typically necessary when the initiator is managing Taleo recruitments for their Chair or other 

faculty administrator. 
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Candidate information can be shared with Taleo users or external staff. 
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All candidates must be dispositioned in the system.  They will either be “hired” or “rejected”.  This step is critical to ensure federal reporting 

requirements are met. 
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We are going to hire this candidate.  Go to Change Step/Status” it’s the icon of the person walking up the stairs 
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Select BG Check to initiate the background check.   
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Once you save, it will revert to “To be checked” and HR is notified to begin processing the background check. 
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When the background check is completed, the following email will be generated.  This email can be included in the appointment packet that is 

sent to the Dean’s office and/or the Provost. 
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The Final step is to “hire” the candidate in Taleo by going back into the step and status. 
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Select the start date. 
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You will receive the following message. 
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All candidates who are not being hired, must be dispositioned and rejected in the system through change step/status. 
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These candidates must be “Rejected” or “Has Declined” if they turn down the job offer.  
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Once a candidate is “Rejected” a list of reasons will appear.  Please select the most accurate reason for why the candidate is not being hired for 

the position.  Also, please DO NOT use the comment section to explain.  Just make the selection and proceed.   
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At the end of the recruitment all candidates should either be rejected or hired. 
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For additional assistance, please contact your Staffing 

Specialist or HR contact. 

You can also send inquiries to: 

hrjobs@umaryland.edu 


