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Welcome
Welcome to PositionManager®, the powerful web-based Applicant Tracking solution that puts you in command of your

recruiting and hiring needs.

The PositionManager system:

l Simplifies management tasks for both job opening and applicant data.

l Streamlines the tracking and publicizing of your current job openings through a hosted career site.

l Enables you to easily create andmaintain a database of job titles, summaries and descriptions.

l Automates publishing open positions to your career site, employee career site and third party sites.

l Collects, organizes, and tracks applicant information in your customized database.

l Records statistical information regarding hits to your internet employment site as well as applicant responses.

l Requires no prior technical knowledge for new users.

This guide introduces you to PositionManager as an easy-to-use data management tool simplifying all of your recruiting

efforts.
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System Basics
Before jumping into PositionManager, there are a few questions you should answer that will help you efficiently navigate

through the system.

1. How does PositionManager really work?

2. What will be your role in the process?

3. What tasks are you responsible for in your role?

We've addressed each of these items in the sections below to help you get up and running quickly. It might also be help-

ful to review some of the basic concepts of PositionManager.

Position Manager workflow

PositionManager is more than a job and application database. It provides a structured workflow that users will follow

as they move through the process of defining and filling a job opening. This workflow helps organize and streamline

the hiring process.

The workflow for PositionManager can be simplified into a few basic steps. These steps may vary depending on

your organization's site configuration.

1. A requisition, or request to hire, for a job opening is created.

2. The requisition is reviewed and approved.

3. The approved requisition gets posted to a job board.

4. Applicants respond to the job posting.

5. Applications are received and reviewed to identify the best candidates.

6. An applicant is hired, and the job opening is filled.

Though customizations may change certain details of this workflow, it remains the basis for all PositionManager sys-

tems.

Who are you?

An important question to answer is, who are you?Or, more specifically, What is your role in PositionManager? The

answer will determine what duties youwill be responsible for as youwork in the PositionManager system.

l If you're responsible for determining when a position needs to be filled, and what the requirements for those open-
ings are, you're aHiring Manager.

l If you need to review job openings and determine if the requirements associated with it are correct before it's pos-
ted, you're aRequisition Approver.
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l If your main duty is to post approved requisitions, collect applications and review them to identify themost qualified
applicant(s), then you're aRecruiter.

There are even some instances when youmay perform duties for more than just one of these roles.

Tasks for Roles

Nowwe can break down individual tasks that each user role performs in PositionManager.

HiringManager

l Creates new requisitions.

l Reviews qualified applicants.

l Provide feedback on applicants.

Requisition Approver

l Reviews requisitions.

l Makes necessary edits to requisitions.

l Approves or declines requisitions.

Recruiter

l Posts requisitions to job boards.

l Reviews applications to the job.

l Works with the HiringManager to qualify andmove candidates through the hiring process.

Workflow Basics

When you break down the hiring process, you will discover that it can be quite simple. Following are the basic steps that

you need to follow for creating openings and hiring applicants in PositionManager.

1. Create a requisition. Generate a new requisition for your job opening.

2. Post a job. Place an approved requisition on job boards.

3. Review applicants. Examine collected applications from potential candidates.

4. Hire an applicant. Identify themost qualified applicant and bring them on board.

Click the links for each step above for additional information about the process.
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Create a Requisition

Requisitions start the entire process in PositionManager. Requisitions become job postings, job postings bring in

applications, and applications become candidates.

So, to get everything rolling, how do you create a requisition? It's pretty simple:

1. Click theRequisition/Jobs tab.

2. Click theAdd Requisition button.

Clicking that button launches a wizard that walks you through the steps required to create a requisition. Each step of the

process collects necessary information, such as which job template to use, specific experience requirements for applic-

ants, job descriptions, etc.

By default, PositionManager requires that all requisitions receive approval frommanagers before they can be posted as

open jobs. However, your site may provide the option to skip the approval step and fast track a requisition so you can

post it immediately.

Post a Job

Job postings allow potential candidates to view the details of your opening (as defined in the requisition you created)

and submit an application.

Note: A requisitionmust be in an "Approved" state before it can be posted to job boards.

A few quick clicks allows you to post a job to job boards:

1. Click the Job Posting tab on theRequisition Detail page for the requisition you want to post as a job. This displays the
Job Posting form for the requisition.

2. Complete the Job Posting form and click thePost Job button.

The Job Posting form contains all the necessary fields to post a job. In this form youwill provide the required contact

details for the opening, as well as determine onwhich job boards the opening will appear.

Review an Applicant

You've created a requisition and posted it as a job opening. Applicants have submitted their information to the posting.

Those applications need to be reviewed.

Reviewing applicants requires quickly weeding through submitted information and vetting those candidates with the

best credentials. The less clicks it takes to view that information, the better.
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Though each organizationmay follow a different set of steps for reviewing applicants, PositionManager ensures the pro-

cess remains simple while still providing the tools necessary to collect and access pertinent information.

A basic review cycle for an applicant may proceed as follows:

1. A recruiter reviews the list of applicants for a requisition. TheApplicants pagemakes this easier by populating the
search results table with the information necessary to quickly compare qualified candidates.

2. The recruiter sends selected applicants to amanager for further review.

3. Themanager reviews the applicant and provides feedback. Themanager and recruiter can exchange several mes-
sages about the applicant, all of which are tracked in PositionManager.

4. If necessary, users can also request a custom form be completed regarding the applicant. Other actions can spe-
cifically be assigned as well, such as scheduling interviews, checking references, etc.

The exchange of messages is recorded in a Messages and Tasks table found on the Applicant Detail page. As the name

implies, you can assign tasks to a user if you need them to perform specific actions. These tasks simply serve as remind-

ers for the user.

Hire an Applicant

Once your organization has identified the applicant best suited for an opening, it's time to hire that applicant and bring

them on board.

Like many other processes in PositionManager, hiring an applicant is quick and easy:

1. Open theApplicant Detail page for the applicant you wish to hire.

2. Select theHire Applicant option from the Take Action drop-down list.

This launches a wizard that walks you through the steps associated with hiring an applicant. The wizard covers all

aspects of the hiring process, from sending a letter to the selected applicant down to updating the status and notifying

other applicants to the requisition.
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Getting Started
Welcome to PositionManager! Your company has chosen one of the most powerful, versatile, and easy-to-use talent

management systems available for the healthcare industry today.

Before diving into PositionManager, let's review system requirements and some basic concepts about general system

use to help you understand systemworkflows, navigation, and functionality.

l System requirements. Make sure you have the latest and greatest browsers so you're able to take full advantage of all
the features and functionality we offer.

l Downloadable guides. A list of user and feature guides that you can download and print as needed. These include quick
start materials and general feature overviews.

l Concepts. What's the difference between a requisition and a job posting?What is Screening? All these andmore are
covered here.

l Interface basics. You can't recruit and hire anyone if you don't know where to go to create requisitions and post them.
See how tomove around PositionManager and access the different areas available to you.

l Tips and tricks. Check out some of the little features sprinkled throughout PositionManager to help you get things done
fast.

l For PositionManager 10 users. Has your organization recently upgraded from PositionManager 10 to version 11? Head
here to read about some of themain differences between the two systems so you can locate and use features with
ease.

System requirements

At HealthcareSource, our goal is to provide the best possible user experience across the wide range of desktop and

smart device browsers. To achieve this goal, we prioritize supporting browsers with the most advanced technology. Our

solutions are designed to function with the browser versions we’ve identified in the chart below as A-Grade—we act-

ively test on these browsers to optimize user experience.

HealthcareSource recognizes that some legacy browsers, which we’ve identified as X-Grade, don’t provide the tech-

nology needed to deliver new features with a modern user experience. In order to continue providing the best solutions

and support, we’ve decided to discontinue support for these X-Grade browsers.

In addition, there are browser versions for which we provide limited support, identified below as C-Grade. While we

don’t regularly test this set of browser versions, customers have found them to work well with our software. Problems

reported with these versions may be addressed, but we cannot make specific commitments as to if or when a fix will be

available. In some cases, we know of select features or functionality that don’t work with these browsers. We do our

best to document those cases and make this information available upon request.
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By prioritizing A-Grade browsers and discontinuing the support of X-Grade browsers, HealthcareSource can release fea-

tures more frequently, provide better support, and resolve issues faster. Since Microsoft stopped supporting Internet

Explorer 8 in January 2016, we predict that most healthcare organizations will be migrating to newer browsers. However,

there are limited options for those who decide to continue using these legacy browsers. For more information, contact

support@healthcaresource.com.

Note: Customers requiring Microsoft IE 8 for legacy applications should considerMicrosoft Internet Explorer

Enterprise Mode.

Please check back with us if you have questions on browser support. We’re constantly upgrading our solutions to make

themmore browser agnostic— this work is ongoing and incremental. We’ll notify customers when browser support

changes.

A-Grade C-Grade X-Grade

Optimal user experience

HealthcareSource actively tests all

A-Grade browsers and reported

bugs are addressed with high pri-

ority.

Adequate user experience

HealthcareSource tests a sampling of

C-Grade browsers periodically and

reported bugs are addressed with high

priority.

Not supported

HealthcareSource doesn’t test X-

Grade browsers or address reported

bugs. There may be limited user exper-

ience.

Microsoft Edge*

Microsoft IE 11

Google Chrome*

Apple Safari*

Microsoft IE 9

Mozilla Firefox*

Microsoft IE 8 and below

Microsoft IE 10

Browsers not listed are X-Grade

*Latest versions

Caution: HealthcareSource does not currently support the use of PositionManager withinmultiple browser tab-

s/windows at the same time. Doing so may cause various data population and/or random system logout issues.

Logging In

Access to PositionManager is controlled by a username and password, whichmust be entered at the login page in

order to use the system.

1. In the address bar of your internet browser, enter the address for your PositionManager website. This opens the login
page.

mailto:support@healthcaresource.com
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2. Type in aUsername andPassword in the available fields.

3. Click the Log In button.

If you have entered an incorrect Username and/or Password, the systemwill display an error message. ClickOK in this

message and re-enter your correct username and password.

When a valid username and password is submitted, you have successfully logged in and are taken to the Dashboard

page in PositionManager.

Retrieve Username or Password

So many websites, so many login credentials to remember - everyone is bound to forget their username or password

every now and then.

Don't sweat it, though. PositionManager's login page provides links to retrieve both should login overload keep you

from remembering your information.

Though, if you forgot your login information, you can't access this help ... so you probably can't read these instructions

... sooo kind of a "Catch-22" paradox happening here ...

Retrieve Username

These steps take place from the main login page for your PositionManager system.

1. Click the Forgot username? link next to theUsername field on the login page. A Forgot Username pop-up win-

dow opens.

2. In theEmail field, type in the email address you used to create your account.

3. Type in the verification code into the additional text box in the pop-up.
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4. Click theOK button when finished. A new pop-up window opens stating your username has been sent to the email
address on file for your account.

Retrieve Password

These steps take place from the main login page for your PositionManager system.

1. Click the Forgot password? link next to the Password field on the login page. A Forgot User Password pop-up

window opens.

2. In theUsername field, type in the username for your account.

3. Type in the verification code into the additional text box in the pop-up.

4. Click theOK button when finished. A new pop-up window opens stating a password token has been sent to the

email address on file for your account.

5. Clicking the link contained in the email opens a window that asks you to create a new password for PositionMan-
ager. Once this is complete, you can access PositionManager using the new password.
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Position Manager Concepts
There are some key concepts in PositionManager that you should be familiar with to help you quickly navigate and util-

ize the system. Below are some quick descriptions, as well as links to pages with greater detail on each concept.

Requisitions

Requisitions are "requests to hire." They drive most, if not all, of the processes in PositionManager. Requisitions are

used to create job postings, which are placed on career sites for people to view and apply to.

Applicants

Applicants are people. Specifically, ones that you are considering to fill a requisition.

Applicants submit applications to job postings. A single applicant can have multiple applications in the system.

Permissions

Permissions refer to what a user can and cannot do in PositionManager.

The system uses User Roles to control permissions. User roles have a distinct set of permissions associated with

them; users assigned to those roles inherit the permission sets.

User roles also determine which selection lists users appear in (i.e. Recruiter or Hiring Manager lists), as well as which

views they are presented on the dashboard.

User roles should only be adjusted by system administrators with the assistance of HealthcareSource Support rep-

resentatives. Please use caution when accessing the User Roles area of PositionManager.

Messages and Tasks

Messages and Tasks are new concepts for PositionManager, introduced with the release of version 11. They are

found on the Applicant Detail page, and help managers and recruiters keep track of when certain applicants need their

attention for review or general feedback.

There is a newMessages and Tasks table found onApplicant Detail pages that lists correspondence sent between

managers and recruiters about the selected applicant. If some action is required by a user, a task is assigned and dis-

plays in the table until complete.

Onboarding

Onboarding refers to tasks taken during the process of hiring an applicant. It specifically refers to providing forms
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and documents to the chosen applicant for completion and/or review, and tracking the status of those documents.

The New Hire wizard contains an onboarding step which allows users to send a set of documents to the applicant.

Fromwithin their user profile on the career site, applicants are able to review and complete the necessary documents.

PositionManager is then able to monitor and display the status of those documents.

Screening

Screening refers to the background, assessment, reference, and other types of checks that are done on an applicant

during the review and hiring process. These assessments usually include the gathering of data from the applicants,

followed by processing of that data by third-party screening providers.

PositionManager integrates many of the screening tools directly with the applicant profile, making the gathering and

analysis a simply process for users.

The Concept of Requisitions

A Requisition is simply a request to hire, and is the main driving force in PositionManager. Without a requisition, you

cannot post a job opening, and job seekers won't be able to view and apply to any openings. So it all starts with requis-

itions.

If your organization has identified a job opening that needs to be filled, a requisitionmust be created in PositionManager

that both defines the specific job opening as well as the minimum professional requirements for people applying for the

opening. This information is then sent to your career site or a job board so job seekers can view and submit applications

for your opening.

Requisition Workflow

The basic workflow for requisitions goes like this:

1. A requisition is created by a HiringManager (or other user with permissions to create requisitions), defining the job
opening andminimum requirements for potential applicants.

2. The requisition is sent to a set of defined employees that need to approve the requisition (Requisition Approvers).
The Requisition Approvers determine if the opening is legitimate and needs to be filled, and if the requisition accur-
ately reflects the opening and requirements.

3. Once the requisition is approved, it is sent to a Recruiter (or HumanResources representative) who will post the job
opening to career sites. Applicants can now view the opening and submit applications.

4. When a qualified applicant is identified and hired, the requisition is considered Filled, and has reached the end of its
lifecycle.
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As stated, youmust create a requisition in order to post a job opening. However, some organizations want to be able

to post jobs immediately without waiting for approval frommanagers. Therefore, the approval step mentioned above

is optional - you can have your system configured to bypass the approval step for requisitions so your openings get

out to the job boards faster.

For more information about the requisition workflow, please visit the topic on Requisition Status.

Requisition Actions

Throughout the lifecycle of a requisition, numerous actions can be performed along the way. These include things like

creating a requisition, approving a requisition, editing its data, reviewing requisition information, and other related

items.

Here are some common actions that can be taken on a requisition:

l Create a new requisition.

l Copy an existing requisition.

l Find an existing requisition in the system.

l Delete a requisition.

l Change the status of a requisition.

l Edit the information associated with the requisition.
l Create a note for a requisition.

l Add a document to a requisition.

l Review and approve a requisition.

l Resend a requisition for approval.

l Post a requisition as a job opening.

l Print a requisition.

The Concept of Applicants

Applicants are potential employees of your organization. They have responded to job openings posted on career sites

and submitted the necessary application information in hopes to fill your position.

Even if an applicant is not offered the position they originally applied for, their information will remain in PositionMan-

ager. This allows you to reassign applicants to other job openings.

Applicant vs. Applications

Throughout the system, youwill notice a reference to both Applicants and Applications. These terms are somewhat

interchangeable, but there are some differences.
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l Applicants are people that respond to a job opening. They have a profile in PositionManager that contains inform-
ation about their background and capabilities (a resume, basically).

l Applications are what applicants submit for job openings. When applicants access your career site and apply for a
job, they complete several forms and questionnaires for that specific job opening. The information they submit for a
job is for that job only.

An applicant can submit many applications for different job openings you have posted. PositionManager provides

various ways to quickly view all applications an applicant has submitted for different jobs.

Applicant Workflow

Just like a requisition, applicants have a basic workflow they undergo throughout the application process:

1. An applicant reviews a posted job opening and submits an application.

2. The application is reviewed by a recruiter to identify the candidates best suited for the opening.

3. Qualified applicants are sent to the hiringmanager for review.

4. If approved, applicants then attend interviews, have their background and references checked, etc.

5. If all goes well, the applicant receives an offer for the job opening.

6. The applicant accepts the offer and is hired.

Formore information about the applicant workflow, please visit the topic on Applicant Status.

Applicant Actions

Throughout the lifecycle of an applicant, numerous actions can be performed along the way. These include things like

reviewing an applicant, attaching documents, sending emails, and other related items.

Here is a list of common actions that can be taken on an applicant:

l Locate an applicant.

l Review an applicant.

l Send an applicant to amanager.

l Update the status of an applicant.

l Reassign an applicant to another requisition.

l Attach a document to an application.

l Create a note for an applicant.

l Send email to an applicant.

l Hire an applicant.
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User Roles

Permissions for users in PositionManager are controlled through the use of user roles. System permissions are

assigned to roles, then users added to those roles. The added users inherit the permission set for that role.

Roles also help determine if users appear in certain selection lists for recruiters and hiring managers.

Users can belong to multiple roles in the system. When users are assigned to roles with conflicting permission sets, the

least restrictive set of permissions is applied.

The main User Roles page provides a table view of roles in the system. From this table, you can view basic information

and perform actions onmultiple roles at once.

Clicking the link under theName columnwill take you to the User Role Detail page for the selected item, where you can

view and adjust permission sets for the role.

Membership for user roles is controlled from the Users page. You can add a user to a role from the main Users page, or

from their individual user account.

The Concept of Permissions

Permissions for users in PositionManager are controlled through the use of User Roles. System permissions are

assigned to roles, then users added to those roles. The added users inherit the permission set for that role.

Roles also help determine if users appear in certain selection lists for Recruiters and Hiring Managers.

Permissions are based on your organizational hierarchy, so it is recommended that you are familiar with this concept

before continuing.

Expand the sections below in the order they appear to begin learning about User Roles and Permissions.

Roles

As mentioned, when a user is assigned to a role, they inherit the permission set defined for that role. When users are

assigned to multiple roles with conflicting permission sets, the least restrictive set of permissions is applied.

There are several roles that are pre-defined in each PositionManager installation. These can be edited to change the

permissions, and they can be copied to create custom roles.

Pre-defined Roles

Every PositionManager system includes pre-defined roles: Recruiter, HiringManager, Requisition Approver,

Onboarding Router, General, and Administrator.
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These roles come with a default set of permissions in the system, which can be customized to suit your organ-

ization's needs. The permission sets assigned to these roles was selected based on a historical analysis of how

users typically interact with the PositionManager system.

It is not necessary to use these pre-defined roles; they are simply provided as a starting point for setting permissions

for users of your system.

For details on the default permissions assigned to each role, check out this topic.

Custom Roles

In addition to the pre-defined roles included with PositionManager, you can also create custom roles for your system

if you have the need for a specialized set of permissions for users.

Custom roles are created by either copying an existing role, or creating a new one from scratch.

Associated System Roles

All roles in the system are associated with a SystemRole. These system roles determine if users in a role appear in

the necessary selection lists for recruiters and hiring managers.

Example: You create a new role and associate it with the Recruiter system role. Users

assigned to your new role will appear in Recruiter lists - like when you select a recruiter for a

new requis ition, or sending comments on an applicant to a recruiter.

There are several system roles to choose from: Recruiter, HiringManager, Requisition Approver, Onboarding

Router, General, and Administrator.

Every role in PositionManagermust be associated with a system role. When viewing the permission details for an

existing role, you'll notice the page displays which system role it has been associated with. Also, when creating a

new role, you are first asked which system role youwant the new role to be associated with.

Permissions Table

Before getting too deep into permissions, let's look at how everything is laid out.
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As you can see, this page provides three main tabs for permission sets in PositionManager:

l Administration. The Administration tab controls permission sets for system areas that reside under theAdmin tab
(items such as Users, Questionnaires, Job andCommunication Templates, etc.).

l Position Manager. The PositionManager tab controls permissions for the PositionManager modules: Requis-
itions, Job Postings, Applicant Management, andDashboard.

l Reports. The Reports tab controls permissions for viewing reports found on theReports tab in PositionManager.
The items listed refer to report groups, not individual reports.

Each tab contains links above the permissions table that further breaks down permission sets for the selected area.

The permissions on each tab are broken down into a table on the page. The left side of the table (the first column,

titled "Permission Name") lists all the available permissions for the site, grouped by area.

The first row of the table, the header row, displays the three ways to activate a permission:

l Area of Responsibility. Refers to additional areas the user has been assigned responsibility within the organ-
izational structure.

l Position in Hierarchy. Refers to where a user resides in the organizational structure.

l My Own. This option provides a way to assign permissions to users only if they are associated to a requis-

ition/application in some way (such as a Recruiter or Hiring Manager); otherwise, they will not have access.

Note: The "My Own" column only appears when viewing permissions on the Position Manager tab on

the User Role Detail page.

l Custom Level. This allows you to override the "Area of Responsibility" and "Position In Hierarchy" columns and
assign a different level of permission access to the role.
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The “Permission Name” column shows the available permissions under the selected area. The “Select All” column

simply provides a quick and easy way to activate or deactivate the entire row at once.

Finally, the main part of the table shows you if the permission has been granted or not. Quite simply, a green check

means you have that permission; a red X means you do not.

Assigning Permissions to a Role

Now that we have an understanding of how the permissions table is laid out, let’s look at how we would actually

assign permissions to a role using the "Area of Responsibility" and "Position in Hierarchy" columns.

Position In Hierarchy

Since PositionManagermanages all types of sensitive data for your entire organization, it is necessary to ensure you

are able to precisely control user access to that data across the system. The key to achieving this type of granular per-

mission functionality is Position in Hierarchy (PIH), or where a user resides within the organization.

It may be helpful to picture a standard organizational chart with all of the different departments and sub-sections that

branch off as you go down the structure.
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When a permission is activated in the PIH column, this means that a user is granted that permission for their position

in the hierarchy, as well as everything below that position. So, you are granted that permission for everything up to

and including the area you reside, but nothing above.

Area Of Responsibility

Area of Responsibility (AOR) is similar to PIH in that it refers to your organization’s hierarchy structure. When the AOR

column is activated for a permission in the table, a user in that role is granted that permission for whichever Areas of

Responsibility is selected in their user profile.

In contrast to PIH, where you also receive that permission for everything below you in the hierarchy, AOR grants you

the privilege for the specific node indicated in your user profile’s Area of Responsibility only – it does not include areas

beneath the indicated AOR.
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So, in summary: PIH gives you permissions for your position plus everything beneath it, while AOR only gives per-

missions for the exact specified node in the structure – nothing above or below.

My Own

The “My Own” column provides a way for you to determine if a user should have a certain permission for everything

within their Position in Hierarchy, or just those items they have been assigned to in some way (as a Recruiter or Hiring

Manager, for example).

Under normal use, the “My Own” columnwould be activated only when the "PIH" column is not activated. This

means that the user only has that permission for items they are assigned to, and cannot perform that action on other

items even if it resides in their PIH.

Custom Level

Finally, we have the “Custom Level” column. The drop-down list in this column shows all the levels of your organ-

izational hierarchy, and is used in special cases where youwant to override the usual Position in Hierarchy for a role.

When you select an option from theCustom Level drop-down, it will take the place of the PIH option for that per-

mission and grant the user rights up to the level indicated in the drop-down.
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Example : A user resides at the Department level in their Position in Hierarchy, and has per-

missions to create requis itions up to that level. However, a system administrator selects the

Global level from the Custom Level drop-down list for the role. Now that same user will have

the ability to create a requis ition at any level of the organization since the Custom Level selec-

tion overrides their Position in Hierarchy.

So, with the Custom Level option, you can assign permissions either above or below the level indicated by a user’s

Position in Hierarchy.

Warning: Use caution when adjusting permissions for a user role as it may have adverse effects on user

access to the system. Please consult an HealthcareSource Support representative for assistance in any activ-

ities relating to permissions and user roles!

Applicant Management

The Applicant Management link under the Position Manager tab for a user role determines the actions a user can

take on applicant they have access to.

But how do you determine which applicants a manager can access?

To answer this question, there are two options found above the permissions table for the Applicant Management

area. These options determine if a manager can see all applicants that have applied to one of their requisitions, or if

they only see those applicants the recruiter of the requisition specifically sends to them for review.

The options are defined as follows:

l View/Manage Applicants based on Requisitions I have access to. When this option is selected, managers are
able to view all applicants that have applied to requisitions they have the ability to view. Managers do not have to be
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granted special access to an applicant in order to view their information; if they applied to one of their requisitions,
themanager can view their application.

l View/Manage Applicants that are sent to me. This is themore restrictive of the two options. When this is selec-
ted, managers have access to applicants only when a recruiter sends the application for their review. Unless a
recruiter specifically requests their review of an application (using the Send toManager feature), themanager will
not be able to view the applicant's information, even if that manager has access to the requisition.

Why choose one option over another? The quick answer is to speed up the applicant review process by limiting the

number of applicants a manager has access to.

If a manager only sees applicants that a recruiter sends over, there are fewer applications they must go through to

find a qualified candidate.

However, since some organizations want their managers to have full access to applicants, we've provided the ability

for managers to view every applicant that submits their information to a requisition.

The Concept of Messages and Tasks

The Messages and Tasks area, a table found on the Applicant Detail page, was introduced to PositionManager in the

release of version 11. It was created to help streamline the processing of applicants.

The Messages and Tasks table serves two main purposes:

l Track communications betweenmanagers and recruiters regarding the selected applicant.

l Assign tasks to users when specific actions are needed, such as completing a custom form or setting up an interview.

Messages

Messages are simply emails sent regarding the selected applicant. They can be sent betweenmanagers and recruit-

ers, or directly to the applicant.

The main purpose of the Messages and Tasks table is for recruiters to send applicants to managers for review, and

for those managers to comment, or reply to the messages. This correspondence between the users is tracked and

displayed in a threaded message format in the table.

Messages sent betweenmanagers and recruiters are also used to assign tasks to users, as described below.

The Messages table also shows emails sent directly to the applicant under the Applicant Messages view of the Mes-

sages and Tasks table.

For more about messages, look here.

Tasks
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Tasks are requests to a user of PositionManager to complete an action. Those actions can be to review an applic-

ant's information, complete a custom form, set up an interview, etc.

When a task is assigned to a user, it appears in the Messages and Tasks table. Users canmark tasks assigned to

them as complete, and some tasks will even automatically mark themselves as complete when the users performs

the necessary actions (such as filling out a custom form).

Tasks can be viewed as simple reminders that another user has requested something from you. There is no penalty

for not completing tasks; the processing of the applicant can continue with no problems if tasks are not completed.

Tasks are assigned to a user when a message is sent.

For more about tasks, look here.

The Concept of Onboarding

Onboarding refers to tasks taken during the process of hiring an applicant. It specifically refers to providing forms and

documents to the chosen applicant for completion and/or review, and tracking the status of those documents.

Onboarding in Position Manager

Onboarding in PositionManager consists of a series of tasks aimed at providing information to and collecting it from

applicants that have been selected for hire for a position.

The basic onboarding process is as follows:

1. The applicant selected for hire is sent a group of documents and forms.

2. The applicant reviews the documents and completes the forms as necessary.

3. A PositionManager user, usually the Onboarding Manager, reviews the applicant's submitted forms for com-

pleteness and/or accuracy.

If the forms are not correctly completed, the manager rejects the forms and the applicant is notified that they must

re-visit the forms.

4. Once the forms are correctly completed, themanager signs off, or approves, the forms. At this point, the applicant
is considered hired and their workflow in the PositionManager system is closed.

Documents are assigned to an applicant within the Onboarding step of the New Hire wizard, or from the Applicant

Detail page. PositionManager users review and reject/approve documents from the Applicant Detail page.

Onboarding for Applicants

As mentioned, there are onboarding tasks that the applicant themselves need to complete. This mainly refers to
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reviewing and completing any documents and/or forms that are assigned to them fromPositionManager. Once

these documents are completed, users in PositionManager review the documents.

Once all the necessary document have been approved by the necessary PositionManager users, the onboarding pro-

cess is complete.

The Concept of Screening

The applicant screening process is an attempt by an employer to hire not only the most qualified applicant for a position,

but to have some knowledge of the applicant's background, which can reveal what type of behavior or attitude might be

brought to the job position.

Screening in PositionManager refers to the collection and analysis of information relating to the applicant that goes

above and beyond the usual data submitted for a job posting. Screenings assist with the evaluation of an applicant to

determine if they are the right candidate for a particular opening at your organization.

Thoughmost screening types are performed by third-party vendors, PositionManager is able to integrate withmany

vendors and manage the request and collection of screening data fromwithin the PositionManager system.
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Dashboard
The Dashboard page in PositionManager is the starting point for accessing system information. It provides fast and

easy access to the information you need to get your job done.

This area helps recruiters and managers quickly locate requisitions and applicants that require a review or some other

action from the current user.

The page is divided into separate areas, each providing different pieces of information. These areas are described

below.

Dashboard links

Along the left side of the dashboard are two sections of links to help users quickly locate and access information:

Applicants and Requisitions.

l Applicants. The Applicants area on the dashboard is used for fast access to applicants. It is organized by applic-

ant status, and shows howmany applicants are in each status. Clicking the number link takes you to the Applic-

ants page and automatically performs a search based on the selected status.

The list of available statuses and sections is determined by your individual user role.
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The drop-down list at the top of the area contains any saved searches created on the main Applicants page for

quick reference. As with the number links, selecting an option from the drop-down list takes you to the Applicants

page and automatically performs the selected search.

l Requisitions. Much like the Applicants area, Requisitions provides quick access to requisitions in the system. It

is also organized by status, and clicking the number link for each status opens the Requisitions page with the

selected search.

The available drop-down list contains any saved searches created on the main Requisitions page. Selecting an

option from the drop-down list takes you to the Requisitions page and automatically performs the selected

search.

My Recent Activity
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My Recent Activity displays the five (5) most recent applicants and requisitions accessed. Clicking the links for any

item opens the detail page for the selected item.

Announcements

Announcements is a place for system administrators to post important information to users of PositionManager.

Clicking the link for an announcement opens a pop-up window with the full text of the message.

These messages can be configured to appear for only certain user roles, such as recruiters and managers. .

My Performance

The My Performance area displays graphs based on analytical information of the hiring process in PositionManager.

Information displayed in this area applies only to the current user, and only includes data over the past 90 days.

The two available graphs display the Average Days to Fill for requisitions and anApplicant Pipeline for applicants

that have applied to requisitions for the recruiter.

Role-based Dashboard views

The Dashboard offers role-based views for users. This means that users assigned to a certain role will have a different

view of the Dashboard than users in other roles.

The areas of the Dashboard that are role-based are described below.

Applicants

The Applicants area of the Dashboard displays a list of applicant status and a link for each that automatically
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launches a search based on the selected status. Each available user role displays a different set of statuses based on

what the user role needs access to.

For the Recruiter role, there are three sections under the Applicants area:

l New and Active. Indicates all the applicants with a status of "New" and "Active", including any sub-groups of
those statuses.

l Screening. Displays the number of screenings in each available status. This includes background checks, assess-
ments, and reference checks.

l New Hires. This area shows the status of onboarding activities for applicants.

In addition to the status breakdown, the list displays those applicants in the "Sent to Manager" status that have been

viewed and those that have not been viewed.

Announcements

Announcements have a setting that determines which user role the announcement appears for. Multiple user roles can

be selected for each announcement.

Example : If an announcement is made vis ible to the Recruiter role only, a user assigned to the

Hiring Manager role does not see the announcement on their Dashboard.
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Requisition/Jobs
The Requisition/Jobs page in PositionManager is where youmanage both job requisitions and job postings. This is

where requisitions are created, edited, and routed through necessary approval cycles.

In order for a job to get posted for applicants, it must first be created and approved as a Requisition in PositionManager

and routed through the necessary approval cycle.

Only after a requisition is approved by the assigned managerial personnel, determined by the selected approval work-

flow when the requisition was created, can it be posted as a job opening.

PositionManager allows the customizing of approver lists for requisitions, so approval workflows may differ for each cli-

ent.

Note: Not all PositionManager systems utilize approvals for requisitions. In these cases, job postings are cre-

ated immediately after completing a requisition.

Requisition Detail

The Requisition Detail page provides area to make necessary edits to requisition information, view attached notes and

documents, and view revision and change history for the selected item.

The Requisition Detail page displays the full overview and history of the selected requisition. Several informational tabs

are used:

l Req Details. TheReq Details tab lists the current details of the requisition. The information on this tab is contained in
two collapsible areas: Standard information and Requisition Details. The fields displayed in the Requisition Details area
are customized based on your organization's requisition form.
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l Job Postings. The Job Postings tab lists any internal and external career sites where the approved requisition has

been posted as an open job, along with basic information about when it was posted and which user posted the job.

Details about the job posting itself are also found under the list of postings.

Note: The job posting table only lists postings that are related to the PositionManager system. If a site is

used that is not linked to PositionManager, it does not appear in the list.

l Attached Documents. The Attached Documents tab provides access to documents attached to the requisition.

Note: Attaching documents to a requisition is a system-wide setting in PositionManager controlled in the

Admin area. Your systemmay not be configured to accept document attachments; therefore, this tab may

not appear.

l History Detail. TheHistory Detail tab contains a full change history of the requisition, from creation to its current
state.

l Applicants. TheApplicants tab provides a tabled list of all applicants that have submitted an application for the requis-
ition. Clicking on an applicant's name from this list opens theApplicant Detail page.

In addition to these informational tabs, aNotes section is available under the tabbed section of the page where you can

view and add notes about the requisition.

A Requisition Workflow History table is shown to the right of the tabbed area. This table shows the date of the action,

what was done to the requisition, and the user that performed the action. There is also a note icon that displays any

notes added when the action took place. The name of the last user to update the requisition and the date the action was

taken are listed below the table.

Managing Requisitions

The Requisitions page is where you canmanage existing and add new requisitions in the PositionManager system. This

page provides a table view of requisitions in the system. From this table, you can view basic information and perform

actions onmultiple requisitions at once.
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The Requisitions table can be filtered using the Search panel to the left of the page. When you first visit the Requisitions

page, the system uses a default search for requisitions in a status of "Draft", "In Process", "Approved", "Active - Not

Posted", "Active - Posted", and "OnHold".

There is also aRecent Requisitions area under the panel that provides a list of recently accessed requisitions.

The main table can be sorted by clicking on any of the available column headings.

Clicking the link under the "Position Title" columnwill take you to the Requisition Detail page for the selected item.

Approving a Requisition

After a requisition is created in PositionManager, it must be approved before it is posted to job sites for potential applic-

ants.

Requisition approvers receive an email notification about each requisition that requires their approval. The link takes the

user to the login page for PositionManager. Upon successful login, they are then taken to the Requisition Detail page

where they can complete the approval process.
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Tip: If a user has misplaced an approval email, you can resend a requisition approval email at any time.

Users can also access requisitions that require approval directly from PositionManager without using the email link by

searching for an opening a requisition from the main Requisitions page.

Note: You can view comments made by other approvers of the requisition by clicking the Note icon next to the

entry in theRequisition Workflow History area of the Requisition Details page.
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The steps below assume you have already reached the Requisition Detail page for the requisition you need to review,

whether you used the email link or just searched for the requisition in the system.

1. On theRequisition Detail page, review the information for the requisition.

2. In theApprovals area, select if you wish toApprove orReject the requisition.

3. Check the Approval Complete box if no further approvals are required for the requisition.

Note: If you check the Approval Complete box, the requisition approval process is complete and the requis-

ition is sent to the Recruiter for posting. Youwill not be able to make a selection in the Select Next to

Approve field.

4. If necessary, type in additional Comments.

5. If you did not check theApproval Complete box, youmust choose a user in theSelect Next to Approve field.

6. Click theSubmit button.
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Clicking the Submit button reloads the page, and a message is displayed stating the requisition has been approved.

If you checked the Approval Complete box, the requisition is sent to the Recruiter for posting. The requisition status is

updated to "Approved".

If you did not check the Approval Complete box, the requisition is sent to the user selected in the Select Next to

Approve field for approval. The requisition remains in the "In Process" status.

If you chose to Reject the requisition, the requisition is sent back to the creator for revisions. The requisition status is

updated to "Rejected".

Creating a Requisition

Before a new job can be posted for applicants, it must first be entered into PositionManager as a requisition.

There are two ways to create a new requisition in PositionManager: start from scratch, or copy an existing requisition.

This topic covers the process for creating a new requisition from scratch.

You can view instructions for copying an existing requisition here.

PositionManager provides an easy-to-use wizard that walks you through the requisition creation process.

To get started, click the Add Requisition button on the main Requisitions page. The requisition creation wizard launches

and displays the first step of the process, Select Organization.

Note: Depending on available permissions for a user and overall system settings, not all of the steps shown

here may be available.

1. Select Organization. In this step, you select the specific area of your organizational structure where the opening

resides. Your selection here determines which job templates are available in the next step.

Select Organization details
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a. Check the box next to the entity in your organizational hierarchy for the new requisition. You can either

browse the tree structure or perform a search by entering part of an Organization Name or Code into the text

field and clicking the Find button.

Note: The system checks an organization for you by default, but you can change the selection as

needed. The default selection is based on the position in hierarchy noted in your user profile; or, if you

are a recruiter, the areas of responsibility in your profile.

b. Click Next to advance to the next step of the process.

2. Select Template. This determines the specific job for your opening. The template you select here will pre-populate

the Requisition Detail form in the next step.

Select Template details
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a. Check the box next to the job template youwish to use for the new requisition. You can either browse the list

of available templates or perform a search by entering a Job Code or Position Title into the text fields and

clicking the Search button.

Note: If there are no job templates available to select, you do not have the necessary permissions to

create a requisition in the selected area of your organization. You can return to the previous step and

select a different organization, or contact your system administrator to verify your permissions.

b. Click Next to advance to the next step of the process.

3. Enter Req Details. This is where the details of the opening are entered. These forms are customizable and will vary

from client to client.

Enter Req Details details
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In the Standard Information section:
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a. Type in a Requisition Number.

Note: The Requisition Number field may appear as a read-only field. This occurs when your Position

Manager system is set up to automatically generate this number.

b. Select a Hiring Manager.

Note: This field may be filled in by default depending on your system settings.

l Click theSearch icon next to theHiring Manager field.

l From theUser Lookup pop-up window, select the check box next to the name you want to assign to the Hir-
ingManager role for the requisition.

l Click theOK button.

c. Select a Recruiter.

Note: This field may be filled in by default.

l Click theSearch icon next to theRecruiter field.

l From theUser Lookup pop-up window, select the check box next to the name you want to assign to the
Recruiter role for the requisition.

l Click theOK button.

In the Requisition Details section:

a. Enter data into the available fields in this section.

Note: Requisition forms are customizable, so the list of available fields in this section will vary from cli-

ent to client. These fields are set based on the data your organization requires for requisition requests.

In the Documents section:

a. Click the Attach Documents button. This allows you to browse your computer and upload a reference file to

the new requisition.

Note: Your Requisition Details formmay not include a Documents section. This is an option and is

not automatically included in all PositionManager systems.
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Once you have completed the Requisition Details form, you have several options as to how to proceed. Your sys-

tem settings determine which buttons are available and what each does.

Button options

l Next. If you have aNext button, clicking this takes you to the next step in the process. At this point, a

requisition record is created in the system and given a status of “Draft”.

l Finish. If you see a Finish button, clicking this completes your portion of the requisition process. The new

requisition is created and set to a status of “Active”. The requisition is sent to the user responsible for

posting it as a job.

l Submit and Continue. A Submit and Continue button creates the requisition, sets its status as

“Approved”, and takes you to the next step.

l Previous. Clicking thePrevious button takes you back to theSelect Template step. You lose any data
you entered on theRequisition Detail form if you click Previous.

l Cancel. Clicking theCancel button stops the requisition creation process. The wizard window closes, all
entered data is lost and no requisition record is created.

l Save as Draft. TheSave as Draft button saves all information entered so far, creates a new requisition
record in the system, places it in a “Draft” status, and closes the wizard. You can re-open the requisition
from themainRequisitions page and continue the process at any time.

4. Pre-Qual Questions. This step allows the selection and editing of a pre-qualification questionnaire for the requis-

ition. An existing questionnaire can be used, and edits can be made to the questionnaire if necessary.

Pre-Qual Questions details
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a. Select a questionnaire from thePre-Qual Questionnaire drop-downmenu. The questions associated with the
questionnaire are loaded into the table.

b. Click Add Suggestions to add any recommended pre-qualification questions associated with fields contained
in the requisition.

c. Make any necessary edits to the questionnaire.

d. In theSave Options section, select if you wish to save any changes made to the questionnaire to the selected
questionnaire template, or if changes should only be applied to the current requisition.

e. Click Next to advance to the next step of the process.

5. Ranking Questions. Similar to the previous step, this allows the inclusion and editing of a ranking questionnaire for

the requisition.

Ranking Questions details
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a. Select a questionnaire from theRanking Questionnaire drop-downmenu. The questions associated with the
questionnaire are loaded into the table.

b. Make any necessary edits to the questionnaire.

c. In theSave Options section, select if you wish to save any changes made to the questionnaire to the selected
questionnaire template, or if changes should only be applied to the current requisition.

d. Click Next to advance to the next step of the process.

6. Submit for Approval (option). In this step, you determine who needs to review and approve the requisition before it

can be posted to job boards.

Submit for Approval details

Note: The Submit for Approval step only appears if your system is configured to use approvals; oth-

erwise, youmay be able to move directly to the Post Job step in the wizard.
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a. Check theApprove option if you wish tomark the requisition as approved.

b. Check the Approval Complete option if no other user needs to review the requisition before posting it as a

job.

Note: The Approval Complete option is available only if you have the self approval permission.

c. Type in any Comments regarding the requisition.

d. Determine which user needs to review the requisition in the Select Next to Approve field.

l Click theSearch icon next to the field.

l From theUser Lookup pop-up window, select the check box next to the name you want to assign to the Hir-
ingManager role for the requisition.

l Click theOK button.

e. Previous, Cancel andNext

Just as with the previous step of the wizard (Enter Req Details), your system configuration determines which but-

ton is available to continue the process.

l Finish. If you see a Finish button, you do not have the ability to post the requisition as a job. Clicking Finish
saves the requisition in a state of "In Process" and sends the requisition to the selected user for approval. Once
it is approved by necessary users, it can be posted as a job by a user with the proper permissions.

l Next. A Next buttonmeans you have the necessary permissions to post the requisition as a job. ClickingNext
takes you to the final step in the requisition creation wizard.

There are other options available if you wish to make changes to information you have entered to this point.
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l Previous. Clicking thePrevious button takes you back to theEnter Req Details step. You will lose any data
you entered on theSubmit for Approval step if you click Previous.

l Cancel. Clicking theCancel button stops the requisition creation process. The wizard window closes and your
requisition is saved to a "Draft" status. Any data entered on theSubmit for Approval step is lost.

7. Post Job (option). The final step in the requisition creation workflow involves posting the job to available job boards.

After this step, you can begin collecting applications.

Post Job details
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Click here to viewmore information on Posting a Job, which is covered in a separate topic.

Requisition Notes

PositionManager allows users to create notes for a requisition in the system. Notes are visible on the Requisition Detail

page for a specific requisition for users to view.

Notes are added to a requisition from the Requisition Detail page.

Creating a Note for a Requisition

Notes can be created for a requisition for reference purposes. There is no limit to the number of notes that can be added

to requisitions.

These steps are taken from the Requisition Detail page.

1. Select theCreate Note option from the Take Action drop-down list.

2. In theCreate Note pop-up window, type in the text of the note you want to create for the requisition.

3. Click theSave button.

The page reloads after the Save button is clicked and a message displays that states the note has been successfully cre-

ated for the requisition. The note appears in the Notes table for the requisition.

Deleting a Note from a Requisition

Notes that have been added to a requisition can be deleted. Deleted notes can not be recovered.

These steps are taken from the Requisition Detail page.

1. In the Notes table, check the box next to the note(s) you wish you delete.

2. Select theDelete Note option from the Take Action drop-down list. A confirmation dialog will open asking if you are
sure you wish to delete the selected note(s).

3. Click theOK button.

Clicking theOK button deletes the selected notes from the requisition. The Requisition Detail page reloads and displays

a message stating the selected note(s) were successfully deleted.

Requisition Documents

PositionManager allows users to upload documents from their local computer (or local network) to a requisition for ref-

erence purposes. Uploaded documents are visible on the Requisition Detail page for the selected requisition, where

users can then download to view the attached documents.
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Documents can be uploaded to a requisition fromwithin the requisition creation wizard during the creation process, or at

any time from the main Requisitions and the Requisition Detail pages.

Attachments are limited to these file types: .doc, .docx, .pdf, .htm, .html, .rtf, .txt, .xls, .xlsx, .ppt, .pptx, .jpg, .jpeg,

.bmp, .png, .img, .tif

There is a limit to the size of files you can attach to a requisition. The allowable file size is configurable, so please check

with your system administrator to determine your site's limits.

Note: The ability to attach documents to a requisition is a system setting. Your PositionManager systemmay

not be configured to allow requisition document uploads.

Attaching a Document to a Requisition

Documents can be added to a requisition for reference purposes.

Note: Attachments are limited to these file types: .doc, .docx, .pdf, .htm, .html, .rtf, .txt, .xls, .xlsx, .ppt, .pptx,

.jpg, .jpeg, .bmp, .png, .img, .tif

Note: There is a limit to the size of files you can attach to a requisition. The allowable file size is configurable, so

please check with your system administrator to determine your site's limits.

These steps are conducted on the Requisition Detail page. This action can also be carried out from the main Requisitions

page as a batch action.

1. Select theAttach a Document option from the Take Action drop-down list.

2. In theSelect a document to attach pop-up window, click theBrowse button and select the file to attach to the requis-
ition.

3. Click theOK button.

The page reloads after theOK button is clicked. A message displays that states the document has been successfully

attached to the requisition(s).

The uploaded document now appears in the Documents table on the Requisition Detail page for the selected requisition

(s).

Deleting a Document on a Requisition

Documents that have been attached to a requisition can be deleted. Deleted documents can not be recovered; you will

need to re-attach them to the requisition from their original source.

These steps are conducted on the Requisition Detail page.



Position Manager - User Guide • HealthcareSource © 2018 50

1. Click on theDocuments tab.

2. Check the box next to the document(s) in the table you wish to delete.

3. Select theDelete Documents option from the Take Action drop-down list. A confirmation dialog will open asking if
you are sure you wish to delete the selected document(s).

4. Click theOK button.

Clicking theOK button deletes the selected documents from the requisition. The Requisition Detail page reloads and dis-

plays a message stating the selected document(s) were successfully deleted.

Searching for Requisitions

A standard search feature is provided on the main Requisitions page to provide quick access to records that need to be

reviewed and/or updated.

Tip: Several fields in the search area use look-up windows for making selections (as opposed to drop-down

lists). To use these lookups, click the Search icon next to the field and either search for an entry or browse the

available options to make selections.



Position Manager - User Guide • HealthcareSource © 2018 51

1. From the main Requisitions page, locate the Search area in the column on the left of the page.

2. Using the available search fields, select values for the criteria you wish to search against. You can use one ormore

of the fields for your search.

3. When all necessary criteria has been entered, click theSearch button.

The Requisitions table reloads to display those results that match the criteria used for the search.

Tip: If this search is one youwill run frequently, you can save the search for quick reference for future searches.

Alternate Search Methods
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The Search panel on the Requisitions page also provides access to any Saved Searches youmay have. Select the

desired search from the drop-down list and click theGo button to run the saved search.

TheQuick Search field above the standard search options is another way to conduct a search. Enter any text in here

and the systemwill search all available requisition fields for a match.

Finally, you can select from a list of recently accessed requisitions that are displayed at the bottom of the search panel.

Clicking one of these links will open the Requisition Detail page.

Requisitions Quick Search

The Search area on the Requisitions page provides a quick way to search against many fields at once when attempting

to locate a requisition.

When using theQuick Search feature on the Requisitions page, the following fields are searched:

l Requisition Number

l Position Title

l Job Code

l Job Posting Title

l HRIS ID

Table Filters

The search results table on both the Requisitions and Applicants pages offer a filter feature that allow you to further refine

search results.

Columns that can be used to filter results contain a small icon ( ) indicating a filter is available. Clicking this icon dis-

plays a drop-downwith the filter options.
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The table filters allow you to filter against two sets of criteria in each column. This is why the filter contains two drop-

down lists and text/date fields. When options are chosen in each filter option for a column, the system only returns res-

ults that match both of the filter criteria used.

When filtering on a date column, the two filter options allow you to set a date range to filter against (i.e. anything on or

afterDate X and before or onDate Y).

Using the available filters is a matter of setting the criteria you wish to filter against. Though the process is the same,

you'll notice that there is a small difference when filtering on text fields versus date fields.

1. Click the filter icon ( ) in the table column you wish to filter on. The filter drop-down appears.

2. Select a filter option from the first drop-down list.

3. Enter the information to use as the filter in the text/date field.

4. Click the Filter button.

Clicking the Filter button reloads the page and displays the filtered results in the table.

More about requisitions

Changing the Status of a Requisition

As a requisitionmoves through the PositionManager system, its status is updated to reflect its position in the process.

The status of a requisition can be updated at any time by users with necessary permissions.
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These steps are taken from the Requisition Detail page. This action can also be taken from the main Requisitions page as

a batch action.

1. Select theChange Status option from the Take Action drop-down list.

2. In the Change Status pop-up window, select the new status from the available drop-down list.

Note: The status options that appear in the drop-down list are dependent on which status the requisition is

currently in. Not all statuses will be available.

3. Click theOK button. The pop-up will reload and display a confirmation of the status change.

4. Click theOK button to finalize the status change.

Clicking theOK button in the confirmation pop-up window reloads the page, and a message displays stating the requis-

ition status has successfully been changed.

TheRequisition Status History area found on the Requisition Detail page for a specific requisition displays the status

change.

Copying a Requisition

Existing requisitions can be copied to create new requisitions using the same data. This helps speed up the creation pro-

cess when creating new requisitions that are similar to ones already in the system.

Youmay copy a requisition in any status; however, the new requisition you create will begin in the "Draft" status, just as

if you were creating it from scratch.

What gets copied?

When copying a requisition, all of the fields for the requisition are carried over to the new copy. This includes all fields

found in the Basic Data and Requisition Details section of the Requisition Detail page. Additionally, any documents

attached to the original requisition are also copied over.

Notes are not included in the copy process.

Steps

When you copy a requisition, you are placed into the Create Requisition wizard used when creating new requisitions.

The only difference is that the wizard opens up to Step 3 (Enter Req Details), and the Req Details form is pre-pop-

ulated with information from the original requisition.
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1. Open theRequisition Detail page for the requisition you wish to copy.

2. Select theCopy option from the Take Action drop-down list. The page reloads and a pop-up window opens to Step
3 (Enter Req Details) of the Create Requisition wizard.

3. Complete the wizard as youwould for a new requisition.

Click here to view the topic on using the create requisition wizard.

Completing the requisition process is the same for new and copied requisitions. After the Submit for Approval or

Save button is clicked, the page reloads and displays a message stating the requisition was successfully submitted

(or saved).

The user selected to review the requisition receives an email notification informing them of the new requisition that

requires their approval.

Deleting a Requisition

Requisitions can be deleted from the system provided they have a compatible current status. Requisitions with a status

of "In Process", "Active - Not Posted" or "Active - Posted" cannot be deleted.

Warning: Deleted requisitions are permanently removed from the system and can not be recovered. Data from

deleted requisitions do not appear in any reports in the system.

These steps are taken from the main Requisitions page.

1. Check the box next to the desired requisition(s).

2. Select theDelete Requisition option from the Take Action drop-down list. A confirmation dialog will open asking if
you are sure you wish to delete the selected requisition(s).

3. Click theOK button.

After theOK button is clicked, the Requisitions page reloads and displays a message stating the selected requisition(s)

were successfully deleted. The selected requisition(s) no longer appears in the table.

Editing a Requisition

Users with necessary privileges have the ability to make updates to existing requisitions in the system.

1. From the main Requisitions page, click the link for the requisition under the "Position Title" column. This will open the

Req Detail tab on the Requisition Detail page. The requisition form automatically opens in edit mode.
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Note: If you do not have the necessary privileges to edit a requisition, theReq Details tab displays in read-

only mode.
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Note: If the selected requisition is in a "Draft" status, the requisition creation wizard automatically opens to

the Enter Req Details step. From there you can continue the requisition creation process in the wizard as

described in this topic.

2. Make the necessary updates to the available fields on the requisition form.

3. Click the Submit for Approval button to send the requisition to the user selected in the Approvals section.

You can also click the Save button if you do not want to submit the requisition for approval yet.

Note: Only requisitions with a status of "Draft", "Recalled" and "Rejected" will have the Submit for

Approval button. Requisitions in all other states will only show a Save button.

Once the Submit for Approval orSave button is clicked, the page reloads and displays a message stating the requis-

ition was successfully saved.

If Submit for Approval is selected, the user chosen as the next reviewer receives an email notification about the requis-

ition that requires their approval.

Final Approval for Requisitions

Final approval for requisitions means users with the necessary privileges can complete the approval process of a new

requisition during the creation process without having to select an approving user.

When a requisition is in a "Draft" (or "Recalled") status, the Submit for Approval step shows an option to mark the requis-

ition as "Approval Complete". Checking this optionmarks the status of the requisition as "Approved", and you can

immediately move onto the Job Posting step of the process.

Note: Final approval is a permission controlled on the User Roles page in the Admin area. If you do not see an

Approval Complete option in the Submit for Approval step, then you do not have the necessary permissions

to approve the requisition.

Katon Quick Count

TheKaton Quick Count tool allows hospitals to measure the total number of potential candidates by geography and

specialty to make better decisions about recruiting strategies and to accurately set expectations within organizations.
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Katon Quick Count displays the total number of qualified candidates within a certain drive time of their facility and target

recruitment effort towards these candidates. Providing this information allows recruiters to better understand the labor

supply for a particular skill set within a defined distance from the hiring facility, then use that information to calibrate

expectations on how easy or difficult it will be to generate interest for your recruitment needs based on the available local

talent.

Armed with that knowledge, you're better able to determine if you need to modify messaging or selling points if the avail-

able labor supply is low to make offers more attractive.

Note: Katon Quick Count is currently not available when using Internet Explorer.

Using Katon Quick Count

Katon Quick Count can be found on the Requisitions/Jobs page in PositionManager. Using it is quick and easy: just
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select a geographical location (Zip Code orState) and a job category, and the tool displays the size of the available

talent pool.

1. Click the Talent Population button. This opens a pop-up window that contains the tool.

2. In the pop-up window, enter a specific Zip Code, or select a State from the drop-downmenu. (You only need to

complete one of these fields to see results.)

3. Select a job category from the drop-downmenu.

4. Adjust the Years of experience slider as needed.

As soon as you select a geographical location, the window displays the results under the fields. As you begin to

refine the search by modifying the location, selecting different job categories, or moving the experience slider, the res-

ults are automatically updated.
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Pre-Qualification

Pre-qualification is a useful tool for quickly determining if an applicant meets the minimum requirements for an open pos-

ition at your organization. By setting up some basic questions suited to the core requirements of the job, hiring managers

receive a better-qualified and more focused pool of suitable applicants.
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Pre-qualification questions can be added to requisitions during the creation process (from the Add Requisition wizard)

and when posting a job. Questions can be added using pre-defined templates, suggested pre-qualification questions

(based on field-level questionnaires), and manually adding individual questions.

During the create requisition process, pre-qualification questions can are added, removed, and sorted using the Add,

Remove,Move Up andMove Down buttons in the Pre-Qual Questions step of the wizard.

Pre-qualification questions are presented to applicants early in the apply process. Depending on their answers, they are

either allowed to continue along the application process, or are disqualified from consideration and receive a rejection

message.
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Questionnaire templates

A pre-qualification questionnaire templates can be created and applied to requisitions and job postings at any time.

These templates are created from the Questionnaires page in the Admin area.

These templates can be added to requisitions in the Pre-Qual Questions step of the Create Requisition wizard, or

when posting a job to career sites. Once templates are added to a requisition, edits can be made to the questions as

necessary.

Field-level questions
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Field-level questions are questions assigned to specific fields in PositionManager. When these fields are included

on a requisition form, the questions associated with the fields can easily be added to the requisition in the Pre-Qual

Questions step of the Create Requisition wizard with a single click. Learnmore

Manually adding questions

In addition to the available templates, individual pre-qualification questions can be added to requisitions in the Pre-

Qual Questions step of the Create Requisition wizard. This allows you to fine-tune the questions presented to applic-

ants during the apply process.
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Printing a Requisition

PositionManager allows you to print a hardcopy of requisitions in the system. These can be printed to paper or saved to

a file for future reference.

These steps are taken from the Requisition Detail page.

1. Select thePrint option from the Take Action drop-down list. A new tab (or window) opens in your browser displaying
the requisition.

2. From this window, use your browser's Filemenu to print the requisition to the printer of your choice.

Selecting the Print option opens a new window (or tab) in your browser that displays the information associated with the

requisition, formatted for a printed view.

You can now send this information to your local printer, or save the requisition as a file on your computer in a variety of

formats (including MS Word or PDF).
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Reassigning Approvers

PositionManager allows you to update the user assigned as an approver to a requisition. This feature comes in handy

for those times when the assigned approver is unavailable or unable to review the requisition. In these cases, you can

change the approver in order to keep the requisition process moving.

You can only reassign an approver for requisitions that are in a state of "In Process".

These steps are taken from the Requisition Detail page. This action can also be taken from the main Requisitions page as

a batch action.
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1. Select theReassign Approver option from the Take Action drop-down list. The Reassign Approver pop-up win-

dow opens.

2. Using the user lookup, select a new approver for the requisition.

3. Enter notes into theComments field, if necessary.

4. Click theOK button.

Clicking theOK button reloads the page, and a message displays stating the approver has been updated for the selec-

ted requisition(s).

Reassigning Recruiters

PositionManager allows you to update the user assigned to the recruiter role for a requisition.

These steps are taken from the Requisition Detail page. This action can also be taken from the main Requisitions page as

a batch action.
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1. Select theReassign Recruiter option from the Take Action drop-down list. The Reassign Recruiter pop-up win-

dow opens.

2. Using the user lookup, select a new recruiter for the requisition.

3. Click theOK button.

Clicking theOK button reloads the page, and a message displays stating the recruiter has been updated for the selected

requisition(s).

Requisition Status

As a requisitionmoves through the process of creation, approval and fulfillment in PositionManager, the status is

updated to reflect its current position in the workflow.

PositionManager uses a color coding system to help you quickly identify the status of a requisition. These color-coded

statuses appear on the main Requisition and Requisition Detail pages.

l Draft. The requisition has been created, but the HiringManager has yet to send it out for review and approval.

l In process. The requisition has been sent out for review, and is in the process of being approved by necessary Requis-
ition Approvers.

l Rejected. A subset of In process; the requisition has been reviewed and rejected by an approver. A rejected requisition
can be re-submitted by the creator after necessary updates have beenmade.
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l Recalled. The requisition has been "taken back" by an HR user. It is removed from the approval process, but can be re-
submitted after necessary updates have beenmade.

l Approved. The requisition has been approved by all necessary approvers.

l Active - Not Posted. This requisition is one that has been approved by all reviewers, but has yet to be posted to a job
board or career site (or the posting was removed).

l Active - Posted. A requisitionmoves to this status once it is placed on a career site or job board.

l Filled. This means an applicant has been hired for the requisition, and the position is no longer open.

l Hold. This status suspends all potential actions for a requisition. A requisitionmay be placed on Hold at any point in its
lifecycle.

l Canceled. Canceling a requisition permanently halts all actions on a requisition. The position will not be filled. A requis-
itionmay be canceled at any point in its lifecycle. A cancellationmay be undone by pickingUpdate Status from the
Take Action drop-downmenu, and selecting a different status.

Resending a Requisition for Approval

When a requisition is sent for approval, the current approver receives an email that contains a link providing access to

review and approve the requisition. If an approver misplaces or deletes an approval email, you canmanually resend a

new one.

Note: Only requisitions in a state of "In Process" can be resent for approval.

These steps are taken from the Requisition Detail page. This action can also be taken from the main Requisitions page as

a batch action.

1. Select theResend for Approval option from the Take Action drop-down list. A confirmation pop-up window opens
stating an approval notification will be sent to the current approver for the requisition.

2. Click theOK button.

Clicking theOK button in the confirmation pop-up window reloads the page, and a message displays stating the requis-

ition(s) have been sent for approval.

An email is sent to the current approver that contains a link providing them access to review and approve the requisition

(s).

Resubmitting a Rejected/Recalled Requisition

If a requisition has been either rejected or recalled, users with the necessary privileges have the ability to re-submit the

requisition without having to re-create it as a new requisition in the system.

You can not re-submit a canceled requisition.

These steps take place from the Requisition Detail page.
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1. One theRequisition Details page, make any necessary edits to the requisition.

2. Locate and complete theApprovals section of theRequisition Detail page.

3. When finishedmaking edits, click theSave button.

Clicking the Save button saves the edits to the requisition and re-submits it for approval as indicated in the Approvals

section.
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Job Postings
A job posting is an instance of a job “advertisement” on your career site, the HealthcareSource Job Board, or any third

party job boards. The details for the job posting are taken from a requisition that has been approved.

Job postings can be posted on internal or external job sites. External postings can be managed through the Position

Manager system, or manually posted to non-related external job sites.

Note: Postings to HealthcareSource-hosted career sites (internal and external) are controlled through Position

Manager - meaning they are automatically posted to sites using the PositionManager system. Postings to other

non-related third-party sites, such as Monster.com, are not controlled through PositionManager and must be

posted manually.

You can have multiple job postings for a single requisition, but you can only post to the same site once for each requis-

ition.

Requisitions vs. Job Postings

Every job posting starts as a requisition in PositionManager - there is no separate area used to find and manage job

postings. In order to locate a specific job posting, you will perform a search for requisitions with a status of "Active - Pos-

ted."

The Requisition Detail page includes an informational tab labeled Job Postings. This tab provides details about the job

posting itself (questionnaires used, contact information, etc.).

Posting a Job

Once a requisition has been approved, it can then be posted to career sites for potential applicants to review.

Posting a job to job boards so applicants can submit their information consists of completing the Job Posting form for

an approved requisition.

There are two ways to reach the Job Posting form:

l Create Requisition wizard. The final step of the Create Requisition wizard is Post Job. If you have the necessary per-
missions, you are able to access this form directly from the wizard and post the job.

l Requisition Detail page. Every requisition has a Job Posting tab on its Requisition Detail page. This tab contains
the job posting form (the same one you would find in the Create Requisition wizard). If you have the necessary per-
missions and the requisition has been approved, you can complete the job posting form and post the job from this Job
Posting tab.

To post a job:
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1. Open the Job Posting form using one of the two methods described above.

2. Complete the Job Posting form.
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Job Posting form details

Career Site

l Posting Start Date. Determines which date the job posting will begin to appear on job sites.

l Posting End Date. This date is when the job is removed from job boards, regardless if the position is filled

or not.

Tip: You do not have to enter a date in the Posting End Date field. Leaving the field blank will keep

the posting on the site until the requisition status is changed to "Filled" or it is manually removed.

l Internal Only. This option keeps the posting on internal job boards when one is enabled. If no internal site is

available, the job is labeled as "Internal Only" on external sites.

You also have the option to enter the number of days youwish to keep the posting on internal boards only;

once the set number of days has passed, the posting is sent to selected external boards.

Note: Leaving theDays field blank means the posting will only appear on your internal job site - it will

not be posted to external sites.

Note: TheDays field is controlled by system settings under the Admin tab and may not be available

for editing.

l Featured Job. Featured jobs are listed first on the HealthcareSource career site.

l Applicant Apply Email. Sends an email to the recruiter when an application is received.

Screening
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The Screening section of the job posting form contains drop-down lists to select any necessary questionnaires

youwant applicants to complete during the application process.

Posting Information

l Job Category. Determines the category the job posting is associated with on the job board.

l Job Posting Display Title. This field is used to set the display name for the job on the job boards.

l Address fields. Allows you to include an address related to the opening.

l Job Summary. The job summary text from the requisition appears in this field. Edits can bemade, if neces-
sary.

l Additional Information. Another text editor that allows you to add/edit information regarding the facility for the
job opening. Under the text editor is an option to display the information on the job boards.

l Display Additional Information. Determines if text in theAdditional Information field is displayed.

l Display Contact Information. This option determines if contact information is displayed within the job post-

ing itself.

If selected, additional fields appear that allow you to select the system user whose contact information you

want to include in the posting, and which options for the user you wish to display (Name, Address, Email,

Phone, Fax).

Job Distribution

This section contains a list of all the available job boards you can post the opening to. Options that appear in this

section depend onwhich job boards your organization utilizes for postings.

3. When finished with the form, click thePost Job button.

Clicking the Post Job button saves the form and posts the job to the selected sites. A pop-up window displays stating

that the job has been posted.

The status of the requisition is automatically updated to "Active - Posted".
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Searching for Job Postings

Searching for job postings means you are searching for requisitions that have been posted to job sites and had their

status updated to "Active - Posted".

1. From themainRequisitions page, locate theSearch area in the column on the left of the page.

2. From theStatus drop-down list, select theActive - Posted option.

3. Select values for the criteria you wish to search against using other available fields, if necessary.

4. When all necessary criteria has been entered, click theSearch button.

The table reloads to display those results that match the criteria used for the search.

Editing a Job Posting

Job postings can be edited even after they are placed on job boards. Updates to postings are immediately reflected on

job boards associated with PositionManager.

These steps are taken from the Requisition Detail page.

1. Click the Job Postings tab in theRequisition Information area. If you have the necessary privileges to edit a posting,
the job posting form automatically opens in edit mode.

2. Make the necessary edits to the available fields on the page.

Note: Not all fields on the job posting form are editable.

3. When completemaking edits, click theSave button.

Clicking the Save button reloads the page and displays a message stating the job posting was successfully updated.

Expiring a Job Posting

Job postings can be expired, or removed from a career site, at any time.

These steps are taken from the Requisition Detail page.

1. Select theExpire Posting option from the Take Action drop-down list. A confirmation pop-up window opens.

2. Click theOK button.

Clicking theOK button closes the pop-up window and reloads the page. The job posting is removed from the career site

and now shows a status of "Expired".
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About People
The People area in PositionManager has been designed as a one-stop shop for personnel. It provides a single place to

search or browse lists of potential candidates for openings, review applications that have been submitted to job post-

ings, and transition selected applicants into positions.

The sub-pages available in the People area include:

l Applicants. TheApplicants page displays a full list of every application received for specific requisitions in Position
Manager. This is where users review, compare, process, and select applicants for job openings.

l New Hires. TheNew Hires page displays a special sub-set of applications from themainApplicants page. Specifically,
it is a quick and easy way to view those applicants that have been selected for hire for a job opening.

l Talent Pool. The Talent Pool page displays a list of passive candidates. These are potential applicants that can be
searched to find those that meet the specific requirements for openings.

Applicants

The Applicants page under the People area allows you to manage both applicants and their submitted applications in

the PositionManager system. You can also perform bulk actions onmultiple applications at once using the drop-down

list above the table.

Page Overview

The main Applicants page provides a table view of applications in the system.
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The table defaults to a search of new and active applicants, but you can filter the table using the Search panel to the left

of the page. The Quick Search feature allows you to search against multiple fields at once.

There is also aRecent Applicants area under the search panel that provides a list of recently accessed applicants.

Clicking the link under the "Applicant Name" columnwill take you to the Applicant Detail page for the selected item.

Table Features

There are several available features in the applicant table to help you easily locate, review, and disposition applicants.

Click a feature below to view details about each.

Table Views

The table offers two views for the applicant list:

l Main. This view provides numerous details about the application to help you quickly review candidates. This is

the default view.
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Main view columns

The columns available in the Main view are as follows:

l Application Type icon. Clicking this icon opens the Applicant Snapshot Report in a new window.
l "A" indicates a regular Application (External Applicants)

l "S" indicates a short apply application

l "T" indicates a Transfer application (Internal Applicants)

l Applicant Name (last name, first name).

l Apply Date. Date the application was submitted.

l Status. Current status of the application.

l Status Date. Indicates the last time the status of the application was updated.

l EDU. Highest Education from the application.

l EXP. Total Years Experience from the application.

l APP. Applicant's self-ranking (from Ranking Questionnaire). Clicking the link opens a new window that dis-
plays the applicant’s responses to the ranking questionnaire.
l A “0" in this column indicates the applicant did not answer.

l HR. HumanResources Ranking. Clicking the link opens a new window that displays the recruiter
responses to the ranking questionnaire.
l A hyphen (“-“) indicates the recruiter has not yet completed the questionnaire. Clicking the hyphen opens
the questionnaire in edit mode for completion.

l HM. HiringManager Ranking. Clicking the link opens a new window that displays the hiringmanager
responses to the ranking questionnaire.
l A hyphen (“-“) indicates the hiringmanager has not yet completed the questionnaire. Clicking the hyphen
opens the questionnaire in edit mode for completion.

l Flag icon. HiringManager Comments indicator. If a flag icon appears in this column, the HiringManager
has left comments about the applicant. Clicking the flag icon expands the applicant row with theMessages
and Tasks tab open.

l Notes icon. If a Note icon appears in this column, at least one note exists for the applicant. Clicking the
note expands the applicant row with theNotes tab open.

l The final three columns are indicators for applicant screening. Clicking an entry in this column expands the
applicant row with theScreening tab open.
l "A" for Assessment

l "B" for Background Check

l "R" for Reference

l Compare. The Compare view provides a slightly different set of columns for each applicant that help compare

applicants to both the requisition and each other. Hiring Managers will find this view helpful to quickly locate and
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review applicants.

Compare view columns

The columns available in the Compare view are as follows:

l Application Type icon. Clicking this icon opens the Applicant Snapshot Report in a new window.
l "A" indicates a regular Application (External Applicants)

l "S" indicates a short apply application

l "T" indicates a Transfer application (Internal Applicants)

l Applicant Name (last name, first name).

l Apply Date. Date the application was submitted.

l Status. Current status of the application.

l Additional. Numbers listed here indicate other applications the applicant has submitted.
l First number indicates all applications in a New or Active status. Color: black.

l Second number indicates all applications in a "File-Not Hired" status. Color: red.

l Third number indicates all applications in a "File-Not Hired Viable" status. Color: green.

l Fourth number indicates all applications in a "Hired" Status. Color: blue.

l EDU. Highest Education from the application.

l EXP. Total Years Experience from the application.

l SCH. Work Schedule from the application.

l SHF. Shift from the application.

l LIC. License from the application.

l APP. Applicant's self-ranking (from Ranking Questionnaire). Clicking the link opens a new window that dis-
plays the applicant’s responses to the ranking questionnaire.
l A “0" in this column indicates the applicant did not answer.

l HR. HumanResources Ranking. Clicking the link opens a new window that displays the recruiter
responses to the ranking questionnaire.
l A hyphen (“-“) indicates the recruiter has not yet completed the questionnaire. Clicking the hyphen opens
the questionnaire in edit mode for completion.

l HM. HiringManager Ranking. Clicking the link opens a new window that displays the hiringmanager
responses to the ranking questionnaire.
l A hyphen (“-“) indicates the hiringmanager has not yet completed the questionnaire. Clicking the hyphen
opens the questionnaire in edit mode for completion.
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Both views group the applicant list by their associated requisition. To help you compare applicant qualifications to

the requisition, click the show req details link to expand the grouping header and display additional information

about the requisition.

Table Sorting and Filtering

The table can be sorted by clicking on any of the available column headings. The sort order applies to all pages of

your search results if they spanmore than a single page. If you click an applicant to view details and then return to the

search results, the sort order is retained.

There is also a filter feature, which is described inmore detail in this topic.

Applicant Business Card

If you hover your cursor over an applicant's name in the "Name" column of the table, a small pop-up window, or

applicant business card, appears containing contact information about the applicant.

Clicking the email address link opens the Send Correspondence pop-up window where you can send an email to the

applicant, which is tracked in the applicant's history.
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The card window also displays the type of applicant (re-assign or applicant) and the applicant's previous application

history.

Expanded Applicant View

Each applicant row in the search results table can be expanded to allow you to viewmore information about the selec-

ted applicant. In fact, the expanded row provides access to all the information found in the tabs on the Applicant

Detail page.

To expand an applicant, click the arrow icon on the far right of the row. The row expands to display the detail tabs,

which you can then click through and view the additional information.

Applicant Detail

The Applicant Detail page provides access to the current information for the selected applicant, including their history of

previous applications to job postings.

The page is divided into areas to help provide quick access to the information you need.
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Header

The header is located at the top of the page and offers quick reference information, such as applicant contact inform-

ation, screening status, and a color-coded Applicant Status.

There are also links for both the application and resume of the applicant. Clicking either link allows you to view or

download the document.

Users with necessary privileges have a link next to the applicant's name that allows them to update contact inform-

ation for the applicant.

Messages and Tasks

The Messages and Tasks table tracks communications betweenmanagers and recruiters regarding the selected

applicant. It's also a way to assign tasks to users when specific actions are required, such as completing a custom

form or setting up an interview.
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Correspondence sent directly to the applicant are sent from this area as well.

Click here for more information about Messages and Tasks.

Notes

TheNotes area is where users are able to view and add notes about the applicant. You can select to view either

Global and Internal notes.

Additional Information

Several tabs are used to present other applicant information:

l Documents. This tab shows all documents related to the application. The tab contains two sub-sections:
l Application Forms. Contains documents and forms uploaded by the applicant or a hiringmanager during the
application and review process.

l Additional Documents. Contains other documents uploaded or saved to the application by recruiters and hir-
ingmanagers.

l History. This contains a full history of the applicant. This tab contains three sub-sections:
l Additional Applications. Displays other applications the applicant has submitted.

l Status History. Displays the date and time of each time the status of the application is updated.

l Edit History. Displays all changes that have beenmade to the application since it was submitted.

l Screening. This tab displays all available screening information for the applicant, such as Background, Assess-
ment, and Reference Check reports.

l New Hire. Once an applicant has moved to the "File - Hired" status, the New Hire tab appears and the New Hire

form can be completed. This includes data such as start date, orientation date/time, starting salary, etc.

If your system is configured with Onboarding, the New Hire tab also contains an Onboarding table, which con-

tains onboarding documents that have been assigned to the applicant.

Sidebar

Located on the right side of the page is aRequisition Details area that provides a brief overview of the job the applic-

ant has applied for. This allows you to quickly compare the applicant's information against the requirements of the

position.

There is also a list ofOther Applicants that have submitted an application for the current requisition, organized by

the applicant status.
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New Hires

The New Hires page underPeople provides quick and easy access to those applicants that have been selected for hire

for a job opening. This helps users quickly locate those applicants marked for hire that require further onboarding activ-

ities to complete the hiring process.

Note: Onboarding is an optional feature in PositionManager. However, the New Hire page is still available even

if your system is not enabled with Onboarding.

Where the Applicants page lists every application submitted for each requisition that has been posted on a job board,

the New Hires page only lists those applicants that have been chosen for hiring.

The New Hires page only lists those applicants that have beenmoved to the following statuses:

l File - Hired. The applicant has been chosen for hire. No indication has beenmade as to whether or not the applicant
requires onboarding activities. For systems that do not useOnboarding, this is the final status for a hired applicant.

l File - Hired - OB Needed. The applicant has been chosen for hire, but has yet to be assigned any documents for com-
pletion.

l File - Hired - In process. The applicant has been sent the necessary onboarding documents. The system is waiting
for the applicant to complete the assigned documents, or for the necessary PositionManager users to approve (close)
those documents.

l File - Hired - Finished. The applicant has completed the onboarding documents, and the necessary PositionManager
users have approved (closed) those documents.

Managing New Hires

The main New Hires page provides a table view of applicants with relevant statuses in the system. From this table, you

can view basic information and perform actions onmultiple new hires at once.

The New Hires table can be filtered using the Search panel to the left of the page and sorted by clicking on any of the

available column headings.

Clicking the link under the "Name" column opens the New Hire Detail page for the selected applicant.

Talent Pool

Talent Pool is a way for organizations to keep records of passive candidates in PositionManager. Target searches can

be performed on this list of candidates to find those that meet necessary requirements for positions.

Candidates can be added to the Talent Pool through a variety of means, such as an application for an opening that they

were not hired for, added to the system by a user, or imported from another talent management system (such as with

HRIS imports).



Position Manager - User Guide • HealthcareSource © 2018 85

The Talent Pool page provides an experience on par with that of the Applicants and New Hires pages in PositionMan-

ager. Users are able to search for candidates, update their status and disposition, send correspondence, and add notes

to candidate profiles. These actions are available from both the main (Manage) page as well as the Detail page.

Since the Status and Disposition fields are customizable, there is no workflow associated for these fields (as there is

with Applicants and New Hires).

Reviewing an Applicant

Applicants in PositionManager are reviewed by both recruiters and hiring managers. A recruiter initially reviews applic-

ations as they are submitted for specific job postings. The recruiter then passes selected applications on to the hiring

manager associated with the posting for review.

Recruiter Review

An applicant review performed by a recruiter is nothing more than viewing an application submitted to a job posting

to determine if the applicant meets the necessary requirements.

This review is conducted by viewing applications submitted to a specific requisition. Recruiters can access the

applications straight from the Dashboard, or they can perform a search on the Applicants page in order to narrow

down the list of applications so they only see the ones they are interest in reviewing.

Manager Review

Managers conduct applicant reviews when they have been sent to them by a recruiter. Often, recruiters request a

response to a message about an applicant (in the form of a message and/or assigning a task) so they know the man-

ager has reviewed the information.

After a manager reviews an applicant, the next step is usually asking the recruiter to schedule further interviews, or

reject the client from consideration.

Updating Applicant Status

As an applicant moves through your hiring process, the status is updated to reflect its position in the process. The status

of an applicant can be updated at any time.

Applicant status can be updated directly from the Applicant Detail page. You can also update the status of an applicant

while performing other actions, such as sending an applicant for review.

These steps are taken from the Applicant Detail page. This action can also be taken from the main Applicants page as a

batch action.
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1. From theApplicant Detail page, Select theUpdate Status option from the Take Action drop-down list.

2. In theUpdate Status pop-up window, select the new status from the available drop-down list.

3. If desired, click theAdd Note link to addGlobal and/or Internal Notes.

4. Click theOK button to finalize the status change.

Clicking theOK button reloads the page, and a message displays stating the applicant status has successfully been

changed.

The Applicant History tab found on the Applicant Details page displays the status change.

About Custom Forms

Custom forms are questionnaires sent to managers or other users for the purposes of reviewing an applicant. Generally

these forms contain questions about the applicant based on a interview ormeeting internal transfer requirements. The

person receiving the form completes the requested information.

Note: Custom forms are sent to internal users of PositionManager; they are not sent to applicants.

Custom Form Details

Custom forms are sent using either the Send Application to Manager orSend Custom Form to Manager option from the

Take Action drop-down list.

To complete custom forms, users visit the Messages and Tasks table and select the link for the custom form assigned

to them.

The form itself is controlled from the Questionnaires page under the Adminarea. Here you are able to determine what

questions appear on the form for the user to complete.

Completing a Custom Form

When a custom form is sent to you for completion, you receive an email notification that contains the name of the applic-

ant you need to review and a link to the main login page for your PositionManager site.

These steps are taken from the Applicant Detail page.

1. Locate the task for the custom form in the Messages and Tasks table and click theCustom Form link. This opens

the Custom Form pop-up window.



Position Manager - User Guide • HealthcareSource © 2018 87

2. Complete the available questions on the form.

3. When finished with the form, click theSubmit button.

Clicking the Submit button saves the custom formwith the answers you provided. Any task associated with the com-

pletion of the form is automatically marked as Complete. The form is added to theDocuments tab for future review.

Sending a Custom Form

Custom forms are used to gather applicant evaluation information from other users of PositionManager. These forms

are usually completed by managers.

These steps are taken from the Applicant Detail page.

1. Select the Send Custom Form to Manager option from the Take Action drop-down list. The Send Custom Form to

Manager pop-up window opens.
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2. Complete the fields in the pop-up window as necessary.

Click here for a description of the available fields.

Update Status to. Provides options to update the status of the custom form.

Select Form(s). Custom forms that are available to send to the manager are listed here. Checking off forms in

this area sends them to the selected manager(s) for completion.

Send To. Determines who receives the custom form. Only managers that have access to the application are lis-

ted.

From. Determines which user the custom form is sent from. This field can be configured to automatically default

to the recruiter assigned to the requisition. Additional selections can be made using theUser Lookup.
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Mark as Task. If selected, this option creates a task to complete the selected form(s) for the managers listed in

the Send To field.

Add Note. Clicking this link displays the two text fields used to add Global and Internal notes to the applicant.

3. When finished with the form, click theSend button. The pop-up window closes and theApplicant Detail page reloads
and displays the updated information.

Clicking the Send button reloads the page and displays a message stating the formwas successfully sent. The selected

managers receive a notification regarding the custom form. If selected, tasks are created in the Messages and Tasks

table.

Alternate Method - Send Application

Another way to send a custom form is using the Send Application to Manager action. In this pop-up window, there's a

section that allows you to choose which forms youwant the manager to complete. This method also includes the ability

to create a task to complete the form for the manager(s).
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About Documents (Applicant)

Whenworking with applicants in PositionManager, several types of documents can be attached to an application for ref-

erence purposes.

TheDocuments tab in the Additional Information area of the Applicant Detail page displays all documents attached to

the application.

Document Types

There are three types of documents associated with applicants:
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l Application forms. These are forms that are completed by the applicant during the application process.

l Template documents. These are documents based on communication templates.

l Uploaded document. These are files that are uploaded from your local computer.

Files that are uploaded from local computers can be a wide range of formats. These files can be downloaded for view-

ing and/or printing.

Documents that have been added using a communication template are usually sent to the applicant as a cor-

respondence or email. These items can be edited directly in PositionManager and sent to applicants. In order to

save this type of document to an application, it must already exist on the Communication Templates page under the

Admin area.

Document Visibility

There are some documents and reference items that youmight not want every manager to see. That's why we have a

document visibility setting available. This allows you to either hide or show documents to any user that has access to

the applicant. More on this feature can be found here.

Adding a Document

Documents can be added to an application for reference purposes. You can upload a document from your computer or

save a document to the application using an available communication template from the system.

There are two ways to add documents to an application: upload a file from your local computer, or add a document from

a communication template in the system.

All instructions below take place fromDocuments tab on the Applicant Details page. Make sure the Additional Docu-

ments link is selected.

Add Document from Computer

Note: Attachments are limited to files type of .doc, .docx, .pdf, .htm, .html, .rtf, .txt, .xls, .xlsx, .ppt, .pptx.

Note: There is a limit to the size of files you can attach to an application. The allowable file size for each client

is configurable - please check with your system administrator to determine your site's limits.

1. Click the Add Document from Computer button above Documents table. The Add Document from Computer

pop-up opens.
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Tip: You can also select the Add Document from Computer option from the Take Actionmenu.

2. Click theUpload Document button.

3. Browse for the document you wish to upload on computer.

4. Check the box for the managers youwish to see the new document.

Note: Only managers that have access to the applicant appear as options.

5. Check theSend notification email option if you wish to notify the selectedmanagers that a new document has
been uploaded.

6. Click theSave button.

Add Document from Template

1. Click the Add Document from Template button above Documents table. The Add Document from Template

pop-up opens.
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Tip: You can also select the Add Document from Computer option from the Take Actionmenu.

2. Select a template from the drop-down list.

3. Type in aName for the document, if necessary.

4. Make edits to the document text in the text editor as necessary.

5. Check the box for the managers youwish to see the new document.

Note: Only managers that have access to the applicant appear as options.

6. Check theSend notification email option if you wish to notify the selectedmanagers that a new document has
been added.

7. Click theSave button.
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In bothmethods, the page reloads after the Save button is clicked and a message displays that states the document has

been successfully saved to the application(s). The document now appears in the Document table under the Additional

Documents heading.

Deleting a Document

Documents that have been attached to an application can be deleted. Deleted documents can not be recovered.

These steps take place from theDocuments tab on the Applicant Detail page.

1. Check the box next to the document(s) in the table you wish to delete.

2. Select theDelete Document option from the Take Action drop-down list. A confirmation dialog will open asking if you
are sure you wish to delete the selected document(s).

3. Click theOK button.

Clicking theOK button deletes the selected documents from the application. The Applicant Detail page reloads and dis-

plays a message stating the selected document(s) were successfully deleted.

Alternate Method

Documents that are added to an application from a template can be deleted from the window that opens when you click

the link in the "Name" column. The pop-up preview window contains several options, one of which is aDelete button.
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Documents table

TheDocuments tab on the Applicant Detail page displays all the documents attached to the application.

There are two links available above the table to help organize the documents:

l Application Forms. Application forms are items that are completed during the application process. They can include
application questionnaires, custom forms, acknowledgments, etc.

l Additional Documents. Additional documents are files that have been added to the application by the applicant during
the application process (such as resumes or references) or by users of PositionManager that have access to the applic-
ant.

The tables display the date the itemwas added to the application, the type of document and the name of the document.

The “Name” column appears as a link that opens the document in a preview window when clicked - or, in the case of doc-

uments uploaded to the system, offers the option to download the file to your local computer.

The Additional Documents view also has an “Added By” column that shows which user uploaded or saved the doc-

ument to the application.

Document Visibility

Document visibility refers to whether or not a specific user has access to a document attached to an application. Pos-

itionManager allows you to determine which documents are available to which users.

Setting Document Visibility

Documents are made visible to users when they are added to the application, or when an applicant is sent to a man-

ager for review.
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When adding a new document, recruiters can select whichmanager that has access to the applicant will be able to

see the new document.

Alternately, when sending an applicant to a manager for review, there is a section that lists all of the documents cur-

rently attached to the application. Checking off these documents makes them visible to the managers selected to

receive the application.
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Future Functionality

Development efforts are underway to add functionality to the Documents table on the Applicant Detail page that will

allow recruiters to view which users have access to each document listed in the table. They will also be able to

change the visibility settings for each document directly from the same table.

Keep an eye out for more information about this upcoming feature!

Editing Documents

Documents that are added to an application using a communication template (as opposed to being uploaded as a file

from a local computer) can be edited at any time.
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Documents uploaded from a computer cannot be edited in PositionManager. To edit these documents, youmust down-

load a copy of the document, make necessary edits, then re-upload it as a new document.

These steps take place from theDocuments tab on the Applicant Detail page.

1. Click the link under the "Name" column for desired document. The document opens in a pop-up window.

2. Click theEdit button. The document opens in a text editor.

3. Make necessary changes to the document.
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4. Click theSave button.

Once the Save button is clicked, the pop-up window closes and the changes are saved to the document.

Emailing a Document

Documents added to an application from a communication template can be emailed to an applicant or any entered email

address.

Only documents added to an application from a template can be emailed to applicants. Documents uploaded from your

computer cannot be emailed.

These steps take place from theDocuments tab on the Applicant Detail page.
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1. Click the link under the "Name" column for desired document. The document opens in a pop-up window.

2. Click the Email button. The pop-up reloads to display additional fields.

3. Complete the fields in the pop-up window as necessary.

4. Click theSend button.

Once the Send button is clicked, the email is sent to the entered recipients.



Position Manager - User Guide • HealthcareSource © 2018 101

About Hiring Applicants

When your search for an applicant is over, it's time to bring them on board. Hiring an applicant is an easy wizard-driven

process that walks you through the steps of updating applicants and marking requisitions as filled.

Editing New Hire Information

As part of the hiring process for an applicant, the new hire form is completed fromwithin the hiring wizard. However,

edits may be made to the new hire form at any time.

Users must have the necessary permissions to edit the new hire form.

These steps take place from the Applicant Detail page.

1. Click theNew Hire tab in the Additional Information section. The form automatically opens in edit mode.

2. Enter the necessary information into the new hire form.

3. When finished entering necessary information, click theSave button.

Clicking the Save button reloads the page and displays a message stating the information was successfully updated.

Hiring an Applicant

When your search for a qualified applicant has ended, it's time to hire the selected candidate.
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These steps are taken from the Applicant Detail page.

Note: Depending on available permissions for a user and overall system settings, not all of the steps shown

here may be available.

To get started, select the Hire Applicant option from the Take Action drop-downmenu. The new hire wizard launches

and displays the first step of the process, New Hire Information.

1. New Hire Information. The first step of the process involves completing the New Hire form for the hired applicant.

Though these forms are customizable, they usually contain compensation information for the new hire (referral, sign-

ing bonuses, etc.).

New Hire Information details
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a. Complete all the necessary fields on the new hire form.

Note: New hire forms are customizable, so the list of available fields in this section will vary from cli-

ent to client. These fields are set based on the data your organization requires for new hires.

b. Click theNext button to advance to the next step of the new hire wizard.

2. Onboarding. The Onboarding step, available only if your system is configured to use onboarding, allows you to

assign documents to the selected applicant. These documents can be forms that need to be completed by the

applicant, or simple informational documents, such as benefits explanations.

Onboarding details

a. Select if the new hire requires onboarding. If No is selected for this option, all remaining options for the onboard-
ing step are removed and you can advance to the next step in the wizard.

b. Select if you wish to assign onboarding documents at this time. If No is selected for this option, all remaining
options for the onboarding step are removed and you can advance to the next step in the wizard.

c. Select a group of documents to assign to the applicant from theDocument Group drop-downmenu. This

populates the document table with the documents in the selected group.

Note: You can remove any single document from the table by clicking the X under the Remove

column.
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d. If you wish to add an additional document to the applicant that is not part of a document group, click theAdd
Document button and select from the available list of documents.

e. If necessary, you can change the order in which the list of documents displays to the applicant by clicking in the
far-left column of each item to drag-and-drop the documents into the desired order.

f. Click theNext button to advance to the next step of the new hire wizard.

3. Select New Hire Letter. This step allows you to send a confirmation letter to the new hire. The letter is based off an

existing communication template in the system, but can be edited as necessary before sending. Though this step

always appears in the wizard, it is not necessary to send a letter to the applicant at this time.

Select New Hire details
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a. Choose an option from the Select a Template drop-down list. The Subject andMessage fields pre-pop-

ulate based on the selected template.

Note: It is not necessary to select a template to send a letter. You canmanually enter a Subject and

Message.

b. In theCC andBCC fields, select a user with the user lookup, or type in an email address for additional recip-
ients.

c. Select users with the user lookup for the From field. This field defaults to the current user, so edits may not be
necessary.

d. Edit theSubject as necessary.

e. Edit theMessage of the email as necessary.

f. Select theSave as Document option if you wish to save the email as a document in the applicant records. If
this option is selected, youmust enter aDocument Name in the available text field.

g. Click theAdd Note link if you wish to addGlobal and/or Internal notes on the applicant.

h. Click theNext button to advance to the next step of the new hire wizard.

4. Additional Applications. If the new hire has additional applications in the system for other open positions, this step

allows you to update the status and disposition of those applications.

Additional Applications details
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a. Select the check boxes next to the applications you wish to update.

b. Select a new Status from the available drop-down list for each application you wish to update.

c. Select aDisposition from the available drop-down list for each application youwish to update.

Note: Collecting a disposition is an option based on site settings. This field may not appear in your

system, or it might be a required field when updating the status of an application.

d. If necessary, click the icon underNotes to addGlobal and/or Internal notes for the application.

e. When finished updating the available applications, click theBatch Update button.

f. Click theNext button to advance to the next step of the new hire wizard.

5. Additional Applicants. Similar to the previous step, the final step in the new hire wizard allows you to batch process

any additional applicants to the requisition you are hiring for.

Additional Applicants details

a. Select the check boxes next to the applicants you wish to update.

b. Click theSelect link if you wish to send a letter to the applicant. This opens a pop-up window with letter selec-
tion options similar to those found in Step 2 of the wizard.

c. Select a new Status from the available drop-down list for each applicant you wish to update.
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d. Select aDisposition from the available drop-down list for each applicant you wish to update.

Note: Collecting a disposition is an option based on site settings. This field may not appear in your

system, or it might be a required field when updating the status of an application.

e. If necessary, click the icon underNotes to addGlobal and/or Internal notes for the application.

f. When finished updating the available applicants, click theBatch Update button.

g. Click the Finish button.

Clicking the Finish button completes the hiring process. If any batch actions were taken against additional applications

and/or applicants, a window appears that shows the progress of these batch actions.

Once the batch actions have completed, closing the window takes you back to the Applicant Detail page, where the

status has been updated.

Several other actions occur when the hiring process is complete:

l TheNew Hire tab on theApplicant Detail page becomes active.

l TheHistory tab displays the changes to the current and any additional applications for the applicant.

l The status of the associated requisition is changed from "Active" to "Filled".

l The associated job posting is removed from all career sites.
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Note: Once an applicant has beenmoved to a status of "File - Hired", you cannot update their status using the

usual methods (Change Status, Send to Manager, etc.). Youmust use the Unhire Applicant action to make any

changes to the applicant status.

Replacing a Hired Applicant

Replacing a hired applicant in PositionManager occurs when you attempt to change the status of an applicant to "File -

Hired" when there is already an applicant in that status for the associated requisition.

The system notifies you of the status conflict when you attempt to make the change, allowing you to cancel the change if

it was performed by mistake.

However, there may be cases when it is required to replace a candidate that has already been updated to "File - Hired".

The procedure for such cases is listed below.

These steps take place from the Applicant Detail page.

1. Select theHire Applicant option from the Take Action drop-down list. A pop-up window opens warning you that another
applicant has already been hired for the requisition.

2. Click theOK button. The warning pop-up window closes and the new hire wizard launches.

3. Complete the new hire wizard as you normally would for a new hire.

Click here for more information about the new hire wizard.

Once you have completed the new hire wizard, the applicant is moved into a status of "File - Hired." TheNew Hire tab is

available on theirApplicant Detail page.

The applicant that was previously marked as "File - Hired" for the requisition is moved into a status of "File - Not Hired -

Viable". Any information that was entered into theNew Hire tab is removed, and the tab is inactivated.

The associated requisition remains in a status of "Filled".

Alternate Method

Another way to replace an applicant is to update the status of an applicant using one of the following options from the

Take Action drop-down list:

l Update Status

l Correspond with Applicant

l Send Application toManager
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These actions all provide an area to update the status of the current applicant. If you chose to update the status to "File -

Hired" when there is already an applicant with that status for the associated requisition, a warning message displays stat-

ing that you are replacing an existing applicant for the requisition.

If you continue with updating the status of the applicant, you reach the same results as before:

l The new applicant is moved to a status of "File - Hired" and theNew Hire tab is activated.

l The previous applicant hired for the requisition is moved to a status of "File - Not Hired - Viable." All the information on
theirNew Hire tab is deleted, and the tab is inactivated.

l The associated requisition remains in a status of "Filled".

Unhiring an Applicant

Applicants that have been hired in PositionManager can also be unhired if you need to change the applicant selected for

the position. You are only able to unhire an applicant that has a current status of "File - Hired."

Users must have the necessary permissions to unhire an applicant.

These steps take place from the Applicant Detail page.

1. Select theUnhire Applicant option from the Take Action drop-down list. TheUnhire Applicant pop-up window opens.

2. Select a new status for the applicant from theUpdate to the following status drop-down list.

3. Select a disposition for the applicant from theSelect Disposition drop-down list.

4. If desired, click the Add Note link to addGlobal and/or Internal notes for the applicant.

5. Click theOK button.

Clicking theOK button closes the Unhire Applicant pop-up window, and a message displays stating the applicant

status has successfully been changed. The Applicant History tab found on the Applicant Details page will display the

status change.

Several other actions occur when the status is updated away from "File - Hired":

l Any data entered into the new hire form is deleted, and theNew Hire tab will not be available.

l The status for the associated requisition is changed back to the previous status before the applicant was hired.

Note: If the requisition had a status of "Active - Posted" but the valid posting dates have passed, the requis-

ition is moved to a status of "Active - Not Posted."
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About Messages and Tasks

The Messages and Tasks table tracks communications betweenmanagers and recruiters regarding the selected applic-

ant. It is also used to assign tasks to users when specific actions are required, such as completing a custom form or set-

ting up an interview.

The table also includes an area in the table for sending correspondence directly to the applicant.

While the messaging capability is available on every installation of PositionManager, the tasks functionality can be

turned on and off from the Client Settings page under the Admin area.

Table Layout

The Messages and Tasks table presents messages in a threaded form, with the most recent message shown at the

top of the table. Header rows for message threads are colored yellow. The arrow icon to the left of the thread

expands and collapses the message thread.

The first line of the header row shows which users are involved in the message thread. Each subsequent message

row under the header row displays the user that sent the message.

If there is only one thread of messages, the thread is automatically expanded when the page opens. If more than one

conversation thread exists, the one with the most recent message displays first in the table.
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A filter is available at the top of the table that allows you to display All Messages, Messages From Me, orMessages

To Me.

Table Views

There are two views of the Messages and Tasks table:

l Internal Messages. These aremessages sent between recruiters andmanagers. This is the only view of the table
that shows any tasks that have been assigned. This is the default view for theMessages and Tasks table.

l Applicant Messages. This view shows all correspondence that has been sent directly to the applicant from the sys-
tem.

Tasks

Tasks are attached to specific messages sent between recruiters and managers and are indicated as icons in the mes-

sages table.

The far right side of the table shows the two task columns:

l HR. Hiring Recruiter. This column indicates a task assigned to the Recruiter. This column always displays in blue.

l HM. HiringManager. This column indicates a task assigned to theManager. This column always displays in green.

Tasks are indicated using icons in the Messages and Tasks table. The icon appears in either the "HR" or

"HM" column, depending onwho the task was assigned to.

The following icons are used:

l Task assigned. This icon indicates a task has been assigned to you. It is found in the task column of the row

where the task was assigned to you.

The task icon found in the thread header row shows the number of incomplete assigned tasks for that thread in a

red circle on the task icon.

l Task waiting. This icon indicates a task has been assigned to another user and is awaiting completion.

l Task complete. This icon indicates the assigned task has been completed.

Completing a task

Tasks can be marked as complete in the Messages and Tasks table. Both the user assigning the task and the recipient

have the ability to mark the task complete.

It is not necessary to mark tasks as complete to continue the progress of the applicant throughout the hiring process.
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When completing custom forms as part of a task, the task is automatically marked as complete when the form is sub-

mitted. There is no need to manually mark the task as complete.

These steps are taken from the Applicant Detail page.

1. Locate the particular task in the message thread youwish to mark as complete and click theMark task complete

link. A confirmation pop-up window opens.

2. Click theOK button.

Clicking theOK button closes the pop-up window. The Applicant Detail page reloads and displays the updated inform-

ation. The task now displays as complete.

If you closed the task via theReply option, your newmessage appears in the table and the original task is marked as

complete.

Alternate Methods

There are two alternate methods for completing tasks.

l Reply link. When you reply to the message, the pop-up window contains the option to mark the assigned task as

complete.



Position Manager - User Guide • HealthcareSource © 2018 113

l Recruiters only. Recruiters have an additional way to mark tasks as complete. Located in the header row for a mes-

sage thread, theMark all tasks complete link allows recruiters to do exactly that - mark all tasks that are open in

that message thread as complete.

Clicking the link opens the same confirmation dialog as if you were to close a single task in the thread.

Corresponding with an Applicant

PositionManager provides the ability to send correspondence in the form of emails to applicants in your system. Any

correspondence sent to an applicant is tracked in the Messages and Tasks table under the Applicant Messages link.

These steps are taken from the Applicant Detail page. This action can also be taken from the Applicants page as a batch

action.

1. From the Take Action drop-downmenu, select the Correspond with Applicant option. The Correspond with Applic-

ant pop-up window opens.
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2. Complete the fields in the pop-up window as necessary.

Click here for a description of the available fields.

Update Status. Provides options to update the status of the application.

Send To. Who the correspondence is being sent to. This text field defaults to the applicant email listed in the

application, but can be updated or have additional emails entered in.

Select a Template. Drop-down list containing the available email templates for corresponding with an applicant.

Selecting a template pre-populates the Subject andMessage fields.
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Note: Options available in the Select a Template drop-down list are controlled in theCommunication

Templates area under the Admin tab.

CC. Carbon copy. Allows you to add more recipients to the correspondence in the form of selected Position

Manager users or typed-in email addresses.

BCC. Blind carbon copy. Allows you to add more recipients to the correspondence in the form of selected Pos-

itionManager users or typed-in email addresses. Recipients entered into the BCC field do not appear to other

recipients of the correspondence.

From. Determines which user the correspondence is sent from. This field defaults to the user sending the mes-

sage. Additional selections can be made using theUser Lookup.

Subject. Text field for typing the subject of the correspondence.

Message. Text field for typing the body of the correspondence sent to the applicant.

Save as Document. Check this option if you wish to save the correspondence as a document for the applicant.

The correspondence will be added to the Additional Documents view of the Documents table on the Applicant

Detail page.

Document Name. If you choose to save the correspondence as a document for the applicant, use this text field

to assign a name to the document.

Add Note. Clicking this link displays the two text fields used to add Global and Internal notes to the applicant.

3. When finished with the form, click theSend button.

Once the Send button is clicked, the pop-up window closes and the Applicant Detail page reloads and displays the

updated information. The correspondence is sent to the entered email addresses.

Note: Replies to the correspondence do not appear in the Messages and Tasks table.

Replying to a message

Relying to messages in the Messages and Tasks table adds another row to the message thread. You can reply to indi-

vidual messages in the thread, or to the entire thread in general.

Users can reply to both received and sent messages.

These steps are taken from the Applicant Detail page.
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1. Locate the particular message in the thread youwish to reply to and click theReply link. You can also reply to the

entire thread by clicking theReply link in the header row for the message thread. This opens the Reply pop-up win-

dow.

2. Complete the fields in the pop-up window as necessary.

Click here for a detailed description of the available fields.

To. Displays who will receive the message. Since this is a reply to a message, this field cannot be changed.

From. Determines which user the message is sent from. Additional selections can be made using theUser

Lookup.

Subject. Drop-down list showing the available subject lines for the email. You can accept the default Re: sub-

ject, select a new subject from the drop-down list, or type in text into the field.

Message. Text field for typing the body of the email.

Mark as Task. If selected, this option creates a task for the user listed in the To field.

Close Task. If you are replying to a message that assigned a task for you to complete, you can close that task

by selecting this option.

Note: If you reply to a message with no tasks associated, theClose Task option does not appear.

3. When finished with the form, click theSend button.
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Clicking the Send button closes the pop-up window and sends the message. The Applicant Detail page reloads and dis-

plays the updated information.

Selected recipients receive a notification about your reply. Any assigned tasks are noted in the newmessage row in the

Messages and Tasks table.

Sending an application to Manager

Sending an application to a manager is part of the applicant review process in PositionManager. A recruiter reviews

applications received from a job posting, then sends the most qualified applicants to managers for further review.

The Send Application to Manager pop-up window allows users to perform several actions at once for the selected

application.

These steps are taken from the Applicant Detail page. This action can also be taken from the Applicants page as a batch

action.

1. Select theSend Application toManager option from the Take Action drop-downmenu. TheSend Application toMan-
ager pop-up window opens.
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2. Complete the fields in the pop-up window as necessary.

Click here for description of the available fields.

Update Status. Provides options to update the status of the application.

Notification Method. Determines how the application is sent to the selected managers. The options are:

l Email Application. This option includes a copy of the application within the email that is sent to themanager.

l Email Link. This option sends a link to the application via email. The recipient will need to log into PositionMan-
ager to view the application after clicking the link.
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Send To. Determines who receives the application. This field can be configured to automatically default to the

manager assigned to the requisition. Additional selections can be made using theUser Lookup.

From. Determines which user the application is sent from. This field can be configured to automatically default to

the recruiter assigned to the requisition. Additional selections can be made using theUser Lookup.

Subject. Drop-down list showing the available subject lines for the email sent to selected managers.

Message. Text field for typing the body of the email sent to selected managers. Notifications include either the

application or links to the system; anything entered into this box is added to the email.

Mark as Task. If selected, this option creates a task to review the application for the managers listed in the Send

To field.

Documents. Any documents checked off in this table are made visible to managers that have access to the

application.

Forms. Checking off forms in this area sends them to the selected manager(s) for completion.

Mark as Task. If selected, this option creates a task to complete the selected form(s) for the managers listed in

the Send To field.

Add Note. Clicking this link displays the two text fields used to add Global and Internal notes to the applicant.

3. When finished with the form, click theSend button. The pop-up window closes and theApplicant Detail page reloads
and displays the updated information.

Once the Send button is clicked, a notification is sent to the selected manager(s) stating an application is ready for their

review.

The message is added to the Messages and Tasks table for the application. Any tasks assigned also appear in the

table.

About Notes (Applicants)

PositionManager allows users to create notes for an applicant in the system. These notes can be Internal or Global

depending on your needs.
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Notes are added to a requisition from the main Applicant and Applicant Detail pages, as well as fromwithin various

multi-function pop-up windows when performing other actions on an applicant.

The Notes table provides two views for notes added to the applicant:

l Default Notes. These are notes that have been added to the applicant for the specific application you are currently
viewing.

l All Notes. This view includes all notes that have been added to the applicant across all applications in PositionMan-
ager. When viewing All Notes, the table provides Req Number andReq Title columns to identify where the note was
added.

Adding a Note

Notes can be created for an applicant for reference purposes. There is no limit to the number of notes that can be added

to applicants.

Notes are created from the main Applicant and Applicant Detail pages, or from one of the many multi-function windows

whenworking with an applicant. All methods allow you to create a Global and Internal note at the same time.

1. Click theAdd Note link above the Notes table. TheAddNote pop-up window opens.

2. Type in the text of the note youwant to create for the applicant. You can enter text into both theGlobal and Internal

text boxes.
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3. Click theOK button.

The page reloads after theOK button is clicked, and the new notes appear in the Notes table for the applicant.

Applicant Note Types

When creating a note for an applicant, you have the option to determine which type of note youwant to create, Internal

orGlobal. The type of note determines where that note will be viewable for the selected applicant.

l Internal. Internal notes are only viewable fromwithin the application they are created. Think of them as being

attached to the person's application, not the applicant itself.

Example: If you create an internal note for an applicant when viewing their application for Pos-

ition A, that note is not vis ible when you view their application for Position B.

l Global. Global notes are available wherever the selected applicant is viewed, regardless of which application you are
viewing. Global notes are attached to the applicant, not an application.
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Deleting a Note

Notes that have been added to an applicant can be deleted. Deleted notes can not be recovered.

Select the check the box next to the note(s) you wish to delete and click theDelete Note link above the table. The same

dialog asks you to confirm the delete.

Clicking theOK button deletes the note from the applicant. A message displays stating the selected note(s) were suc-

cessfully deleted.

Searching for Applicants

A standard search feature is provided on the Applicants page to provide quick access to records that need to be

reviewed and/or updated.

Tip: Several fields in the search area use look-up windows for making selections (as opposed to drop-down

lists). To use these lookups, click the Search icon next to the field and either search for an entry or browse the

available options to make selections.
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1. Locate the Search area in the column on the left of the Applicants page.

2. Using the available search fields, select values for the criteria you wish to search against. You can use one or more of
the fields for your search.

3. If necessary, select theMore link under the search fields to view more options to include in your applicant search.

4. When all necessary criteria has been entered, click theSearch button.

The Applicant table reloads to display those results that match the criteria used for the search.

Tip: If this search is one youwill run frequently, you can save the search for quick reference for future searches.

Alternate Search Methods

The Search panel on the Applicants page also provides access to any Saved Searches youmay have. Select the

desired search from the drop-down list and click theGo button to run the saved search.

TheQuick Search field above the standard search options is another way to conduct a search. Enter any text in here

and the systemwill search all available applicant fields for a match.
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Finally, you can select from a list of recently accessed applicants that are displayed at the bottom of the search panel.

Clicking one of these links will open that applicant's Applicant Detail page.

Applicants Quick Search

TheQuick Search feature on the Applicants page searches the following fields from the applicant profile:

l Applicant First Name

l Applicant Middle Name

l Applicant Last Name

l Email Address

l HRIS ID (Tracking Number)

l Job Code

l Phone Number

l Position Title (refers to the requisition the applicant has applied to)

l Requisition Number

Values entered into Quick Search are used independently of each other when performing a search - they cannot be com-

bined using search qualifiers such as quotations or pluses (e.g. "John Smith" or registered+nurse+emergency). Fields

found in the standard search area of the Applicants page should be used to locate specific records.

Table Filters

The search results table on both the Requisitions and Applicants pages offer a filter feature that allow you to further refine

search results.

Columns that can be used to filter results contain a small icon ( ) indicating a filter is available. Clicking this icon dis-

plays a drop-downwith the filter options.
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The table filters allow you to filter against two sets of criteria in each column. This is why the filter contains two drop-

down lists and text/date fields. When options are chosen in each filter option for a column, the system only returns res-

ults that match both of the filter criteria used.

When filtering on a date column, the two filter options allow you to set a date range to filter against (i.e. anything on or

afterDate X and before or onDate Y).

Using the available filters is a matter of setting the criteria you wish to filter against. Though the process is the same,

you'll notice that there is a small difference when filtering on text fields versus date fields.

1. Click the filter icon ( ) in the table column you wish to filter on. The filter drop-down appears.

2. Select a filter option from the first drop-down list.

3. Enter the information to use as the filter in the text/date field.

4. Click the Filter button.

Clicking the Filter button reloads the page and displays the filtered results in the table.

More about applicants

Adding an Applicant

Applicants can be added to PositionManager at any time. This is helpful when applicant information is received via

email, regular mail, job fairs, etc.

These steps take place from the Applicants page.
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To get started, click the Add Applicant button on the Applicants page. The Add Applicant wizard launches and displays

the first step of the process, Applicant Information.

1. Applicant Information. The initial step of the process presents a form used to collect the necessary information

regarding the applicant, such as contact information, work experience, education, etc. This information is what will

be used to evaluate the applicant for openings at your organization.

Click here for details about Step 1.

The first step of the wizard is broken down into different sections that collect specific information about the applic-

ant. You can expand and contract the sections as you progress through the form by clicking on the headers for

each section.

In theResume section, you can either type in or copy-and-paste the applicant's Resume and Cover Letter into

the available text fields.

When you have completed the necessary fields in all the sections of the Applicant Information step, click the

Next button to continue the wizard.

Note: Youmust at least provide the First and Last Name for the applicant in the firstContact Inform-

ation section in order to progress to the next step of the wizard.



Position Manager - User Guide • HealthcareSource © 2018 127

2. Assign to Requisitions. This step is where the applicant is assigned to specific requisitions for your organization.

This is necessary to ensure the applicant's information is evaluated when requisitions are being filled.

Click here for details about Step 2.

a. Locate the requisition you wish to assign the new applicant to by browsing the list or using theSearch field
above the table.

b. Click the box next to the desired requisition(s). There is no limit to the number of requisitions you can select.

c. Click theNext button when you have finishedmaking the necessary selections.

3. Additional Information. The final step in the wizard collects the final details regarding the applicant. This information

helps determine where the applicant information originated and allows you to set a status for their application(s).
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Click here for details about Step 3.

a. Select anApply Date for the new applicant. This is the date that is used to indicate when the applicant sub-
mitted their information for the requisition.

b. Select an option from theReceived From drop-down list.

c. Select aStatus for the application. This status is applied for all requisitions selected in Step 2.

d. Select aStatus Date. This indicates when the application's status was last updated.

e. Select if the applicant is aCurrent Employee or not.

f. Click the Finish button when you have finished entering necessary information.

Clicking the Finish button completes the process of adding an applicant. The wizard closes and a message displays

stating that the new applicant has been added to the selected requisitions.

The applicant's information is now available when evaluating applicants for the assigned requisitions.

Applicant Status

Once an application has been received in PositionManager, it will progress through a list of applicant statuses. These

help define the current state of the application, reducing the time it takes to locate and process applicants for openings.

The available statuses for an applicant are defined below.

l New. The applicant recently applied to an opening and their credentials have not been reviewed by someone in your
organization.

l Active - Reviewed. The applicant was reviewed to see if they are a goodmatch for the job opening.

l Active - Phone Screen. The applicant is scheduled for a phone screen interview.

l Active - Sent to Manager. The applicant's information was sent to amanager for review.
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l Active - Interview. The applicant is scheduled for an interview.

l Active - Check References. Applicant references are being checked.

l Active - Background Check. A background check is being run on the applicant.

l Active - Offer. The applicant is deemed a viable candidate for the opening, and an offer for employment has been
made.

l File - Hired. The applicant is hired for the opening.

For clients that utilize Onboarding, there are additional statuses related to the "File - Hired" status:

l File - Hired - OB Needed. The applicant has been chosen for hire, but has yet to be assigned any documents for
completion.

l File - Hired - In process. The applicant has been sent the necessary onboarding documents. The system is wait-
ing for the applicant to complete the assigned documents, or for the necessary PositionManager users to sign off
on (approve) those documents.

l File - Hired - Finished. The applicant has completed the onboarding documents, and the necessary PositionMan-
ager users have signed off on (approved) those documents.

l File - Not Hired. The applicant is not hired for the opening. No further action is necessary for the application.

l File - Not Hired - Viable. The applicant is not hired for the opening, but may be a good fit for other openings in your
organization. The applicant may be resubmitted or reassigned to other openings.

Application Visibility

Application visibility refers to whether or not a manager is able to view an application in the system. Adjusting the vis-

ibility of an application helps prevent users from reviewing candidates that are unqualified for the position they applied

for.

Users that are assigned to just a manager role are only able to see applications that they are assigned to, usually by a

recruiter.

Users that have been assigned to multiple roles, or are not assigned to a manager role, are able to view applications

based on their other system privileges.

Changing Visibility

When providing visibility to an application for a user, you will use the Send Application to Manager option from the

Take Action drop-down list. This not only allows selected managers to see the application, it can also send an email

notification informing them of the application now available for their review.

User Roles

Visibility rules are set through User Roles. A setting appears on the permissions page for a specific user role that
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determines if the role has access to applicants only when they are sent (using the Send Application to Manager fea-

ture), or if the role is able to view all applications that are related to requisitions the role can access.

Disposition Reason

When an applicant status is updated to "File - Not Hired" or "File - Not Hired - Viable", the system can request aDis-

position Reason for moving the candidate into the new status.

The Select Disposition Reason drop-down list appears in the Update Status pop-up window when one of the men-

tioned status values is selected.

Note: Not all PositionManager systems will collect aDisposition Reason when updating an applicant status.

This feature is controlled on the Client Settings page under the Admin area.

Editing Applicant Contact Information

The contact information for an applicant can be edited by users that have the proper permissions.

Editing the contact information for an applicant does not change their information supplied on an individual application.

Viewers of the application are still able to see the original contact information supplied with the application.

When updating contact information for an applicant, it is updated for all that applicant's submitted applications.

These steps are taken from the Applicant Detail page.
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1. Click the Edit Contact Information icon ( ) next to the applicant's name in the informational header. This opens

the Edit Contact Information pop-up window.

2. Make updates to the available fields in the pop-up window as necessary.

3. Click theSubmit button. The pop-up window closes and the page reloads to show the updated information.

Once the Submit button is clicked, the Applicant Detail page reloads and displays a message stating the contact inform-

ation has been updated.

Reassigning an Applicant

When reviewing an applicant, youmay find that they are a good fit for additional openings in your organization. Position

Manager allows you to quickly copy these applicants to existing requisitions in the system.

Reassigning an applicant copies over selected information from the current application to a new application for the other

requisition.

These steps are taken from the Applicant Detail page.
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1. Select the Reassign option from the Take Action drop-down list. The Reassignment Options pop-up window opens.

2. Complete the fields in the pop-up window as necessary.

Available fields

Reassignment Lookup Grid

Search for the requisition(s) you wish to reassign the applicant to using the Position Title or Req ID search field.

Only requisitions with a status of "Active - Posted", "Active - Not Posted, and "OnHold" are listed.

Check the box next to the desired requisition(s).

Note: There is no limit to the number of positions you can select in the Reassignment Lookup Grid area.

Additional Information
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l Apply Date. This is the date the reassigned application will display as originally applied.

l Source. Determines where the new application originated from.

l Status. Sets the status for the new application.

l Update Status on Original Application. Select an option from this drop-down if you wish to update the status
of the original application.

Information to copy

This section allows you to select which items youwish to copy from the original application to the new applic-

ation. You can select to copy the Application, Documents Attached, and Internal Notes.

The Application option is checked by default.

3. When finished entering necessary information in theReassignment Options pop-up window, click theSave button.

After the Save button is clicked, the page reloads and displays a message stating the applicant(s) has been successfully

copied to the selected requisition(s). The applicant now has a record of applying to the selected requisition(s) in the sys-

tem.
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About Screening
Screening in PositionManager refers to the collection and analysis of information relating to the applicant that goes

above and beyond the usual data submitted for a job posting. Screenings assist with the evaluation of an applicant to

determine if they are the right candidate for a particular opening at your organization.

Screening Types

There are three main types of screening in PositionManager:

l Background check. Background checks on the applicant performed by third-party vendors.

l Assessments. Assessments are details regarding the behavior, skills, and general profile of the applicant. This
includes:
l HealthcareSource Staff Assessment (HSA). Staff assessments have been designed and validated to identify
top performers.

l HealthcareSource Leadership Assessment (HLA). Leadership assessments have been designed and val-
idated by hospitals to identify the very best healthcare leaders.

l Reference check. Reference checks on the applicant involve contacting and gathering information from people the
applicant has submitted as professional and/or personal references for the position they are applying. Health-
careSource Reference Assessment (HRA) is an advanced employee reference check solution that automates pre-
employment reference checking.

Where is Screening found?

Screening information can be found on the Applicants page and the Applicant Detail page.

The Applicants page has a column in the applicants table dedicated to displaying the current status of the different

screening types. The final column of the table contains colored indicators under the headings of A (assessments), B

(background check), and R (reference check).

Clicking these colored indicators expands the row and displays the Screening tab from the applicant's Applicant

Detail page.

On the Applicant Detail page itself, screening information is found in the Additional Information section under the

Screening tab. There are several links available for the different types of screening (Background, Assessments,

Reference) that display information about the selected screenings.

Screening Table

The table on the Screening tab lists several informational columns about the requested screenings:
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l Last Update. This is the date of the last change to the requested screening.

l Vendor. This lists which vendor was used for the screening.

l Status. The current status of the screening.

l Actions. This column provides a quick link to actions for the screening. More information about this functionality
will be added once it has been introduced.

About Background Checks

Background checks are performed on applicants as a means to verify and evaluate a candidate's qualifications, char-

acter, etc, and help identify any potential hiring risks.

PositionManager integrates the process of requesting and reviewing background check information for applicants so

users can perform these evaluations directly from the PositionManager system. This helps speed the candidate review

process along so positions are quickly filled.

Though the actual checks themselves are performed by third-party vendors, PositionManager has been designed to

easily integrate with these vendors to request and provide necessary information for the user.

Where are Background Checks found?

Background check information is associated with the applicant on which the check was performed. Therefore, back-

ground check information can be found on the Applicant Detail page under the Additional Information section.

The Screening tab in this section contains a sub-link forBackground Check. This table displays the history of

background check requests and provides links to view completed checks.

Additional Areas

There are additional areas that display quick view information about background checks.
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l The left-hand column of the Dashboard displays several sections of quick links. One of these areas is Screening,

which contains a section forBackground Checks.

This section displays the number of background checks in each possible status. Clicking a status opens the

Applicants page and displays each applicant with a background check in the selected status.

l On the Applicants page, the applicants table contains columns for indicating the status of the various available

screenings. The column labeled "B" indicates the status of an applicant's background check using a colored dot.

Hovering your cursor over these colored indicators opens a small pop-up window that displays the status of the

background check. Clicking this dot expands the applicant row to display the Background Check table on the

Screening tab.

l Finally, on the Applicant Detail page, the header that displays the applicant information has Screening Status

indicators similar to the ones used on the Applicants page.
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Hovering your cursor over the colored dot displays the same status pop-up window.

Background Check Status

PositionManager provides visual status indicators to help make it easy for users to determine where in the process their

requested background checks lie. The available statuses and their meaning are described below.

l Received. The selected vendor has received the request for a background check.

l In Process. The vendor has begun processing the requested background check.

l Complete. The background check has completed and the results are ready for viewing.

l Error. An error occurred in the request and/or processing of the background request. The request needs to be re-sub-
mitted.

Initiating a Background Check

In order to run a background check, the selected applicant must have completed the necessary authorization forms from

the career site. Additionally, ensure your browser’s pop-up blocker has been disabled for PositionManager.

These steps take place from the Applicant Detail page.

1. Select the Initiate Background Check option from the Take Action drop-downmenu. This opens a new browser win-
dow that loads the website of your company’s chosen background vendor.

2. On the vendor site, enter any additional information necessary to complete a background check.

Note: Youmay be required to log into the vendor site before completing the background check request.

This only occurs on the first time you log in to the vendor site. Your browser will automatically provide your

login information to the vendor site for subsequent requests so youmay bypass this step in the future,

provided you do not clear your browser cookies.

3. After you have completed the form and submitted the request, the vendor pop-up window closes. The Background
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Check table on the Screening tab is updated to indicate the request has been received.

At this point, the background check request has been submitted. PositionManager automatically updates once the

vendor has returned the results of the background check and is ready for viewing.

Setting Up for Background Checks

Before any background checks can be run in PositionManager, your systemmust be properly configured and users

need to have the necessary access to request background checks.

Prerequisites

The basic prerequisites for background checks include:

l Establishment of an account with the background vendor of your choice.

l Having the background check feature enabled in PositionManager by a HealthcareSource support representative.

User Setup

Once the above requirements have been fulfilled, your system is ready to utilize background checks, and users can

now be granted the ability to perform these checks.

These steps indicate how to activate users for background checks.

1. Locate theVendor Access area on theUser Detail page for the selected user.

2. Click the Add Vendor User Account button. This opens the Add Vendor User Account pop-up window.
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3. Select Background Check from theVendor Type drop-down list.

4. Select your chosen background check vendor from theVendor drop-down list.

5. Enter theUser ID for the user.

Note: The User ID is provided to you from the background check vendor. It is not the same User ID that is

used for the PositionManager system.

6. Click OK when finished.

After clicking OK, the pop-up window closes and the selected vendor is displayed in the Vendor Access table. The

user is now able to request background checks on applicants.

Setting and Modifying User Permissions

Background check privileges may be granted or revoked to specific users. To add or remove these permissions, you

must go to the User Role Detail screen, located within the User Roles page under the Admin top navigation tab.
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From this screen, perform the following steps:

1. Click into theUser Detail page of the user role you want to modify.

2. Within this page, click thePosition Manager tab.

3. Under this tab are several additional sub-categories. Within these categories, click Applicant Screening to see the
various available screening permissions.

4. Clicking a check mark or X icon toggles individual access permissions for the user role. Youmay configure user
roles however you see fit. When you've finished working here, don't forget to click Save to apply all your hard work
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and careful consideration to the role. Saved changes take effect immediately.

Viewing a Background Check

When the vendor has completed the background check and returned the results, the applicant’s record in PositionMan-

ager is automatically updated to indicate the report is ready for viewing.

To view the report, click the View Results link on the Screening tab. This opens a new browser window to the vendor’s

website, which displays the report information.
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Tips and Tricks

PositionManager as a whole is designed to provide youwith the functionality you need to perform necessary tasks with

the least amount of clicks as possible. Get in, get out, get on with your day.

In addition to this overall concept of easy access and quick task completion, PositionManager also contains several

little time- and energy-saving tactics throughout the system.

This chapter discusses the following:

Saved Searches 143

Collapsing Panels 144

Fast tracking a Requisition 146

Frequently Asked Questions 147
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Saved Searches

The Search panels found onmany pages in PositionManager enable you to quickly locate records using precise search

filters. To further speed the search process, many of these pages also offer the ability to save searches. Once a search is

saved, you can perform that search simply by selecting it from the drop-down list.

Saving a Search

The ability to save a search is available onmost pages that contain a search panel. There is a limit of 10 saved

searches per area.

1. From theSearch panel on the desired page, enter the criteria you wish to search against.

2. Select theSave This Search link at the bottom of the panel.

3. In the Save Search pop-up window, type in a Search Name and clickOK.

The systemwill display a message stating the search was successfully saved.

Using a Saved Search

If you have saved searches for a particular page, you can use those to quickly locate necessary records.

1. From the Search panel on the desired page, select the search youwish to run from the Saved Searches drop-

down list.
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The page will reload to display the criteria for the selected search.

2. Click theOK button. The page will again reload and display the results of the search in the table.

Editing a Saved Search

You can also update a saved search to include new or different criteria.

1. From theSearch panel on the desired page, select the search you wish to update from theSaved Searches drop-
down list. The page will reload to display the criteria for the selected search.

2. Make the necessary changes to the available search criteria in the Search panel.

3. Select theUpdate This Search link at the bottom of the panel. The system will display amessage stating the
search was successfully updated.

Other Saved Search Actions

In addition to updating a saved search, you can also rename one as well. Clicking theRename link under the Saved

Search drop-down list (after selecting a saved search from the list) will open a pop-up window that allows you to

modify the name of the saved search.

Deleting a saved search is just as easy. Select a search from the drop-down list and click theDelete link. You'll get a

pop-up window asking you to confirm the deletion.

Collapsing Panels

We understand that not everyone gets to use those beautiful, huge high-definition computer monitors whenworking in

PositionManager. Sometimes the screens are small, making every inch of your view valuable.

That's where the collapsing panels come into play. Every time you are viewing a page that contains a Search panel (loc-

ated on the left side of the screen), you have the option to collapse, or hide, that panel so you can see more of the table.

These collapsing panels are also available onRequisition Detail and Applicant Detail pages as well - just on the opposite

side. These detail pages contain informational panels on the right side of the page, and they can also be temporarily hid-

den at any time.

How does it work?

Collapsing panels are indicated by their gray side tabs. If you look at the Search panel on any page in PositionManager,

you'll notice a gray tab to the right of the panel near the top. Clicking this tab slides the entire page to the left, covering

the Search panel completely. The table now takes up the entire page.
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Same goes for the right-side panels found onRequisition Detail and Applicant Detail pages. Click on the gray tab to the

left of the panel, and the page pans right, covering up the right-side panel and giving the main viewmore screen real

estate.
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Fast tracking a Requisition

By default, all new requisitions created in PositionManagermust be approved by appropriate managers before they can

be posted as open jobs.

However, there is a setting that allows you to set the status of a new requisition to "Approved" when it is initially created

(a requisitionmust be in this "Approved" state in order to be posted as a job). When this setting is enabled, it allows you

to quickly create requisitions and immediately post them as open jobs. This is called fast-tracking a requisition.
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Note: This option is a system-wide setting that affects all new requisitions created in the system.

The setting for this option can only be modified by HealthcareSource Support personnel. Please contact a Sup-

port representative for assistance.

The process for fast tracking a requisition isn't much different from the usual process of creating a requisition and post-

ing a job. The only difference is there is no approval process to worry about.

With the default approval process, taking a requisition from initial creation to a posted job is three basic steps:

1. Create the new requisition.

2. Route it to necessary managers for approval.

3. Post the approved requisition as a job.

When the fast tracking option is enabled, Step 2 above is skipped completely. When you initially create and save the

requisition, it is automatically moved to a state of "Approved" and is then ready to be posted. From there, you simply fol-

low the usual steps for posting a requisition as a job.

Frequently Asked Questions

Below are some of the more frequently asked questions in regards to PositionManager. Please check back often as this

list is continually updated.

Don't see a topic you believe should make the list? Let our Support Team know.

Why don't records I just created/edited show up in my report?

Report data is pulled from a copy of your actual working database in order to improve overall system respons-

iveness and stability. Once an hour, data is copied to this reporting database for use in the Reporting tool. This

means that your report data could potentially be up to an hour behind.

What is "fast tracking" and how do I do that with a requisition?

Some users of PositionManagermay not want to bother with the approval process that's set by default when cre-

ating new requisitions. Some usermay just want to quickly create a new requisition and post it as a job right away.

PositionManager 11 offers a setting that allows you to bypass the usual approval process for requisitions, making

them immediately available to post as open jobs. This setting can only be modified by Support personnel, so get in

touch if you need assistance.

Check out the topic on Fast Tracking a Requisition for more information.
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How do I set user permissions?

User permissions are controlled by User Roles. You create a new user role, set the permissions for that role in the

Admin area, then assign users to that role.

Is Position Manager compatible with mobile devices?

Unfortunately, PositionManager currently does not support the use of mobile devices, such as smartphones and tab-

lets. However, we are continually striving to improve the overall user experience with all of HealthcareSource solu-

tions, and mobile access is one of the items we hope to deliver over the course of the next year. Please feel free to

contact Support for more information.

What is the wing speed velocity of an unladen swallow?

African or European?
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Support
If you have additional questions regarding HealthcareSource solutions, please contact our Support department at the

information listed below.

Online: HealthcareSource Community Solutions is the destination for you to request product support, browse our know-

ledgebase of articles for self-help and best practices, access product information, and collaborate and interact with both

HealthcareSource staff and fellow users of our solutions. Learnmore

Email: pmsupport@healthcaresource.com

Phone: 1-800-869-5200

https://healthcaresource.force.com/communitysolutions/
mailto:pmsupport@healthcaresource.com?subject=Support request (received from PM11 WebHelp)
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