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STEP 1
Sign In to PeopleSoft

ORACL

User ID

using your Novell User ID
and Password.

LS~/

Password

Sclect a Language

B Enable Accesgilility Mode

STEP 2
Navigate to Recruiting >

Search Menu:

Search Job Openings.
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Recruiting Home
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Search Job Openings
Create Job Opening
Interview Calendar

Pending Approvals
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Search Criteria (7

Job Posting Title

STEP 3 /Job Opening 1D Q,
Enter the Job Opening status [Open vl
number in Job Opening ID. Category| v]
Click Search. Most Recenl. Activity | v|
Job Opening Type | v]
Hot Job | v]
My Association | v|
Hiring Manager Q.
Recruiter Q,
Created By e}
Business Unit Q
Department
Position Number Q
Recruitment Contact v
Search Clear

Important Information: Each member of the interview team submits a completed interview evaluation
for each candidate to the hiring manager. The hiring manager summarizes the interview evaluations into a
single evaluation and either enters the information into PeopleSoft or submits it to the HR partner for entry.
The summarized interview evaluation should match the evaluation format available in PeopleSoft.

STEP 4
Click Other Actions to the right of
the applicant for whom you wish

STEP 5
Choose Recruiting Actions.

Applicants 7 : ) T Isuna\izelFdeiewA\l\@\@ il Click Create Interview
0 enter an evaluation. .
Selct  Applicant Hame " " e — T Interview Evaluation.
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0 Jaele 166368 Eiternal Wor Resiew D L}'L}'L}x Eﬁ ~OtherAc Recruiting Actions Crate It Blatn
D bt E G lReie 0 K B oo AplanAos g
O JshuaTony il Empiojee Moy Reiew 0 th}x Eﬁ +Other Aciong Edt Applcafon Dezls
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Important Information: Be sure to verify the Name, Applicant ID, Job Posting Title, and Job

Opening ID.
STEP 6
Enter the requested information in
- - the Evaluation and
Interview Evaluation ) )
Recommendation sections.
Submit | | Save asDraft | | {aRefum Personalize
Name Joshua Toney Job Posting Title Adminisirafive Assiatant
Applicant ID 60775 JobOperingD 10 GTEP 7
Status 010 Active Job Opening Status 01 i i
Enter the Interview Rating for each
Evallation o category in the Interview Ratings
section.
Interview Date 11/18/2015 Catego
Intarview Type Interview Rating; Score [

Recommendation Comment [[ETE] El
) Mot Applicable
Overall Rating v Sasfactony
Recommendation v Superior
Unsatisfactary
STEP 8 ¢
Click Submit to save the interview
evaluation. Category Education/Traini
Interview Rating v Score 0
@ Comment &
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