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The Search Committee feature is designed to allow you to view applications, print
application materials, and evaluate applicants if an evaluative criterion is included in
the job posting. Search committee members are assigned to a posting when the
posting is created.

1) Change your user type to Search Committee Member.

Welcome, logout

User Group:

‘ College/Division HR Contact ~

Applicant Reviewer
Employee

HR Generalist

HR Operations

Initiator

My Filled Postings P ——
Last 30 days * -

2) Make sure you are in the Applicant Tracking Module and log in as the
appropriate user type to create the posting. Select the Postings drop-down
menu and click the applicable position type for the posting.

le_University of South Carolina

Home Postings ~
Staff

Faculty RGP/TL
Faculty FTE
Inbox Student
Adjunct/Temporary
SEARCH

3) Once you have selected the position type, a list of postings will appear that
you have been assigned to as a search committee member. To view the
applicants for a posting, click the Actions tab to the right of the selected

“Faculty FTE Postings" )  Selected records ) X Clear selection?
2| 3]l4]5]s][7] 8] 9 49 50 Next—
Active Posting Workflow (Actions)

(m] Classification Title Advertised Title Applications  Number Department State. Job Open Date Job Close Date
(m] Instructor Instructor 1 FACD0010PO17 CAS Biological Sci Filled 07/07/2017 07114/ Actions v
(] Assistant Professor  Assistant Professor of Computer Science 1 FAC00011PO17 Sho DIV OfMath and Computer g 061292017 03277\, i
- View Applicants
m] Assistant Professor  Assistant Professor of Informatics 0 FACO0012PO17 Cancelled  06/29/2017
(] Assistant Professor  Assistant Professor of Informatics (2 Positions) 2

Filled 06/29/2017  12/14/2017 Actions v
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4) Select the applicants that you would like to review. Applicants can be
reviewed individually or in bulk. To review a single application, click the
Actions tab to the right of an applicant’s name and select view application.

e The applicant documents such as curriculum vitae, resume, cover letter, etc.
can be located at the bottom of the application.

Summary History Applicants Reports Hiring Proposals

To add a new column to the search results, select the column from the drop down list.

Saved Searches v Q More Search Options v
Faculty FTE Applicants x
"Faculty FTE Applicants” @)~ Selected records ) X Clear selection?
Workflow (Actions)
Posting State Last Application
O Full Name Number (Internal) Documents. Status Application Date  Update
Curriculum Vitae, List of References and Contact Information, Cover Letter, Letter of Recommendation 1,
Letter of 2, Letter of R ion ist of References with Contact July 11,2017 at  August 15,2017 at
o STy (=] Information, List of Professional References with Contact Information, List of Professional References with e 1155 PM 10:46 AM Adnss

Contact Information

View Application

5) If you want to review multiple applications at once, select the check box to the
left of the applicant names and hover over the Actions button. Click
Download Applications as PDF to view all applications selected.

¢ |f an evaluative criterion was added, committee members can also choose to
evaluate applicants from this drop-down box.

Faculty FTE Applicants x

"Faculty FTE Applicants” @ selected records o X Clear selection?

Posting Last CEMERA |
(] Full Name Number ‘Workflow State (Internal) Documents Status Application Date Upd Review Screening
Cover Letter, Curriculum Vitae, Letter of Recommendation 1, Letter Question Answers
under Review by . - . under Review by March 30, 2018 at Mar
FAC00031P0O18 Department/Committee of Recommendation 2, Letter of Recommendation 3, Other Department/Committee 01:55 PM 015 v

Supporting Documents

Cover Letter, Curriculum Vitae, Other Supporting Documents, Letter
of Recommendation 1, Letter of Recommendation 2, Letter of ggdsﬁ;{::ﬁ%ggnmlttee ?‘;%‘20:}‘,‘201 EE ?E"u‘ Question Answers v
Recommendation 3 P

Curriculum Vitae, Cover Letter, Letter of Recommendation 1, Letter Ui Rarayls April 30, 2018 at Apri Export results
Department/Committee 02:37 PM 023 Buw

Download Screening

Under Review by
FACO0031PO18 pepartment/Committee

Under Review by
FAC00031PO18 of Recommendation 2, Other Supporting Documents, Letter of
Department/Committee Recommendation 3

'n) FAC00031PO1g Under Review by Cover Letter, Curriculum Vitae, Letter of Recommendation 1, Letter Under Review by May 15, 2018 at May P
Department/Committee of Recommendation 2, Letter of Recommendation 3 Department/Committee 1221 PM 122
Cover Letter, Curriculum Vitae, Other Supporting Documents, Letter
under Review by N . y Under Review by October 05, 2018at  Octc
D FAC00031PO18 papartmenyCommittee of Recommendation 1, Letter of Recommendation 2, Letter of Department/Committee 10:30 AM 10:3  Create Document PDF per ¥

Recommendation 3
Curriculum Vitae, Cover Letter, Letter of Recommendation 1, Letter Applicant

Under Review by u

0 rcorors SESSIEL et e heamenond O ST L dmee e iy ] .
=] FAC00031PO18 ng:ﬁﬁ;ﬁ'}mmme E%EEEHEE%E%%E;%z{gﬁ%@:@ggﬁggﬁﬁgé Criculum Vize, ngj;ﬁfgﬁ'ﬁg%mme April15,2019ac  Aprll 19, 2019 ac Actions v
= FACO0317018 | e ?:f“:;':"'::Tvn‘“#e“"’”" g a S Unsergevewty | Desember2s 209 Deemberas 019 pns
o Pacoosirors SE IS e SfNecommaruion s o omendaon3 O SISy WPLEOT NI e
] PAcob0z1pOts UISET RV DY e mndaton 5 Leker of Recommendatin 3 Lemerof | LpderRevewty | Mayazanioar  Mayzmavmoa Actions

Recommendation 1
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6) To evaluate applicants using the evaluative criterion established when the
posting was created, hover over the Actions button and select the Evaluate
Applicants option.

Staff Applicants

"Staff Applicants” ) Selected records () X Clear selection?

Posting
Full Name: Number Workflow State (Internall  Documents

ume, List of References and Contact

jer Letter, List of References and Contact
Ist of References and Contact

r er, List of References and Contact
er, List of References and Contact

List of References and Contact

ist of References and Contact

7) All applicants that are at a workflow state to be evaluated will be listed to be
evaluated. Evaluative criterion were created when the posting was submitted,
criterion may be linked to different workflow states. In this example, there are
three criterion present and all three appear for applicants at the workflow
state of Interviewed (shown in the green banner on the left).

/ Postings / ... / <a href="/hr/postings/147860">HR Generalist</a> (Closed) / Applicant Review / Enter Evaluative Criteria Evaluations

evluative Criteria Worldiow State: Iterviewed e
Showing 2 of 2 Applicants
Evaluations
‘Written C: How do you rank th

Please select v
Qual re

ences: Please rate the candidate's quality of references

well did this candidate perform in the interview?
Please selecf
Cor

wri

tten C
Please select v

Quality of References: Please rat

Please select

Inter well did this candidate perform in the interview?

Please select v
Comments

m
i How do you rank th
e

idate's quality of references.

e Rank each of the evaluative criteria and enter comments if applicable.

¢ All comments will be documented as part of the interview file.

e Only the Search Committee Chair and Central HR have the option to view all
evaluations completed for each applicant as well as view the average score
for submitted evaluations.

8) Once you've evaluated all applicable applicants, click the Save & Continue
button.
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