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How to Use the Applicant Tracking System

The following guide is intended for Hiring Managers using the PeopleFluent Applicant Tracking System (ATS).
This document contains all of the guides which are found separately on the ATS webpage

Contents
How t0 Create @ NEW REQUISITION........coiiiieieiseses ettt seste b e s te s e e e e eseeneesessennes 1
How to Find and VIeW @ REQUISITION.........ccviiiieeeeese sttt st ettt sra e snaessaeesbeenbeeneenees 7
HOW 10 VIEW CanAIAALES .....cc.eiuiieiieieee ettt et sttt ettt b e b e s b b et et et et e st eaeebesaenben 8
How to Move Candidates Through the HiriNG PrOCESS ........ccviieiiiicee ettt st 10
How t0 DiSpOSition CanIAAtES .........ccveieieieieisesee ettt sttt seeseebestesseaenseneeseeseesensensens 11
How to Notify Dispositioned Candidates ............oco it 13
HOW 10 USE the Offer FOIEN .....c.oiiieeee ettt st b e bbbttt besbesbe st 15
HOW t0 USE the HIFEA FOIE ...ttt ettt b et e st bt et e s bt et e besbe et e sbeeneens 16
How to Create Additional ReqUISITION FIlLEIS........ccceieieieieececeeee sttt sne st 18
How to Communicate with Candidates using ATS Email Templates..........ccoeoiriinininninineseseeeeeseee 19
How to Export Candidates into @ SPreadshEet...... ...t 23
(T B o 1= o TSR 23
How to Create a New Requisition 2 PeopleFluent
RMS Recruiting Portal v Dashboard Requisitionsv  Candidates v  Job Postings Candidate Si
1. CI|Ck the Requisitions menu button Requisitions Workflows View Selecte-d.?equisition

near the top and select Create e o VO X et

RequiSition tO Open the Create & 5] Personal Folders Manage Templates

Requisition window. & [ 3-Assistant o HR .

Create Requisition

~
Saved Templates: |- Choose & Templste — ~] —Type Titie Keyword(s}-| Template Filters: [—Select a Category— ~]
Load Draft: [~ You have no Drsft Requisitions| @] X
Requisition Information ~
g
SobCode:[_|E| "%.&) 1
N
Job Title
. - C
Posting Title: ||

Department[——————————J&| "W

Page 1
https://hr.mit.edu/managers/hiring/ats Last Updated February 2023



https://hr.mit.edu/managers/hiring/ats
https://hr.mit.edu/managers/hiring/ats

[ B
III|| ‘ Human Resources Using the Applicant Tracking System

Tip: The top section (in yellow) offers options available to you if you have either created a
template or a draft already.

Saved Templates (Optional): If you have created a previous requisition template, you may select
it from the drop-down list. The window will populate with the template entries that you may review
and revise for the new position.

Load Draft (Optional): If you have saved a draft requisition and wish to continue working on it,
select it from the drop-down list.

Enter the Job Code (Title) for the Requisition

Requisition Information

2. Provide the Job Code (Title): Job Code: | E A

a. Click the Menu button to open the Job Code

dialog.
b. Enter the Job Title. You can also enter just a portion

. Job Code

of the title or the Job Code.
c. Click Search to retrieve all matching Job Titles. | aministatve CL search
d. Select the desired Job Titles (even if there is only | (20073954 - Administatve AssEtant 1

one displayed) and click OK. 30012085 - Adminkuave Assetants %

. | |HE0O1 - Senior Stock Clerk - Administrative Assist

e. The ATS will auto-populate the Payroll Category, | [QH090- edX Manager, Adminisiraive

Workflow, FLSA, EEO/AAP, and Job Grade fields :

based off the selected Job Title. © o« |[@ cancel

3. Review the Posting Title and change it to the title that you would like to see used in the job posting (if
different).
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Enter the Requisition Information

4. Select the Department.

a.

Click the Department field’s Menu
button to open the search box.

Enter the department name.

Click Search to retrieve all matching
departments.

Select the desired department (even if
there is only one displayed) and click
OK.

The ATS will auto-populate the
Department Number and School Area
fields.

5. Select HR Officer from the drop-down list.
6. Select the desired Recruiter Support.

a.

Selecting No means you want to review
all resumes, with no pre- screening
from MIT’s Talent Acquisition team.
Selecting Yes means you want some
kind of candidate screening assistance
from MIT’s Talent Acquisition team; a
recruiter who will get in touch with you
about your needs.

7. Select Reason for Position Opening from the
drop-down list.

G%greate Requisition

Saved Templates: |—

Load Draft: |-

Requisition Information

Job Code:

Job Title:
Posting Title:

Department:

Department Number:
School Area:

HR Officer:

Recruiter Support:
Reason for Position Opening:
Number to Create:
Number of Openings:
SAP Position Number:
Time Group:

Person Being Replaced:
Payroll Category:
Workflow:

FLSA:

EEOQ-1 Category:

AAP Job Group:

AAP Establishment:

=4 SpellCheck

Choose a Template - v

~Type Title Keyword(s)—|

You have no Draft Requisitions| v | 3¢

|2oo13935 - Administrative Assistant Y. 5]
2

Administrative Assistant 2

Administrative Assistant 2

Vice President for Human
Resources

409100[ V]

VP for Human Resources| v |
Lianne Shields  [v] *
Yes[v] *

Newposition |2l

=

*

Suppont Staff| v |
Hiring Process| v | *
Non-Exempt] V]

5 - Support| v |

055T - Sec/Adm/Cler 4[]

MIT MAIN CAMPUS - CAMBRIDGE, MA| ¥ |

P Save as Drait

Provide other field information as appropriate to further define the position.
Use the Notes field to provide any information that MIT’s Talent Acquisition team may need to know
when posting the position or talking to candidates about the job (such as anticipated hiring range,

desired start date, location, (if it is not in Cambridge) any special circumstances, etc.)

bk A
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Enter Job Details

8. Select the Functional Area

that best fits the job (this is Job Details
how it will be categorized Functional Area: [~|*
when applicants search on the Location: | Cambridge, MA  [+]*
Web) Employment Type: E|*
9. Location defaults to
Cambridge, but you can senedule:
change this if necessary Hours [\Week:
10. Select the Employment Type. % Time:
Note that “Temporary” means Visa Sponsorship Available: [=]*
there will be a set end date; Job Description: *
include the length of the
appointment in the job
Job Requirements: *

description

11. Use Schedule, if desired, to
communicate standard hours
and/or indicate flexibility.

12. Provide Hours/Week for an hourly paid position. Provide % Time for a salaried position.

13. Visa Sponsorship Available. The ‘No’ selection is intended to deter applicants without work
authorization from applying to a job for which they are ineligible due to their Visa status.

14. Job Description and Job Requirements can be pasted into the fields from Word documents. Most
formatting will be removed, leaving only the text. (See separate handout for guidelines on what to
include in these paragraphs.)

Please note that there is a 250 word limit for posting descriptions. If you would like to include a longer job
description, you may provide a link to that description which will then be included in the posting.

Adding Hiring Managers

In the ATS, the term “Hiring Manager” refers to anyone who is able to see and work with a specific requisition
in the system. Anyone listed as a hiring manager will be able to see candidates who apply to the requisition
and move them through the workflow.

Anyone NOT listed as a hiring manager (including the person creating the Requisition) will not be able to see
ANY of this information. If you want to be able to access a requisition after you’ve created it, you need to
assign yourself as a Hiring Manager. This will not be done automatically.
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15. Click the Add button to display the Select Contact o

Select Contact:Add Hiring Manager(s)
search box.

16. Search by last name. (Just typing the first few letters
is okay.)
17. Click the select box to the left of the person you wish

Last Name: |smith| Mare Criteria

Q) search || @ Show Al

Search Results

Employee

to select. As you select people, they are added to the O Fullame  Phose Locaton R Fmail Address
list at the bottom of the search box. 0 smhey i e

O Smm;‘ ﬁimbridgs‘ I @mit edu

If you can’t find a particular person in the system, they O smin e Cambrdge. @nites

A

probably don’'t have an active ATS account. You can I Cambridge. @mitody
either ask to add the person’s name in the requisition’s L " ’
Notes field or email ATS-help@mit.edu to have the
person added as a hiring manager.

1, Maximum number of 50 contacts have been selected.

Selected People ~

OOK ocance\
18. Click OK to accept the selected manager(s).

19. Once all hiring managers have been added, select a primary hiring manager (by default this will be
whoever you added first). The primary hiring manager will act as the contact person for
questions/concerns about the job.

Hiring Manager{s) * ~
Empl
Primary Full Hame Phone Location TLLIEE Email Address Delete
Number
®  Smith, Cambridge, @mit.edu »
MA
O Smith, Cambridge, :@mit.edu 4

MA

If you are going to add multiple Hiring Managers, be sure that participants are very clear about who will be
actually be responsible for moving candidates through the workflow. Otherwise, the process may become
unwieldly.

Checks the spelling of all text entries. Most importantly, it checks the spelling of your job
= SpeliCheck description and job requirements. If misspellings are found, you may correct them.

This is a way to save your requisition so that you can come back to it later. While a requisition is a
draft, no one else but you can view it, regardless of who else has been assigned as a hiring
manager. The way to open a saved draft is to start from the home page and select Create
Requisition, then select the saved draft from the Load Draft drop down list.

A save as Draft

@ Cancel Cancels the Requisition and closes the window. Cancelling out of a new requisition erases the
requisition. Cancelling out of a draft requisition undoes any changes you made to it during the
current session.

20. When the Requisition is complete and you are ready to submit it to MIT’s Talent Acquisition team for
posting and recruitment, select Create.

After you click Create, MIT’s Talent Acquisition team. (talentacquisition@mit.edu) will need to be
contacted for any changes.
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Send Email Notification to Assigned Hiring Manager(s) (Optional)

Iy
21. After you select Create, an email dialog box Emel
will appear allowing you to notify Hiring From:| mikei  S@miLedy
Managers and others. The managers Do )| g manager@miteds
assigned to the requisition will automatically -
be added to the To: field. You can also add

BCC

Saved Templates:  Select a Template

the email addresses of anyone else who Saved Sgnatures Select 3 Sgnatre ’
Should be notified about the requisition Subject: Requisition 18912 created for Administrative Assistant
. . . . Attachments: [k [ ]

(including yourself, if you would like a copy).
The email will be sent from the person sjfjtj=j|EF A BEEE|w @] B]

. « _uge . Paragraph v | 3¢ elvetica sans-seril v 3(12pt) A Ay Ol 2
creating the requisition. The language in the e . e

. . . ue Jones has created a new requisition for Administrative Assistant. You have been identified as having hiring ~

body of the email (partially shown in the et s shiion s po s f oo g e S
screenshot) includes a link to the requisition. T et o oo TS, e
C|ick the Send Email button to Send the any questions, please cumaclyuu.r\uca.\ HR representative. 7

) . e o M ooy e A0 .
email. If you prefer not to send an email, r
Select Cancel = Spell Check | |/ Validate Tags | | Ef Insert Variable Field | | [P} Save as Template ¥ Send Email | (@ Cancel

Review Requisition

After the requisition is created, you can view it by clicking on the requisition from the list on the left side of the
screen.

Requisition Number: Creating the requisition generates a unique Requisition Number. Note how the
requisition is listed by its requisition number and Posting Title, as opposed to Job Title.

-2 PeopleFluent Requisition Status: The requisition is created in
= — ‘ _ Pending status. Once it has been reviewed and
RMS Recruiting Portal v Dashboard Requisitions v  Candidates v  Jobh Postings ¢ approved by the Talent ACC{UiSitiOﬂ team, It WI”
Requisitions _ Workflows i Associate Director, Career Education (| € posted on the MIT’s Career Portal and the
benangroqisions v @ [ x Reausiton Numoer - Uriaue 5 Dit status will change to Open.
mber

Req will open in Pending Status

—
<] Personal Folders

If you need something changed, contact
talentacquisition@mit.edu.

# [T 18915 “Pre-doctoral Research Fellow

Requisition ID: 18816

[+ [5a] 18870 - Custodian

Job Code: 20014813 - Career [

What’s Next?

MIT’s Talent Acquisition team will review the details of your requisition, assign a recruiter (if indicated), clarify

outstanding questions, and make any necessary edits (including modifying it to comply with the 250-word
posting limit) before posting.
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How to Find and View a Requisition

2 PeopleFluent
RMS Recruiting Portal » Dashboard Requisitions@ Candidates v
- View Selected Requisition H
Reqguisitions ~ Workflows q nalyst 2 (18916) A list of the
L, Create Requisition C ey
| All Requisitions o vO 4 x - - - I’GQUISItIOI‘]S that
Requisition Quick Find 0
ou are
Personal Folders Manage Templates Information y . dt
assignead to can
8900 - Supervisor, Custodial Services (23) ﬁ g
Requisition 1D: 18916 be seen on the

18871 - Custodian (149) |

= Job Code: 20013989 - Data Analyst 2 Ieft Slde Of the
18870 - Custodian

= Job Title: Data Analyst 2 ATS .
[ 18869 - Custodian

Posting Title: Data Analyst 2

] 865 - Director, Utilities S 17)
? @ vetor Utites Senicep (1) Department: Vice President for Human Resources
Esm - Plant Engineer, Central uewam (35 Department Number: 409100
E 18822 - Plant Engineer, Central Utilities Plant [196 School Area: VP for Human Resources
[ 18783 - Supervisor, Custodial Services (49) HR Officer: Chris Frechette
i~ - ive Mai e (33)

Requisition Filter (1) - Used to view requisitions matching a specific criteria, such as all "Open"
requisitions. Click the green plus sign to create a custom filter. (For more info, see How to Create a Req
Filter found at https://hr.mit.edu/managers/hiring/ats)

Requisition Status (2) - The requisition status is indicated
by the folder color.

Filled

Pending | On Hold

Posted Jobs (3) - The pushpin icon on top of the folder
indicates that the requisition is currently posted to MIT's Career Portal.

Number of Applicants (4) - The blue number in parentheses indicates the total number of applicants
in this requisition.

Recent Applicants (5) - The green number in parentheses indicates the number of applicants who
have applied within the past 24 hours.

Requisition Information (6) - Click on the Posting Title to view the requisition information, job details
and contact information.

Requisition Quick Find (7) — To look for a requisition by the requisition ID (5 digit number), click the
Requisitions menu and choose Requisition Quick Find.
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How to View Candidates

o PeopleFluent,
RMS Recruiting Portal v Dashboard Re
Requisitions ~ Workflows A
Candidates will appear in the Inbox folder once they apply to a Al Requisiions ve ¥ x  Mi
position. 2
&3 i 18030 - Sprinkler Mechanic (11) Requi
Click on the + next to the Inbox folder to expand the list of < [l 18015 - Maintenance Planner, Central Uilt
candidates in the requisition list. (See screenshot) 5 [ 18009 - Administrative Assistant 2, Repair
# [ 18004 - Machine Operator Custodian
Click on the Inbox (or any other folder), and the Candidate List = [ 17998 - Administrative Assistant I, Faciiie |
will appear containing the full list of applicants who are currently [} ibox ) i
S Applicant Review (1) i Al
at that step. A !
Phone Interview
Configurable Layouts | standard view [Z200N°H Interview
Not Selected

to change your layout.

Found at the top right hand
corner, you have the option

Ll R X _ _ , , _
O Candidate List The Candidate List provides a

4 Acionsv | Q summary view of the candidates. The table
can be sorted and configured to display

additional information.

Act on Multiple Candidates at Once (1) Using the checkboxes, you can drag multiple candidates to a
new folder or perform various actions on candidates at the same time.

Candidate Source Icons

Add/Remove Columns and Filter Candidates (2) — To open the menu, | External
click on the three stacked dots

applicant Ei

Perform Actions on Candidates (3) Internal 1

Email Selected Resume/CVs — Opens a draft email with the

applicant

resumes belonging to the checked off candidates attached to the Self-

email. identified rn
Email Candidates — Opens a draft email with the checked off as an .1
candidates in the Bcc field. The email will be sent from your email employee

address, and not a generic MIT email address. referral

Preview and Print Selected Resume/CVs — Opens a new window displaying the checked off
candidates’ resumes and cover letters allowing you to print or save the documents to PDF.

Administrative Assistant I, Facilities Engineering (17998) - Inbox e Actions 4 Export &
Candi... LastN... : FirstN... : Applie.. : Spons... Undo Last Move i Curre... @
External | 9/16/2019 No Email Selected Resume/CVs No
Il Columns > Email Candidat
External 91252019 No mat andidates No
i} Preview and Print Selected Resume/CVs
External Y Filter > 9/19/2019 No ) Yes
Clear all candidates.
External 9/26/2019 No Massachus...  JobGentral ... No
‘< 1 > | M Page 1 of 2 20 v items per page 1-20 of 23 items

https://hr.mit.edu/managers/hiring/ats
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View Candidate Details

Click on a candidate’s name to view the details of their application. Each tab contains different data.

@S Recruiting Portal v Dashboard Requisitions v  Candidates v  Job Postings Candidate Search v
RMS Recruiting Portal
| RMS Administration Portal B2 % Bird, Larry (5) - Admissions Officer 1 (2)
T — vOo 7 % [ Resume | [Candidate info| [ Profile ] Prehire Info ’Tr|gger History

=

Personal Folders
= ﬂ 3 - Assistant to HR
= E} 2 - Admissions Officer 1 (5)

= Inbox (3)
Applicant Review Resume
Phone Interview

=] Interview (1)

Ei Bird, Larry

# Not Selected (1)
Finalist - Not Selected
Offer
Hired

LARRY BIRD

Ul/UX DESIGNER

OBJECTIVE

To change the image, select the image with your mouse an
choose the option to Fill the shape, choosing Picture instead
a color. To resize image, select it and choose Fill from the

Not Hired

Applicant Communication of

> Admissions Officer 1 (2) - Interview

- T [P T.

Resume (1) This tab shows the applicant’s Cover Letter (if the

OOCareful planend dedicaliezkes to be an Academic Advisor. My abilities stem fr

education with a minor in psychology taught me the knowledge needed to properly advise stu
Advisor | wish | had around when | was a student in college. | am willing to do what it takes to

Admin v

—

hﬁ % Bird, Larry (5) - Admissions

applicant submitted one) and the Resume. In some cases, a Resume  CandidateInfo  Profile
resume’s text or formatting will look strange and/or have multiple
misspellings due to an intermittent system issue with converting the  Resume I

original document to HTML. To view the original resume that was

uploaded, click the down-pointing arrow icon (see screenshot). The original cover letter is only available

if the applicant combined it in the same file used for the resume.

Candidate Info (2) This tab shows current contact information and work eligibility status. (The ATS will
not prevent applicants from applying based on how they answer the eligibility and sponsorship
questions.) For internal applicants, the current department and job title will be listed at the on this page.

Profile (3) This tab shows an applicant’s sourcing information, and their work/education history

Find a Candidate

4-.. PeopleFluent

RMS Recruiting Portal v Dashboard

To search for a candidate, choose Candidates
from the top menu and select Candidate Quick
Find.

Requisitions workflows

All Requisitions ve ¥ x
® [ Personal Folders

i [ 3- Assistantto HR

Resume Cé

Requisitions~  Candidates~  Job Postings Cani

L % Bird, Lal View Selected Candidate

Create Candidate Manually fo

Create Candidate from Resume

Resume # & 1| Candidate Quick Find I
<

Manage Public Tags

https://hr.mit.edu/managers/hiring/ats
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How to Move Candidates Through the Hiring Process

Each requisition contains an Inbox and nine additional folders (or “steps”) into which candidates may

be placed. These folders allow you to easily see where each candidate is in the hiring process.

Each folder (or “step”) is associated with a particular set of activities, as outlined below.

Inbox

Candidates are automatically placed here when they
submit their application

Applicant Review

Candidates whose resumes have been reviewed for
future consideration

Phone Interview

Candidates to be phone screened, either locally or by
central HR

Interview Candidates to be interviewed in person (may stay here
for many rounds of interviews)
Mot Selected Candidates not selected at any step prior to the offer

stage. Includes those who were not considered, those
who withdrew before receiving an offer, and those who
did not make it to the finalist stage. (The ATS will ask for
a disposition reason.)

Finalist - Not Selected

Very strong candidates who did not receive an offer but
should be considered for similar positions. (The ATS will
automatically assign a disposition reason.)

Offer

Candidate offered the job. The ATS will ask for a
starting salary. (Use of this functionality is optional. It is
recorded in the ATS only and once entered, not visible
to the hiring managers.) The ATS will also generate an
optional offer letter in Word that may be adjusted to fit
your needs. It is not meant to replace the welcome/offer
letter that is sent by HR once the hire information is
entered into SAP via APR.

Hired

Candidate accepted the offer (The ATS will ask for a
start date. An actual or estimated start date may be
entered if you wish. The actual start date will still need
to be entered into SAP.). The job posting will
automatically be removed from the website and the
status will be changed to filled.

Mot Hired

Candidate received an offer but was not hired. (The
ATS will ask for a disposition reason)

Applicant Communication

Dispositioned applicants to be notified of their status
(The ATS will offer two optional draft emails to send.)

https://hr.mit.edu/managers/hiring/ats
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To make updates to a candidate’s status, click on the candidate’s name or select multiple candidates
from the candidate list and drag them into the appropriate folder. (See “Act on Multiple Candidates at
Once” in the 3 — View Candidates guide found at https://hr.mit.edu/managers/hiring/ats).

All applicants should move through the ATS steps in order, bypassing any steps that don’t apply.

IMPORTANT NOTE: If a candidate was moved to the incorrect o "1 e cut
folder, do not drag the candidate back to the previous folder — just ': A Copy I
right click the candidate’s name and choose Undo Last Move from & Collapse Workflow

the menu. Do not drag the candidate back to the previous folder. j —Ee Ceriie f

. . , . . . N¢ & Create Candidate
This ensures that the candidate’s history is correct, will lead to = il BRemove From Req

accurate reporting, and avoids issues in the case of an audit. | 9 Undo Last Move

How to Disposition Candidates

All candidates not hired for a job must be moved to either the Not Selected, Finalist — Not Selected, or Not
Hired folder and assigned a Disposition Reason explaining why they weren’t selected.

1. Drag the candidate that you are not hiring to one of the following folders highlighted below.
Folder When to Use
Not Hired For candidates who received an offer but
b m 2 - Admissions Officer 1 (5)(2) who were not hired.
- Inbox (3) Finalist - Not Selected | For very strong candidates who did not
' receive an offer but should be recruited for
Applicant Review similar positions.
Phone Interview NOTE: The disposition reason of “Finalist
Interview - Not Selected” is automatically chosen for
this folder.
Not Selected (2)(2) . .
o Note: If a very strong candidate withdrew
Finalist - Not Selected before receiving an offer, use Not Selected
Offer instead.
Hired Not Selected For all other candidates (Most commonly
— used folder). Includes those who were not
otmire considered, those who withdrew before
Applicant Communication receiving an offer, and those who did not

make it to the finalist stage.
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2. A pop-up window will appear when you drag your candidate(s) to one of the three folders above.
Choose the most appropriate disposition reason. The chart below will help with determining the most
appropriate disposition reason. Click “OK” when done.

NOTE: Disposition reasons were updated in April 2021.

Some candidates must be excluded from affirmative action reporting, according to government
regulations. Examples of why they’re excluded include that they lack relevant experience, they
withdrew from the process without having received an offer, or so many applications were received
that theirs wasn’t even reviewed. If the disposition reason you select is appended with “Excluded from
Affirm Action Plan”, that candidate will not be counted in your area’s Affirmative Action analysis.
Please select disposition reasons carefully.

= 8% 2 - Admissions Officer 1 (53613

Inbox (4)

Bird, Larry

Applicant Review

Fitarm (i Please select a reason from the
list: [Not Considered — Another candidate already selected - Excluded from Affirm Action Plan

Not Considered — Incomplete application - Excluded from Affirm Action Plan

Not Selected (1)(1) Not Consi - Requires work ization - Excluded from Affirm Action Plan

Not Considered — Sufficient number of applicants under review - Excluded from Affirm Action Plan
Finalist - Not Selecte Not Qualified — Education - Excluded from Affirm Action Plan - Excluded from Affirm Action Plan
Not Qualified — Lacks required amount of experience - Excluded from Affirm Action Plan

Not Qualified — Lacks relevant experience - Excluded from Affirm Action Plan

Hired Not Selected — Better qualified candidate

Not Selected — Compensation - Excluded from Affirm Action Plan

Not Hired Not Selected — Falsified application

Not Selected — Unsatisfactory references

Applicant Communication Withdrew — Other Reason - Excluded from Affirm Action Plan

Withdrew - Applicant Accepted Another Offer - Excluded from Affirm Action Plan

Withdrew — Did not respond/no show - Excluded from Affirm Action Plan

Interview

Offer

According to the Office of Federal Contract Compliance Programs (OFCCP), to be included in Affirmative
Action reporting, a candidate must express interest in, be considered, and possess basic qualifications for
the position and not withdraw from consideration before receiving an offer. More information is available on
the US Department of Labor’s website, found here.

Use the following Reason Categories to help choose the most appropriate Disposition Reason.

Reason Category When to Use
Not Considered The candidate’s application was not reviewed
Not Qualified The candidate doesn’'t meet the minimum qualifications as detailed in the

Job description

Not Selected The candidate met minimum qualifications, but was not chosen for the job
Withdrew The candidate chose not to pursue the job (and had not yet received an
offer)
Offer Declined Candidate was made an offer (verbal and/or written) but did not accept
(Not Hired folder only)
Page 12
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All non-hired candidates must be dispositioned before the requisition is filled. If not, system-generated
emails will be sent to the primary hiring manager of any filled requisition(s) that contain non-dispositioned
candidates. The emails will be repeatedly sent until all candidates are dispositioned.

IMPORTANT NOTE: If the incorrect disposition reason was chosen, right click the candidate’s name and
choose Undo Last Move from the menu. This will move the candidate back to the previous folder where you
can disposition the candidate again. (The “Undo Last Move” is candidate-specific, can be applied to any
candidate and can be used multiple times to move a candidate back through all of their previous steps.)

3. You can anonymously notify candidates via email that they of T et
were not selected. A% (3 Copy |
Pl ==

< Collapse Workflow
Int [ g Email Candidate
N¢ & Create Candidate
B Fit ‘:ﬁRemove From Req
| 9 Undo Last Move

How to Notify Dispositioned Candidates

You can notify candidates via email that they were not selected or that a position has been filled by using the
Applicant Communication folder.

1. To launch the email template, drag one or more candidates from Not Selected into the Applicant
Communication folder at the bottom.
NOTE: You can drag multiple candidates at once by holding down the “Ctrl” key and selecting
multiple names under the folder or by clicking the “Not Selected” folder and checking the
checkboxes in the list on the right side. Once checked, drag from anywhere in the light blue
rows into the Applicant Communication folder.

Ly
= [ 2 - Admissions Officer 1(5)(2)
Requisition ID: 2
Inbox (3)

A Job Code: 20013909 - Admissions Officer 1 Requisition Stg
pplicant Review 1
Phane Interview Job Title: Admissions Officer 1 Recruiter Sup
Interview " . "
Posting Title: Admissions Officer 1 Worki
Not Selected (2)(2 R
@@ . o )

Bp sird, Larry W’ Admissions Officer 1 (2) - Not Selected

EL Bush, George 1 Type First Name i Last Name
Finalist - Not Selected \Q] Bi Larry Bird
Offer
Hired M [ George Bush
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2. A dialog box will prompt you to choose an email % Bird, Larry
template. See the box below for the different messaging.
If you dragged multiple candidates, you will have the Please Sem;m e
option to send the same email to all the candidates that Email - Position Filled

you dragged over. To do this, click the “Apply to all

. » Apply to all candidates? []
candidates?” check box.

Email — Not Selected — “We have
decided to pursue other candidates for
this position...”

Email — Position Filled — “This position
has been filled...”

3. A draft of the email will now appear (see next page). The name(s) of the selected candidate(s) will
automatically appear in the Bcc field. Avoid using the To field since any email addresses entered here
will be seen by other candidates.

The email is sent from “MIT Talent Acquisition”, noreply@mit.edu. The candidate WILL NOT see your
name or email address in the email, unless you include it in your message.

4. Select Email when you are ready to send the email or select Cancel if you decide not to send the
email.

IMPORTANT NOTE: If you click Cancel, the candidates will stay in this folder but no email will be
sent.

If you still want to send an email, right click on each of the candidate’s name and choose Undo Last
Move to revert each person to the prior folder. You may then re-drag each candidate to Applicant
Communication when you are ready to send the message. (Do not drag the candidate back to the
prior folder since this could lead to inaccuracies in reporting.)

Page 14
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Email

Send Email

To...

CC...

BCC...

applicant1@yahoo.com, applicant2@gmail.com, applicant3@hotmail.com

Subject: [Thank you for your interest in MIT

Attachments:

= SpeliCheck

1
-

m
bo
]

B 7 U 48

Paragraph | Font Family | Font Size
& m iy A&

A aB@
Q

&

w
&

Thank you for applying for the Admissions Officer 1 (2) position. We have decided to
pursue other candidates for this position. However, we encourage you to review other
open positions on our jobs site. We wish you the best of success in your career
search.

Best regards,

MIT Staffing Services

¥4 Email | [ @) Cancel

How to Use the Offer Folder

To... Leave blank. (Any email addresses
entered here will be seen by other
candidates)

BCC...Candidate name(s) will automatically
appear here. Keep them there so you don’t
expose their email addresses to each other.

NOTE: The email is sent from “MIT Talent
Acquisition” noreply@mit.edu. The candidate
WILL NOT see your name or email address
in the email.

Click Email to send the email(s).

If you click Cancel, the candidates will stay
in this folder but no email will be sent. Use
the Undo Last Move button to revert each
person to the prior folder, and re-drag them
to Applicant Communication when you are
ready to send the message.

Again, be sure to use Undo Last Move
rather than drag the candidates to the prior
folder.

Once you are ready to make an offer, move the candidate to the Offer folder. This folder can also be used to

draft an offer letter. (Use of this offer letter is optional.)

1. Move the candidate to the Offer folder. You will be prompted to enter the candidate’s Annual Salary or
Hourly Rate. These are optional fields and need only be completed if you are using the ATS to draft an
offer letter. Otherwise, click the Cancel button. If you are drafting an offer letter, enter the amount
exactly as it should appear in the letter, complete with a dollar sign and commas. Click OK.

https://hr.mit.edu/managers/hiring/ats
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,! PeopleFluent

RMS Recruiting Portal v

Workflows Resume  CandidateInfo  Profile  Prehire Info

[ [5] Personal Folders ™ Resume £ & L O

[ [ 3- Assistant to HR

& [ 2 - Admissions Officer 1 (5)(1) Bird, Larry

& () Inbox (3)

Applicant Review (Exempt):

Phone Interview

Interview

(Non Exempt):
Not Selected

Finalist - Not Selected
& [ offer (1)(1)

Dashboard Requisitions v Candidates v  Job Postings Candidate S

Ly

Trigger History

v (@ ox | (@ cancel |

Bird, Larr{®

Please
select an |Offer Letter - Exempt
offer letter | Offer Letter - Non Exempt

template
from the
list:

@ ok || cancel |

2. You will then be prompted to select an offer letter template (exempt or nonexempt). Again, if you

choose not to draft an offer letter, click the Cancel button.

If you selected an offer letter
template, the letter template
will open in Microsoft Word.
Edit and save the letter in
Word.

Be sure to proofread the

content of the letter, add Lany Bird

123 Basketball Ln

your contact information,
and cc yourself on the email
as the ATS does not store
offer letters.

Dear Larry:

How to Use the Hired Folder

Terre Haute, Indiana

It is a pleasure to offer you the position of Admissions Officer 1 in Accounts Payable at the

7T Massachusetts Avenue

J T Massachusetts Institute of Technology
|— k Cambridge. Massachusetts 021384307

Once a candidate accepts an offer and you have agreed on a start date, move them to the Hired folder. This
automatically sets the job status to Filled and removes the job posting.

contact ats-help@mit.edu.

If you would like a job posting removed before filling a job,

The ATS will prompt you to choose a Start Date (this is optional). You will also see a reminder to disposition

and communicate with all candidates.

https://hr.mit.edu/managers/hiring/ats
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g
a A Please remember to disposttion and communicate with all
Bird, Larry M8 candidates.

startDate: [ | & oK

(mm/ddyyyy)

@ ox | @ cancal

All non-hired candidates must be dispositioned before the requisition is filled. If not, a system-generated
reminder emails will be sent to the primary hiring manager for any filled requisitions that contain non-
dispositioned candidates.

Finalists: Move finalists to the Finalist — Not Selected folder and let them know they were not
selected for the job. Keeping these candidates in the Finalist — Not Selected folder will allow you to find
them at a later date should another suitable position open up.

Not Selected Candidates: Make sure that all non-selected candidates are in the Applicant
Communication folder and that you have sent them the appropriate communications.

Important Final Step

Submit your SAP new hire transaction. The ATS DOES NOT transfer information to SAP, so the current
method of submitting HR transactions is required in order to trigger the employee’s system access, and the
New Hire Letter from HR.
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How to Create Additional Requisition Filters

Requisition Filters allow you to use search criteria to decrease the number of requisitions shown in the
Workflow pane on the left side of the ATS. Requisition filters also allow you to specify the order in which your
requisitions appear in the Workflow pane.

1. Click on the plus (+) sign under the requisitions tab.

2. Name the folder and mark it Private.

-~ PeopleFluent

RMS Recruiting Portal » Dashboard Re

Requisitions Workﬂ%ws

Open Requisitions

[53 Personal Folders \

:%E)Add Requisition Filter

Filter Name: [HR Reqs| *

| el @ Friate OPublic

Posting Status: | All Requisitions |~
Locked Status: | All Requisitions |«

vO 4 x

-~

My

3. Select the criteria you'd like to use, e.g., department, by clicking on the pulldown arrow for the Criteria
field and then click on the menu icon next to the Selected Values field to choose the appropriate value.

Add Requisition Filter
FilterName:[ %
@ Private O Public

Posting Status: [All Requisitions| v |

Lockad Status: [AUD &

Recruiter A
I Hiring Manager

o Time
[AAP Establishment
[AAP Job Group

Created By Operator Selected Value(s)
Created On

Department Number
EEO-1 Category
Type

frLsa
Functional Area
Grade Maximum
Grade Minimum
Hiring Organization
Hours / Week

[ HR Officer

Job Code:

g

L]

Job Grade

Job Title
Location
Manager
Modified By
Modified On
Organization
Payroll Category

]
[d I Id

Posting Image v
Posting Title

Delete

(P save | \0 Gancel |

Add Requisition Filter

Filter Name: &
@ Private () Public
Posting Status: [All Requisitions [V ne Gr
Locked Status: [All Requisitions [V ob Gr:
Categt
Criteria
Criteria Operator Selected Value(s) Delete
Deparment v T —
b FL]
© Add |
(@00 Department
Sorts. Operator ‘ H”:‘\ Search ‘
¥ [asc V] Health Sciences and Technology Program
History Section A
v TV Hobby Shop
l—‘—’ M HQ, Information Services & Technology
— == HR/Payroll v
[ ™ ac[~ Human Resources

\:O OK ] | @ cancel 1

https://hr.mit.edu/managers/hiring/ats
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" | | o e | " :

4.

selecting additional values. You may also include additional criteria by clicking on the Add key.

Criteria

Criteria Operator Selected Value(s) Delete
Department v = v [Human Resources |—5| = %
€ Add

Select how you’d like to sort the information in the folder from the “Sorts and Operator fields.

Sorts Operator Sorts Operator
AsC_[v] Requisition ID v EE
b [Vidited on -

Posting Title ASC [v] ﬂ ASC ﬂ

Recruiting Start Date —

Requisition 1D ASC ﬂ ﬂ ASC ﬂ
Click Save.
NOTE: To edit or delete any Requisition - N—
Filters that you created, select the filter Requisitions ¢ Woy Edit Requisition Filter
from the pull-down menu and click on the » “’l
pencil icon or the red X icon, respectively. HR -2 vOuUX

How to Communicate with Candidates using ATS Email Templates

The following guide is intended for Hiring Managers using the PeopleFluent Applicant Tracking System (ATS)
who would like to create custom email templates.

ATS users can create email templates for sending routine messages to candidate(s). Commonly used fields,
such as Req ID and Candidate Name, can be dynamically included into the email.

NOTE: This feature should not be used if the sender wishes to correspond anonymously. Emails sent from
personal email templates, outlined below, will be sent from your MIT email address.

If you are looking to anonymously notify a candidate that they were not chosen for a position, the “Not
Selected” and “Position Filled” email templates used in the “Applicant Communication” ATS folder are sent
from “MIT Talent Acquisition (noreply@mit.edu)’. More information can be found in the How fo Notify
Dispositioned Candidates guide at https://hr.mit.edu/managers/hiring/ats.

https://hr.mit.edu/managers/hiring/ats

Page 19

Last Updated February 2023


https://hr.mit.edu/managers/hiring/ats
https://hr.mit.edu/managers/hiring/ats

[ B
III|| ‘ Human Resources Using the Applicant Tracking System
€Create-anEmait Templateinthe-ATS

1. Go to Candidates > Manage Email Templates. The Manage Email Templates dialog box appears.

2 PeopleFluent |
RMS Recruiting Portal Dashboard Requisitions v -
Requisitions Workflows View Selected Candidate
Candidate Quick Find
Open Requisitions v 7 .
o4 x Queued Triggers
[5] Personal Folders Manage Email Templates
%3 18987 - Supervisor, Fire Protection Alarm Systems (2)(2) e
i . Manage Email Templates
| Saved Templates Eeled a Type v - Search Templates — v
| *
Template Name: nterview Scheduling =

Subject: \Imerwew Request for 5{REQ_CLIEMTID/E - ${FLD_REQ_POSTING_TITLE/§

2. Enter an email template name. stachmonts: (B

3. Enter an email Subject and enter | (611 ]ulm
the text that will be displayed in the |
email message.

e @ x x B

Paragraph ¥ (inherited font) v (inherited size) A4 Al v Q L =

Hi ${FLD_CAND PREFERRED_NAME/}S,

We would like to schedule an interview with you for the ${FLD_REQ POSTING_TITLE/}$ (Job
1D:3{REQ_CLIENTID/}%) position. Please reply with 3 dates and times that you are available.

We look forward to your reply.
Jane Smith

Recruiter

| [5# Spell Check | | E¥ Insert Variable Field |

| B save | €D Cancel |

4. If you want specific data about a requisition or candidate to dynamically appear in the email template,
do the following:
a. Click Insert Variable Field.
b. Select a variable field from the drop-down lists under Commonly Used Fields or Additional
Fields.
c. Click Insert Variable Field. (The numbered steps can be seen in the screenshot below)
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Insert Variable Field

v Walrnma
~ Select one variable field to add to the email
Manage Email Templates

Commonly Used Fields )
‘ Saved Templates: | Select a Type v v

*
Template Name: |Interview Scheduling Fields: v

*

Subject: |\ntemew Requestfor ${REQ_CLIENTIDAS - ${FLD_REQ_POSTING_TITLES \

Attachments: | B Additional Fields A
e Type:| Candidate v
B I U a& = E = E| = = B e @ x ¥ B o
ﬂ Paragraph ¥ (inherited font) v (inherited size) v A v O v [=)
Hi ${FLD_CAND_PREFERRED_NAME/}3, e Tab: Candidate Info v

h vou for the ${FLD_REQ POSTING_TITLE/}$ (Job
ith 3 dates and times that you are available.

Follow steps 1-6 to add o Panel: Candidate Information v
the candidate’s preferred

We would like to schedule an intervie:

ID:${BEQ_CLIENTID/}%) position. Please

We look forward to your reply.

Jane Smith

Recruiter name to the email body.

Fields:| Preferred Name v

= Spell Check | | E¥ Insert Variable F\e\do BAsae | (@ Cancez\

5. To add an image to the email template (e.g., MIT logo), click the Insert Image icon in the style
formatting area (see screenshot above) and do the following:

a. Click Upload to browse images in your local directory and upload the desired image. You cannot
upload a file that is larger than 2MB.

b. Select the image from the Insert Images dialog box. If desired, you can change the size of the
image by entering values in the Width (px) and Height (px) fields.

c. (Optional) In the Alternate Text field, enter text that appears when the image cannot be
displayed (for example, some email applications disable images). The alternate text should be a
description of the image.

d. Click Insert. The image appears in the Manage Email Templates dialog box.

6. Click Save.

Using Email Templates in the ATS

1. Select a candidate to send an email message to by doing one of the following:
a. Nauvigate to a requisition folder, right-click on the candidate name and select Email Candidate
b. Navigate to a requisition folder to display the Candidate List. Select the check box next to the
candidate, click Actions, and then select Email Candidates from the drop-down list
c. From the Candidate Profile, click Actions and then select Email Candidates from the drop-
down list

2. In the Email dialog box, the From field is automatically populated with the sender’'s email address. This
is informational and cannot be changed or modified in any way.
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3.

When the email is sent to one candidate, the candidate's email address is visible in the To field. To add
additional recipients the email message, click the To, CC, or BCC button.

Select an existing email template from the Saved Templates drop-down list. (See “Create an Email
Template in the ATS” to learn how to create a Saved Template.) When a template is selected, the email
subject and the email body are populated.

If desired, add an attachment. (s Source: Direct from MIT

Click Spell Check to confirm spelling in the text ) BT s
fields.

Click Send Email to send the message. The

green text box shown to the right should now

appear, confirming that the email was sent successfully.
The variable fields will be auto populated in the resulting email. If “Preferred Name” field was not used
by the candidate, you can insert “First Name.” NOTE: Templates can only be seen by the template
creator.

From hiringmanager@mit.edu

ToJohn Candidate ~

Action ltems + Get more add-ins

Hi lohn,

We would like to schedule an interview with you for the Business Analyst (lob ID 183935) position. Please reply with
3 dates and times that you are available.

We look forward to your reply.

Jane Smith
Recruiter

[llil- | Human Resources
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How to Export Candidates into a Spreadsheet

The following guide is intended for hiring managers using the PeopleFluent Applicant Tracking System (ATS)
to export a list of all candidates from a single requisition into an Excel spreadsheet.

,-..Peopieﬂ‘uent HELIQJ w0y
RMS Recruiting Portal » Dashboard  Requisitions v  Candidates v =i BN N K°E-
Requisitions ~ Workflows B Administrative Assistant Il, Operations (19111) 4 Actionsv
All Requisitions vd ¥ % M
=] E 19111 - Administrative Assistant I, Operations (58)
Requisition Information 2 ~
& Get Folder Counts
|1 4Show All Candidates . F
T
£ New Requisiion itrative Assistant 2 Requisition Status: Filled
&I Find Requisition
& Collapse Workflow stant 2 Recruiter Support: Yes
Finalist - Not Selected ) o
offer A Ac/unistrative Assistant I, Operations (19111) Actions % Explort ¢
Hired (1) ’ Type R.. & F.. i C.. § L. i Fi.. § A. i S.. i St. i S.. i ( ExporSelectedTo Excel
Not Hired 1911 .. Applica... Extemal 1232 No Massa... Linkedin No
Applicant Communication (57) —
. ™ 19111 -..  Applica... External 12470 = - Direct ... No
19108 - Senior Administrative Assistant, Operations (3) o Ei e
) E‘l 19111 -.. Applica... External ] ML Indeed No
19105 - Maintenance Mechanic
Ei 19111 -_.  Applica... External 1 Direct MNo
[~ 19104 - Maintenance Mechanic
- - ™ —— meo e
= 19103 - Electrician (52) 2 —
2 <« | 4 1 M Page 1 of 1 260 w itr us per page 1- 58 of 58 items

Page: << < 12 .3.. 4 5 = ==

The steps shown in the screenshot above correspond to the steps listed below.
Step 1: Locate the requisition and right click the requisition title.
Step 2: Click Show All Candidates. All candidates from that requisition will appear in the Candidate Panel.

Step 3: In order to ensure all candidates appear on a single page, increase the items per page to 250.

Step 4: Click the ‘Select All' checkbox at the top in order to select all candidates on the current page. Selected

candidates will be shaded blue.
NOTE: If there are multiple pages of candidates, you will need to check off the ‘select all’ check box for each

page.

Step 5: Click the Export button and click Export Selected to Excel.
A spreadsheet with the selected candidates will now open.

Get Help

More information https://hr.mit.edu/managers/hiring/ats
Applicant Tracking System Tech Support ATS-Help@mit.edu

Staffing Assistance talentacquisition@mit.edu
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