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System
Browser/OS Support

Please see the “Kenexa Recruiter BrassRing Supported Browsers” PDF file, included in the PDF
package with this document.

Language Support

As of Release 12.2, Talent Gateways are translated into Croatian and Serbian.
Please see the “Kenexa Recruiter BrassRing Supported Languages” PDF file, included in the
PDF package with this document.

©Kenexa 2009
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Recruiter Experience

Portal Page Enhancements

As part of the comprehensive user interface update, Release 12.2 introduces the second phase
of the project.

Configuration Changes to Support Enhancements

e New client setting: New/Viewed tied to Req

e Changes to User Type Privileges

e Changes to User Type Panel Mapping Page

e Changes to Layout Templates

e New Panel: All Open Regs panel

e Changes to Candidate Results Panel Type

e Candidate Results Panel Standard Configuration
e Changes to Administering Panel Configuration
e Changes to Fields Available for Configuration
e Changes to Administer Panel Configuration

e Changes to Fields Available for Configuration
e Changes to Panel Mapping

e Changes to Inactivation/Deletion of Fields

User Experience Enhancements

The description of these enhancements starts on page 18 in the “User Experience” section.

e “New” Designation is Req-Specific
e Changes to Export to Excel
¢ New workflows:

— Req Management

— Candidate Selection

— Talent Pool Management
— User Admin/Preference

e Editing Columns

e Quick Links

e Column Sorting for Req Panels

e Candidate Actions Menu Business Rules
e Export to Excel

All other functionality (including only exporting the current page) remains the same.

Date Available

This feature is available in R12.2 Build 0.
US: November 19, 2009
©Kenexa 2009
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EU: November 25, 2009

Cost

No additional cost.

How Do | Get this Feature?

Please contact your Kenexa consultant for help with the initial enablement of this feature. In
addition, your Certified Workbench User must achieve Tier IV certification. After basic
enablement, configuration is done in Workbench.

Benefits

You can perform most daily tasks within panels. There is less need to navigate to “classic”
(interior) pages/grids.

Visible Changes

There are visible changes in this release. Please see the “Kenexa Recruiter® BrassRing KRB
Release 12.2 Visible Changes” document for a detailed description.

Limitations and Known Issues

Wildcard searches don’t work as expected when the “User name differentiator” feature is turned
on.

Users can perform wildcard searches within filters using asterisks (*).

-

Locakion - -
Diivisicn + [*nland® | [
Recruiter " wainland, Dan (43262369)

However, when user name differentiation is turned ON for a client, if a user filtering by a name
value removes the terminating asterisk to focus on hames ending with the search string, no
matches will be found because the names actually end with a phone number or user ID number.

Location A .
Diivision * [*land C
Fecruiter - \

©Kenexa 2009
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Configuration

Change to Meaning of “New” Candidate Designation

This is feature is controlled by the new client setting and affects only the new Ul. Tracking on
“viewed per folder” started on August 27, 2009: All candidates viewed before that date are “new.

The user type privilege Candidates — Mark as Viewed is linked to this setting.

Changes to User Type Privileges

There is a new user type privilege, Candidates — mark as viewed:

Figure 1: New “Candidates — mark as viewed” privilege

¢~ Edit Super Recruiter for U testing |do not change) step 2: Set Candidate Actions 2 privileges - ... ;- .;El. x|

for Ul testing (do not change) step 2: Set Candidate Actions 2 privileges
nckign Step 2: Set privileges
~

Attachments - view "All attachments uploaded via Agency Manager”
Attachments - view "All attachments uploaded via Gateway”
0 Attachments - view "Sensitive attachments in my reg’

Bulk print - request/raceive files
Candidates - file to all Regs
Candidates - file to My Regs
Candidates - file to working falders/inbox

| i Candidates - mark as viewed |

Candidates - move/copy to all Regs
Candidates - move/copy to My Regs
Candidates - move/copy to working folders/inbox
Candidates - remove current agency associations
| 4] Hide "Add candidate” manu item
@ Hide "Add centact® menu item
HR status (via elink ) - add/update in all reqs/all folders/my inbox
HR status (via elink ) - add/update in my regs/my folders/my inbox
0 HR status - wiew undo HR statuses [via elink)
1 HR status - view undo HR statuses (via KRB)

KMS Onboarding - Hiring Manager access

KMS Onboarding - Recruiter access v

| Dene J| ReverttoSaed || Cancel |

©Kenexa 2009
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Changes to the User Type Panel Mapping Page

Figure 2: User Type Panel Mapping changes

/= User type panel mapping - Microsoft Internet Explorer provided by Kenexa Technology, Inc. El@"k,
/' _User type panel mapping Audit Trail
User type: Super Recruiter for UI testing (do not change) 2
* Welcome page title This is the title that will appear at the top of the welcome page for this user type. Note that
the character imit is 40. Show Ma
] |Recuiter Poral [Enghsh {US)]
Layout template: [2Coumns  w
[J mnactivate new UI for this User type Select this box if you have completed the Welcome page panel mapping for
this User Type and you wish to inactivate the new welcome page and other UI updates,
All Reqs
[+ All Dpen Regs New panel [pticnal | STD-Advanced View v
My Reqs/Candidates -
& Candidate Results Default . | STD Basic View - Right2 |
My Candidates Opticnal No requiredf_optior_l; supports
My Open Regs | Diefault v C_“fl‘lnl:?.:.::“rmmn' - |Right1 |
My Regs Pending Approval Default w STD-Advanced View il Rightd s
Other
My Calendar |Dptluna1 U't STD-Basic View V-_
= Quick Links Default b CUS:Copy of Recruiter Lir v Left2 v/
[=] Welcoma Message [Optinnal v: :CUS Recruiter welcome v:
Analytics
@ Metrics Panel 1 | Optional w| | STD Time to Fill v u
I | Save ||  Reverttosaed || Cancel |

Changes to Layout Templates

Layout templates are visible now.

Figure 3: Layout template field

This enhancement:

e Allows better formatting for 1 column layouts (hourly portals).
e Defaults to 2 columns.
e If 1 column is selected, you must select all right or left side layout options.

©Kenexa 2009
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New Panel: All Open Reqgs Panel

Figure 4

] Inactivate new UI for this User type Select this box if you have completed the Welcome page panel mapping for
this User Typa and you wish to inactivate the new welcome page and other Ul updates.

Panel type Configuration Layout

All Reqs
all Open Regs |Cl|:|t||:|na] vl | STD-Advanced View -

e Selectable if the user type has the privilege Reqgs > All Regs — View open
e Same Basic and Advanced View options as My Reqgs
e All fields are the same as My Reqs

Changes to the Candidate Results Panel Type

e The option “Required” for this panel was removed since the end user can close the panel at
any time and it will relaunch when needed

e If any active mapping have the option selected, it will be changed to “Default”

e  Default will no longer show as minimized upon login but will still launch into mapped location
when called

©Kenexa 2009
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View Standard Configuration: Candidate Results Panel

Figure 5: Standard configuration for Candidate Results panel

2 View panel configuration - Microsoft Internet Explorer pm\rided...:: |gr§|
& view panel configuration
T User type(s): Recruit
Basic view L zlaCtTJ—l Er” BS
donfiguration name : Standard: Basic View
Allow users to edit panel
display aptions: Yes
@mPanel title : Candidates in: [Req # Req Title] or [HR Status name]  [English (LUS))
Uzer defined fialds will display.
User typads): LalithaNewl]
VEH
Pradeep_UserType
Configuration name : Candidates in: [Req # Req Title] or [HR Status name]  |English (LUS)]
Allow users to edit panel
display options: Yes
Advanced view @ Panel title : My Candidates  [Englizh (LIS)]
Column # Field Column label {English {LJ5})
1 [Panel standard] Mame Marme
2 [Panel standard] Viewed Wiewed
) [Fane! standard] Motes Motes
4 [Panel standard] Forms Forrms
] [Fanel standard] Candidate Type Candidate Type
B [Panel standard] HR Status HR Status
7 [Panel standard] HR Status date HR Status Date
8 [Fanel standard] Communications Communications
8 [Applicant Master] Employer Employer
10 [Apphcant Master] Position held Position Held
[ Close ]
©Kenexa 2009
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Changes to Administer Panel Configuration

Figure 6: Administer panel configuration: Candidate Results

3 Welcome to Workbench - Microsoft Internet Explorer provided by Kenexa Technology, Inc.
Filz  Edit Wiew Favorites Tools Help

O O BB G| Pun e |25 68 OB YE S

Address @ https:/fworkbench.brassring com/BRAdmiInLogin/aSP/frames. asp ¥ ‘ Go  ©snagt B
Links &] Add to Wish List &] KRB CS Sharepoint &) Mercury Quality Center 9.0 &] Onyx Employee Portal - Web Client &] Oracle login £ Track-It &]Workbench >

Select environment: ‘ Staging v ‘

Workbench — Select a client: T5-TS v]
KRB URL: https://ztaging.brassring.com/T5-TS

= | Training ~ | Admin Home | Help | Privacy Policy | Resource Center

+Back Administer panel configuration: Candidate Results

R - Conauratonname | Viewdstoits | Proview | bt inactivte Activate | Deiate |
cnnfﬁi?artﬁm O standard: Advanced View &
Save cornifi ﬁg ©  Standard: Basic View o
C Addnewconfigedit & Ej' (i c’q) @
© Copy of Basic view o Ej' / G.) ﬁ
O Mew deleted then row added for CN type $ Ej' j C’) Iﬁl
(@) Swap all panel std fields & Ej' / (”) E’
O WKH added 4/23 New swapped for Internal Q Ej' i G) ﬁ
& S @ Trusted sites

Your organization can customize the text that appears before Req # and Title at the top of the
panel.

All panels with grids (and QL) now have this control to give the end user access to “Edit Columns”
widget.

Figure 7: Changes to panel configuration

= Add panel esnfiguration - Microsodt Internel Explorer provided by Kenexa Technology, [nc.

*Configuration namae:
Eranel title: | Candidates in [Req =: Req Title] or [HR Status name] [English (US)]
Elaliow users to edit pansl display options
| —vrpee—
e e—
Configured fialds
# Actions Selected flald Column label A
1
E w | [Fanel standard] Hame Sedect fiekd Name ViewEdt translations
2 -
E [Parel standard] Viewed Sedect held Viewed View/Ed translaticns
-
s -
E [Panel standard] Date (232 wewed Sedoct fiekd Diste Larst Viewed View/Eidit translations
-
A -
E [Parel standard] Notes Sadact fiald Mates View/Edt translations
-
- -
~ g [Pane! standard] Forms Select held Forms View/ Eddt branslabions
-
A -
[Parel standard] Canddate Type Candidate Type View/Ed translations
-
b -
E [Panel standard] HR Status Sadact fiekd HR Status View/Eidit translations
-
-
[ S J[ Rewtossws [ Cancel |
©Kenexa 2009
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Changes to Fields Available for Configuration

Figure 8: Date last viewed — Example new field available for configuration

3 Search for field -

A Search for field -

Enter search cnitena
| | Search |

# Starts  Contains

Available Salected

|Applicant Master] Location
|Applicant Master] Position held
|Applicant Master] Years exp
|apphicant Master] Opfpostal code
[Panel standard] Agency Rifemal

|Panel standard] Faolder 4
|Panel standard] Farms -
[Panel standard] HR status Eenous
|Panel standard] HR stalus date

|Panal standard] Marne

|Panel standard] Notes

|Panel standard] TG Score

|Panel standard] Updated by

|Panel standard] Viewed

(=} [Form title] Field name (' Field name[Form title]

[ Submit I Riesel I Cancel

Available fields:

e Applicant Master fields

e Standard grid fields (Notes, Forms, Viewed, etc.)

e Candidate form fields that meet the following criteria:
e Designated as “outputable”

e Are of the following field types: date, email address, numeric, single select, radio button, text,

and SSN which are not encrypted

©Kenexa 2009
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Apply Changes Confirmation on Panel Configuration and User Type Panel
Mapping Changes

With this release, KRB users can now change their configuration AND those changes are
persistence to the next login. The Workbench Administrator can also make changes to these
same configurations. Because of this, when changes are made in Workbench the user must
decide how to apply those changes to existing users who have made adjustments to their portal
page configuration.

When a Workbench user makes changes to an actively mapped panel configuration, validation
will happen and the following confirmation may display:

Figure 9: Confirmation message for changes to mapped panel configuration

There are some users that have modified their display for this panel. Please choose how
you wish to apply the new configuration for these nsars: jit Trail

o~

Owerride User Customization - The new configuration will be applied to all new ansd
existing users, including those that have modified their panel display options. If
users have made modifications, they will be overwritten with the new configuration.

Presernve User Customization - The new configuration will apply only to new and

[] &g - . a ; . A
existing users who have not made modifications to their panel display options.
Seleg .
Cancel - Return to the panel configuration page.
© Cat

|Du3rrid9 Usar Cuslomizmicml [F’reserue User Customization| [ Cancal

Configured panel contents
#  Actions Type Contents

1 My Reqs [English (US)]

Wl . | category

1

Category Links |Selected (5)

3 ﬁ — Candidates [English (US)] [
Category
b Category Links |Selected {7) E
— HR Documents [English [US)] E
E ﬁ Custom . e
Category o)
£ >
I | Save ] [ Revert to saved ] [ Cancel I

Panel Configuration Validation Logic
The following logic is then applied to determine if the confirmation will display:

1. Is the configuration mapped to at least one user type and is the mapping active?

— If Yes - Go on to next validation
— If no — Do not display confirmation pop up

©Kenexa 2009
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2. Are the edits to any of the following areas: Add Row, Edit selected field, or Delete selected
field, select/deselect of “Allow user to edit display options” or “Display only Reqgs which the
user themselves is the approver” ?

— If Yes — Go on to the next validation
— If No — Do not display the confirmation pop up

3. Has at least one user made modifications to the display options in KRB?

— If Yes — Display the confirmation pop up
— If No — Do not display the confirmation pop up

Override Options
Override User Customization — The configuration that has been saved will be sent to KRB and
that configuration will be used for all existing users and new users going forward.

Preserve User Customization — The configuration that has been saved will be sent to KRB and
will be applied only to users that have not made modifications to the panel column display.

Filter exception — Even if Override is selected for panel configuration changes, the user’s filter, if

there is one, remains in place.

©Kenexa 2009
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Changes to Panel Mapping

When changes are made to an existing User Type panel mapping, the system applies the
following logic to determine whether to display the confirmation message or not:

Has at least one user modified the welcome display in KRB?

If Yes — Display the confirmation pop up
If No — Do not display the confirmation pop up

Figure 10: Confirmation message as a result of changes to the welcome display

There are some wsers that have modified their display for this page. Please choose how
o YOU wish to apply the new configuration for these users:

)

Us
Owvernide User Custamization - The new configuration will be applied to all new and
B R existing useis, including those that have modified theii panel display options, I
users have made modifications, they will be overwritten with the new configuration.
Layo
Preserve User Customization - The new configuration will apply anly to new and
O 1q existing users who have not made modifications to their panel display options.
page
Ly Cancel - Return te the user type panel mapping paqge. h
Sald
e |Override User Customization| |Fresenve User Customization| | Cancel |
] &l Open Regs
My Reqs/Candidates
[+] Candidate Results Default v | STD-Basic View Right2
[+ My Candidates Optignal | | STD-Advanced View
[+] My Open Reqs Default || | CLUS Recruster Right1
r;plﬁ;?; b Diefauit ¥ | | STD:Advanced View Rightd
Other
[+] My Calendar Optional ¥|| | STD:Baszic View
Quick Links Default | | CUS:Capy of Recruiter Lir Left2
[+] Welcome Message Optional w | | CUS Recrutter welcome

| Save || Rewertosaed ||

Cancel

Overrides affect panel layout only. Individual panel configuration will not be changed unless a
different configuration was selected as part of the change.

©Kenexa 2009
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Changes to Inactivation/Deletion of Fields

Workbench will now not allow inactivation and delete actions in the following areas if the field is
tied to an active panel configuration:

e Candidate form fields
e Custom req fields
¢ HR Status

Figure 11: Inactivation error message
12 httpss/ o albist b assring.com; Pwhsessionid =4 TAS 1 E40-3450-4CAE-AZ 3E- | AFATEBCATP Dbaode sinactive - ... [ [x] E3

() Inactivate field: [LastMame] P Audit Trail
ou can not inactivate this field for the following reasons:
Panel configuration Candidate Results::CR4
This form field cannot be inactivated because
Flacement 1 it is being actively used on the listed panel
*Database fleld name LastMame configurations. You must first remove this

field from all panel configurations before the
Figld name L35t Name oo fiold can be inactivated.

[Czech]
[English {Imtl}]
[English US Govermmant]

[French]
[German]
EL - Greek Last Mame [Greek]
[Swedish]
*Type TExT
Custom report field Ho
Font size Medium
Encrypted No
Hide for these user types
Hide in these languages
Required in these
languages
Cancel I

©Kenexa 2009
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User Experience

“New” Designation is Req-Specific

Figure 12: Client setting is off; candidates are Viewed or not viewed

If the New/Viewed tied to Req client setting is turned on, the “New” count is specific to a

requisit

Figure 13: Differentiate between the meaning of the Viewed column statusds

ion.

=1
Candidates in Req folder: 176BR : Project Team Lead
<= First < Prev 1 Mext = Last == Recards| 1 /-] 11 |of 11 Selected| [ Edit Output Fields
O %I Wiewed | Motes ‘ Farms ‘ Candidate type ‘ HR. status (click to update) ‘ HR status date Ermploye
- sl
O  allisonJoanna v ] E External j 02-MaR-2003 STRACS
LIMIVERE
O Eublshridge lonatius v + B  External Review 02-MAR-2009
O  cCooperpilly v + E External Interview 02-MaR-2003
[0  Emilia,Emilio v + + | External - | Reject 02-MaR-2009
Candidate Mot Interested
[0 Gesstlerlandherger v + + Esxternal - 02-MaR-2003
[0 Hennessy Thornas v =+ E7d External ¥ | Advancad Gotions... 02-MAR-2009
[0  Hood,Rohin + + External - | Wiew Hitary... 02-MaR-2009 Sherwor
[0 wurphy,Mindy + + External - Review Z1-FEB-2009

My Open Regs

Eeg £ Litlg Managsl ReciRment Tobal Actne ligw nkernal

L7GER Froject Team Lead Manager, Jog S Production L3 3 3

L74HE Apsistant Manpger Managar, Jog U5 Front Office 15 i 1

17588 Dffice Manager Manager, Jog Us Front Office k2, 1

I Customer Senvice . . ) . .

173ER P santathng Manager, Joe U3 Production i3 ‘ d

ICandidates in: 173BR : Customer Service Representative

Records |1 - 13 of13 Selected Results Per Page 50 ~
(] [-mﬁ Viewed | Date Last Viewed Hotes Forms | ndi T | HR Status HE Status Date
B | Alison, Joonn ® 20-0ct-2009 Viewed for the current req v Review  02-MAR-2009
O Ceefour, Tee O B External ¥ (-Filed 16-SEP-2009
O Coaper, Billy O 29-Sep-2009 Viewed previously, but not for thisreq [ 0-Filed 16-SEP-2009
O Facto, Ibso ] 28-Sep-2009 - - External 0-Filed 21-FEB-2009
Gesstler, _ ) e - - - _
O Landberaer S 28-Sep-2009 0O + External 0-Filed 21-FEB-2009
Hennessy, "y . few ~MAR-
O Thom O 20-0ct-2009 ™ External ¥ Raview 02-MAR-2009
Never viewed
O Meloni, Chris External * (-Filed 16-SEP-2009
L]
©Kenexa 2009
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Users with the Candidates — mark as viewed privilege (Tools > Users > User types > Edit
type permissions > Candidate Actions 2) can mark the candidate as having been viewed for
this requisition if they have opened the candidate’s Talent record previously, either in Search
Results or for another requisition.

Business Rules

When the setting is turned on for the client, the not viewed candidates per req will appear starting
with the date 12.1 Build 1 went into production (8/27/09) going forward. Candidates viewed prior
to the change will be considered “New” for all regs in which they are filed.

If a candidate is viewed from within a Reg/working folder/inbox on the classic pages, this will also
be tracked in the new UlI, i.e. that candidate will no longer be considered “New” for that req on the
My Open Regs panel or in the Candidate results.

If a candidate is viewed from within the search results on the classic page, this will be considered
not specific to a reg/folder, and therefore will be “New” for any Reqs in which they are filed.

Date Last Viewed is not tied to the new setting. The Date Last Viewed is always the date the
candidate was last viewed for any reg/folder/inbox/search results. For candidates last viewed
prior to August 27, 2009 — this date is the date that the TR was first opened.

The following are scenarios that could occur due to the change in how “New” is tracked using the
new setting “tie new to req”:

Scenario 1: Candidate has NOT been viewed by the user AT ALL prior to or after August 27,
2009.
— No viewed check mark in classic or new Ul. Counted as “New” for all folders in which
they are filed

Scenario 2: Candidate HAS BEEN viewed in conjunction with Req folder 123BR PRIOR to
August 27, 2009 but HAS NOT been viewed in Req folder 126 BR which he/she was filed to after
August 27, 2009.

— Allclassic pages: ¥ New Ul for both folders — no icon; New
— Date last viewed would exist (as the date the candidate was first viewed)

Scenario 3: Candidate HAS BEEN viewed in conjunction with folders prior to August 27, 2009
AND has been viewed in conjunction with 123BR AFTER August 27, 2009.

— Allclassic pages: ¥  New Ul for 123BR: @
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Changes to Export to Excel

The following items are changes from classic export to excel functionality and are effective for
new Ul only.

e |If specific candidates are selected, only those will be exported

¢ Notes and Forms columns will contain the words “Yes” if 1 or more notes or forms exists or
the word “No” if none exist

e The “Viewed” column will contain “No” if the user has not viewed the candidate and “Yes”

All other functionality (including exporting only the current page) remains the same.

Req Management

Column Sorting for Req Panels

Certain columns in the My Open Reqs and the My Regs Pending Approval panels will be sortable

on click, indicated by the underlined title. The following rules will apply to which columns can be
sorted:

e Custom Req fields: All field types EXCEPT: Number and Date

o Standard Req fields: Only the following: Title, Manager, Recruiter, Department,
Location/Division, Add Type, Req Type, College, and Job Code

e Panel Standard Fields: Only the following: Date opened, Date created, Next approver

All Open Req does not currently support sorting for any columns. Filtering Requisitions
A new menu at the top right of the My Open Reqgs and My Reqgs Pending Approval panels will
allow users to filter the results by eight standard fields.

o Filter by: Candidate Type, Date Opened, Department, Location/Division, Manager,
Recruiter, New, HR Status

e Candidate Results filter by HR Status and Candidate Type

e Filters remain in place (for future logins), with visual indication of the number of fields
being filtered by, until the user clears the filter.

e Users can save any number of filters and manage their saved filters.

Pinning Columns for Horizontal Scrolling

The left-most column of the My Open Reqs, All Open Regs and My Reqs Pending Approval
panels will be pinned in place automatically so that it remains in view on horizontal scroll. Both
the selection row and next column will be pinned for the Candidate Results panel. The pinned
columns are delineated by a dark blue vertical line.

The user can drag the blue line to include any column to adjust which columns remain pinned.
Any changes to pinned columns will remain to the next login.

©Kenexa 2009
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Figure 14: New filter and display menu
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New Panel: All Open Reqs
The All Open Regs panel is new in R12.2. It:
e Supports the 8 standard filters
e Displays the most recently created 1,000 reqgs
Figure 15: All Open Regs panel
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Candidate Selection

If the New/Viewed tied to Req setting is turned on (Admin > Manage Clients > Edit Client
Settings), the “New” count is specific to a requisition. Users with the Candidates — mark as
viewed privilege (Tools > Users > User types > Edit type permissions > Candidate Actions
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2) can mark the candidate as having been viewed for this requisition if they have opened the
candidate’s Talent record previously, either in Search Results or for another req.

Figure 16: Differentiate between candidates viewed ever (for any req) and candidates viewed for this req
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Candidate Results Panel — Panel Menu
A new menu bar with three items will display in the top right of this panel. The Actions menu:

e Displays the most-used actions are available for selection.
e Allows user to select multiple candidates for actions and updates.
e Users can add the same Note or Form to multiple candidates at once.

Once an action is selected, the resulting pop-up screen has not been changed.

Candidate Actions Menu Business Rules
Adding forms to multiple candidates:

o |If form is of type “per req”, all candidates must be in the same req folder (e.g. from My
Candidates)

o If form type is of single per candidate or per req and a candidate already has an instance,
message will display at confirmation that was not added for that specific candidate

Send communication and Create document:

e Templates contain Req fields cannot be added from My Candidates
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Export to Excel
The following items are changes from interior pages export to excel functionality and are effective
for new Ul only:

e |f specific candidates are selected, only those will be exported.
e Notes and Forms columns will contain the words “Yes” if 1 or more notes or forms exists or
the word “No” if none exist.

— The “Viewed” column contains “No” if the user has not viewed the candidate and “Yes.”

Figure 19: New actions menu — select multiple candidates to perform actions
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Multi-Level Column Sorting

Three levels of sorting can be selected from the Display menu. This is similar to the multi-level
sort that is supported in the KRB interior candidate grid pages.Figure 17: Configuring Multi-Sort
Options from a Req folder.
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Figure 18: Configuring Multi-Sort Options from a Req folder
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Talent Pool Management

Users can select multiple candidates to perform one of 14 actions.

User/Admin Preferences

If a user type has panels that are configured with the Panel Type of Optional or Default in
Workbench, then the following visible change will appear for that user:

e Panels that are NOT of the panel type Required will have a close icon (<) in the top right of
the panel border. This allows the user to remove the panel (with a confirmation).

e The add/remove panel icon that launches the panel administration menu will display in the
titte bar. From the panel administration menu the user can:

— Add panels (of the type Optional or Default) that are not currently on the Welcome page.
— Remove panels (of the type Optional or Default) that are currently displayed on the

Welcome page.
— Restore the page to the default layout that currently is set up in Workbench.
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Figure 19: Add Panel menu item
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Editing Columns

N

Based on the Workbench panel configuration setting (Tools > Settings > Panel configuration >
Administer configuration — Allow users to edit panel display options must be checked for
the panel), users can edit columns in req panels.

e The user can search for a field as well as drag and drop it to appear in the desired order.

e Users can also drag and drop columns in the grid to change the order.
¢ A new field will appear in the Available column for the Candidate Results panel called [Panel
standard] Date Last Viewed. This will display the last date that the Talent Record was
viewed by the user. If the Talent Record has been viewed before 8/27/09 but not after, then
the date that is displays will be the date the Talent Record was first opened.

Figure 20: Edit columns in Req panels
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Quick Links

Based on the Workbench panel configuration setting (Tools > Settings > Panel configuration >
Administer configuration — Allow users to add/remove links and categories must be
checked for the Quick Links panel), users can:

e Add custom folders and external links
e Add/remove quick link categories and links
¢ Right click on folder and links for additional options of “Rename” and “Remove”

Figure 21: Quick Links
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KRB Analytics Enhancements

Seven new Configurable Metric Panels are available in release 12.2 for greater insight into the
recruiting processes. They include:

e Requisition Age

e Requisition Status

e Pipeline Cycle Time

e Hire Analysis

e Offer Success Rate

e Source Comparison

e Pipeline Conversion Rate

These additional metrics round out the analytics capabilities provided by the five previously
released — Time-To-Fill, Requisition Activity, Pipeline Volume, Source Yield, and EEO Pipeline.
To make these metrics available to your users, your organization must first implement the New Ul
in consultation with your Kenexa consultant (if it has not done so already), followed by the Metric
Panels.

Date Available

This feature is available in R12.2 Build 0.
US: November 19, 2009
EU: November 25, 2009

Cost

Additional license fees apply.

How Do | Get this Feature?

The Configurable Metrics Panels are available as part of KRB Analytics. The customer must elect
to use the new KRB Ul to have access to these metric panels.

Business Analytics and Custom Analytics are additional parts of KRB Analytics that have not
changed for release 12.2. They are handled on a case by case basis and tailored for the specific
customer environment.

Benefits

KRB customers can analyze HR data captured throughout the hiring process.

Visible Changes

If KRB Analytics are already in use in your account, additional configuration tabs will be available
in the KRB Workbench. Once configured for users, the additional metrics will be available for
display on metric panels in the new user interface.
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Limitations and Known Issues
For R12.2:

You can enable only one metrics panel container for this release. However, users can display
any configured metric in the panel simply by selecting it from a drop-down list.

Metrics Panels are not fully localized. In a future release, titles and panel text fields comply
with the KRB localization format and support all KRB languages.

The dynamic dropdown list of X-axis options is not available on the metrics panel. Clicking on

the changeover button ( ) cycles through the X-axis choices.

Configuration

With this release, customers can configure the following metrics:

Requisition Age
Requisition Status
Pipeline Cycle Time

Hire Analysis

Offer Success Rate
Source Comparison
Pipeline Conversion Rate

These new metrics are in addition to the metrics already available as of release 12.1

Time-To-Fill
Requisition Activity
Pipeline Volume
Source Yield

EEO Pipeline

Important: The steps listed below assume that your organization is already using the New Ul,
and that panels have been configured for it.

Your Kenexa consultant performs initial enablement steps for KRB Analytics. Your Tier IV
Certified Workbench User performs these steps in Workbench:

1.

Kenexa or Certified Workbench Users: Enable metrics panel privileges for KRB user
types according to their roles.

Kenexa or Certified Workbench User (Tier 4): For each user type, map the metric panels
that members of that user type can view in the New Ul.

Your Kenexa consultant must arrange with Kenexa Engineering to have your Analytics data set
generated once these steps are complete. Engineering will notify your consultant once the file is
in place and the Metric Panels are ready to use.
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Your Kenexa consultant can configure metrics panels for the following new Standard Reports (in

addition to previously-released reports for Time-To-Fill, Requisition Activity, Pipeline Volume,
Source Yield, and EEO Pipeline):

Requisition Age
Requisition Status
Pipeline Cycle Time

Hire Analysis

Offer Success Rate
Source Comparison
Pipeline Conversion Rate

©Kenexa 2009
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Kenexa or Certified Workbench User: Enabling the Metrics Panel Privileges by User
Type

In this step, you configure panel availability by user type after the metrics panels are configured,
activated, and saved.

1. Select Tools > Users > User Types.
2. Select the user type, click the Edit type permissions icon, then click the Set privileges icon
for Analytics.

;;? Edit Super User step 2 Set Analytics privileges
Step 1: Set name and functions Step 20 Set privileges

"Analytics" privileges
SelectAll | -
—— Set privileges
O EECQ Pipeline
Hire Analysis

Offer Success Rate

Pipeline Conversion Rate
Pipeline Cycle Time

A Pipeline Yolume

| Requisition Activity
Requisition Age
Requisition Status
Source Comparison

Fl Source Yield

] Time-To-Fill

[ Done ] [ Revert to Saved l [ Cancel ]

3. Onthe Analytics privileges screen, select the configured metrics to which you are granting
access. (Metrics that have not been configured have disabled checkboxes.)
4. Click Done.
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KRB User Experience

Once the new metrics have been configured in Workbench, they are available for selection on the
new Ul's Welcome page by KRB users with privileges to view them. They simply select the metric
of interest from the list at the top of the metric panel.

See the next several pages for information about each new metrics panel available in R12.2.
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Requisition Age Metric Panel
Requisition Age is the average age (in days) for all open requisitions that are open during the

selected time period, where age is calculated by taking:
Total days a requisition has been open minus the days on hold.

Requisition Age Metric panel elements

Panel Element
Chart Title
Chart Type

Y-Axis Units/Label
X-Axis Groups
X-Axis Sort

Filters

©Kenexa 2009

Description
Requisition Age
Bar chart
Avg Number of Days Open
Recruiter, Hiring Manager, plus three configurable filter fields
Chronologically

Date / Day only (single date) plus three common configurable filter fields
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Requisition Age Calculation Example

Based on the events listed in the Events table below, when the user selects the dates listed in the

corresponding Data table, the system calculates the Average Requisition Age for each day.

How Requisition Age Metrics are Generated

Events

ReqlD Date
R0OO1 1-Aug
R0OO1 5- Aug
R002 1- Aug
R002 6- Aug
R002 7 Aug
R003 6-Aug

©Kenexa 2009

Status
Open
Closed
Open
Hold
Open
Open

-

Data

Date

4-Aug
5-Aug
6-Aug
7-Aug
8-Aug

ROO1

R0O02

(o2 BN NG N

RO0O3

Average

Age

A w o M
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Requisition Status Metric Panel

The Requisition Status metric is a count of requisitions that are in specific Req Statuses on the
selected day.

Requisition Status Metric panel elements

Panel Element Description

Chart Title Requisition Status
Chart Type Grouped Bar chart
Y-Axis Units/Label Number of Requisitions
X-Axis Groups Recruiter, Hiring Manager, plus three configurable filter fields
X-Axis Sort Alphabetically
Filters Date / Day only (single date) plus three common configurable filter fields
©Kenexa 2009
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Pipeline Cycle Time Metric Panel

Pipeline Cycle Time is the average number of days that candidates have spent in selected non-
final HR Statuses. It includes only those candidates who are assigned to requisition folders and
who have entered and exited the status during the selected time period. The system uses the
same HR Statuses as the Pipeline Volume metric for the non-final statuses and ignores pre-
defined system “final” statuses.

Pipeline Cycle Time Metric panel elements

Panel Element Description

Chart Title Pipeline Cycle Time
Chart Type Bar chart
Y-Axis Units/Label Avg Number of Days Candidates in HR Status
X-Axis Groups HR Status
X-Axis Sort Load Order
©Kenexa 2009
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Panel Element Description

Filters Date Range (slider plus three common configurable filter fields

Pipeline Cycle Time Calculation Example

The events listed in the Events table below generate the corresponding data in the Data table.
The system counts a candidate in the corresponding HR Status only if InDate and OutDate both
occur on or within the selected filter date range. Any HR Status considered a “final” status.

How Pipeline Cycle Time Metric is Generated

Events Data
CanlD HR Status In Date Out Date Days in C001 CO002 Average
Status Days
Co001 1% Interview 1-Aug  6-Aug 5 1% Interview 5 2 35
cool  2"interview  6-Aug  12-Aug 6 2" Interview 6 8 7
C001 Initiate Checks 16- Aug 21-Aug 5 Initiate Checks 5 7 6
C001 Offer Extended 24- Aug 27-Aug 3 Offer Extended 3 3 3
C001 Offer Accepted 27 Aug 28-Aug 1 Offer Accepted 1 1 1
C002 1% Interview  10-Aug  12-Aug 2 '-
C002 2" Interview 12-Aug  20-Aug 8
. Final statuses have no “out date” so cannot
C002 Initiate Checks 25-Aug 1-Sep 7 ) o
qualify for the date criteria. Thus, for
C002  Offer Extended 10-Sep  13-Sep 3 example, if Offer Accepted were a “final”
C002 Offer Accepted 13-Sep 14-Sep 1 status, no calculation would be done for it.

©Kenexa 2009
36



Kenexa Confidential Document — Internal Use Only

Hire Analysis Metric Panel

The Hire Analysis metric is a count of hires in the selected date range, grouped by Addition or
Replacement. This metric uses the same Hired Status as the Time-to-Fill metric, and uses the
Position field of selected requisitions to determine if the req was a replacement or addition.

Hire Analysis Metric panel elements

Panel Element Description

Chart Title Hire Analysis
Chart Type Stacked Bar chart
Y-Axis Units/Label Number of Hires
X-Axis Groups Recruiter, Hiring Manager, Month, plus three configurable filter fields
X-Axis Sort Chronologically or alphabetically
Filters Date Range (slider) plus three common configurable filter fields
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Offer Success Rate Metric Panel

The Offer Success Rate metric is a count of offers accepted compared to offers declined in the
selected date range (based on HR action date).

Your Analytics administrator selects the appropriate HR Statuses representing an accepted or
declined offer.

Offer Success Rate Metric panel elements

Panel Element Description

Chart Title Offer Success Rate
Chart Type Grouped Bar chart with trend lines
Y-Axis Units/Label Number of Offers
X-Axis Groups Recruiter, Hiring Manager, plus three configurable filter fields
X-Axis Sort Chronologically or alphabetically
Filters Date Range (slider) plus three common configurable filter fields
©Kenexa 2009
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Source Comparison Metric Panel

The Source Comparison counts candidate hires and non-hires from each source during the
selected period. The hires data is a count of the candidates who reached the HR Status of Hired
(same Hired status as the Time-to-Fill metric).

Sources, the same as those used for the Source Yield metric, are selected by the Analytics
administrator in Workbench. The top 10-15 sources are displayed in the legend. To view the next
group of sources, click Others.

Source Comparison Metric panel elements

Panel Element Description

Chart Title Source Comparison
Chart Type Grouped Bar chart
Y-Axis Units/Label Count
X-Axis Groups Source
X-Axis Sort Descending values
Filters Date Range (slider) plus three common configurable filter fields
©Kenexa 2009

39



Kenexa Confidential Document — Internal Use Only

Pipeline Conversion Rate Metric Panel

The Pipeline Conversion Rate metric shows the number of candidates who have moved out of
an HR Status to a positive disposition status compared to the number who have moved out to a
negative disposition status. A high number of candidates moving to a positive disposition from
any status means candidates are not being screened out at that step. A lower number means
more candidates are being screened out at that step.

The system uses the same HR Statuses as the Pipeline Volume metric, with “negative
disposition” statuses as designated by your Analytics administrator in Workbench. The metric
includes only those candidates who are assigned to requisition folders.

Pipeline Conversion Rate Metric panel elements

Panel Element Description

Chart Title Pipeline Conversion Rate
Chart Type Bar chart
Y-Axis Units/Label Count
X-Axis Groups HR Status
X-Axis Sort Load Order
Filters Date Range (slider) plus three common configurable filter fields
©Kenexa 2009
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Block Update to HR Status when Forms are Missing

Customers can block the ability for KRB users to update a candidate to one or more designated
HR statuses if the specified candidate form(s) are missing. KRB displays an error message so
that users know what forms are missing.

Date Available

This feature is available for use in R12 Build 1.
usS: August 27, 2009
EU: September 2, 2009

Cost

There is no cost associated with this feature.

How Do | Get this Feature?

Please contact your Kenexa consultant for assistance with this feature.

Business Need

Many clients require certain information to be on file for a candidate prior to moving them forward
in the hiring process (for example, an application, background screening, or assessments) and
into an HR Status that will trigger a candidate export. (If that required information is not on file, the
receiving system will reject the exported data.) With this enhancement, the system will check that
the required forms are there before allowing the data export to take place. If the required forms
are not present, the update to the HR status that triggers the export is blocked.

Benefits

This enhancement improves the accuracy of candidate data.

How It Worked Before

If your organization chooses not to turn on this feature, KRB users or the system can update HR
statuses as they did in the past.

Visible Changes

There are no visible changes associated with this project.

Limitations and Known Issues

This enhancement does not provide field-level validation.

©Kenexa 2009
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Configuration

Once this feature is enabled and configured, your organization can create a custom error
message, along with translations, to be displayed when forms are missing. The default error
message text is for all applicable languages.
— You can enter a customized error message of up to 1000 characters.
— This field does not support HTML.
— If you delete the default text for any reason and do not enter a customized message, the
default message is restored and displays to users.

Figure 22: Expanded error message field — not yet translated
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[ Enable background screening validatian
Selection requires additional data population by engineering
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name] are reguired for the
selected HR 3tatus.
Candidate (3) wissing the

regquired forms may not be -

Formis) [insert form(s) [French]
name] are redguired for the
selected HR 3tatus.
Candidate (3) wissing the

regquired forms may not be

|»

L |
KN

Save | Revert to saved | Cancel |

Click Save when you are finished. Workbench updates the HR status attributes and error
message text (if applicable).

User Experience

KRB users who are updating to an HR status with the “Block update” attribute enabled will see
some changes when updating statuses for one or multiple candidates. These changes are
present in both the new Ul and classic KRB.
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Updating a Single Candidate

Figure 23: Click to update HR status for one candidate

@ Wiew Select all Viewed Forms Candidate type ﬁa HR status Updated by Last codes How received
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@ File to folder

Forward via e-
mail
@l send elink Status history
Send candidate ' B
communication HR status .
- (click to update)
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Edit codes . " =
L N 21-May-2009 ﬂ 140BR Security Bojkowva, Liliya Cffer Extended
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Representative
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Figure 25: Updated Confirm Single Candidate Ul
[ § Update status for Ann, Laurel

Error: US Application Form and Offer Extended Form are required for the selected HR Status.

Candidate(s) missina the reauired forms mav not be undated at this time.

{Back to current HE status]

Current status Updated by

Reference Checl Buclkley, Laurel

(O First Interview

() second Interview

{4 Offer Extended

) Intermediate FI prerequisite
{0 Offer Prep

O Intermediate with form

O Hired

& Mot Interested

Action date |10 » || Jul » || 2009 » E!:I

Motify users working with this candidate []

[ Update J [ Update and add next I I Undo status ] | Cancel ]

Updating Statuses for One Candidate

The rules below apply everywhere that KRB users can update the HR status for single
candidates.

When you click Update or Update and add next the Update same status window displays with
the selected candidates. The system checks that:

1. The selected HR status is associated with a Candidate Export. If it is, the system blocks the
action and displays the following error message to the user. “This HR Status is associated
with a candidate export process and may only be used during a single candidate update.”

2. The required forms (according to the HR status setup) are attached.

If a candidate does not have the required forms, the candidate is de-selected and displayed
in red and KRB displays the following error message: “Form(s) [form(s) name] are required
for the selected HR Status. Candidate(s) missing the required forms may not be updated at
this time.”
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Updating Statuses for Multiple Candidates
In the new UlI, users see the following:

Figure 26: Update same status for multiple candidates — new Ul
'l Admin '| URC

v| Candidates '| Reports Home Logoff| Search| Help

Super User New UI Activated PROD

| Reqgs

*BrassRing 12

G- X
Candidates in Req folder: 43BR : Security Team Member 1
Prev 1 Records |1 [-| 3 |0of3 Selected | 2 Edit Qutput Fields Results per page | 50 LI
| HR status date Agency referral | Hotes | Hame « | Viewed | Farms | Candidate type | HR status (click to update,
O 19-Mar-2009 I %a‘ v @ External * [Intermediate with form
15-Jan-2009 + %ml v EZ? External Vo Reference Check
vJ| Selected *
08-Jan-2009 T Carr, Samuel ernal ey Reference Check
Reference Check . \_| Fiegler, Ann
First Interview
Second Interview
Offer Extended
Intermediate FI
BifeR Fiie
Intermediate with form %
Hired
hS Mot Interested | ks
Advanced Options... - D ‘_'
Vg HEDT v e

In classic KRB, users see the following:

Figure 27: Update same status for multiple candidates — classic KRB
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Both in the new Ul and in Classic KRB, users can select multiple candidates with a matching
HR status and select an action to update all to a new HR status. This is existing functionality.

If the HR status attribute is set for this HR status, the following rules apply when working on
this screen:

— If the KRB user is taking action outside the req folder, the system blocks the update of
the HR status if a single per candidate form is required.

— If single/candidate/req form is required, KRB users can perform the update within a Req
folder only.

Figure 28: Save Multiple Candidates

[} update same status

Deselect any candidates that should not be updated.
¥ bhusan, phani

<

BLACK, LEWIZS

<

foster, judy

<

Lautrec, Toulouse

Current status Phone Screen - ENG

i Test Final

= First Interview

i Second Interview
action date |16 »| |Oct =] 2009 =] [2]

Update | Update and add next | Undo status | Cancel

Saving Multiple Candidates

The rules below apply everywhere that KRB users can update multiple HR statuses.

When you click Update or Update and add next the Update same status window displays with
the selected candidates. The system checks that:

1. The selected HR status is associated with a Candidate Export. If it is, the system blocks the
action and displays the following error message to the user. “This HR Status is associated
with a candidate export process and may only be used during a single candidate update.”

2. The required forms (according to the HR status setup) are attached.

If a candidate does not have the required forms, the candidate is de-selected and displayed
in red and KRB displays the following error message: “Form(s) [insert form(s) name] are
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required for the selected HR Status. Candidate(s) missing the required forms may not be
updated at this time.”

Figure 29: Error message indicating that forms are missing

Error: US Application Form and Offer Extended Form are required for the selected HR Status.

Candidate(s) missing the required forms may not be updated at this time.

(Back to current HR status)

Current status Updated by

Reference Checle Buckley, Laurel

© First Interview
) Second Interview
Offer Extended
O Intermediate FI prereguisite
{0 Offer Frep
O Intermediate with form
O Hired

O Not Interssted

Action date |10 ¥ ||Jul v| 2009 v| 2]
Matify users working with this candidate []

[ Update } [ Update and add next ] [ Undo status ] [ Cancel ]
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Block eLinks to Non-System Users

Your organization can elect to hide by user type the option to send an eLink to non-system users
whether they are the main recipients (To:) and, in some cases, the secondary recipients (Cc: and
Bcc:) of the eLink by enabling the new Communications user type setting, Hide
communications /elinks for non-system users. When this setting is turned on for a user type,
the options (To, Cc, and Bcc) to send eLinks to non-system users are hidden.

When the setting is enabled, it affects the following pages:

e elink candidate

e eLink forms

e Request interview
e Schedule interview

The To non-system user text box is removed in the following cases:
¢ When eLinking candidates:

— When you eLink a talent record from the Actions menu in the candidate listing page in a
req folder

— When you send an eLink from a talent record

— When you send an eLink from the eLink tab of the talent record

e When you are eLinking forms from the Forms tab of the talent record:

— When you click the eLink blank form button
— When you click the eLink icon in the eLink form column

e When requesting or scheduling an interview

— When you click the Send interview request button on the Interview schedule tab of the
talent record.

— When you click the Schedule interview button on the Interview schedule tab of the
talent record.

e When the client setting Elink Cc/Bcc is set to Yes AND the user type privilege Hide
communication/eLink for non-system users is checked.

Note: This enhancement does not affect Single Sign On (SSO) workflow. If your organization has
Single Sign On enabled, the system follows the SSO guidelines for non-system users.

Date Available

This feature is available for use in R12.1 Build 3.
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US: October 8, 2009
EU: October 14, 2009

Cost

No additional cost.

How Do | Get this Feature?

Please contact your Kenexa consultant for assistance with this feature.

Benefits

Your organization can restrict by user type the sending of eLinks to system users only. For
example, you might want to allow your Recruiters and Hiring Managers to send eLinks to non-
system users, but stop other user types from sending eLinks to non-system users.

How It Worked Before

Users could send eLinks to non-system users in a variety of scenarios.

Visible Changes

None.

Limitations and Known Issues

The following eLink functionality is not included in this enhancement:

e The Send communication action sends e-mails and letters to candidates (not system
users).

e The Forward via e-mail action sends eLinks only to non-system users.

e Assessments are sent to candidates (non-system users)

e The candidate Search e-mail section is for candidates (non-system users).
e elinking blank reqs are not part of this project.

Configuration

There is a new user type privilege in the Communications group called Hide
communication/eLinks to non-system users.

eLink Cc/ Bcc setting

To display Cc: or Bcc: address boxes, the client setting eLink Cc/Bcc must be set to Yes.

When this privilege is enabled, the system does not display the following text boxes when
sending an eLink communication:

e To: Non-system User, in all the cases listed
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AND, if the client setting eLink Cc/Bcc is turned (set to Yes), and the new user privilege Hide
communication/elink is enabled, the user privilege over rides the client setting such that the
e-mail address text box does NOT display for non-system users for cc or bcc.

Figure 30: Communications privilege “Hide communications/eLinks for non-system users”

;? Edit Super User step 2: Set Communications privileges
Step 1: Seft name and functions Step 2: Set privieges

"Communications" privileges

Select All .
p—— Set privileges

Batch letters - administer all

Blurbs - add

Blurbs - administer

Blurbs - delete

Communications - enable

Create document - enable

Document templates - add

Docurment templates - administer

Document templates - delete

E-mail templates - add

E-mail templates - administer

E-mail templates - configure for Automation Manager

Eormpail temnlates — dalote

Hide communications/elinks for non-system users
Letiers - add templates

Letters - delete templates

Yiew all stored communication histary

Yiew stored communication history for my reqgs only

I I MRS AN i A T e o I % B IR B R

Done Revert to Saved Cancel

User Experience

This new user type privilege affects the following types of candidate communications:

Table 1: eLink actions affected by new user type privilege

Location Actions

Action Menu eLink candidate

Forms tab eLink blank form

Forms tab elLink icon - View/Edit/Add completed form approval
eLink tab Send eLink — eLink candidate

Interview schedule tab  Send interview request
Interview schedule tab  Schedule interview

eLinking a Candidate’s Talent Record and Forms from a Req or Working Folder

There are multiple paths for eLinking a candidate’s talent record and candidate forms from a Req
folder or Working folder. Here are two examples:
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eLinking a Selected Candidate in a Req folder from the Actions Menu

1.

o~ wnN

Navigate to Req folder with Open regs. (Regs > View My Regs | View All Regs > Open >
Click the desired Req folder.)

Select a candidate.

Click eLink in the Actions menu.

The eLink candidate window opens.

If the new setting is turned on, it displays address boxes for system users only.

eLinking from the eLink Tab of the Candidate’s Talent Record

1.

I

Navigate to a Req folder with Open regs. (Regs > View My Regs | View All Regs > Open >
Click the desired Req folder.)

Click a candidate’s name to open the Talent Record.

Select the eLink tab.

Click Send eLink.

The eLink candidate window opens.

If the new setting is turned on, it displays address boxes for system users only.

Figure 31: eLink candidate send page when Hide communications/elinks for non-system users privilege is not
enabled
& etink candidate:

“Frem |\ ote poirien@kenexa com

Tos (system users) To: (non-system users)
Separate multiple users with a comma using no spaces.
cc: systom users) ce: (non-system users)
Separate multiple users with a comma using no spaces.
Bec: (system users) bec: (mon-system users)
Separate multiple users with @ comma using no spaces.
Mote: Onply “Co” and “Bec” reciplents will see the “To" recipien
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Figure 32: eLink candidate screen when user privilege is enabled
E elink candidate:

* .
From | ate. poitier@kenexa.com

To: (system users) |[ List == ]
Cc: {system users) |[ List == ]
Bec: (system users) |[ List == ]

eLink History

When the new user type privilege is enabled, the eLink history contains e-mail addresses only
for system users in the Recipient e-mail column of Candidate eLink history and Form eLink
history.

eLinking Form Approvals from the Talent Record

1. Navigate to a Req folder with Open regs. (Regs > View My Reqgs | View All Regs > Open >
Click the desired Req folder.)

Click a candidate’s name to open the Talent Record.

Select the Forms tab.

Click eLink form.

The eLink form to view/edit and approve option displays.

The eLink candidate window opens.

If the new setting is turned on, it displays address boxes for system users only.

No oo ~wN

Figure 33: eLink form to view/edit/approve window, new user privilege not enabled

elink form to O visw ©Edit O approve

*From |kate.pmrier@kenexa.com |

To: (system users) " List == ] To: {non-system users)

Separste multiple users with & cormma using no spaces,

Cc: {system users) " List == ] Cc: {non-system users)

Separste multiple users with & comma using no §paces,

Bcc: (system users) " List == ] Bee: {non-system users)

Separate multiple users with & comma using no Spaces,

tiote: Cnly "Co and "Boc” recipients will see the "To" recipients

©Kenexa 2009
52



Kenexa Confidential Document — Internal Use Only

Figure 34: View/edit/add/approved screen when user privilege is enabled

elink form to O view ®Edit O approve

*From |kate poirien@kenexa. com

To: (system users)
Ce: (system users)
Bee: (system users)

Request Interview from the Req Folder or Working Folder

1. Navigate to a Req folder with Open regs. (Regs > View My Reqgs | View All Regs > Open >

Click the desired Req folder.)

Click a candidate’s name to open the Talent Record.

Select the Interview schedule tab.

Click the Select interview request button.

The Send interview request window displays without the “To non-system user” textbox.

o~ wnN

Schedule Interview from the Req Folder or Working Folder

1. Navigate to a Req folder with Open regs. (Regs > View My Reqgs | View All Regs > Open >

Click the desired Req folder.)

Click a candidate’s name to open the Talent Record.

Select the Schedule interview tab.

Click the Schedule interview request button.

The Schedule interview window displays without the “To non-system user” textbox.

o~ wnN

Note: The Send interview request window and Schedule interview window are identical.
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Figure 35: Send interview request window when the user privilege is enabled

[ﬁ send interview request

TFrom pate noirien@kenexa.com

To: (system users)

*Startdate |18 v |Aug v| 2008 v|[1]

Starttime |g4.15 P -
&g Selection details

Duration |30 minutes ~
& Selection details

Time zone | Eastern Time (US & Canada) v
& Selection getails

Folder/Status P
&g Selection details

Include resume/CY [
Send as HTML attachment (310 (res

Interview message

Interaction between eLink Cc/Bcc Setting and the Hide ... eLinks Setting

To display Cc: or Bcc: address boxes, the client setting eLink Cc/Bcc must be set to Yes.

Combination #1
When
eLink Cc/Bcc = No
AND
Hide communication/eLinks to non-system users = No
You see the To address box for system users and non-system users.

Figure 36: Combination #1

59 etink candidate:

*
From |pate poirier@kensya. comm

To: {system users) To: {non-system users)

Separate muttiple users with @ comma using o spaCes.

Combination #2
When
eLink Cc/Bcc = Yes
AND
Hide communication/eLinks to non-system users = No:
You see To, Cc, and Bcc address boxes for system users and non-system users.
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Figure 37: Combination #2

Combination #3
When

eLink Cc/Bcc = No

AND

Hide communication/eLinks to non-system users = Yes:
You see only the To address box for system users.

Figure 38: Combination #3

Ej etink candidate:

* Py
From i ate poirien@kenexa.com

To: (system users)

Combination #4

When

eLink Cc/Bcc = Yes

AND

Hide communication/eLinks to nhon-system users = Yes:

You see the To address box for system users only. The new user type privilege overrides the

client setting; accordingly, you see “system users, “cc: system users” and “bcc: system users”
only, as shown in the screen capture below.
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Figure 39: To, Cc, and Bcc to system users only
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Separate Privileges for Req and Working Folders

The candidate actions privilege for filing candidates to My Reqgs and working folders/inbox
(Candidate — file) has been split into two privileges. The Candidate Actions privilege for
moving/copying candidate to My Reqgs and working folders/inbox (Candidate — move/copy) has
been split into two privileges. The new privileges are on the “Candidate Actions 2" privileges page
in Workbench. Table 2 lists the updated privileges.

Table 2: Four new privileges on the Candidate Actions 2 page

Previous Privileges New Privileges

Candidate — file Candidate — file to My Reqs
Candidate — file to working folders/inbox
Candidate — move/copy Candidate — move/copy to My Reqs

Candidate — move/copy to working folders/inbox

Figure 40: Four new privileges
g? Edit Sandys SuperlUser step 2: Set Candidate Actions 2 privileges
Step 1: Set name and functions Step 2@ Set privileges

"Candidate Actions 2" privileges

Select All o
P Set privileges

Attachments - view "all attachments uploaded via Agency Manager"
Attachments - view "all attachments uploaded via Gateway"
Attachments - view "Sensitive attachments in my reg"

Bulk print - request/receive files

Candidates - file to all Regs

Candidates - file to My Regs

Candidates - file to working folders/inbox

Candidates - mark as viewed

Candidates - move/copy to all Regs

Candidates - move/copy to My Regs

Candidates - move/copy to working folders/inbaox

Candidates - remove current agency associations

Hide "&dd candidate" menu item

Hide "&dd contact" menu item

HR status {wia elink ) - add/update in all reqs/all folders/my inbox
HR status (via elink ) - add/update in my regs/my folders/my inbox
HR status - view undo HR statuses {via elink}

HR status - view undo HR statuses (via KRB}

KMS Onboarding - Hiring Manager access

KMS Onboarding - Recruiter access

Referral status - update

Referral status - view
Update candidate type from type Agency
Update candidate type to type Agency

AAAAAAAAAD AN <Y< W= Y= 1= <R

Done Revert to Saved Cancel
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Date Available

This feature is available for use in R12 Build 1.
usS: August 27, 2009
EU: September 2, 2009

Cost

There is no additional cost associated with this feature.

How Do | Get this Feature?

KRB user types who had the Candidate — file and/or Candidate — move/copy privileges before
this enhancement maintain their ability to file to both My Reqs and working folders/inbox and/or
move/copy to My Reqs and working folders/inbox.

Your Kenexa Consultant or Certified Workbench User can assign the new privileges differentially
to different user types as desired in Workbench.

Benefits

Clients can better control the actions that user types are able to take. The privileges will be
relocated so that they are together and can be easily seen if a user type has these privileges
enabled or not.

How It Worked Before

KRB users with one or both of the privileges as they existed before could file and/or move/copy to
both My Regs and working folders/inbox. Clients could not restrict users to either My Regs or
working folders/inbox.

In KRB, when that user type privilege was enabled for a KRB user’s user type, the user could see
Move/Copy to Req and Move/Copy to folder in the Actions menu on Req pages.

When viewing the talent record associated with a requisition, the Actions menu displayed File to
req and File to folder.

Visible Changes

There are visible changes associated with this feature in Workbench. All of the new privileges are
listed the “Candidate Actions 2" privileges page. The previous privileges were listed both on the
“Candidate Actions” and “Candidate Actions 2" privileges pages.

Migration and New Client Creation
For all existing user profiles, both new File and Move/Copy privileges are enabled automatically if

users had the privileges enabled before the enhancement.
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When a new client is created standard user types have the following settings for these privileges
by default:

Hiring Manager

e Candidate — file to My Reqs: remain checked

e Candidate — file to working folders/inbox: set to checked

e Candidate — move/copy to My Regs: remain checked

e Candidate — move/copy to working folders/inbox: set to checked

HR Staff

e Candidate — file to My Reqs is checked

e Candidate — file to working folders/inbox is checked

e Candidate — move/copy to My Regs is checked

e Candidate — move/copy to working folders/inbox: set to checked

QuicksStart User

e Candidate — file to My Reqs is un-checked

e Candidate — file to working folders/inbox is un-checked

e Candidate — move/copy to My Regs is un-checked

e Candidate — move/copy to working folders/inbox is un-checked

HR Executive

e Candidate — file to My Reqs is un-checked

e Candidate — file to working folders/inbox is un-checked

e Candidate — move/copy to My Regs is un-checked

e Candidate — move/copy to working folders/inbox is un-checked

Super User

e Candidate — file to My Reqs is checked

e Candidate — file to working folders/inbox is checked

e Candidate — move/copy to My Regs is checked

e Candidate — move/copy to working folders/inbox is checked
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Score Multiple Questions in One Window

With this enhancement, Recruiters working on the Edit site questions page can click the new
Multiple scoring button, score multiple questions on one page, and save the results. The
Multiple scoring button is translated to all languages in which the requisition has been created.
All Talent Gateway questions and their options are listed on the Edit site questions page.

Access to the Multiple scoring button and page is controlled by a new user type privilege in the
Talent Gateway functional area, Questions — multiple questions scoring. This privilege is
active for use only if the Questions — edit questions and scoring privilege is enabled for a
given user type.

Date Available

This feature is available for use in R12.1 Build 2.
UsS: September 17, 2009
EU: September 23, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench user must enable the Talent Gateway user type
privilege Questions — multiple questions scoring for those user type(s) that should have
access to this functionality.

Benefits

Recruiters can quickly score multiple questions on one page and save the data.

How It Worked Before

KRB users had to score and save each question individually.

Visible Changes

Self-service Workbench: Visible change in the Talent Gateway user type privileges.
KRB: No visible changes without configuration.

Configuration

In Workbench, enable the new Talent Gateway user type privilege Questions — multiple
guestion scoring for the appropriate user type(s). It is unchecked by default.
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Figure 41: Setting dependencies

Questions — edit questions and scoring Questions — multiple questions scoring

OFF OFF, disabled
ON Enabled but OFF
ON Enabled and ON

Figure 42: Talent Gateway user type privileges

{? Edit Superuser step 2: Set Talent Gateway privileges
Step 1 Set name and functions Step 2: Set privileges

"Talent Gateway" privileges

Select All -

p—— Set privileges
W Featured Job - allow user to select a job for display on featured job list
I~ Posting - allow to continue posting after close, hold, cancelled, or delete
I Posting - modify days until being posted
v Posting - modify posting sites
¥ Questions - edit questions and scoring

| v Questions - multiple guestions scoring |

I~ Select / deselect Gateway Questionnaire

Done Revert to Saved Cancel

User Experience

Once it is enabled through setting user type privileges, the Multiple scoring button displays for

each separate language in which the requisition was created. If there are no “scorable” questions,

the Multiple scoring button is disabled and grayed out, as shown in the screen capture below.
For example, questions with the field type of text or text area cannot be scored.
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Figure 43: Talent Gateway site questions - no questions to score

o\ Talent Gateway site questions

German  English {US)

Add questions Add a guestion

Question Default? Type d = betete

Current title 4 text ﬁ
Current salary Cd et ﬁ
Current manager 4 text ﬁ
Current departrent ) v text ﬁ
Current manager v text ﬁ
Briefly describe your career objectives and reasons for pursuing a new position v textarea ﬁ

Highest possible score 1]

* Target score 0

The Multiple scoring button is enabled when there are questions that need to be scored.
When questions are scored in the Multiple question scoring window, the Scored icon displays
for those questions on the Talent Gateway site questions page.

Figure 44: Multiple scoring button

O, Talent Gateway site questions
iserman  English (US)
add questions

Question Default? Type dit score Detete
Current title v text ﬁ
Current salary v text E
Have you informed your manager that you are applying for this position? % v radiobutton Y ﬁ
Current departrent v text E
Current manager v text ﬁ
Briefly describe your career objectives and reasons for pursuing a new position v textarea E
How much do you travel now? single-select B jm}
How much are you willing to travel? single-select Y ﬁ
are you willing to relocate? radiobutton By ﬁ

Highest possible score o

* Target score 0

You can see the Multiple scoring button on the Talent Gateway site questions page if you
have the appropriate user type privileges.

Scoring Multiple Questions

To score multiple questions:
1. In KRB, navigate to the Talent Gateway site questions page.

2. Click the Multiple question scoring button above the list of questions.

3. The Multiple question scoring window opens.

4. For each question with a field type that has options for answers (for example, single select,
radio button, and so forth), select the option that is the correct option and enter a score.
Select all other options and enter scores for them.

6. When you are finished scoring the question options, click Save.

o
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Figure 45: Multiple questions scoring window before scores are set

Options Score
@ Are you 18 years or older? v & ndd
@ Desired Position Type: v + add
® What are your salary requirements? v | + add
® How much do you travel now? ~ L + add
® How much are you willing to travel? w : + Add
® Where would you like to work? v : + add
® Are you willing to relocate? w : + add
® Can you show proof that you have the legal right to work in the US? e : + add
& Total Number Years of Sales Experience: v : + add
& Total Number of Years of Over Quote Sales Performance: v : + add
@ Current Quota: v ] + Add
@ Current Percent of Quota: “ ] + Add

Fiiure 46: Selectinﬁ a Yes/No oEtion for the first ﬁuestion

Options Score

= Are you 18 years or older? - l:l =+ add
I
Tr—

@ Desired Position Type: v ] e odd
® What are your salary requirements? - | e ndd
How much do you travel now? w i + add
[ How much are you willing to travel? w : + add
[ Where would you like to work? v ] =+ ndd
® Are you willing to relocate? v j e add
Can you show proof that you have the legal right to work in the US? v : = add
[ Total Number Years of Sales Experience: w : + add
# Total Number of Years of Over Quote Sales Performance: hd : + add
@ Current Quota: v ] o+ add
Current Percent of Quota: v | =+ add
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Figure 47: Enter a numeric score, and click Add+

3 rutipl qusstion seor T ]

DOptions Score
Bl Are you 18 years or older? Yes + nd§
# Desired Position Type: v + add
@ What are your salary requirements? w ] + Add
[ How much do you travel now? v i + add
@ How much are you willing to travel? ~ : + add
@ Where would you like to work? v ] + add
@ Are you willing to relocate? v i + add
@ Can you show proof that you have the legal right to work in the US? v ] + add
® Total Number Years of Sales Experience: hd : + add
@ Total Number of Years of Over Quote Sales Performance: v ] + add
[ Current Quota: w | & add
@ Current Percent of Quota: v | & add

Deleting a Score

To delete a score:
1. Click the associated trash can icon.

2. Click Delete in the confirmation window.
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Proximity Search Enhancement

This enhancement affects Proximity Search. It will be implemented over several cycles and on a
case-by-case basis.

e When a country does not use states, provinces, or regions in their addresses, the Location
field will list “N/A” (Not Applicable).
e When a country does not use cities in their addresses, the City field will list “N/A.”

KRB users will start to see this for some locations and cities on the Add req/Edit req pages and
on the candidate Search page. Candidates will start to see the analogous values on Talent
Gateways for which Proximity Search is enabled. For example, in this build users and candidates
will see the following:

e Several new values in the Location field for Trinidad and Tobago, and the City field displays
“N/A.”
e “N/A”in the Location field for Puerto Rico, and the City field is a dropdown list of cities.

Date Available

This feature is available in R12.1 Build 3.
us: October 08, 2009
EU: October 14, 2009

Cost

No additional cost.

How Do | Get this Feature?

This feature is available automatically without configuration.

Benefits

Proximity search is more accurate and inclusive.

How It Worked Before

For proximity searches for certain countries, some of the fields were blank for Location or City. If
users made these proximity fields required when setting up a req template and the values were
missing, the req template couldn’t be completed.

Visible Changes

There are visible changes without configuration.
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Scheduling Pages Exclude Closed Reqgs

Closed requisitions are no longer listed in the Folder/Status and Folder fields on several pages
in the Scheduling module. The dropdown list for those two fields lists all Requisition folders,
Working folders, and Inboxes to which the candidate under consideration has applied.

This enhancement affects the following pages in the Scheduling module:

e Send interview request (Folder/Status)
e Schedule interview (Folder/Status)

e My schedule (Folder)

e My requests (Folder)

e Master schedule (Folder)

To access this functionality:

1. From candidate Search results, or from within a Req folder, click the candidate’s name link to
open the candidate’s Talent Record.
2. Select the Interview Schedule tab.

Figure 48: Interview schedule tab

Reddy, karakala

= Profile of1 > ?
Actions |Qverview Resume/ Ty Forms Motes HR. status Referral status
ﬁj File to req el ik Cormmunications  Interview schedule Integration Attachments Agency
B File to falder
Formard via e- Send interview request I Schedule interview | Print I
il
é;l Zend eLink

Interview schedule tab on the Talent Record
with Send interview request and Schedule

Send candidate
cornrmunication

@ Create docurnent

ﬁﬁ- Eraze canditim Mone 01- 1:30:00 30 radha lcarakala, radhakrishna () Completed ﬁ
Apr- AM minutes  reddy (3

+ Edit codes 2009

[E5 Send to Event Test™% 0g- 12:30:00 30 yendry suryanand.yendru@kenexa.com  Completed ﬁ

= Manager #@123 Apr-  PM minutes  suryanand ()

[;H Talent Match 2009

3. Click Send interview request or Schedule interview. The Send interview request or
Schedule interview page opens, as shown below.
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On both pages, the dropdown list for the Folder/Status field lists all active Req folders,
Working folders, and Inboxes to which the candidate has applied. The dropdown list does not
include closed requisitions.

Figure 49: Schedule interview and Send interview request pages

[§ schedule interview ?

|

[ ¥ send interview request ? =

*From |Ismith@hrassring.cnm

To: {system users)l List == |
“start date  [18 =][Sep =|[2009 =] [1]

Start time |02:45 =T j
&g Selection detalls

Duration |30 minutes |
&g Selection detalls

Time zone |Eastern Time (US & Canada) =
&g Selection

The dropdown list for the
Folder/Status field lists all active
Req folders, Working folders, and
Inboxes to which the candidate

FolderfStatus I j
&g Selection detalls

To access the My schedule, My requests, and Master schedule pages: Select Candidates >
Search interview schedule > My schedule | My requests | Master schedule.

On the My schedule, My requests, and Master schedule pages, the dropdown list for the
Folder field lists all the active requisitions, Working folders, and Inboxes to which the searched-
for candidate has applied. The screen capture displays a partial view of the Master schedule
page.
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Figure 50: Search interview schedule menu

Candidates

search

Saved searches

Candidates in
queue

Referrals in queue
My folders »
To do's

Search interview

cchedule My schedule

My requests

Import form data

i Master schedule
|
Onboarding |

Event Manager

Date Available

This feature is available in R12.1 Build 3.
US: October 08, 2009
EU: October 14, 2009

Cost

No additional cost.

How Do | Get this Feature?

This feature is available automatically without configuration.

Benefits

KRB users will have a smaller set of req folders to filter.

How It Worked Before

The Folder/status dropdown list, from which KRB users select a requisition for scheduling,
included closed requisitions.

Visible Changes

There is a visible change in KRB as a result of this enhancement.
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Auto-Redirection to KMS Onboarding

As of this release, KRB can redirect and authenticate users from KRB to KMS Onboarding when
the user performs an update to a specified HR status. KMS Onboarding users can still access the
application through the Candidates menu as well. Note: If the export fails, the user is not
redirected to Onboarding and an error message displays.

Date Available

This feature is available for use in R12.2 Build 0.
US: November 19, 2009
EU: November 25, 2009

Cost

There is no additional cost for using this feature if your organization already uses KMS
Onboarding and and the Candidate Export integration. There are separate costs to implement
KMS Onboarding and Candidate Export integration.

How Do | Get this Feature?

Please contact your Kenexa consultant for assistance with this feature.

Benefits

This eases the user experience, thus making them more efficient. The intent of this project is to
ease the user experience by automatically redirecting and authenticating them into KMS
Onboarding upon an HR Status update.

How It Worked Before

Users accessed KMS Onboarding from the KRB Candidates menu.

Visible Changes

There are no visible changes for this feature.

Configuration

Your Kenexa consultant takes care of initial enablement. After that your Certified Workbench
User can configure the two Candidate Actions 2 user type privileges:

— KMS Onboarding — Hiring Manager action

— KMS Onboarding — Recruiter action

As a result of enabling the KMS client setting, two Candidate Actions 2 user privileges for
Onboarding are activated:
— KMS Onboarding — Hiring Manager action
— KMS Onboarding — Recruiter action
©Kenexa 2009
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Figure 51: KMS Onboarding user type privileges activated and checked
f Edit Superuser step 2: Set Candidate Actions 2 privileges
Step 1: Set name and functions Step 2: Set privileges
Candidates - mark as viewed -l
Candidates - move/copy to all Regs
Candidates - move/copy to My Regs
Candidates - move/copy to working folders/inbox
Candidates - remove current agency associations
Hide "add candidate" menu item

Hide "Add contact" menu item

HR status (via elink ) - add/update in all regs/all folders/my inbox
HR status (via elink ) - add/update in my regs/my folders/my inbox
HR status - view undo HR statuses (via elink)

HR status - wiew undo HR statuses (via KRB)

KMS Onboarding - Hiring Manager access

KMS Onboarding - Recruiter access

Referral status - update

Referral status - view

Update candidate type from type Agency

Update candidate type to type Agency —

R R T S AER IR IS MR B B Y SR B B |

Done | Revert to Saved | Cancel |

The Onboarding menu item displays in the Candidates menu (KRB > Candidates) for users
who have one of the user type privileges noted above.

New HR Status Attribute for Onboarding Auto-Launch

There is a new HR Status attributes that becomes active once KMS Onboarding is turned on:
Applicant Selected, Proceed to Onboarding. Your Kenexa consultant configures this attribute
in Workbench.

User Experience

When the Applicant Selected, Proceed to Onboarding is enabled (as described in the previous
section) for an HR status, and the KRB user updates to that status, the following sequence of
events happens:

If no additional actions are required with this HR status update (for example, candidate export,
forms pop-up, or auto-req close), when the user clicks Update, he or she is redirected with
authentication to KMS Onboarding in a separate window.

When additional actions are required with the HR status update, the system:

1. Checks to ensure the form required for this HR status is on file (if it is not, the HR status
update is blocked).

2. Updates the candidate’s HR status.

3. Runs the candidate export. Note: When a candidate export is required, users can update
only one candidate at a time.

4. Displays a success message in a separate window. Note: If the candidate export fails, no
auto-launch occurs and the system displays an error message.

5. Redirects the user to and auto-launches KMS in a separate window. The user is
simultaneously authenticated.
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6. Pops up the form required for this HR status update in the KRB window.

7. Automatically closes the requisition (Auto-req close setting).

8. Starts the process again with next candidate if multiple candidates are selected. The KMS
window stays open.

If no candidate export is required with the HR status but additional actions are required:

1. KRB users can update multiple candidates simultaneously.
2. KMS Onboarding launches automatically in another window once only, regardless of the
number of candidates selected.

Example

You can update a single or multiple users. In the example below, four candidates within the Req

folder are selected. To update them simultaneously, click Update same status in the Actions
menu.

Figure 52: Updating multiple users in the same status

Resource Center | Support-[Help KeneXCl
~ L
Show Results| 17 - Showing candidates 1-7 of 7
Actions :;':"‘dm“s Selected <.[* | Sortoptions | Set quickfilters | Edit output fields | Save output fields| Filter this folder |
Zee req details .
Qg View = Selectall Name viewed Agency Notes Forms HR status Candidate type £ yp status HR status da
7§ | referral (click to update)
= &+ - - - - - &yw+ &Sy - (23
Y Tal =
7o Updae Sarrr"e 1# husan, phani v [} B i ] User added W 22-1un-200"
(o -
Move/Capy ta re .
u 2@ LACK, LEWIS v O B @  Useradded Ehone Scresn - g 4g-z00
Move/Capy to ENG
folder
Send
communication 3 rady, Greay [ B [ ] User added 0-Filed 17-Jun-200
B creste dooumen
E-mail agency v oster, judy Internal Bhone Sereen- 45 305001
contact gl [ ) o ENG
Remove agency
sssociation
| 2ss00iat i Lalith First HR.
= ones, Tomlee LalithCandiTupe. -Jun-200"
@ erint resu vl s ones, Tomlee [ =4 [ ] LalithcendiType 21 22-Jun-200!
Forward via e-
| 3
7 Update cangidEEg s~ Lautree, Toulouse v O + ©  Externsl 7232"8 SUEENS ga-pet-200r
type -
4dd codes =
+7 7C brasad, vishny + = Qo External 0-Filed 17-Jun-200°
Reemove from J_I
folder L] | ’
/Q Search candidates: (last, first) [ Go | )@']pearch reqs: =2 Privacy Policy

The Update same status window opens.
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Figure 53: Update same status window with candidates selected in the Req folder
[¥ update same status ?

Deselect any candidates that should not be updated.
[ bhusan, phani

<l

BLACK, LEWIS

=

<l

foster, judy

<l

Lautrec, Toulouse

Current status Phone Screen - ENG

" Test Final
7 First Interview

" Second Interview

action date [28 =] [Cct +] [2009 =] [2]

Update | Update and add next I Undao status | Cancel I

When you click Update, you are redirected to KMS Onboarding through a pop-up window. Your
logon credentials are authenticated at the same time:
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Figure 54: User is already authenticated in KMS Onboarding

-0 f:g .
. - fj 5&- - .‘
Welcome, Angelina Jolie Home Reports Document Reposito Process My Profile
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Configurable Margins of Document Templates

KRB users who have privileges to add and edit Document Templates within KRB can set margins on your
organization’s document templates. The margin values are used when creating the PDF document that is
produced from a KRB document template.

Date Available

This feature is available for use in R12.2 Build 0.
us: November 19, 2009
EU: November 25, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your KRB Administrator or Communications Module template creators can configure this feature for
document templates in KRB.

Benefits

Your organization has more flexibility to specify the size of documents created within KRB.

How It Worked Before

Document template margins were 1" by default and could not be changed.

Visible Changes

KRB users who add and edit document templates will see the new settings on document templates.

Limitations and Known Issues

This project lets your users set the margins for any document created using a KRB document template.
You cannot set default values across all document templates.

Configuration

This feature is configured in KRB in the Communications Module. In KRB, select Admin > Admin+ >
Communications > Add document template | Edit document template. You must have add/edit
privileges.

User Experience

If you have privileges to create or edit document templates, you can select vales for the left, right, top,
and bottom margins. The default margin is 1”. The options for each margin are 0.5, 1.0, and 1.5".
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Figure 55: Document Template — Add mode; default setting for margins

*Template name |

*DOCUMENT CONTENT [ Rrestricted offer Letter

HTML ‘ D\amtautl

Top/Bottom margin

Merge fields

Laft/Right margin o
+ | Select variable group
Spell check | !

Font |l || size wemal -/ B o W Y B
A % - M-
<< Add
&g Expanded view
Insert blurb
Add View text
&g Selection details

Figure 56: Document Template — View
MW d plate - t Internet Explorer provided by Kenexa Technology. Inc. M

*Template name: My first document

Added by: Kubicki, Janet [518-
4518)
Added on: 10-Apr-2009
E . Kubicki, Janet (518-
Edited by: 4518)
Edited on: 23-Jun-2009

*DOCUMENT CONTENT Top/Bottom margin  1.0"
Left/Right mai 1.0"
This is a new Document Template.
[#Contact-info-Firstame#] [#Contact-info-LastMame#]
[#Contact-info:City#], [#Contact-info:State®] [#Contact-info:Zip#]
You have been offered the position of [#RequisitionStd:Job Title#] for the job req# [#RequisitionStd-Auto req 1D#].
Please respond to this by next Friday.
We look forward to working with you.
Regards.
The recruiting team
User name (first. last): [#User-info-FirstName#] [#User-info:LastName#]
Recruiter: [#RequisitionStd:Recruiters]
Org groups authorized to create this Org groups authorized to administer User types authorized to edit
document this template content during document creation
Super User
Standard Standard HR Staff
Division A
Active document template Yes
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Candidate Forms

Providing Candidates with Question Responses

The purpose of this enhancement is to provide candidates with the question responses they gave during
the submission process.

Your organization can include the field labels and responses of questions and forms completed on the
Talent Gateway during the application process in the response natification e-mail that is sent to the
candidate.

To accomplish this, you must place the [QuestionResponses] token in the Talent Gateway Submit
resume/CV e-mail confirmation message for Full Talent Gateways or in the Confirmation e-mail text
message for Basic Talent Gateways.

When the token is present in the Full Talent Gateway’s Submit resume/CV e-mail confirmation
message, the Talent Gateway inserts the field labels and question responses of the Talent Gateway
guestions and/or the Gateway Questionnaire questions answered during that specific job application
process.

When the token is present in the Basic Talent Gateway Confirmation e-mail text message, the Talent
Gateway inserts the field labels and question responses to default questions, and the additional
information included in the attached form responses answered during that specific job application
process.

In both cases, if a question does not have a response, the field label does not display in the e-mail.

If you use the [QuestionResponses] token in any other text customization field, it is not merged and the
literal token text (“[QuestionResponses]”) displays in the field.

Business Rules

Only questions and responses stored on candidate forms are merged into the e-mail text through the
[QuestionResponses] token (for both GQ and non-GQ flows).

¢ No profile, resume, or cover letter information is merged through the [QuestionResponses] token.

e Scores that would normally show on the Job Response and/or GQ Response form are not included in
the data merged into the e-mail text through the [QuestionResponses] token.

e Data merged in the e-mail message via the [QuestionResponse] token is in the Talent Gateway
locale language used by the candidate. All question labels, select type responses, and section titles
display in the site language.

e Data populating encrypted fields are not displayed in the e-mail. The question label appears, but the
guestion response is displayed as five asterisks: *****,

e Any date field responses are merged as dd-mmm-YYYY (for example, 02-Sep-2009).
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Date Available

This feature is available for use in R12.1 Build 4.
us: October 29, 2009
EU: November 4, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench User can add the token to the appropriate text
customization messages for your organization’s Talent Gateways.

Benefits

Candidates will have a record of the responses they gave for questions during the submission process.

How It Worked Before

If you do not add the token, you cannot automatically send candidates non-editable versions of their
forms.

Visible Changes

There are no visible changes associated with this feature.

Limitations and Known Issues

This text customization capability does not apply to the following:

e No profile, resume, or cover letter information is merged through the [QuestionResponses] token.

e General submissions (also called “jobless applies,” and “Submit now” applications) for any type of
talent gateway because the e-mail message is not customizable in Workbench.

e Agency Managers

o Employee Referral Gateways

e Submissions by candidate as a result of an employee referral (even if the candidate is directed to
another talent gateway because candidates do not receive e-mail notification of submission).

Best Practice Recommendations

If one of your candidate form fields is encrypted, any encrypted field is populated with the value of ***** if
it is sent back to a candidate in an e-mail. Your organization might want to include custom text to explain
the five asterisks (*****),

Configuration

To add the token to the notification message:
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1. InWorkbench, select Tools > Talent Gateways > Text customization.

2. Onthe Talent Gateway text customization page, select the Talent Gateway you want to edit and
click its pencil icon.

3. The Customization page for the gateway opens.

4. Click the Notifications tab.

Full Talent Gateways

Figure 78 below shows the default text in the Submit resume/CV e-mail confirmation message field.

Figure 57: Talent Gateway Text customizations —no token

Customization for My TGFull Audit Trail
plnyee Restncted Smled ﬁddll.lnnal Pmmr.y Inac 'Web
Notifications

Submit fapply button: I

Reset to defautt | Show me

. _A.pplv to ]Db We would like to take this time to =
confirmation messanqe . X
express our appreciation to you. We
Reset to default | . . . .
will rewview wyour skills and experience
ta see 1f there i=s a match with our
open positions. If there is, vou will
he contacted by a member of our :l Show me

SUbn:"t I‘ES_umE_f_CV created for you and may he useful to ;I
e-mail confirmation

message: keep for wyour records. Your candidate

Reset to detault | reference nuwber is:
[RESUMEEEY] . <br><br>Thank you.<br><hr>?*

<I> Please do not reply to this email.
</ Ix -

Sme'; rE.S"I;mE-,FV Your resume/CV has been successfully ;I
cunfirm(;;’iu?]]r?]egspgq\é): received. We will review your skills
Reset to default and experience to see if there i= a
match with ocur open positions. If there
iz, you will be contacted by a menber _I
A

of ol rerriitment tesm  Thank ool =1

Save | Reset to Saved | Cancel

Figure 79 shows the customized field with the [QuestionResponses] token in the Submit resume/CV e-
mail confirmation message field.

Figure 58: Talent Gateway Text customization — custom text and token added

es—l:ﬁ.;ri]lltcgisfil:-rnqg{i%x [RESTMEKEY] . <br><br>Thank you.<brr<hbr>+ =
messaqe: <I> Please do not reply to this email.
Feset to default | </ Ix<hr><br>Below are the cuestion

responses that were givin during this

application. <hbr>
[DuestionResponses] il
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Basic Talent Gateways

Figure 80 shows the customized field with the default text and no [QuestionResponses] token in the
Confirmation e-mail text field.

Figure 59: BTG — Confirmation email text (default, with no token)
# Talent Gateway details Audit Trail

[

Confirmation
messaqe:

Reset to default |

We would like to take this time to
exXpress our appreciation to you. We
will review yvour =kills and experience
to see if there iz a mwatch with our
open positions. If there is, vyvou will
be contacted by a menber of our

_

Confirmation email
text:

Reset to default |

candidate reference number has been
created for wyou and mway be useful to
keep for wvour records. YTour candidate
reference huwnber is: <REIUTMEEEY:.
<br><br>Thank you.<bhr><hr>+% <I> Please
do not reply to this email. </ I

3| K E—

] oy K

Default email footer
text for non-job
specific notifications:

1!

4|

s

Save | Revert To Saved | Cancel |

Figure 81 shows the customized field with the [QuestionResponses] token in the Confirmation e-mail
text field.

Figure 60: BTG — Confirmation email text with token

Confirmation ‘i':}?tl! reference nunber is: <REZTHMEEETY>. ﬂ
1 |<brs<br>Thank vou.<hr><br>% <I> Please
Reset to default

do not reply to this email. </ IxBEelow

are the question responses that were
given during this application.<hr>
[QuestiDnRespDnsesﬂ -

User Experience

Token Formatting - Non-GQ Flow (Job Response Workflow)

In the Non-GQ flow, the default or customized title displays on the tab and in the progress bar.
(Organizations can customize the “Questions” title in Workbench by selecting Tools > Talent Gateways
> Text customization > Edit > Titles tab > Question Titles setting.)
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e The “Questions” label displays even if the candidate did not answer any job specific or Talent
Gateway default questions.

e If a custom label was configured for Question title, the label is displayed in the language of the
candidate submission.

e If there is no value set for Question title in Workbench, then the default value for the site language is
used.

Figure 61: Questions Title label preview

[ | | | O
Home Subrrit resume/CY Fosume 2V | Questions| Confinrmation 2 Help
profile
e .

[_questions

Flease answer a few guestions Fields with an * zre requi-ed.

wihnmr wave Ak draft 1 anrel
n nrder tn arcess this site ynn nepd ta enahle T1avascript. Tn change rhis setting,
plerase refer tn ynur hrnwser's docnmeantarinn
Last Mame: tes
First Namo: tool
Middle Mame:

+preferred Name:

Listing Jobs and Question Responses

Job titles are listed in alphabetical order.

The questions and responses for each job are grouped together under each job title.

If the same question is asked for multiple jobs, the question and response displays separately under each
job title.

Job Specific Questions and Responses
When Job Specific Questions have been added to a GQ using a JSQ widget, questions are displayed in
the same order as they appear on the Talent Gateway.

Question Labels
Question labels display in bold text in the left column of the table.

Note: If your organization uses HTML in the field label, both the bold formatting of the cell and the
rendered HTML are displayed. Clients should take special care to test the label output in a test e-mail in
the Staging environment.

Responses to Multi-Select and Checkbox Fields

Responses to multi-select or checkbox fields are displayed in the order in which they appeared on the
Talent Gateway. Multiple values are separated by a line break.
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Additional Information Section

Questions and responses display in the Attached TG Forms Questions and Responses area. If your
organization uses HTML in the field label, both the bold formatting of the cell and the rendered HTML are
displayed. Clients should take special care to test the label output in a test e-mail in the Staging
environment.

Question Responses
Field responses are in plain text.

Multiple responses to multi-select or checkbox fields are displayed in the order in which they appeared on
the Talent Gateway.

For field responses that present options to candidates (single-select, multi-select, checkbox, and radio
button), field responses are option descriptions, not option codes.

For query select question types, the system saves and displays the option code.

Forms are ordered in the way that they appeared on the Talent Gateway OR forms are ordered
alphabetically by database form name.

Form fields are ordered numerically by field placement.

Token Formatting - GQ flow

Job Specific Questions (JSQ Widget) Job title

Questions and responses for each Job specific question are grouped together under “<Jobtitle>". If the
same question was asked for multiple jobs, the question/response displays separately under each
“<Jobtitle>" section.

The <Jobtitles> sections is ordered alphabetically by Job Title.
Questions are in the same order as they appear on the Gateway Questionnaire.

Question Labels

If the field label contains HTML the bold formatting of the cell and label HTML will be outputted. The
results may be sometimes unexpected. Clients should take special care to test the label output in a
staging test e-mail.

Question Labels
Question labels display in bold text in the left column of the table.
“<Section name>"

Questions are grouped by the GQ Section that they appeared on.

Sections are ordered by their placement on the GQ.
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Note: If your organization uses HTML in the field label, both the bold formatting of the cell and the
rendered HTML are displayed. Clients should take special care to test the label output in a test e-mail in
the Staging environment.

Question Responses
Field responses are in plain text.

Field responses are option descriptions (not option codes) in the case of single-select, multi-select,
checkbox, and radio button field types.

Field responses for query select fields are the saved value (option code).

Multiple responses to multi-select or checkbox fields are displayed in the order in which they appeared on
the Talent Gateway, separated by a line break.

Questions are displayed in the same order as on the GQ from which they are taken.

If questions are formatted in multiple columns on the GQ, the fields display in a single column on the e-
mail ordered from left to right.

Grid type of questions are displayed as follows: <x label>,<y label>. For example, a grid completed as
shown here:

Sun Mon Tue Wed Thu Fri Sat
6-3 X X
11-8 X X
5-12 X

Would display in the e-mail as follows:
Would display in the email like this:
Sun,11 -8

Mon, 5 -12

Tues, 11-8

Wed, 6 — 3

Fri,6 -3
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E-mail Confirmation Messages

Figure 62: E-mail confirmation with no token

Thank vou, Dana Testcase, for expressing interest in our organization.

We have successfully received vour submission to the following position(s):

Housekeeper 4BR

A system-generated candidate reference number has been created for vou and may be useful to keep for your records. Your candidate
reference number is: 650184,

Thank vou.

* Please do not reply to this email.

From: TS-J8K [donotreply@staging, brassring.com] Sent: Tue 9/15/2009 9:39 AM
[To: Kubidk, Janet
Co
[Subject: Your candidate reference number - TS-JBK.
-

Iﬂ

Figure 63: Talent Gateway flow e-mail confirmation with token added

From: TS-JBK [donotreply @staging. brassring. com] Sent: Tue 9/15/2009 9:39
[ro: Kubicki, Janet

ce

Subject: Your candidate reference number - TS-JBK.

Thank you, Dana Testcase, for expressing interest in our organization.

We have successfully received your submission to the following position{s);
Systems Analyst 316BR

Business Analyst 372BR

Programmer I 320BR.

A system-generated candidate reference number has been created for vou and mayv be useful to keep for vour records. Your candidate
reference number is: 630184,

Thank vou.

en

* Please do not reply to

Below are the question responses that were given during this application.

Label inserted from token

Questions
Systems Analyst
What are your salary requirements? 35,000 - 540,000
How much do you travel now? Less than 10 %
How much are you willing to travel? Yes
Are you willing to relocate? No
Can you show proof that you have the legal right Yes Default AND Job specific questions grouped by
to work in the US? Job title, ordered alphabetically by Job title
Date available to begin working 09-30-2009
Describe your ideal job To combine my business knowledge and
technical skills to projects that benefit
organizations.
How did you hear about us Internet—Job Board
Business Analyst
What are your salary requirements? 35,000 - 540,000
How much do you travel now? Less than 10 %
How much are you willing to travel? Yes
Are you willing to relocate? No

Can you show proof that you have the legal right  Yes

to work in the US?

Date available to begin working 09-30-2008

Describe your ideal job To combine my business knowledge and
technical skills to projects that benefit
organizations.

How did you hear about us Internet—Job Board
Programmer |

What are your salary requirements? $35,000 - 540,000
How much do you travel now? Less than 10 %

How much are you willing to travel? Yes

Are you willing to relocate? No

Can you show proof that you have the legal right  Yes

to work in the US?

Date available to begin working 05-30-2009

Describe your ideal job To combine my business knowledge and
technical skills to projects that benefit
organizations.

How did you hear about us Internet—Job Board

Additional information _.Label inserted fraom token
Race I choose not to fdentify Question responses from attached TG
Gender I choose not to identify ~ forms
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Figure 64: Gateway Questionnaire e-mail response configured with token (AFTER)

From: T5-JBK [donotreply @staging. brassring.com] Sent:  Tue 9/15/2009 9:3
To: Kubicki, Janet

Cc

Subject: Your candidate reference number - TS-JBK.

Thank vou, Dana Testcase, for expressing interest in our organization.

We have successfully received your submission to the following position(s):
Svstems Analyst 516BR

Business Analyst 572BR

Programmer I 520BR.

A system-generated candidate reference number has been created for you and may be useful to keep for your records. Your candidate
reference number is: 650184,

Thank vou.

* Please do not reply to this email.

Below are the question responses that were given during this application. e token starts here
Questions: —Label inserted from token
Job title 1
How many years of project management 8
experience do you have? e et
Years of DBA / SO experience 7 OEdarad alphabetica\lygbyljob title.
How much structure do you prefer in your 5
workplace? {1=very structured)
Sometimes things don’t work out according to I promptly explain to the customer the situation
schedule. Describe briefly how you would handle  of the delay, the factors involved and the new
not being able to supply your customer with timeframe when what they want will be available.
what they want
Job title2
Shift Monday, First shift - example of grid question and
Tuesday, Second shift response
Thursday, Third shift
Remuneration Package :
Please provide your current basic monthly salary: 4500 - 5000
Currency Indian Rupee
Please indicate what would be your expected 8000- 8500 G question responses, ardered
monthly basic salary by Section and how appear in GO
Currency Indian Rupee
Additional question :
How did you hear about this role(s)? Association / Society
Please specify which association or society: Certified Public Accountants Australia (CPA
Australia)
Previous experience :
Have you applied to our company before? Yes
What role(s) did you apply to before? Oncology Expert
Have you attended an interview with our Yes
company before?
What was the role(s) you were interviewed for?  recruiter
Have you declined an offer from our company Yes
before?
What was the role(s) you declined? Drilling Engineer
What was the reason(s) for declining? test
Standard questions

Have you previously worked, or do you currently Mo
work, for our company as a contractor or

consultant?

Have you ever been employed by our company, No
one of its subsidiaries or any entity related in any

way to these companies?

Equal opportunity :

Gender Female
Ethnicity Black Caribbean
Submit :

| hereby certify that the information | have | agree

provided is true and complete to the best of my
knowledge. I agree that false information or
omissions may disqualify me from further
consideration and may be justification for
termination at a later date.
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Send Candidate Forms in Edit Mode

With this enhancement, KRB users can eLink Talent Records or send an e-mail template with forms to be
edited to the candidate as long as the form already exists. If no form exists, a new form is sent. This
feature is available for use in e-mail communications completed manually, when eLinking the Talent
Record, and through Automation Manager.

This feature affects One per candidate and Single per candidate/req combination form types. If either
of the form types Multiple per candidate or Multiple per candidate/req combination is selected, the
setting Send existing form in edit mode is disabled and cannot be selected, and KRB always sends a
new form.

Sending the E-Mail Template Manually

KRB users can deselect a candidate and not send the communication.

Date Available

This feature is available for use in R12.1 Build 3.
US: October 8, 2009
EU: October 14, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench User can configure One per candidate and Single per
candidate/req forms to be sent for editing.

Benefits

KRB users can send forms that already exist to candidates for editing and updating.

How It Worked Before

Before this enhancement, when a KRB user tried to send a form (by eLink or e-mail) and the candidate
had already completed that form, the KRB incorrectly displayed an error message to the user saying that
the attached form could be completed only once per candidate.

Visible Changes

There is a visible change in Workbench associated with this feature. Please see the feature description
for more information.
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Limitations and Known Issues

Forms with Send existing form in edit mode = Yes and configured as a HR Status “Optional popup form”
do not pop up the form in edit mode when a candidate is updated to that HR Status. The existing error
message, “This form has already been completed for this candidate for this req.” is displayed to users in
this scenario.

Migration Information

The new setting of Send existing form in edit mode is set to a value of No for all existing candidate
forms, active and inactive. You must enable this attribute on candidate forms that you want to be editable
in this way.

Workbench Configuration

This feature affects One per candidate and Single per candidate/req combination form types.

If either of the form types Multiple per candidate or Multiple per candidate/req combination is
selected, the setting Send existing form in edit mode is disabled and cannot be selected, and KRB
always sends a new form.

To make a form eligible for sending in edit mode:

1. In Workbench, select Tools > Forms > Candidate forms. The Candidate forms page displays.

2. Click the pencil icon in the Edit form attributes column for a form that you want to make available for
sending in edit mode. Note: You can make one per candidate and single per candidate/req
combination forms eligible for sending in “edit” mode.

The Edit form attributes page opens for the selected form.

Enable the setting Send existing form in edit mode for this form. The default setting is No.

Click Save.

Repeat this procedure for each candidate form you want to be able to send in edit mode.

o 0k~ w
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Figure 65: Form attributes page with One per candidate selected

User Experience

This section describes KRB user workflows for several scenarios.

(1) Send existing form in edit mode = No

You encounter the same workflow by clicking Send communication from a candidate grid or Talent
Record. Assume that the following conditions are met:

The candidate has already completed a One per candidate or Single per candidate / req form.
AND

The e-mail template is configured to send that form to be completed.

BUT

The setting Send existing form in edit mode is set to No for that candidate form.

When a KRB user is sending an e-mail communication under the conditions listed above, KRB behaves

in the same way as it did before this enhancement but displays an updated error message. The workflow
is as follows:
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Click Send communication for a specific candidate from a candidate grid or from the candidate’s
talent record.

Select the e-mail template.

The Send communication window opens.

On the Send communication page, you can change the e-mail before sending it.

The updated error message displays in the Candidate and merge information area (as shown in
the figure below):

“The attached form may only be completed once per candidate. For forms that may be sent in
Edit mode, the existing form will be sent. For forms that cannot be sent in Edit mode, the
candidates who have already completed the attached form have been de-selected.”

The Select check box for candidates name is checked or unchecked AND disabled.
When you click Send, the communication is not sent.

Figure 66: Send communication, One per Candidate, form previously completed

(2) Send existing form in edit mode = Yes and Approval Status =

You encounter the same workflow by clicking Send communication from a candidate grid or Talent
Record. Assume that the following conditions are met:
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The candidate has already completed a One per candidate or Single per candidate / req form.
AND

The e-mail template is configured to send that form to be completed.

AND

The setting Send existing form in edit mode is Yes for that candidate form.

AND

The Approval status is .

When a KRB user is sending an e-mail communication under the conditions listed above, the workflow is

as follows:
1. Click Send communication for a specific candidate from a candidate grid or from the candidate’s
talent record.
2. Select the e-mail template.
3. The Send communication window opens.
4. Onthe Send communication page, you can change the e-mail before sending it.
5. The updated error message displays in the Candidate and merge information area (as shown in
the figure below):
“The attached form may only be completed once per candidate. For forms that may be sent in
Edit mode, the existing form will be sent. For forms that cannot be sent in Edit mode, the
candidates who have already completed the attached form have been de-selected.”
6. Inthe candidate row:
— Anupdated error message displays: “<form name> may only be completed once. This form will
be sent in edit mode.”
— The Select check box for each candidate’s name is checked and enabled. If you do not want to
send the candidate communication, uncheck the check box.
7. Once you click Send, the Communications Module sends the form to any candidate whose name is

still selected.

(3) Send existing form in edit mode = Yes; Approval status = Pending, Approved,
Declined

You encounter the same workflow by clicking Send communication from a candidate grid or Talent
Record. Assume that the following conditions are met:

The candidate has already completed a One per candidate or Single per candidate / req form.
AND

The e-mail template is configured to send that form to be completed.

AND

The setting Send existing form in edit mode is Yes for that candidate form.

AND

The Approval status is Pending, Approved, or Declined.
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When a KRB user is sending an e-mail communication under the conditions listed above, the workflow is

as follows:

1. Click Send communication for a specific candidate from a candidate grid or from the candidate’s
talent record.

2. Select the e-mail template.

3. The Send communication window opens.

4. Onthe Send communication page, you can change the e-mail before sending it.

5. The updated error message displays in the Candidate and merge information area (as shown in
the figure below): “The attached form may only be completed once per candidate. For forms that may
be sent in Edit mode, the existing form will be sent. For forms that cannot be sent in Edit mode, the
candidates who have already completed the attached form have been de-selected.”

6. Inthe candidate row:

a. Anupdated error message displays: “<form name> may only be completed once. This form will
be sent in edit mode.”

b. The Select check box for each candidate’s name is checked and enabled. If you do not want to
send the candidate communication, uncheck the check box.

7. Once you click Send, the Communications Module sends the form to any candidate whose name is

still selected.
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Figure 67: Approval status is Pending, Approved, or Declined

(4) Multiple Forms with Different Attribute Settings

In some cases, multiple forms with different form attribute settings are attached to an e-mail template.

If ANY forms completed for the candidate have the setting Send existing form in edit mode = No, the
correspondence is NOT sent for that candidate.

In the Candidate and merge information section, the Select check box for the candidate is de-selected
and grey.

Example

For example, an Offer Information form and Phone Screen form are both added to an e-mail template as
forms to be completed. Both forms are Single per candidate / req combination. The Offer information form
has Send existing form in edit mode set to Yes, but the Phone Screen form has the same setting set to
No.
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The candidate has both the Offer Information and the Phone Screen form already completed for the
requisition from which the e-mail is being sent. Because the Phone Screen form has the “send in edit
mode” setting set to No, the Select check box for the candidate is not selected and disabled.

(5) eLink Behavior when Send existing form in edit mode = No

eLinks behave as they did previously when the candidate has a One per candidate or Single per
candidate / req form completed AND the e-mail template is configured to send that form to be completed
AND Send existing form in edit mode is set to No.

Figure 68: eLink candidate form when Send existing form in edit mode = No

Figure 69: eLink notification

(6) eLink Behavior when Send existing form in edit mode = Yes

The eLink candidate confirmation message does not include One per candidate or Single per candidate /
req combination forms that have been sent in edit mode in the message unless the form approval status
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is Pending, Approved, or Declined. If the approval status is any of those three, the communication is sent
to the candidate.

(7) Automation Manager

In automation manager the e-mail communication template automatically sends the e-mail if the attached
One per candidate or Single per candidate / req combination form attribute Send existing form in edit
mode is set to Yes.

If there are ANY forms that has been completed for the candidate for which Send existing form in edit
mode is set to No, the e-mail correspondence is not sent to that candidate.
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Candidate Form Approval Notifications

Clients can elect to send notifications to system users and/or users selected in the req form once all
approvals are secured. KRB users can select individuals who should be notified on the Send for
approval page. The e-mail notification text is not customizable.

Date Available

This feature is available for use in R12.1 Build 3.
us: October 8, 2009
EU: October 14, 2009

Cost

No additional cost.

How Do | Get this Feature?

If your organization already uses one of the KRB approvals processes, your Kenexa consultant or
Certified Workbench user can configure One per candidate and Single per candidate/req forms on an
individual basis to be used in the candidate form approvals process.

Benefits

Your organization can ensure that selected users are informed when candidate forms are approved.

How It Worked Before

Organizations could not configure individual candidate forms for the approvals process.

Visible Changes

There are visible changes associated with this feature in Workbench.
Also what if you had the standard approvals process enabled before this change?

Configuration

Workbench

These steps assume your organization wants to enable an approval process (Parallel, Sequential, or
Rules-based) on an individual form basis for One per candidate or Single per candidate/req candidate
forms if you have not already done so. Note: KRB’s standard approval process was renamed to the
Parallel approval process to distinguish it from the new Sequential approval process introduced in this
release.
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Figure 70: Approval process settings on Add new form/Edit form attributes pages for a candidate form

# Add new form

* .
Database title |F'ara||e| Approvals Process

E Title |F'ara||e| Approvals Process [English {US3]
® Disclaimer =] [English {US)]
|
search [|,Gradeditest -

Mew User Type
DEW User Type —!
chatu_OF CCP-Opt Superx]

Output [Touwe L1 ]

Anand Req Test
upGradeSitest

=

|Ies|ieecsmith@yahoo.com Separate multiple addresses with commas.

Mew User Type

E-mail

"
Approval process I & parallel  Sequential © Rules—basedl URL:

*Form multiples & gpg per candidate

 Multiple per candidate
" Single per candidate/req combination
r

Multiple per candidate/req combination

Send existing form in edit
mode

0}

ves © Mo

On each One per candidate and Single per candidate/req form in your system for which you want

approval notification, configure the following settings:

Select Tools > Forms > Candidate Forms.

The Edit form approvals page opens.

A owbdpR

Select a specific form and click pencil icon in the Edit form approvals column for that form’s row.

| v

Set the setting Send approval notification to Yes. (No is the default setting.) Once it is enabled, you

must check at least one of the following checkboxes or Workbench displays an error message. These

settings determine which notification fields display in KRB forms:

— Users selected in reg/form. It is unchecked by default.
— Specific system user. It is unchecked by default

5. When you are finished, click Save.

See the screen capture on the next page.
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Figure 71: Edit form approvals page — approval notification and routing settings

& Edit form approwvals Audit Trail
o ib.[fjpliuuefDecline text area field (PR [English (US3]
abel:
#&[ﬂl‘tﬂ:‘;ﬁ[‘;eigl:lne text area field |Required for Approve only j
Send approval notification? * vas Mo When Send approval

notification? is set to Yes,
you must check at least one of
the check boxes below it.

¥ Users selected in reg/form
[T Specific system user

Send decline notification? * vas Mo

# Approval routing instructions: Flease review this req and ;I[EHEI“Sh (U53]
approve or decline promptly.

[
{This text will appear at the top of the approval routing
pages. )

Approval routing order <Parallel Approvals Process:

Approver Routing order

Financel m
CEQ/MD1 |_L,
HR Manager [z =]
Dpt Manager 2 =] -

Save Hevert to Saved | Cancel

User Experience

If your organization has enabled Form Approvals and Form Approval Notifications, you see the Form
Approval section for the candidate form when you are adding, editing, viewing the candidate forms; when
eLinking candidate forms for approval; and when eLinking blank forms (assuming that you have the
privileges to add, edit and eLink candidate forms).

KRB sends a standard, non-customizable notification to the designated recipients when form approval is
complete (that is, all approvers have approved the form or forms).

In the example below, both Users selected in reg/form and Specific system users were checked when

Form Approvals was set up in Workbench, so they both appear as recipients in the Form Approval
section.
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Figure 72: Form approval section for a Single per Candidate/Req form

&7 Offer Information for Testcase, Johnny - Microsoft Internet Explorer provided by Kenexa Technelogy, Inc. E]
Early Decision Bonus
Early Decision Date w i Lvs m %
Options | Assistan Trader (Undergraduate) Relocation -~

Agsistant Trader Paragraph

Expense Repayment paragraph (For signing bonus, relocation, early decision, visa expenses)
Hylon Socher

Relocation - Homeowner [

g Selection detals

Form Approval

Notify upon form approval completion

Users selected in reg/form Manager
Recruiter
Req team
Forrn creator
Forrm approvers

Specific system user
v =required field
Table 3: Form Approvals Scenarios
Actions Form Type Notify upon form approval completion:
Add/Edit/View Users selected in AND/OR  Specific system users
candidate form reg/form
eLink candidate form  ope per Form creators AND/OR  One or multiple
Candidate form and  candidate Form approvers system users
candidate’s HR . .
status = Pending Single per Manager (or custom AND/OR  One or multiple
candidate/req label) system users

Recruiter (or custom

label)

Req team (or custom

label)

Form creator
Form approvers

Note: The system determines who the Manager, Recruiter, and Req team users are at the time when
notification is sent (upon form approval).
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Figure 73: Form approval section for a Single per Candidate

Early Decision Bonus

Early Decision Date A4 v v m

Options | Assistan Trader (Undergraduate) Relocation -~
Assistant Trader Paragraph
Expense Repayment paragraph (For signing bonus, relocation, early decision, visa expenses)
Hylan Socher
Relocation - Homeowner [

&g Selection details

Form Approval

MNotify upon form approval completion

Users selected in req/form [Farm creatar

Farm approvers

Specific system user

* = required field

Figure 74: Form approval section (Single Candidate / Req form), Users selected in req/form

Early Decision Bonus

Early Decision Date 4 w v m

Options |Assistan Trader (Undergraduate) Relocation "~
Assistant Trader Paragraph
Expense Repayment paragraph (For signing bonus, relocation, eary decision, visa expenses)
Hylon Socher
Relocation - Homeowner hd

&g Selection details

Form aApproval

Notify upon form approval completion

Users selected in req/form [anager
Recruiter
Req team
Form creator
Form approvers

* = required field

Save | | Clear || Close

The e-mail notification is sent once ALL approvals are in approved status and the form status is changed

to Approved.

Note: The e-mail subject line and message are not configurable.
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Candidate Attachment Privileges

This enhancement both extends and restricts the ability of KRB users to see candidate attachments. With
this feature:

e You can restrict by user type the ability to view candidate attachments with access based on the
attachment’s association to a requisition. You do this by assigning attachments that should be
handled in this manner to an attachment category that is “sensitive.”

e You can extend to multiple recruiters the ability to view some types of candidate attachments
uploaded through a Talent Gateway for a job-specific application instead of restricting the attachment
to roles associated with the requisition. You do this by assigning attachments that should be handled
in this manner to an attachment category that is non-sensitive.

When an attachment category is designated as sensitive, the following users can see the attachments in
this category when they have the Attachments — view “Sensitive attachments in my req” privilege
checked for their user type(s):

e Reqteam members
e Req creators

e Recruiter

e Manager

Date Available

This feature is available for use in R12.1 Build 3.
US: October 8, 2009
EU: October 14, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench user can assign attachment privileges by user type and
further restrict access based on an attachment’s association to a requisition.

Benefits

Clients can allow restricted users to see reg-level attachments on other reqs, including sensitive regs.

How It Worked Before

KRB users could view attachments considered sensitive regardless of their user type or relationship to
the requisition.

Visible Changes

There are visible changes in Workbench to Attachment categories and User type privileges.
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Workbench Configuration

The major configuration steps are:

1. Create one or more attachment categories that have the attribute of being “sensitive.”
2. Enable the user type privilege Attachments — view “ Sensitive attachments in my req”.

Note: The standard req privileges are honored, so if the user has any of the “my req” privileges
enabled, they work in conjunction with this privilege.

Creating Sensitive Attachment Categories
To create attachment categories that have a designation of “sensitive”™:
1. InWorkbench, select Tools > Settings > Attachment categories.

2. Add a new attachment category or edit an existing one.
3. Select Yes for Sensitive attachment category

The default setting for attachment categories is No. When set to Yes, only Req team members, Req
creators, and users selected as Recruiter or Manager can view attachments designated as
“sensitive.”

Figure 75: Edit attachment category details window

;:? Edit attachment category details [Sensitive Attachment] Audit Trail
® Attachment category |Sensitive Attachment [English (US)]
Sensitive attachment ¢~ ., & veao
category
Save | Revert to saved | Cancel |

1. Click Save and the window closes.
2. The Attachment categories administration page is updated with the new or changed attachment
category.
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Figure 76: Attachment categories administration page

Select environment: |QA4 j
workbench Select a client:l j
KRB URL: https://gas4webl brassring.com/ S

Admin ' p| Help | Privacy Policy | Resource Center

actions » Attachment categories administration

Add new attachment + Showing 2 attachmment categories

SN /ciochmentcategoy | view | Gt | Delete |
Translate -
attachment category Mon-Sensitive Attachment @ / ﬁ
Sensitive Attachment @ / m

Enabling the User Type Privileges

Enable the following:

e The user type privilege Attachments — view “Sensitive attachments in my req” for Recruiters,
Hiring Managers, Req creators, and other user types whose members are on the Req team.

AND
e One or both of:

— Attachments — view “All attachments uploaded via Agency Manager”
— Attachments — view “All attachments uploaded via Gateway”

See the next three sections for more information.

Viewing Sensitive Attachments in My Regs Privilege
Enable the user type privilege in the Candidate Actions 2 functional group: Attachments — view
“Sensitive attachments in my req” This privilege is unchecked by default.

When this privilege is enabled for a user type, the users of this user type will be able to view “Sensitive
attachments in my req” when the attachment is associated with a req if:

e The user created the requisition (the Req creator).
e The user was selected as either the Manager or Recruiter for that requisition.
e The user was selected as part of the Req team for that requisition.

If an attachment is not associated with a req and the user has the new privilege enabled, the user will be
able to view all other types of candidate attachments that are uploaded through the Talent Gateway or
KRB
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Figure 77: New Candidate Actions 2 privilege for sensitive attachments

f Edit Requisition Creator step 2! Set Candidate Actions 2 privileges
Step 1: Set name and functions Step 20 Set privileges

| »

"Candidate Actions 2" privileges

Select All Set ivil
e rivileges
Clear All P 9

<l

Attachments - view "All attachments uploaded via Agency Manager"
Attachmente - srice YAl ottt achents ] caded uis ;;atema“"
Attachments - view "Sensitive attachments in my reg"

BUIE print - request/receie fmes

Candidates - file to all Reqs

Candidates - file to My Reqs

Candidates - file to working folders/inbosx -
Candidates - mark as viewed

Candidates - move/copy to all Regs

Candidates - move/copy to My Reqs

Candidates - move/copy to working folders/inbox

Candidates - remowe current agency associations

Hide "add candidate" menu item

Mlicle A abanc bl e (E e Jv

Done | Revert to Saved | Cancel |

(L0 A o A I A W e B (R

Sensitive Attachments Uploaded through Agency Manager
To allow users of a specific user type to view sensitive attachments uploaded through an Agency
Manager, check the following two privileges in Candidate Actions 2 category, as shown in Figure 99:

e Attachments — view “All attachments uploaded via Agency Manager

e Attachments — view “Sensitive attachments in my req”

Figure 78: Agency Manager attachments and sensitive attachments
"Candidate Actions 2" privileges

Select All -
P Set privileges
W Attachments - view "all attachments uploaded via Agency Manager"
r Attachments - view "All attachments uploaded via Gateway"
W Attachments - view "Sensitive attachments in my req"

Sensitive Attachments Uploaded through Talent Gateways
To allow users of a specific user type to view sensitive attachments uploaded through a Talent Gateway,
check the following two privileges in Candidate Actions 2 category, as shown in Figure 100:

e Attachments — view “All attachments uploaded via Gateway
e Attachments — view “Sensitive attachments in my req”
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Figure 79: Combination of TG attachments and sensitive attachments
"Candidate Actions 2" privileges

Select Al .
— Set privileges
r Attachments - view "All attachments uploaded via Agency Manager"
v Attachments - view "All attachments uploaded via Gateway"
v attachments - view "Sensitive attachments in my req"

Sensitive Attachments Uploaded through Both
To allow users of a specific user type to view sensitive attachments uploaded through either or both
Talent Gateways and Agency Managers, check all three privileges as shown in Figure 101:

Figure 80: All three Attachments privileges turned on
"Candidate Actions 2" privileges

Selact All -
— Set privileges
v Attachments - view "All attachments uploaded via Agency Manager"
v Attachments - view "All attachments uploaded via Gateway"
v Attachments - view "Sensitive attachments in my req"

User Experience

KRB checks the setting for the new user type privilege (Attachments - view “Sensitive attachments in
my req”) and whether the attachment is sensitive (that is, it has an attachment category designated to be
sensitive) or not.

Attachments on the Talent Record: On the Attachments tab of the Talent Record, attachments are
displayed according to the user’s user type setting for Attachments - view “ Sensitive attachments in
my req” privilege and according to whether the attachment has an attachment category that is
designated as “sensitive.” In addition to having the privilege above, the user must be part of the Req
team.

eLinking attachments: When a KRB user sends and/or views an attachment through eLink, users must
be part of the Req team and have the Attachments - view “ Sensitive attachments in my req” privilege

turned on for their user type(s) to view and send the eLink with the sensitive attachment.

The grids below summarize which candidate attachments are be visible to the user under different
conditions when the candidate is associated with a requisition in KRB.
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Agency Manager Upload and Non-Sensitive Attachment Category

Figure 81: General (Jobless) Submission; Source: AM, TG, or KRB upload

NON-SENSITIVE Attachment Category

User Permissions — Does the KRB user have one or both of these

Req Attribute privileges?

User is one of: view "Sensitive
Req Team attachments in my
member, Hiring  req" (new)
Manager,

Recruiter, or
Req Creator for
the req?

NO
NO
NO NO
NO NO

Grid Legend
Non-sensitive attachments:

view "All attachments
uploaded via Agency
Manager"

NO

NO

\%

\%

To the user, the
attachment is:

hidden
hidden

Privilege: Attachments — view “All attachments uploaded via Agency Manager”
= Viewable. User can view the attachments.
NO = Hidden. User cannot view the attachments.

Note: For non-sensitive attachments, the setting for the privilege Attachments - view "All attachments
uploaded via Agency Manager" drives the behavior.
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Figure 82: General (Jobless) Submission; Source: AM, TG, or KRB upload
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SENSITIVE Attachment Category

Req Attribute

User Permissions

User is one of: Req  view "All view "Sensitive To the user, the
Team member, attachments attachments in my attachment is:
Hiring Manager, uploaded via req" (new)

Recruiter, or Req Agency Manager"

Creator for the req?

NO >

NO NO > hidden

NO NO > hidden

NO NO NO > hidden

Grid Legend

Sensitive attachments:
Privilege: Attachments — view “Sensitive attachments in my req”
= Viewable. NO = Hidden. User cannot view the attachments.

Note: For sensitive attachments, the setting for the privilege Attachments - view “ Sensitive
attachments in my req” controls the behavior.

Talent Gateway Upload and Non-Sensitive Attachment Category

Non Sensitive Attachment Category
Req Attribute

User on Req Team, view "All view "Sensitive To the user, the

reqg hire mgr, req attachments attachments in my attachment is:
recruiter, or req uploaded via req" (new)
creator Gateway"
>
NO >
NO > hidden
NO NO > hidden
NO >
NO NO >
NO NO > hidden
NO NO NO > hidden
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Talent Gateway Upload and Sensitive Attachment Category
SENSITIVE Attachment Category
Req Attribute

User on Req Team, view "All view "Sensitive To the user, the
req hire mgr, req attachments attachments in my req" attachment is:
recruiter, or req uploaded via (new)
creator Gateway"
>
NO > hidden
NO >
NO NO > hidden
NO > hidden
NO NO > hidden
NO NO > hidden
NO NO NO > hidden

Selecting Attachments when Candidate is not Associated with a Requisition

If the candidate is not associated with any req in KRB:

o KRB users with the privilege Attachments — view “ Sensitive attachments in my req” enabled can
select the Sensitive attachment category when uploading an attachment from the Attachments tab
in the Talent Record.

o KRB users without the Attachments — view “ Sensitive attachments in my req” privilege enabled
do not see the Sensitive attachment category when uploading an attachment from the Attachments
tab in the Talent Record.

Figure 83: Uploading an attachment from the Attachments tab
# Upload Attachment " Help

Click 'Browse' to search your computer for the file to upload. Select the category of the attachment
from the dropdown menu. You can upload up to five attachments at one time. Once you have selected
the files, click the “Upload’ button to upload all selected attachments.

File 1: Category | select v

File 2: Category [

File 3: Category |Publications
Photos

File 4: Category | select v

File 5: Browse. Category | select v
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Configurable Candidate Form Approval Field

For candidate forms that are configured to be routed for approval, Approval Team members can choose
either Approve or Decline for the type of action in the Approval selection field and fill out the Reason
for selection (the Approve/Decline text area field label).

Your organization can require that KRB users enter a reason when they approve, when they decline, or
when they either approve or decline a candidate form. For example, Reason for selection could be a
required field only when the KRB user selects Decline for Approval selection.

In addition, the Approve/Decline text area field label (Reason for selection by default) is customizable.
Accordingly, if your organization requires that you enter a reason only when you decline to approve a
candidate form, you could customize the label to be “Reason for declining this form” or something similar.

Date Available

This feature is available for use in R12 Build 1.
usS: August 27, 2009
EU: September 2, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench User can enable this feature.

Benefits

Clients have the flexibility to make form approval disposition required or optional.

How It Worked Before

The Reason for approval field was always required (if the candidate form is configured for approval).
This is still the default behavior.

Visible Changes

There is a visible change in Workbench to support customization of the Reason for selection field.

Limitations and Known Issues

The text entered in the Reason for selection field is visible on the candidate form for both the Approved
and Declined status.

KRB users can see the response entered into this field by hovering the mouse over the
Response/comments column for the appropriate form in the Form eLink history section of the eLink
tab.
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In the “Talent Record — Approve candidate form” approval flow, when the KRB user clicks on Pending
link in the candidate form, the system prompts the user as follows: “Do you wish to approve on behalf of
the requested Approver?”.

If the user clicks OK, the status changes to Approve and the user is not prompted for a reason. Because
the Approve/Decline text area field is not present in this approval flow, it is out of scope for this project.

Configuration

In Workbench, you can configure the Approve/Decline text area field label for each candidate form
when adding or editing a form.

The Approve/Decline text area field label:

e Stores the default label: Reason for selection

e Accepts HTML

e Can be translated into all purchased languages; translations for each available language are
defaulted.

Select the option that indicates when users must enter a reason into the Reason for selection (or
custom label) field:

e Required for Approve only

¢ Required for Decline only

e Always required (either Approve or Decline) (the default)
e Not required

User Experience

In this scenario, the KRB user is eLinking a form for approval. The system is configured so that if the
recipient user declines to approve the form, he or she must enter a reason for declining in the “reason”
field.

Figure 84: Workbench Setting [Should this be deleted?]

| # Edit form approvals Audit Trail
Approve/Decline text )
= area field label : Please enter your reason for declining this [English (US}]
Approve/Decline text area | Decline al
ﬂelldr,!tsi I‘EE[:II“BI:I if "Approval Approve
selectionis: Decline
Both
Mot regquired
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Figure 85

In KRB, when the user is eLinking the form for approval:

Figure 86: Initial screen (no approval selection is made yet)

dateautofilltest Z7-May-2009
email janet.kubicki@kenexa.com

Approval

* approval selection ) approve () Decline

Please enter your reason for declining this offer

Date added 29-May-2009 Kubicki, Janet

Siave Clear Cancel

Figure 87: KRB User selects “Approve” —The “reason” field does not become mandatory

dateautofilltest 27-May-2009
email janet kubicki@kenexa .com

Approval

* approval selection (& Approve (O Decline

Please enter your reason for declining this offer

Date added 29-May-2009 Kubicki, Janet

Save Clear Cancel
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Figure 6: KRB User selects “Decline” — The “reason” field becomes mandatory

dateautofilltest 27-May-z009
email janet.kubicki@kenexa.com
Approval
* aApproval selection & approve ) Decline

Please enter your reason for declining this offer

Date added 29-May-2009 Kubicki, Janet

Save Clear Cancel

KRB Talent Record — eLink tab — eLink form history section

KRB users can view the contents of the Approve/Decline text area field (what was entered there by and
earlier user). This section is the only place currently that users can view what was written in the
Approve/Decline text area field.

If the Approve/Decline text area field is populated with data, the value in the Response/Comments
column is a hyperlink to hover text which displays the data. It is not a clickable link.

Figure 88: KRB — eLink tab — Form eLink history — WITH data in Approve/Decline text area field

Farrn edink history

janet.kubicki@kenexa.com Offer Information 09-Jul-zooe  09-Jul-zooe
kubicki, Janet (518-4618) janetkubicki@yahoo.com Assessment Test (Niglson) {b 25-Jul-2007  25-Jul-2007  25-Jul-2007

If the Approve/Decline text area field contains no data, the value in the Response/Comments column is
text.

Figure 89: KRB — eLink tab — Form eLink history — NO data in Approve/Decline text area field

Form elink histary

janet.kubicki@kenexa.com Offer Information Declined 09-Jul-zoo9  09-Jul-2009
Kubicki, Janet {(518-4618) janetkubicki@yahoo.com Assessment Test (Mielson) 25-ul-2007  25-Jul-2007  25-1ul-2007
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Automation Manager: Approval Notification Enhancement

With this enhancement, the Req Aging Trigger notification in Automation Manager sends e-mail
notifications to pre-selected approvers who are next in line to approve requisitions. Notifications are sent
only if the requisition is in “Pending” status and is in need of approval.

Date Available

This feature is available for use in R12.1 Build 2.
UsS: September 17, 2009
EU: September 23, 2009

Cost

No additional cost.

How Do | Get this Feature?

If your organization uses Automation Manager already, this enhancement is automatically available to
you. If your organization does not use Automation Manager but would like to, please contact your Kenexa
consultant for assistance.

Benefits

The Req Aging Trigger notification sends notifications to the appropriate approver, and only for
requisitions in the the Pending status.

How It Worked Before

Before this enhancement, all approvers configured for the requisition received the Req Aging Trigger
notifications related to that req, regardless of whether or not they have actually approved the req.

Visible Changes

The Automation Manager user interface and configuration procedure have not changed. The behavior of
the Req Aging Trigger notification has changed if your organization sends out notifications for requisitions
in the Pending status, and if your organization selected Approvers as recipients to the notifications. This
enhancement does not affect any other Automation Manager notifications.

Limitations and Known Issues

You can add a non-system user as a recipient only if the Approvers recipient type is selected AND the
non-system user’s e-mail address was previously added as an approver on the requisition. [QC #138446]

Configuration

The Automation Manager user interface and configuration procedure have not changed. If your
organization has the Req Aging Trigger configured with the following settings:
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On the Trigger Attributes tab, Pending is checked in the Select Req Status field as one of the req
statuses for which notifications are sent.

Figure 90: Selecting Req statuses on the Trigger Attributes tab
|f Aadd Automation Trigger

Trigger Type Trigger Attributes Configure Notification Notification Scheduler

*Select Req Status: 7 .pproved [ cancell v d M Declined [ Deleted
W onhald W open | M Pending

*Set trigger for Req & 4
Templates:
" Select templates

rrnhtest-ENAUS -]
hlobile Approval Test

Magregform =
newform

MNewRegForm hd

On the Configure Notifications tab, Approvers is checked in the Select recipients field.

Figure 91: Selecting recipients on the Configure Notifications tab
|f Add Automation Trigger

Trigger Type Trigger Attributes Configure Hotification Notification Scheduler

* Select merge fields for notification message |

Up to seven mertge fields are allowed. The selected fields will appear in a table at the bottom of the
a-mail message for this notification; therefore the merge fields do not need to appear in the body
text of the notification template, Selected merge fields should represent required fields.

Available fields: Selected fields{right)
Add Type -
Advertising Costs
requsitions # <b¥<bx<by
CollegesUniversity s o |
Department
Employee Name Add Mowve
Extemalffgency Up
HF Depatment Recriter Costs e |
Job Code W |
Lacation Remowe
Manager Mowve
Mo, of Positions Dawn
Position
Pasitions Remaining
Recruitar ;I
* Select recipients [T Candidate ¥ Recruiter [T Hiring Manager
[T req Team| ™ approvers
[T select system users:
ISeIected {0 SeElect == |
* Select time period: |

Save | Cancel

The notifications scheduler has not changed; notifications are sent once daily at approximately 6:00 AM
(EST) based on the Req aging criteria
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User Experience

Instead of all approvers, the next designated approver receives the Req aging naotification for requisitions
in Pending status.
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Automation Manager: Form Field Validation

Your organization can limit, through a new trigger attribute, when a candidate communication is sent by
Automation Manager’'s HR Status update — notify candidate trigger type.

Once the setting is configured, the natification is sent to those candidates with form field options that
match at least one form field option required by the trigger. If the candidate does not have a form on file,
he or she is not sent the notification.

Date Available

This feature is available for use in R12.2 Build 0.
US: November 19, 2009
EU: November 25, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench user can configure this setting for your organization in
Workbench.

Benefits

The enhanced functionality will provide additional flexibility to clients and how they manage their
candidates.

How It Worked/How It will Work

Before this enhancement, the HR Status update — notify candidate trigger could be limited by candidate
type or Req template only.
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Figure 92: HR status update trigger type — Trigger Attributes Before

g‘?’ Add Automation Trigger

Trigger Type Trigger Attributes Configure Notification
Selected 0

*Select HR Status:

*Select Candidate Types: G ,)

O select Candidate type

Selected (0)

*Set trigger for Req
Templates: ® Al
(O Select templates

[ Save l [

After this enhancement, your organization can select a form field and one or more selection options
associated with that form field to validate against the presence or absence of matching data in the
selected candidate’s form field. Notifications are sent when the candidate’s HR status is updated if the
form field and form field option(s) selected for the trigger match the candidate data in the form.

Figure 93: New attributes for HR status update — notify candidate trigger

|f add Automation Trigger

*Select HR Status: liSelected 0 Salact = |

*gelect Candidate Types: & ,
' Select Candidate type

ISeIected ()] Salact >=

*Set trigger for Req &
Templates:
' select templates

armar-eval-reg
Amar

Armard

Al Req Import US
Anju title20march1

Form Field: I_Selected 0 Select >»
Field Options: ISeIected [ Select ==

Save Cancel
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Visible Changes

There is a visible change in Workbench associated with this feature. See

Configuration

To configure the form field and form field options:

1.
2.
3.

In Workbench, navigate to Automation Manager.

Create or edit the HR Status update — notify candidate trigger type(s).

Search for and select the form field that should trigger a notification to the candidate when the
candidate’s HR status (selected in this trigger) is updated.

Select field option(s) for the form field that should trigger a notification to the candidate when the
candidate’s HR status (selected in this trigger) is updated.

Rules for Selecting Form Fields and Field Options

F

F

— You can select one (1) field only.

— You can select from a list of all form fields that have field options associated with Single per
candidate or Single per candidate/req forms.

— The field types are: Single-select, Radio, Checkbox, Multi-select, and Query-select.

— The list displays active and inactive fields and options; inactive items have the suffix — Inactive.

— You cannot inactivate a selected field.

— You cannot change the form field type once it is associated with a trigger.

— You cannot inactivate or delete the form while it is being used for the trigger.

— You cannot change the form type from single per candidate or single per candidate/req to
multiple/candidate or multiple/candidate/req once it is being used for the trigger.

igure 94: Form field selected

Available Selected

[AGFA Interview Evaluation Farrn] TrainingLey. | [App] Authorised_to_work
[AGFA Interiew Evaluation Form] WorkDays
[AGFA Interniew Evaluation Form] WorkExper
[Another-One] State

[App] 111

[App] AreyoulByearsorolder

[App] areyouwillingtoreloc »
[App] Calculatar Add
[App] DataEntry
[App] Evidence 1
[App] GeneralPCSkills Remave

igure 95: Form field option selected

Q Search for Form field options

Enter search criteria

|| Search

* Starts O Contains

Available Selected
EU: EU Canada : Canada
Japan : Japan LISA USA
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Figure 96: All trigger attributes selected
;,4’ Add Autamation Trigger

Trigger Type Trigger Attributes Configure Notification

*Select HR Status: I_Selected (1 Select == |

*Select Candidate Types: @ L

' Select Candidate type

ISeIected )} Zelect »= |

*get trigger for Req 4
Templates:
# Select templates

FormField:  [Soigoad (1) | Select >> |
Field Options: [Selected 2) Select >> |

Save Cancel
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Sequential Candidate Form Approval

Using the sequential approval process, your organization can control the sequence of approvals for
candidate forms in a manner similar to that of requisition forms.

Date Available

This feature is available for use in R12.1 Build 4.
US: October 29, 2009
EU: November 5, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench user can configure candidate forms to use the Sequential
approval process.

Benefits

Many customers want to control the sequence of approvals for candidate forms.

How It Worked Before

In the standard approval process (which has been renamed “Parallel approval process” in this release),
when KRB users route candidate forms for approval, approvers received the candidate form
simultaneously. Approvers can approve or decline a candidate form at any time with no dependency on
another approver’s approval.

Visible Changes

There are visible changes associated with this project in Workbench and in KRB. Please see the detailed
description in other sections.

Migration Information

If your organization was using the standard KRB form approval process, it has been renamed to the
“Parallel approval process.”

Configuration

Your organization can enable the form approvals process for individual candidate forms in Workbench.

Workbench

To enable the approvals process for a form:
1. InWorkbench, select Tools > Forms > Candidate forms.

2. Onthe Candidate forms page, click the pencil icon in the Edit form attributes column for the form.
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The Edit form attributes page displays for the selected form.

4. Inthe Approval process field, select Sequential. To include all previous Approver messages, check

Cascade approver messages. (See page 132 for more information about this feature. It is new in

this release.)

Figure 97: Edit form attributes page — selecting the type of Approval process

4 Edit form attributes Audit Trail
*Database title |Sequentia| Approvals Process =
EH Title ISequentiaI Approvals Process [English (US)]
M Disclaimer | [English {US)]
[
search [Hp Saf | i
Super ser123
Hiring Manager
Entry Level Manager
QuickStart User =l
Output [hp Staff 2
Super User!Z3
Hiring Manager
Entry Level Manager
QuickStart User |
E-mail [ieclizecsmith@yahoo com ___ separate mutiple addresses with commss.
*
Approval process ' parallel & Sequential © Rules-based
¥ Cascade approver messages o

5. Configure the rest of the settings on this form as necessary and click Save.

Save

Revert to saved |

Configure Approval Levels

Create approval levels if you have not already done so. To create approval levels, select Tools > Forms
> Approvals in Workbench. This is existing functionality.

Configure Approval Behavior for the Form

See Table 4 for details about each setting.

To configure form approvals for the form:

1. Onthe Candidate forms page, click the pencil icon for this form in the Edit form approvals column.

2. The Edit form approvals page opens.
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Figure 98: Editing form approvals

g:? Edit form approvals

Audit Trail

miA%pliuue/Decline text area field |Reasnn for selection [English {US}]
abel:

-

A Decline text field -
in'?:'iﬂlj:ael{m%;::me ext areatie |ReqU|red for Approve only =]
Send approval notification? ® yes T pg

Send decline notification?

H Approval routing instructions:

¥ Users selected in req/form
7 specific system user

@ yves Mo

| [English (Us3]

Please review this reqg and
approwve or decline promptly.

[ -
(This text will appear at the top of the approval routing
pages. )

Approval routing order <Sequential Approvals Process:=
Approver Routing order

Financel m
CEO/MD1 [=]
HR Manager IE
Dpt Manager Iﬂ Ll

Save Revert to Saved | Cancel

If the client would like users to be notified when the form is approved, set the field Send approval
notification to Yes.

Select the recipients of the approval notifications. You must select at least one of these options:

— User selected in reg/form

— Specific system users

In the Approval routing instructions field, add instructional text that will appear at the top of the
approval routing pages in KRB, if desired.

In the Approval routing order field: (Note: Your organization must pre-configure approval groups
before you can perform this step. To do so, select Tools > Forms > Approvals > Add a new
approval group in Workbench.)

Once your approval groups are configured, you can select the Routing order for this approver on the
Edit form approvals page. (For example, the Finance approver may be required to approve or
decline the candidate form before any other approvers, so you would select 1 for its Approval

routing order.)
Click Save when you are finished.
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Table 4: Edit form attributes page — Approvals process settings

Setting Description
Approval process No No approvals process.
Parallel Formerly Yes. In the parallel approval

process, forms are sent to all approvers at
the same time. Approvers can approve forms
independently of each other.

Sequential New. In the Sequential approval process,
customers can configure the order in which
forms should be approved.

Rules- This option has not changed.
based
Approval routing Blank by default. Not required.
Instructions Enter approval routing instructions if desired. This text

appears at the top of the approval routing pages that
approvers see.

Use alphanumeric characters, special characters, and
HTML.

Your organization can translate the instruction text into all
purchased languages.

Publish Impact

The new fields are not included in the Publish process at this time when candidate forms are published.

KRB User Experience

KRB users encounter the sequential form approval process in many workflows: When adding or editing
candidate forms and when eLinking candidate forms for approval.

Adding Candidate Forms

Your organization’s previous configuration level determine who the valid users are for each approval
level, and whether users can bypass approvals and/or route them to non-system users. To initiate the
approval process, click on the “Save and send for approval” button at the bottom of the form.

eLinking Candidate Forms for Approval
For KRB users with the appropriate privileges:

e If you are eLinking a candidate form that has the Sequential approval process enabled, you will see
the Save and send for approval button at the bottom of the candidate form.

e You can make some selections and save the form without routing it for approval, if desired. Later, you
can complete the form and click Send for approval.

Once the form has been routed for approval, ANY edits to the form reset all approval statuses and the
form would need to be re-initiated for approval.

121



Kenexa Confidential Document — Internal Use Only

Changes to the Approve/Decline Workflow for Forms
When you click Save and send for approval, the e-mail notification is sent to the designated first
approver. KRB displays a validation message.

If/when the first approver approves the candidate form, a notification e-mail is sent to the designated
second approver.

Once all approvers approve the form, it is marked as approved and stored with the date of approval.

Adding Forms

Several workflows result in the creation of a form (for example, from the Talent Record Forms tab, from a
candidate grid forms icon, from an HR status popup form).

1. Add the form and select approvers for each approval level.

Figure 99: KRB — Form approval to add approvers

N

Approver order was
confioured in Workbench.

Notification recipients
configured in Workbench.
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Figure 100: Completed Form Approval section —ready for Send for approval

Options | Assistan Trader (Undergraduate) Relocation ~
Agsistant Trader Paragraph
Expense Repayment paragraph (For signing bonus, relocation, early decision, visa expenses)
Hylan Socher
Relocation - Homeawiner (7

& Selection detalls

Form Approval

* Dept Mgr

Kubicki, Janet (518-4618) hd
&g Selection details

Ceypass Clnon-system user

"
BU Mgr Jjanierecruiter@phake.com hd

&y Selsction datails

Ceypass Non-system user
* Division ¥P [ oo =
&g Selection detalls

Bypass [l Non-system user

Notify upon form approval completion

Users selected in redq/form [Manager

Recruiter

Reg team
Farmn creator
Form approvers

Specific system user

* = required field

2. Click save and send for approval. KRB checks all fields for valid values before saving and sending

the form. If there are no other approval levels OR all remaining approval levels are set to Bypass,

KRB saves the form and sets the form status to Approved.
3. The approval expiration warning message displays.

Important: You should finish all edits before clicking OK in this window. If you make new edits after

sending the form for approval, all approvals expire.

Figure 101: Approval expiration warning message

Cnce this form has been sent For approval, any new edits made to the Form will automatically expire all approvals and
‘-3/ initiate new approval requests, Edits should be made prior ko sending this Form. Do you wish ko continue to send For
approval?

[ OK ][ Cancel ]

4. Click OK. The form is routed to the e-mail address of the first approver on form.

5. The window closes and the confirmation message displays.
Figure 102: Confirmation message

eLink of the form: Offer Information - 21BR : Blah blah has been sent to the following
recipient:

janierecruiter@phake.com

6. KRB sends an eLink to next approver along with the form to approve.
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Viewing Form Approvals

Figure 103: View mode for user with View privileges only

Approval level
Dept Mgr

BU Mar

Division WP

Date added

Last action

k Fixed Bonus
Early Decision Bonus

Early Decision Date

Options

User Date Sent Status
Kubicki, Janet {S18-4618) 01-Sep-2009 Pending
janierecruiter@phake.com

Bypass 01-Sep-2009

Notify upon form approval completion

Users selected in req/form Recruiter
Farm creator

Specific system user
24-Jun-z009

31-Aug-2009

Form Approval

Approval Date

Kubicki, Janet (518-4618)

Kubicki, Janet {518-4618)

Figure 104: View mode for user with Edit privileges

Form Approval

Approval level
Dept Mgr

BU Mgr

Division WP

Date added

Last action

[% Fized Bonus
Early Decision Bonus

Early Decision Date

Options

User Date Sent Status
Kubicki, Janet (S1&-4618) 01-Sep-2009 Pending

janierecruiter@phake .com
Bypass 01-Sep-2009

Notify upon form approval completion
Users selected in req/form Recruiter

Approval Date

Farm creataor

Specific system user
24-1un-z2009

31-Aug-2009

Kubicki, Janet {S18-4618)

Kubicki, Janet {S18-4618)
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Figure 105: Editing form approvals for a form
&7 Offer Information for Testcase. Johnny - Microsoft Internet Explorer provided by Kenexa Technology, Inc. [;][E]WJ
Al

~

Options ||Azsistan Trader {Undergraduate) Relocation
Aszsistant Trader Paragraph

Expense Repayment paragraph (For signing bonus, relocation, early decision, visa expenses)
Hylon Socher
Relocation - Homeowner hd

&g Selection details

" DePtMOr [\ bicki, Janet (518-4518) ~
&y Selection details
[Oeypass [JMon-system user
* BU Mgr

Jjanierecruiter@phake.com v
&y Selection details

[Oeypass Mon-systern user
* Division VP [ oo =
&g Selection details

Bypass [ ]Non-system user

MNotify upon form approval completion

Users selected in req/form Manager

Re
Req team
Form creatar
Farm approvers

Specific system user

* = required field

Save and send for approval

Figure 106: Talent Record - Forms list
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Approval by eLink

When a form is circulated for approval by eLink:

1. The Approver receives the e-mail.

Figure 107: E-mail containing eLink to form to be approved

6,3\ =] 4 ¥ |7 Please approve the following form: Offer Information - 21BR : Blah blah : Janie T..M - = X
i/
—/ Message 7]

From: janet.kubicki@kenexa.com [ENTERPRISE@TRM.BRASSRING.COM] Sent: Mon 8/31/2009 5:52 PM

To: Kubicki, Janet

Ce

Subject: Please approve the following form: Offer Information - 2LEBR : Blah blah : Janie Testcase

Janet Kubicki has eLinked a form for you to approve.

Testcase, Janie

[

2. The Approver clicks the eLink.
3. The system launches eLink of form for approval in view mode.

Note: eLinks sent for approval are sent in view mode regardless of the QuickStart user form

privileges.

You cannot edit any fields in this window except Approve/Decline and Reason for selection (or

customized text).
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Figure 108: Form to be approved in View mode —three editable fields

The Approver selects the Approve or Decline option and enters a Reason for selection if required
or desired.

The Approver clicks Save to save the changes he or she has made.
KRB displays a message with the eLink form information and the recipient.

127



Kenexa Confidential Document — Internal Use Only

— If next approver is a system user, <nextapprover> displays <Last name>, <First name> (and user

differentiator if configured)

— If next approver is a non-system user, <nextapprover> displays e-mail address entered.

Figure 109: Confirmation that form was eLinked for approval

eLink of the form: Offer Information - 21BR : Blah blah has been sent to the following

recipient:

janierecruiter@phake.com

7. When the Approver clicks OK, the window closes.

Figure 110: Viewing the form in View only mode

Approval level
Drept Mar

BU Mgr

Divisian VP

Date added

Last action

[}s Fixed Bonus

Early Decision Bonus

Early Decision Date

Options

Form Approval

User Date Sent Status Approval Date
Kubicki, Janst (518-4618)  01-Sep-2009 Approved 03-Sep-2009
janierecruiter@phake.com 03-Sep-2009 Pending

Bypass 01-Sep-200%9

MNotify upon form approval completion

Users selected in req/form Recruiter
Form creator

Specific system user
24-Jun-2009 Kubicki, Janet (518-4618)

31-Aug-2009 Kubicki, Janet (515-4618)

Close

Figure 111: Viewing the form in edit mode
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Figure 112: Talent Record - Forms List

Declining a Form by eLink
When an Approver selects Decline for Approval selection and (if necessary or desired) enters a reason in
the Reason for selection field, KRB sends an acknowledgment depending on the setting for Send decline

notification:
e |Ifthe form’s Send decline notification setting is No, KRB displays the following message. The
Approver clicks OK to close the message window.

Figure 113: KRB message when Send decline notification is No

e If the form’s Send decline notification setting is Yes, KRB sees the following message. The Approver
clicks OK to close the message window.

Figure 114: KRB message when Send decline notification is Yes
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Approving a Form on behalf of an Approver

A user with “edit form” privileges can approve a form on behalf of an approver; for example, when an
approver is on vacation.

Locate the candidate form in KRB.

Click on the form to view it.

Scroll down to the Form approvals section.

Click the Pending link under Status to approve the form on behalf of an Approver. (The Pending link
will be active only if you, as the current user, have privileges to edit the form.)

e

Figure 115: Talent Record — View mode — Form in Pending status
% Fixed Bonus

Early Decision Bonus

Early Decision Date

Options
Form aApproval
Approval level User Date Sent Status Approval Date
Crept Mar Kubicki, Janet (518-4618)  01-Sep-2009 Pending
BU Mgr janierscruiter@phake.com
Division WP Bypass 01-Sep-2009

Notify upon form approval completion

Users selected in req/form Recruiter
Form creataor

Specific system user
Date added 24-Jun-2009 Kubicki, Janet {518-4618)

Last action 31-Aug-Z009 Kubicki, Janet {515-4618)

Close

5. The following message displays:

Figure 116: “Do you wish to approve” message

6. Click OK to approve or decline the form on behalf of the approver.

7. The User column is updated with the substitute approver’'s name on behalf of the name of the original
approver. The Approval/Decline Date is updated with the current date. The Status is updated to
Approved.

— If there is another approval level, and it is not set to “Bypass,” the form is routed to the next
approver

— If there are no other approval levels, OR all remaining approval levels are set to “Bypass,” the
form status changes to Approved.
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When form status is changed to Approved AND Send approval notifications is set to Yes, the
approval notification is sent to the individuals indicated on the form.

If you click Cancel, the message window closes. The form is not approved and it is still in Pending
status.

When another Approver Overrides an Approval

If an approver has updated the approval status for a candidate form to Approve on behalf of another user,
the eLink is no longer valid for the original approver.

If an approver clicks on the eLink in an e-mail that was sent prior to the approval override by another
approver in KRB, he or she sees the following error message: “Please disregard. Either you have already
approved this form, or you are no longer the approver for this form. Please respond to the sender of this
e-mail if you have any questions regarding this message.”

Figure 117: “Disregard” message

Editing a Pending, Declined, or Approved Form

If you make any changes to an approved form, the following warning displays when you click Save and
send for approval:

“Warning: Original approval(s) status(es) will be reset. The form must be sent for new
approval(s). Do you wish to continue?”

If you click OK, the form’s approval status changes from Approved to Pending, and all approval statuses
are erased.

The system then routes the form to the first pending approval on the list via eLink.
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Cascading Approver Messages for Candidate Forms

When you select a Sequential Approval Process for candidate forms, you can elect to include and forward
the approve/decline message of each subsequent approver to the next approver. The final approver sees
all approver messages.

Figure 118: eLink Message

(. i & % 5 Please approve the foliowing form: Offer Information - 2Z1BR: Blah blah : Janie T.. M - ™= X
J I
- Message o
From: janet.kubidd @kenexa. com [ENTERPRISE @TRM.BRASSRING.COM] Sent: MonB8/31,2009 5:52 PM
Ta: Kuibicki, lanet
Co
Subject Please approve the following form: Offer Information - ZLBR : Blah blah : Janie Testcase

| b

Janet Kubicki has eLinked a form for vou to approve.

MMessage frorn Buckley, Laurel (approver 1)

| approve.

hessage from Ziegler, Anne (approver 2)

Flease make changes.

Testcase, Janie

Business Rules for Cascading Approver Messages

When Cascade approver messages is enabled, eLink approval requests contain the full history of
approver Reasons for selection in the approver order (as configured in Workbench).

If the approver is a non-system user, the approver’s e-mail address is displayed instead of the approver’s
name.

All approvers (except those marked as Bypass) are listed in the cascade whether they entered a
message or not.

Approvers who were marked as Bypass are not included in approval message tracking.

The message text, “Message from ... (approver #)” is displayed in the same language the user sees
when he or she clicks on the eLink.

Date Available

This feature is available for use in R12.2 Build 0.
us: November 19, 2009
EU: November 25, 2009
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Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench user can configure this feature for candidate forms.

Benefits

KRB users users can easily see their colleagues’ disposition of candidate forms as the form is being
routed for approval.

How It Worked Before

Approvers did not have access to other approvers’ messages. Before this enhancement, there was no
Sequential Approval Process; therefore, approver messages were not displayed to other approvers.

Visible Changes

There are visible changes in Workbench. Please see the “Configuration” section for details.
There are no visible changes in KRB unless the setting is turned on.

Configuration

You can use the Cascade Approver Messages feature only with the Sequential Approval Process (also
new in R12.2; see page 118 for more information). You configure the two related settings on a form-by-
form basis.

To enable the Cascade Approver Messages feature:

1. InWorkbench, select Tools > Forms > Candidate Forms > Add new candidate form | Edit form
attributes.

2. Inthe Add candidate form / Edit form attributes page, select Sequential for Approval process (if

it is not already selected).

Check the checkbox Cascade approver messages.

4. Click Save.

w
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Figure 119: Sequential approval process and Cascade approver messages settings
4 Edit form attributes Audit Trai

-

* i -
Database title |Sequent|a| Approvals Process =

@ Title |Sequentia| Approvals Process [English {US)]
@ Disclaimer ;l[Eninsh (U]
[~
Search [Qp siar f’ =

Super User123

Hiring Manager

Entry Level WManager
QuickStant User |

Output [ppciaf =
Super User123
Hiring Manager
Entry Level Manager
Quickstan User hd|

E-mail ami
I smith@yahoo.com Separate multiple addresses with commas,

*
Approval process  parallel % Sequential © Rules-based  URL: I

W Cascade approver messages

Save | Revert to saved | Cancel |

When the Cascade approver messages setting is checked, messages entered by each subsequent

approver are stored and carried forward to the next approver within the candidate form approval e-mail
notification.

You can uncheck the Cascade approver message setting for a candidate form at any time.
If the setting is never turned on, the messages are not tracked.
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Cascading Approver Messages for Req Forms

You can configure your requisition approval process to include all approver comments as the requisition
circulates to each approver. Approver comments are displayed in order in the Req approval eLink
message, and on the Req detail tab.

Date Available

This feature is available for use in R12.2 Build 0.
us: November 19, 2009
EU: November 25, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench user can configure individual Req forms (your
organization’s requisition templates) to cascade approver messages.

Benefits

Form approvers see all approver comments for previously completed approvals (or declinations).

How It Worked Before

When this setting is not enabled, KRB handles approval messages as it did in the past: the most recent
approver’'s message displayed in the next approval request, but previous approvers’ messages are
dropped.

Visible Changes

There are visible changes in Workbench when configuring Req form attributes.

Configuration

To configure cascading approver messages on a Req form, navigate to the Edit Req form page in
Workbench and set the Approval process field to Yes and check the Cascade approver messages
check box.
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Figure 120: Cascade approver messages setting
J Edit Req form Audit Trail

Database title I

-

MeswReqForm

@ Display Title |NewReqF0rm [English {US)]

ReQURL & none © Free standing © E-mail request

Restrict access by IP ¢~ .. & g
address:

Authorized IP address l—
values: |Entered ) Configure

Approval process

& ves © Mo O Rules-based  URL:

[ cascade approver messages

Org groups with access @@test

1230RGGROUP =]

Proximity coordinates & o  vas [T Required field

Enforce final status of all @ o © vgs
candidates

Display attachment tab and attachment columnicons: ¢~ .. & g
Mo of attachments: [ =1 Max size per attachment (mb): [ %1 ;I
Save | Revert to Saved Cancel |

Publish Impact

The Cascade approver messages field is not published with Req and Candidate forms.

KRB User Experience

If the setting Cascade approver messages is enabled for a Req form, the designated KRB approvers see
the complete history of approver messages in requisitions that are eLinked for approval and on the Req
detail tab for the requisition.

e When the setting Cascade approver messages is enabled, the Req detail page and the eLink
contain the full history of approver “Reasons for selection” in the approver order.

eLink Message

When Cascade approver messages is enabled:

e Approval requests by eLink contain the full history of approver messages (approve and decline), and
not just the preceding approver. In the e-mail message, approvers are listed in the order of the
approval flow.

e |f the approver is a non-system user, the approver’s e-mail address is displayed instead of the
approver’'s name.

o All approvers (except those marked as Bypass) are listed in the cascade whether they entered a
message or not.

e Approvers who were marked as Bypass are not included in approval message tracking.

136



Kenexa Confidential Document — Internal Use Only

Figure 121: eLink Message for Req Routing for Approval

From:
To:

Cc
Subject:

laurel.buckley @kenexa,com [ENTERPRISE@TRM,BRASSRING,COM]
Buckley, Laurel

Req routing: Prod Manﬂ}gr approval test(601ER)

Sent: Tue 9/22/2009 10:18 AM

For your approval as Recruiter:

Title: Prod Manager approval test
Req ID: 601BR

Message from Ziegler, Laurel (approver 1)

I approve.

Message fom Buckley, Aun {approver 2):

Flease change cost center. I approve with that update.

View the req details

If you experience a problem with the link above, please copy and paste the following link into your browser:

https:/trm brassring. com/MobileApproval UserInterface ReqApproval aspx?

g=83EE141E29A849559E578C2DF391B3F6&c=AEuLhwgSb/wmeRmhnxPmVQ=—

> i

4

Figure 122: Example Decline Message

From: BrazsRingRegStatusChangeEnterprise @trm. brassring.com
To: Budkdey, Laurel

Co

Subject: 606ER: LB route 4 is Declined

606BE: LB route 4 is Declined

lMessage from Buckley, Laurel (approver 1)

| approve.

IMessage from Ziegler, Anne (approver 2)

Please make changes.

Message from Laurel, Ziegler (approver 3)

No way

View requisition details

This notification has been sent to inform vou that the status of this req has changed to Declined.
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Req Detail Page
When the setting Cascade approver messages is enabled, the Req detail page includes the message
entered by the approver as shown in the figure below.

Figure 123: Req detail page with cascaded approver messages

EN Requisition Notes UL &

EN Requisition Team CL  pame Dept. Job title  Phone Fanx
Buckley, Laurel
Ziegler, Laurel

Turn-off Autofiler notification for this req

Approval Routing

EN Approval Routing CL 34, title User Date Message
Hiring Manager Ziegler, Laurel 22-Sep-2009 | approve
Recruiter Buckley, Laure! 22-Sep-2009  Please change cost center. |

approwe with that updzte.

EN Advertising Costs CL

EN Travel Costs CL

EN Relocation Costs CL

EN HR Department Recruiter Costs CL

EN External/Agency CL
EN Referral Bonus CL
Notify upon approval completion Buckley, Laure|
Added by Buckley, Laurel
Added on 22-Sep-2009
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Talent Gateways

Croatian TG

As of Release 12.2, Talent Gateways are translated into Croatian.

How Do | Get this Feature?

Please contact your Kenexa consultant for information about purchasing additional Talent Gateway
languages.

Serbian TG

As of Release 12.2, Talent Gateways are translated into Serbian.

How Do | Get this Feature?

Please contact your Kenexa consultant for information about purchasing additional Talent Gateway
languages. As of Release 12.2, Talent Gateways are translated into Croatian and Serbian.

Please see the “Kenexa Recruiter BrassRing Supported Languages” PDF file, included in the PDF
package with this document.
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Update HR Status Based on Candidate’s Score

Users can now update a candidate’s HR Status based on whether the candidate achieves a minimum
required score on the Talent Gateway (TG) or Gateway Questionnaire (GQ). This update affects the
postings for Talent Gateways with or without Gateway Questionnaires. In addition, the changes appear
when KRB users create requisitions that use Job Code Default Data drawing from TG site questions data.

Date Available

This feature is available for use in R12.1 Build 3.
US: October 8, 2009
EU: October 14, 2009

Cost

No additional cost.

How Do | Get this Feature?

This feature is controlled by a new Talent Gateway details setting. Please contact your Kenexa consultant
for help with this feature.

Benefits

KRB users do not have to manually look up a candidate’s score and move the candidate to a new HR
status.

How It Worked Before

KRB users had to look at the candidate’s score and update the HR status manually.

Visible Changes

There are visible changes associated with this feature.

Regardless of whether this feature is turned on or not, all users will see some minor changes relating to it.
Those changes include:

e The TG setting name “Always send hot candidate email” is renamed “Always send preferred
candidate email.” This setting is found in two places in Workbench:

— Tools > Talent Gateways > Admin > Edit
— Tools > Talent Gateways > Global > Global Admin > Edit GTG > Edit Member Site.

e Additionally, some items on the Talent Gateway site questions page are now grouped more
logically:

“Featured job” checkbox appears as the first item below the question grid.
“Minimum score to administer assessment” appears just below “Highest possible score.”
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— A new section divider appears below the “Minimum score to administer assessment” with a
section title “Preferred Candidate.” Within that section, three instances of “target score” now

appear as “preferred candidate target score.”

Limitations and Known Issues

HR Statuses selected in this section, for passing or failing candidates, override their Insta-file HR status.
That is, when this feature is enabled, the Req template Insta-file setting Automatically file candidate to

Req folder by HR Status through Insta-file is ignored.

Best Practices

In the new column of the question grid at the top of the TG posting page, enter a required minimum score

for individual questions if desired. The best practice is to enter a score only for questions for which

specific answers are truly required.

Configuration

Please contact your Kenexa consultant for assistance with this feature.

User Experience

To view the changes:

1. Navigate to a requisition.
2. Select Edit posting options > Edit site questions.

The figure below shows an example of these changes.

Figure 124: Changes visible for all clients

O, Talent Gateway site questions

PR—

Default? Typa Edit seore

o relocate te the following location(s) ¥ reuiti-ssles fa
If "uther”, please ket preferred location L
A Yo CurPEritly BUEhSTTEY b5 warl if he Lifubed Slated? W radebutton &

Whan are you svailable to Begin 8 new position? » date

Featured job

o
[ |

Highest possible score
SOBFE b

=

reletn

b E = =

Prafened Candidars
Preferred candidate target score L]

Nuotify the fellowing users whes a candidate meets or
mwcends praferrad candidats target Barms, P
Bogkowa, Lilya
Buckiey, Laurel
Hiftisiman, Veninica w
oy Setechon defals

Hotity the following non-system users when a
candidate meets or exceed preferred candidate target

* = regured field

[Saw| [Resut ] [Cancel
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When the Talent Gateway Score — Update HR Status setting is activated for the Talent Gateway, users

can select one HR Status when filing candidates with a passing score to the Req folder, and a different
HR Status when filing candidates with a failing score to the Req folder.

To use the feature:

1.

The updated posting page will be available through Job Code Default Data as well as through the

In the new column of the question grid at the top of the TG posting page, enter a required minimum

score for individual questions if desired. The best practice is to enter a score only for questions for

which specific answers are truly required.
In the new HR Status Update section that appears at the bottom of the page, enter a minimum total
score required for the candidate to pass.

Select the HR Status with which you want passing candidates to be filed.

The HR Status options include any HR Status the client is able to use after O-filed. To pass, a
candidate’s total score must meet or exceed the minimum required score and the candidate must

meet or exceed the specific score required for each question.

Select the HR Status with which you want failing candidates to be filed.

To fail, a candidate’s total score does not meet the minimum required score or the candidate does not
meet the specific score required for any specific question. A failing candidate filed to the Req folder

with the selected HR Status skips the 0-filed status altogether. If a candidate is already filed to the
folder, the HR Status update is skipped unless candidate is currently at O-filed.

Figure 125: Changes visible for clients with the feature enabled
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Display Removal Date on Job Details Page

Your organization can display the date that a posting will be removed from the Talent Gateway on the
Job details page. This feature is controlled by a Special configuration setting in Workbench. The
Removal Date is the last field on the Job details page.

The “Removal Date” label is translated to the language of the current Talent Gateway locale. The Talent
Gateway and localization settings determine the date display format. The format matches that of other
date fields on the Job details page. Postings are removed from the Talent Gateway on the Removal
Date at approximately 11:59 PM Eastern Time.

Date Available

This feature is available for use in R12.1 Build 3.
US: October 8, 2009
EU: October 14, 2009

Cost

No additional cost.

How Do | Get this Feature?

Please contact your Kenexa consultant for help with this feature.

Benefits

Candidates will know when a posting is due to be removed from a Talent Gateway.

How It Worked Before

The removal date did not appear on the Talent Gateway.

Visible Changes

There are no visible changes without configuration.

Configuration

Please contact your Kenexa consultant for help with this feature.

User Experience

When this feature is enabled, candidates can see the posting removal date at the bottom of the Job
details page.
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Figure 126: Removal Date displays at the bottom of the page
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Education Lists Include High School Diploma/GED Value

For English — US locales, the value “High School Diploma/GED” is now available as a Degree option in
Talent Gateways, Basic Talent Gateways, and Gateway Questionnaires.

A new option allows job-seekers to select the value High School Diploma/GED when completing or
correcting the Degree field on Talent Gateways and Basic Talent Gateways with English — US locale.

When the option is enabled, Talent Gateway Profile imports will use the value High School
Diploma/GED. The import function will map either “High school or equivalent” or “ged” to the new value
for the TG Profile “Degree” field.

Graduation year (grad year field) will remain an optional field wherever it appears.

Date Available

This feature is available for use in R12.1 Build 2.
UsS: September 17, 2009
EU: September 23, 2009

Cost

No extra charge.

How Do | Get this Feature?

This feature is controlled by a new Talent Gateway details setting. Please contact your CSC for more
information about enabling this feature.

Benefits

Using a standardized value provides more efficient and complete data collection, increases reporting
accuracy, and is more convenient for job seekers and users entering information.

How It Worked Before

Candidates previously needed to choose ‘Other’ to account for this level of Education on Talent
Gateways, Basic Talent Gateways, Gateway Questionnaires, and their TG Profiles.

Visible Changes

When the option is enabled, candidates will see the value High school diploma/GED on all Degree single
select options lists on the English — US Talent Gateway(s) & Basic Talent Gateway(s).

No change occurs where the education Degree field is text entry:

e KRB
e Alllocales other than English — US
e Candidate import
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e Agency Manager (adding a candidate)

Limitations and Known Issues

None

Best Practice Recommendations

Best practice is to enable this option for collecting US High school and GED information via Talent
Gateways.

Migration Information

The new value will be stored in the database as HIGH SCHOOL DIPLOMA/GED for consistency with
other Degree field values.

Configuration
Please contact your Kenexa consultant for help with this feature.

User Experience

Job-seekers can now select the value High school diploma/GED from Degree drop-down lists on all
Talent Gateways or Basic Talent Gateways with English — US Locale. The value is available when they
enter the information themselves, as well as when they correct information automatically extracted.

Figure 127: Talent Gateway — Resume CV profile information — Education tab
k! I | 1
— s e — it —

Resume!CV prodile Information

Tl o | et vewttuian

When completing a Gateway Questionnaire that includes an Education builder widget, job-seekers can
now select the value High school diploma/GED from Degree drop-down lists.

Authorized Workbench users will see the new value when previewing a GQ that includes the Education
builder widget, in the course of adding a GQ or updating a draft GQ. To preview it, select Tools >

Gateway Questionnaires and click Preview, or click View sections / pages, select the section with the
widget, and click Preview page. The resulting screen in shown in the figure below.
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Figure 128: GQ — Preview of Education builder widget on Page preview

f Page preview

Locale Logged in? Applying for

English - United States ) s (@ @ single req O Multiple regs

O Stand-alone

Job Application
Education
"High School di ? If “No,” number of years completed? ‘GED Certificate
OYes OYes
ONo ONo

In order to receive CREDIT FOR COLLEGE WORK, be sure to include a copy of your diploma, transcript, or certificate unless otherwise directed by
the job bulletin_ If you do enter items to this section, you must complete all information below for each line. If any work experience fields were
automatically filled in from your resume, please check they are correct and update if necessary.

School or Educational institution | Major or Area of study Most recent
I [ | o g

Associates

If applicable, please provide details on the educat Sachelnrs d above, beginning with the most recent.
octorate
[Figh school dipomalGED 1]
EDUCID
Masters

MBA
Date Attended From Date Attended To MD

i i
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Require a GQ by Talent Gateway

Clients can elect to make the selection of a Gateway Questionnaire required in the KRB Posting options
window. For example, Recruiters who are posting jobs to localized Talent Gateways must select the
corrrect Gateway Questionnaire for each language in order to post successfully.

This capability is controlled by a new posting dependency setting which is configured at the Talent
Gateway or Global Talent Gateway level. It is available for Employee Referral Gateways as well.

Date Available

This feature is available for use in R12.1 Build 4.
US: October 29, 2009
EU: November 4, 2009

Cost

No additional cost.

How Do | Get this Feature?

Please contact your Kenexa consultant for assistance with this feature.

Benefits

Your organization can make the selection of a GQ required when KRB users are posting a requisition to a
Talent Gateway.

For example, you may be required post certain kind of jobs on a designated Talent Gateway and ask
candidates specific questions (using a Gateway Questionnaire) related to that job. This posting
dependency setting helps you to do that.

How It Worked Before

Before this enhancement (and when the new client setting is not enabled) the KRB user can select a
Talent Gateway on the Edit posting options page and click OK to edit site questions (if they are present)
and post successfully without selecting a Gateway Questionnaire from the dropdown list. Once the KRB
user leaves the posting page, the connection of that requisition to that Talent Gateway's GQ is lost.

Visible Changes

There are no visible changes for this feature.

Limitations and Known Issues

In the GQ and TG site questions scenario, when the new setting is enabled for the Talent Gateway, the
Recruiter must select the GQ first. He or she can then go on to edit TG site questions if necessary.
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The Edit site questions pushpin does not display until the user selects a Gateway Questionnaire. Once
the Recruiter selects the Gateway Questionnaire, the Edit site question pushpin and then the Recruiter
can continue onto the Edit site questions page.

Figure 129: Pushpins are visible after KRB user selects a GQ

TSMISC GTG 00 |~ 365 v 1:00 AW v | Alaska
Known Issue:
TSM TG ISC 00« 365 v 100 AWM % | Alaska
TSM TG 550 m v 365 v 100 AM | [Alsska The Pushpins are
TSM US FTG w0 - 365 v 100 AW v [Alaska not visible until the
VKR TG 0~ %5 TO0 AW ¥ [Alaska user selects a GQ.
Zlati Full TG 0 |v 289 v v 15-Sep-2009 12:00 AM v | | Eastern Time (US & Canada
Zlati-internal TG 00 v 365 v 100 AWM v |Alaska v | Nane
gers
j Agency Manager Days until Days to Posted date Removal date select/edit Edit site
posted remain posted agency access questions
AmaragencyManager o v IB5 v A ﬁ
Us English Agency o v IE ¥ A ﬁ
options
nterface Date submitted Start date Posting Post/edit details
expiration fduration
ntage 4
QK Cancel Refresh
a

Configuration

Please contact your Kenexa consultant for help with this feature. Once it is enabled, KRB users cannot
successfully post the requisition without selecting a Gateway Questionnaire.

User Experience

Your Talent Gateways might have a Gateway Questionnaire (GQ-only) or both a Gateway Questionnaire
and TG Site Questions.

In the GQ-only scenario, when the new setting (Do not allow posting without GQ selected) is enabled

for the TG, the Recruiter must select a GQ; if he or she does not, KRB displays an appropriate error
message.
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Figure 130: Clicking OK to post without selecting a GQ (when the GQ is required)

Josting 2855BR : Gymnastic trainer [ Select job posting preview ]

Talent Gateways
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posted remain posted posted
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Agency Manager Days until Days to Posted date Removal date Select/edit Edit site
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Other posting options
Posting interface Date submitted Aart date Posting Postfedit details
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First Advantage f
Figure 131: Error Message when no GQ is attached
2o ful 2 sag= (%]
You must select & Gateway Questionnaire for the Fallowing T alent G atewayp(s): ABC Gateway,
123 Gateway, JEL Gateway before pou can post.
Fleasze select a Gateway Questionnaire and select OK.
In the GQ and TG site questions scenario, when the new setting is enabled for the Talent Gateway, the
Recruiter must select the GQ first. He or she can then go on to edit TG site questions if necessary.
Figure 132: Talent Gateway with Site Questions disabled
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Figure 157 shows a TG with no GQ selected and a disabled pushpin icon in the TG Site Question
column.
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Figure 133: Talent Gateway with Site Questions disabled
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Customizable Navigation Text

Clients can add custom text (Including HTML) to the navigation section of the Gateway Questionnaire.
The custom text field provides a means of creating a visual section divider along with presenting tailored
instructions to candidates.

Date Available

This feature is available for use in R12 Build 1.
usS: August 27, 2009
EU: September 2, 2009

Cost

There is no additional cost associated with this feature.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench user can configure this feature in Workbench.

Benefits

This enhancement provides a better, more accurate candidate experience.

How It Worked Before

When multiple fields and questions were presented on a single Gateway Questionnaire page, the text
could run below the navigation buttons making it difficult for the end-user to realize they must scroll to
view the full page.

Visible Changes

There is a visible change in Workbench for Certified Workbench users.

Workbench Configuration

To configure custom text for GQ navigation:

1. Select Tools > Talent Gateways > Text customization.
2. Select the Gateway Questionnaire log in / create tab.
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Figure 134: Gateway Questionnaire custom navigation text setting
4 Customization for My TGFull Audit Trail
4

Landing i Gateway = i i
Landing logged l:leele L_ng Progress Titles Questionnaire Profile Prl_:ﬁle Edit Sea[l:h Search ’
i login in bar log in | create sSource builder profile openings results

Gateway Questionnaire log in / create login page

Gateway Questionnaire log

in / create login paqge title: Show me
Reset to default |
Gat?;“ai\:_'?,ucigg?g?:"{ﬁ To log in or create an account is NOT ]
g intro tE?{t' reguired to £ill out a Gateway
Reset to default | Cuestionnaire. Howewver, by creating an
account or logging in you will be able
. to take advantage of features allowing
:
Display on Gateway : ] vou to Zave your incomplete Gateway LI Show me
Gateway Questjionnaire =
custom navigation text:
;I Show me
Save | Reset to Saved | Cancel |

3. Enter up to 4000 characters of customized text, including HTML, in the Gateway Questionnaire
custom navigation text field. See the examples of customized text on page Error! Bookmark not
defined..

The text entered here is displayed the full width of the window on the associated Gateway
Questionnaire above the navigation buttons.

4. Click Show me to highlight where the customized text / HTML will appear.

Figure 135: Example Show Me page

Presented below are two generic formats that can give you a rough idea of how and where your entered text will display. Note that many fields on your Gateway are
customizable, so the text and location displayed may not be exactly what you will see on the Gateway. To see exactly what this text will look like on your Gateway,
please save all changes. synchronize changes with Gateways. then launch your Gateway and navigate to this page.

Text appearance (with your HTML formatting):

To log in or create an account is NOT required to fill out a Gateway Questionnaire. However, by creating an
account or logging in you will be able to take advantage of features allowing vou to save your ncomplete Gataw};}'
Questionnaire. store your profile information and have access to more job seeker tools.

Text placement (area highlighted in red):

= bL1_Gradoaie_TOUY_LIP_T -Mhicrovatl e | phores provided irg K. T olony, b

Please ensure all questions have been answered by scrolling to the end of page

e S s ads | (Mt

Focassiiong
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5. Click Save when you are finished.

User Experience

Figure 136: Before and after view of GQ

No customized
navigation text
added.

7

Customized
navigation text
added.

/
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Customizable Title Text on GQ Login Page

Your organization can customize title text displayed on the login page for Gateway Questionnaires (GQs).
This affects the GQ login/create login page for both candidates and Workbench users creating GQs.

Date Available

This feature is available for use in R12.1 Build 2.
UsS: September 17, 2009
EU: September 23, 2009

Cost

There is no additional cost associated with this feature.

How Do | Get this Feature?

Your Kenexa consultant or Certified Workbench user can customize the GQ login page title text.

Benefits

Your organization can entitle a GQs using familiar terminology.

How It Worked Before

The title text was not customizable.

Visible Changes

There is a visible change in Workbench for Certified Workbench users.

Figure 137: Customizable title field for GQs
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Gateway Questionnaire log I
in / create login paqe title:

Reset to default

Show me

Gateway Questlonnan_'e To log in or create an account is NOT |
log in / create login
intro text: recuired to fill out a Gateway
Reset to default Questionnaire. However, by creating an
acocount or logging in you will he =sble
. to take advantage of features allowing
Display on Gateway : I g g
yOou to save your incomplete Gateway | sShow me
Gateway Questionnaire LI
custom navigation text:
;l Show me
Save Reset to Saved Cancel
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Configuration

To customize title text for a GQ login/create login page:

1. Select Tools > Talent Gateways > Text customization.
2. Click the edit icon for the Talent Gateway whose GQ title text you want to customize.

Figure 138: Customization window

# Customization for EnglishINTL Audit Trail
Landing Gateway " . .
‘ Landing logged lire?le L}:g Pn::ress Questionnaire Profile :ll?ll‘:le Ed'!ll SEE!EH Sear;:th »
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-
Client ID: 516 Site ID: 5919 Talent Gateway name: EnglishINTL
Landing page
Wwelcome paqe title: ;I
Reset to default I
;I Show me s
Welcome text: =
;I Show e
Siﬁ:ﬁ‘:noaee'lgxgts (View current job opportunities, or ;I
Reseﬂn:efeun j|szearch on specific ecriteria to find
4| jobs that match your interests.
Ll Show me LI
Save | Reset to Saved | Cancel |

3. Inthe Customization window, select the Gateway Questionnaire log in/create tab.

Figure 139: Gateway Questionnaire log in / create login page title field — default
Custamization for EnglishINTL

i . Gateway . .
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account or logging in you will be able
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Display on Gateway : e < X o
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;I Show fme
Save Reset to Saved Cancel
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4. Enter the customized title in the Gateway Questionnaire log in / create login page title field.

5. Enter up to 50 characters.

6. The field supports HTML. The text you enter inherits the look/feel of existing title text as defined by
your organization through existing customization settings.

Figure 140: Customized title

Gateway Questionnaire log in / create login page

Gateway Questionnaire log
in / create login paqe title:
Reset to default |

|Candidate Cluestionnaire Login Page Show me

7. Click Show me to display the results. This text replaces the default text in three places:

— In the browser window title bar
— Onthe GQ login title/header
— In the progress/navigation bar
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Figure 141: Show me page with customized text

Presented below are two generic formats that can give you a rough idea of how and where yvour entered text will display. Wote that many
fields on your Gateway are customizable, so the text and location displayed may not be exactly what you will see on the Gateway. To see

exactly what this text will look like on your Gateway, please save all changes, synchronize changes with Gateways, then launch your Gateway
and navigate to this page

Text appearance [with your HTIML formatting):

Clandidate Questionnaire Login Page

Text placement (area ighlighted in red)

el Gateway Questionnaire log infcreate login - Microsoft Internet Explorer provided by Kenexa Technology, Inc.

Home Gateway ?Help
Questionnaire
log in/create login

I Gateway Questionnaire log in/create login

To log in or create an account is NOT required to fill out a Gateway Questionnaire. However, by creating an account or
ogging in you will be able to take advantage of features allowing you to save your incomplete Gateway Questionnaire,
tore your profile information and have access to more job seeker tools.

@) Enter your username and passwaord to log in Username| \
O Create a login

E-mail address or any unique string

Password |

Forgot vour password?

Fawered by KEneXa

8. Close the Show me window.

Back on the Gateway Questionnaire login / create login tab, click Save when you are finished
entering the customized text. Otherwise, to restore the default text, click Reset to default. The
default text “Gateway Questionnaire log in/create login” populates the text field.

User Experience

If the title text for the GQ log in/create login page title is not customized, candidates see the following:
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Figure 142: Candidate view — default (not customized

- Gateway Questionnaire log infcreate login - Microsoft Internet Explorer, provided by Kenexa Technology, Inc.

M—-I
Home Gateway 2 Help

Questionnaire
log in/create login

Gateway Questionnaire log in/create login

To log in or create an account is NOT required to fill out a Gateway Questionnaire. However, by creating an account or
ogging in you will be able to take advantage of features allowing you to save your incomplete Gateway Questionnaire,
tore your profile information and have access to more job seeker tools.

@ Enter your username and password to log in  Username
O Create a login E-mail address or any unique string

Password

Forgot vour password?

Pawered by KENeXa

When the text for the GQ log in/create login page title is customized, candidates see the customized text,

as in the following example:

Figure 143: Candidate view (customized
Page

- Microsoft Internet Explorer provided by Kenexa Technology, Inc. = [

M—-I1

Home Candidate ?Help
Questionnaire
Login Page

Candidate Questionnaire Login Page

To log in or create an account is NOT required to fill out a Gateway Questionnaire. However, by creating an account or
o0gqging in you will be able to take advantage of features allowing you to save your incomplete Gateway Questionnaire,
tore your profile information and have access to more job seeker tools.

@) Enter your username and password to log in - Username

2 Create a login E-mail address or any unique string

Password |

Forgot your password?

pawered by Kene)a®
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Workbench users see either the default title or the customized title on the Gateway Questionnaire log
in/create login page when they are logging in to create a GQ. Figure 168 displays the default text on that
page.

Figure 144: GQ login /create login page when creating a GQ

~ Gateway Questionnaire log infcreate login - Microsoft Internet Explorer provided by Kenexa Technology, Inc. r_

Home Gateway
Questionnaire

log in/create login

Gateway Questionnaire log in/create login

To log in or create an account is NOT required to fill out a Gateway Questionnaire. However, by creating an account or logging in you v
allowing you to save your incomplete Gateway Questionnaire, store your profile information and have access to more job seeker tools.

O Enter your username and password to log in k

@ Create a login Username I_

E-mail address or any unigue string

Password Password security tips
Re-enter password

Select a security question | What is the name of your first school? V‘

Answer to your security question

Username guidelines Password guidelines

» Your username can be a combination of letters and numbers. + YYour password must be a minimum of 8 and a maximum of |
« Your usemame must not include spaces or the following characters: <=e “Your password must contain at least one of the following sp«

« Your usemame must be less than 100 characters. s “Your password may not contain spaces.

Your password may not be the same as your username.
Your password may not be the same as any of the 5 preced
Your password will be case-sensitive.

~
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GQs are Refreshed for Subsequent Job Applications

Some organizations would like to have candidates fill out a fresh Gateway Questionnaire as part of each
application workflow.

In the R11 project "Per Req forms posted to Talent Gateway with Defaults," this feature was designed to
pre-fill and store the candidate’s responses. When a candidate completed the per req form, the
information collected from the most recent submission was displayed for the candidate’s review
regardless of which requisition it was completed for.

Date Available

This feature is available for configuration in R12.2 Build O.
us: November 19, 2009
EU: November 25, 2009

Cost

No additional cost.

How Do | Get this Feature

Please contact your Kenexa consultant for help with this feature.

Benefits

Your organization can elect to have refreshed GQs presented with no question responses stored from
previous applications.

How It Worked Before

Talent Gateways always tried to pre-populate Gateway Questionnaires based on the previous
submission.

For example, when a candidate went through a Gateway Questionnaire and answered form questions,
their responses appeared the next time they applied to a position using the same Gateway Questionnaire.
This would happen even if the questions are pulling from a single per candidate per req form.

How It Works Now

With this new Workbench Gateway setting enabled, a candidate who applies to more than one requisition
is presented each time with questions without responses. Candidates must fill out the specific required
guestions each time they apply. Only the profile information (name, address, work experience, and so
forth) is retained.

Visible Changes
No visible changes.
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Limitations and Known Issues
This project does not extend to:

Talent Gateways
Agency Manager
Profile Mover (R11.5 feature)

Configuration

Please contact your Kenexa consultant for help with this feature.

User Experience

Gateway Workflows

Scenario 1: Full Talent Gateway with Gateway Questionnaire forms attached workflow

First application:

a s b e

The candidate selects position and clicks Submit to Job

The candidate uploads or cuts & pastes resume, or completes the profile fields.
The candidate completes Talent Gateway questions.

The Gateway Questionnaire attached form displays.

The candidate completes form and submits it.

Subsequent application:

a s wbdh e

The candidate selects different position and clicks Submit to Job.

The candidate uploads/cuts & pastes resume (profile information already present).
The Gateway Questionnaire attached form displays without previous responses.
The candidate has to provide responses to required questions.

The candidate reviews the form and submits to new job.

Scenario 2: Auto-launch Gateway Questionnaire with forms attached workflow
This functionality is for Full Talent Gateways:

A owbdpE

The candidate is sent the Talent Gateway URL link via e-mail.

Once the candidate clicks on the link the Gateway Questionnaire launches automatically.

The launched Gateway Questionnaire works the way other Gateway Questionnaires work.

The candidate completes the Gateway Questionnaire attached form questions and submits the
application.

The candidate sees a confirmation message.

Subsequent applications:

1.
2.

The candidate receives an e-mail containing the link to the Talent Gateway URL.
Clicking the link launches the Gateway Questionnaire automatically.
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3. The Gateway Questionnaire attached form displays without previous responses.
4. The candidate completes the questions and submits.
5. The candidate sees a confirmation message.

Business Rules

— The behavior described above applies to Gateway Questionnaire response forms only.

— Each submission is stored with the each response form.

— No user can change the responses once the form has been submitted.

— Nothing will change in the setup and/or configuration of form questions on a Gateway
Questionnaire.

— The “Disable Gateway Questionnaire pre-filled responses” setting applies only to new Gateway
Questionnaire response forms that are generated after the setting has been enabled.

— Once the new setting is enabled, if you want to apply the functionality to a posted requisition, you
must first un-post the requisition, save it, and then repost it.
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Employee Referral Gateways: Search Results

Referred candidates receive an e-mail notification informing them that they have been referred by an
employee to one or more jobs. With this enhancement, clients can configure the employee referral
system so that when referred candidates click the eLink in the e-mail notification, the Search results
page launches. The Search results page lists the jobs to which the candidate was referred (as long as
the jobs are still listed on the designated Talent Gateway). Candidates can view job(s) and complete the
application process if desired.

Figure 145: Candidate can access Search results page by clicking eLink in the notification e-mail

Search results

Results 1-40f 4
Page 1

[ View job(s) ] [ Apply to job(s)
Clear checked
Entry Level Consultant position Entry (Recent Graduate) 05-0ct-2009
Experienced Learning Products Mgr position Early Career (First 5 Years) 02-Oct-2009
Blah blah 12-Ang-2005
Housekeeper Southeast : Southeast Entry (Recent Graduate) 10-Apr-2009
View job(s) ] [ Apply to job(s)

Results 1-40f 4
Page 1

Pawered by KeneXa'

Business Rules

When the referred candidate clicks the eLink in the e-mail notification, he or she is directed to the Search
results page of the Referred candidate eLink designated Talent Gateway. The candidate must accept the
data privacy policy (if one is configured for the site).

All jobs to which the referring employee referred the candidates that are posted on the destination Talent
Gateway are listed on the Search results page.

If there are no jobs posted on the destination Talent Gateway to which the candidate was referred , the
following text displays on the Talent Gateway: “The job(s) that you were sent are not available at this
time.” The potential candidate can click Close to close the search results page

Date Available

This feature is available in R12.2 Build 0.
US: November 19, 2009
EU: November 25, 2009
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Cost

No additional cost.

How Do | Get this Feature?

Please contact your Kenexa consultant for help with this feature.

Benefits

When this feature is configured for an Employee Referral Gateway, candidates experience a continuous
workflow for viewing and applying to the job(s) to which they have been referred.

How It Worked Before

Under one configuration option, candidates could see a job description but could not go on to apply to the
job directly from that description.

Visible Changes

No visible changes.

Details, Limitations, and Known Issues

The Search results page inherits the configured Ul attributes of the Talent Gateway (colors, fonts, and
so forth), and your organization’s branding.

The Search results page does not include the following functions so that candidates are permitted to only
apply to those positions in which they were referred:

e Progress bar

e Your search criteria <search criteria>
e Refine search

e Create search agent

e Save to cart

e Send to friend

eLink Behavior

The link in the Referred candidate e-mail that is the text between [QUESTIONSLINKSTART] and the
[QUESTIONSLINKEND] tokens remains active until the eLink expiration configured in the client settings.

Here is the full text within that configuration screen:

Hi [FIRSTNAME] [LASTNAME],<br><br>[REFERRERFIRSTNAME] [REFERRERLASTNAME] has
referred you for employment at our organization.[REFERREDTOJOBSMSG][JOBSAPPLIED]
<br><br>Please click [QUESTIONSLINKSTART] here [QUESTIONSLINKEND] to answer a few
guestions. To view more openings please visit us at CLIENT TG URL HERE
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Here is a screen capture of the text customization field in Workbench:

Figure 146: Text customization field for the Referred candidate e-mail notification message
# Customization for SRReferral TG

Job Resumeﬂ:'ll' Resumefl:'ll' Employee Restncted Sinled nddmgmﬂ
fachments Hotieations I

subject line (job-specific):
Reset to default

Referred candldate e-mail [
= . as referred yvou for employment at our ‘I
notification messa%e ¥ F

[

{job-specific): organization. [REFERREDTOJOESIMNIG]

T | [JOBSAFPPLIED] <bhr><hr>Flease click
[QUESTIONSL INKSTART] J
[QUESTICNSLINEEND] to answer a few
gquestions. To wview more openings please LI

Jobless Referrals

This enhancement does not affect candidates who are “jobless” referrals (employees referred them to the
company but not to specific jobs).

More than One Submission During the Same Session

When a referred candidate completes the submission to job(s), clicks the Continue button on the
Confirmation screen, and submits to job(s) again, the two separates submissions appear as
independent job referrals in KRB. However, when a referred candidate completes a submission to
multiple jobs simultaneously, then the submissions will appear together in the job referrals in KRB.

Best Practice Recommendations

When the Referred candidate eLink start page = Search results, Workbench users should not
configure [Joblinks] and [Joblinkstext] in the Referred candidate e-mail notification message (job-
specific) field.

When the Referred candidate eLink start page = Search results & [Joblinks]/[Joblinkstext] token,
Workbench users should configure [Joblinks] and [Joblinkstext] in the Referred candidate e-mail
notification message (job-specific) field.

If you configure the workflow to take the candidate to the list of jobs on the Search results page (as
described for the second method just above), Kenexa suggests that your organization change the
Referred candidate e-mail notification message (job-specific) text indicating clearly that the candidate
is directed to the list of jobs to which he or she was referred.

Please see Workbench Online Help (accessed from the Help link in Workbench) for more information
about this text customization field for Referral Talent Gateways.
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Configuration

Please contact your Kenexa consultant for help with this feature.

Referred Candidate’s Experience

This section describes the referred candidate’s experience for Employee Referral Gateways that are
configured to take the candidate to the Search results page with the Apply to job(s) button.

1. The referred candidate receives the e-mail about the referral.

Figure 147: Referred candidate email (with [Joblinks] token)

You have been referred for employment by Dana Testcase

From: T5-JBK =donotreplyi@trm brassring com=  Add to Contacts Monday, Qotokber 5, 2009 6:03:55 P
Tor janetkubickif@yahoo . com

Hi Suzanna Prestly,
Dana Testcase has referred you for employvment at our organization.

Y ou were referred for the following jobis):
Entry Level Consultant postion, 29BE

Please click here to answer a few questions. To view more openings please wisit us at
wwrw janetspetshop com.

He or she clicks a/the job link. The Job details page for that job displays.

Figure 148: Job details page when accessed by [Joblinks] token

The Candidate closes the Job details window OR returns to the e-mail.
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The Candidate then clicks on the text between [QUESTIONSLINKSTART] and [QUESTIONSLINKEND]
tokens.

Figure 149: Referred candidate email (with [Joblinks] token)

You have been referred for employment by Dana Testcase

From: TS-JBK, =donotreply@@trm brazsring coms  Add to Contacts Monicsy, Octoker 5, 2003 6:03:55 P
Tor janetkubicki@yahoo.com

Hi Suzanna Prestly,
Diana Testcase has referred you for employment at our organization.

Tou were referred for the following job(s):
Entry Level Consultant posthon, 29BE.

Please click here to answer a few cquestions. To wew more openings please visit us at
www janetspetshop. cotm.

The destination Talent Gateway’s Search results page displays, listing all jobs to which the candidate
was referred by the referring employee.

Figure 150: Search results screen for referred candidate

-

Search results

Results 1-40f 4
Page 1

“View jobis) ] [ Apply to job(s)

Clear checked

[] 29BR Entry Level Consultant position Entry (Recent Graduate) 05-Oct-2009

[] 25BR Experienced Learning Products Mgr position Early Career (First 5 Years) 02-Oct-2009

[ 21BR Blah blah 12-Aug-2008

[] 4BR Housekeeper Southeast : Southeast Entry (Recent Graduate) 10-Apr-2009
View job(s) ] [ Apply to job(s)

Results 1-4of 4
Page 1

Pawersd by K@neXa

The candidate can click the link to launch the Job details page.
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Figure 151: Job details when clicked from Search results — submission process

&]TS-JBK. - Job details - Microsoft Internet Explorer provided by Kenexa Technology, Inc.

File Edit W“iew Favorites Tools Help

Job details

(%]

Job 1011

Annly to jobis) ] [ Cancel

Job Description Entry Level Consultant position- Blah blah blah Blah blah blah Blah blah blah Blah
blah blah Blah blah blah Blah blah blah Blah blah blah

So and so and so and so and so and so and so and so and so and so and so and
50 and so and so and so and so and 50 and s0 and so and so and so and so and so

This and that and this and that and that and this and that and that and this and that
and that and this and that and that and this and that and that and this and that and
that and this and that and that and this and that

Division MNorthwest
Hiring Manager  Training15 Zdema
Job Title Ertry Level Consultant position

Apply to job(s) l [ Cancel

Pawered by Kene}a:

The candidate clicks Apply to job(s), follows the configured submission process, finishes the submission
and receives the confirmation message.

Figure 152: Customized Referred candidate confirmation message

Confirmation

Thank you for your submission

Powersd by KeneXa®

The candidate clicks Continue and the Search results page displays again. The candidate can view and
apply to other jobs from this page.

Figure 153: Search results screen for referred candidate

Search results

Results 1-40f 4
Page 1

[ “iew job(s) ] [ Apply to job(s)

Clear checked

O 28BR Entry Level Consultant position Entry (Recent Graduate) 05-Oct-2009

[J 25BR Experienced Learning Products Mgr position Early Career (First 5 Years) 02-Oct-2009

[ 21BR Blah blah 12-Aug-2009

O 4BR Housekeepar Southeast : Southeast Entry (Recent Graduate) 10-Apr-2009
Wiew job(s) I [ Apply to job(s)

Results 1-4of 4
Page 1

Powered by Kene)a'
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If the candidate tries to submit an application to a job more than once, the system displays the
appropriate error message.

Submitting to Multiple Jobs with Different Application Flows

If a referred candidate applies to multiple jobs that have different apply flows (either different GQs or a

mixture of GQs and TG apply), those referred candidate will be presented with the “Selected jobs” page

to facilitate the application process.
Referral TG Settings and Conditions for Submission

Table 5: Referral TG Settings and Conditions for Submission

If Referral TG Settings are... the conditions for successful submission are...

“Referral submission” = “Standard” The candidate is submitted to all requisition(s)
immediately (before candidate receives referral eLink).

“Referral submission” = “Data The referred candidate should NOT be submitted to
Privacy” any requisition unless the candidate:

1. Clicks the referral link.

2. Agrees to the data privacy policy.

3. Completes the submission.

“Referred candidate eLink start page” When any one of these other start pages are selected,

= “Search jobs”, “Resume/CV”, or the candidate is automatically submitted to ALL jobs

“Questions/Forms” that the employee referred the candidate once the
candidate accepts that Data privacy policy.

“Referred candidate eLink start page” The referred candidate will \ be submitted ONLY to

= “Search results” AND “Referral those jobs for which they completed a submission.

submission” = “Data privacy” Example: If the employee referred the candidate to 5
jobs, but the referred candidate applies to 3, only the 3
job req codes will be sent to KRB, The referred
candidate will be filed only to those 3 requisitions.
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Employee Referral Gateways: Send to Friend Preview

Using “Send to Friend” functionality, employees can send job details to a potential candidate before
submitting the job referral through the Employee Referral Gateway. The Send to Friend e-mail does not
include a link to apply for the job.

Date Available

This feature is available for configuration in R12.2 Build O.
us: November 19, 2009
EU: November 25, 2009

Cost

No additional cost.

How Do | Get this Feature?

Your Kenexa consultant must configure the Talent Gateway setting. Your Certified Workbench User can
customize the text fields in Workbench.

Benefits

Potential candidates can verify their interest in one or more positions before the employee makes the
referral.

How It Worked Before

“Send to a friend” functionality was not available on employee referral gateways. Potential candidates
could not review the job before the employee made the referral.

How It Works Now

When an employee uses the “Send to a friend” functionality from a employee referral gateway, the friend
could be directed to the search results of an external Talent Gateway with all jobs displayed that were
selected on the referral TG for the Send to friend function and are actively posted on the destination
Talent Gateway.

The external Talent Gateway (to which the referred candidate is directed) is configured in the Default

Talent Gateway for send to a friend single-select field of the original internal gateway. (Note: It doesn’t
have to a referral gateway and external gateway pairing.)

Visible Changes

No visible changes.
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Limitations and Known Issues

Potential candidates can review the job description but cannot go on to apply to the job from that
workflow. The process does not track or facilitate the process of the friend notifying the employee of
positive or negative interest.

Configuration

After your Kenexa consultant completes the initial enablement steps, your organization can do text
customization for two fields:

e Send to friend pop up text on the Search results tab.
e Send to a friend e-mail text on the Notifications tab.

Destination of Send to a Friend Link/Button

When the “Send to a friend” functionality is used from a referral TG, the link/button launches the Talent
Gateway designated in the Default Talent Gateway for send to a friend field.

If Default Talent Gateway for send to a friend is blank, the Talent Gateway used by the employee who
clicked the Send to a friend button is launched.

If the destination Talent Gateway has Single Sign On (SSO) enabled, the candidate receives the error
message configured in Talent Gateway > Text customizations > Restricted access (tab) > Restricted
SSO access page text:

If the destination Talent Gateway has IP restrictions, the candidate sees the error message configured in
Talent Gateway > Text customizations > Restricted access (tab) > Restricted IP address page text.

The candidate can view the posted jobs sent to him or her but cannot apply to the job from the Search
results page or the Job details page.

Search Results When Jobs are No Longer Available

If there are no search results when the friend clicks the link/button, the Search results page displays the
following message (instead of the jobs listing): “The job(s) that you were sent are not available at this
time.”
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Figure 154: Search results page when jobs are no longer available

Search results

The jobis) that you were sent are not available to be viewed at this time.

Close

Pawered by KENe)ar

User Experience

Figure 155: Send to a friend Job details from a referral TG
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WBSSIORINGT User Import for Job Code Filtering

As of R12.1 (the previous release), Kenexa Recruiter BrassRing introduced Job Code Filtering.
Customers can assign job codes to code access groups, and then assign KRB users to code access
groups, thereby associating users to specific job codes. Once this mapping is done, KRB users can see
only those job codes included in the code access group to which they are assigned, significantly reducing
the difficulty of searching through a large number of job codes.

In R12.2, Workbench users can use Workbench’s Import utility to import user profiles and job codes with
the code access groups included in both types of import.

Date Available

This feature was available in R12.1, Build 1.
uUs: August 27, 2009
EU: September 2, 2009

Cost

No additional cost.

How Do | Get this Feature?

Please contact your Kenexa consultant for help with this feature.

Benefits

Your organization can include information about user membership in code access groups and the User
Import utility can process it successfully.

How It Worked Before

The User Import utility did not support code access groups. Customers would have to set up code access
group affiliation for users manually.

Visible Changes

There are no visible changes without configuration.

Best Practice Recommendations

When mapping a user profile or a codes profile for job codes, Kenexa suggests that you check the
Override check box so that the import updates both new and existing users and job codes respectively.
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Configuration

Workbench Configuration for Importing User Profiles

The goal is to import user profiles with code access group included each user profile into the system. The
major configuration steps are:

1. Update the user profile Excel spreadsheet to include the correct column headers in the correct
positions. This header file must include code access groups that have been added to the system.

2. Sometimes you may need to use a different Excel spreadsheet for creating the actual user profile
import. Update that file if necessary. The header file and user import file must contain identical
headers in the same position.

3. Create and/or update user import profile settings.

4. Launch the user profile import.

Creating and Launching the User Import

Note: Job Code filtering by code access group was introduced in R12.1.

To create and launch the user import:

1. Plan and record the code access groups required and the attributes of each one, such as the job
codes and the users that belong to each code access group.

2. Create code access groups in Workbench. In this step, you can manually assign users to code
access groups and job codes to code access groups. Note: To add a large number of code access
groups to the system at once, ask your Kenexa consultant to create a maintenance ticket.

To configure code access groups:

In Workbench, select Tools > Users > Code access groups.

The Code access groups page displays.

Add code access groups based on the information you collected previously.

The Code access groups page updates and displays the new code access groups.

coopw

Figure 156: Code access groups page

Select enwronment:lQM j

Workbench Select a client: | dermo-intl =l

KRB URL: https://ga4webl brassring. com/demo-int|

2 Training “~ | admin ol Home | Help | Privacy Policy | Resource Center

actions » Code access groups

4kt now crouo =} (S S T IS

Code access group - default @ /
Group 1 @ / @i
Group 2 @ f lﬁf

3. Configure the User Import:

a. InWorkbench, select Tools > Import > Profiles. The Import Profiles page loads.
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Click My profiles if necessary to see a list of import profiles to which you have access.

Figure 157: Import Profiles page | My profiles view

Select environment; |QA4 j

Workbench Select a clisnt: | demo-intl =l

KRB URL: https: /fgagwebl. brassring, comsdermo-int!

|Training = | Admin Home | Help | Privacy Policy | Resource Center

actions *» Import Profiles

dd new profile + Yiew: [ all profiles | My profiles ]
Showing 2 profiles

Save profile as , o
AT | ororiename ———loeseriion [rupe |oreated by [oate reated e cat ot

Launch " Job Codes Import - Code Access Groups Codes [smith_su 15 Oct 2009 @ f ﬁ

0 User Impart - Code Access Groups Importing users Users  lsmith_su 25 Sep 2009 * ﬁ

Click Add new profile in the Actions menu OR click the Edit icon for the profile you want to
update.

The Add Import Profile / Edit Import Profile window opens. (The example below displays the
Edit Import Profile window for an existing profile type of “Users.”)

Figure 158: Edit Import Profile for a Users Import Type
f Edit Import Profile

Oprofile Name: IUser Import - Code Access Groups

Description: Importing users ;I

[
8haring = wake profile available to other users

QImport Type: Users

 Cades oo1 =

 Fields
{Candidate)
 Fields (Req
templata)

© Fields (Req
custam?

© Fisld association [S70 o) =
(Req forms) - -OIER J

" Options
{Candidate)

€ Options (Req
custom?

" Options (Req
standard)

" Job Code Defaults |4LanguageRegionm- LIS j

€ Agency Contacts

OHeader file: Use previous upload
& Upload file |UserProfleUpdated_150ct2009.x1sx ~ Browse... |
Revert to Saved % Back Mext » | Cancel
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Enter the Profile Name and a Description if adding a new profile. If editing an existing profile,
you can edit the name and description or leave them unchanged.

Select the check box for Sharing if you want to share this user profile with other users.

Select Users for Import Type.

Select Upload file for Header file. Browse to the updated Excel file that includes the column
headers for all fields included in the customer’s user profiles. These column headers should
include, in the correct order, all user profile fields and the code access groups that have been
added to the system.

Click Next >>.

The Map Import Profile window displays.

4. Perform the import profile mapping for code access groups:

a. Scroll to the bottom of the page where code access groups are listed.

b.

For each code access group, select a field to map to in the Map to column. For example, map a
code access group to Managers. Map another code access group to Enterprise Users.

Figure 159: Code Access Groups mapped to Managers and Enterprise Users respectively

Code [res |
Code Access Group: Group 1 access IManager j I [re |
group -
|
J

Code - [rez
Code Access Group: Group 2 access IEmerprlse User d I |Ye:
group =

4| [

‘ Reset | « Back | Finigh Cancel |

The Overwrite check box is unchecked by default.

e If you check the Overwrite check box option for a code access group, the code access group
is upated as a result of the import for both new and existing user profiles. This is the preferred
method.

e If you do not check the Overwrite check box option for a code access group, the code
access group is uploaded only for new user profiles.

When you are finished configuring the settings on this page, click Finish.
Workbench saves your updates and displays the confirmation message and launch window:

Figure 160: Import Profile Complete message and Launch Button
Map Import Profile

Launch Close
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f.  Click Launch. The Launch Import Profile window displays.

Figure 161: Launch Import Profile Window

Launch Impaort Profile

Name: User Import - Code Access Groups
Description: Importing users
Import Type: Users

D@Import file: Erowse...

Launch | Cancel |

g. Click Browse... to select the Excel file to be used for this import. This file might be the same file
as used for the header file on the Add / Edit Import Profile pages or it might be different. Note:
If a different file is used than was used for the Header file, the header information must be
identical or the import will fail.

h. Click Launch.

i. Workbench completes the user import.

If desired, your Kenexa consultant can log a maintenance ticket to perform a user import with code
access groups using XML import.

Workbench Configuration for Importing Job Codes

The goal is to import job codes with code access groups into the system.
The major configuration steps are:

1. Update the job codes Excel spreadsheet to include the correct column headers in the correct
positions. This header file must include code access groups that have been added to the system.

Sometimes you may need to use a different Excel spreadsheet for creating the actual code import.
Update that file if necessary. The header file and code import file must contain identical headers in
the same position.

2. Create and/or update code import profile settings.
3. Launch the code profile import.

Creating and Launching the Job Codes Import

Note: Job Code filtering by code access group was introduced in R12.1

To create and launch the job codes import:
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1. Plan and record the code access groups required and the attributes of each one, such as the job
codes and the users that belong to each code access group.

2. Create code access groups in Workbench. In this step, you can manually assign users to code
access groups and job codes to code access groups. Note: To add a large number of code access
groups to the system at once, ask your Kenexa consultant to create a maintenance ticket.

To configure code access groups:

In Workbench, select Tools > Users > Code access groups.

The Code access groups page displays.

Add code access groups based on the information you collected previously.

The Code access groups page updates and displays the new code access groups.

powbdPE

Figure 162: Code access groups page

Select enwronment:lQM j

Workbench Select a client: | dermo-intl =l

KRB URL: https://ga4webl brassring. com/demo-int|

|Training |Admin Home | Help | Privacy Policy | Resource Center

actions » Code access groups

4kt now crouo =} (S S T IS

Code access group - default @' f
Group 1 @' f @i
Group 2 @' f @i

5. Configure the codes import:

a. InWorkbench, select Tools > Import > Profiles. The Import Profiles page loads.
b. Click My profiles if necessary to see a list of import profiles to which you have access.

Figure 163: Import Profiles page | My profiles view — Add or edit job codes

Select environment; |C!A4 j
Workbench Select a client: [ demo-intl =l

KRB URL: https: /fgadwebl. brassring, comsdemo-int!

|Training | Admin Help | Privacy Policy | Resource Center | Logoff

l actions » Import Profiles

2dd new profile + view: [ All profiles | My profiles ]
Showing 2 profiles

Save profile as . A
Launch  Job Codes Import - Code Access Groups Codes Ismith_su 15 Oct 2009 @' ﬁ
' User Import - Code Access Groups Importing users Users  lsmith_su 25 Sep 2009 ﬂ f ﬁ

c. Click Add new profile in the Actions menu OR click the Edit icon for the profile you want to
update.

d. The Add Import Profile / Edit Import Profile window opens. (The example below displays the
Edit Import Profile window for an existing profile type of “Users.”)
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Figure 164: Edit Import Profile for a Codes Import Type

f Edit Import Profile

@Profile Name: I!Jnh Codes Import - Code Access Groups

Description: =]

8haring [ take profile available to other users

QImport Type: Users

% Codes JobCaode |
i Fields

{Candidate)

" Fields {Req

template)

 Fields (Req

custom)

© Field association [S70 oy =
(Req forms) - - 0lege J

 Options
{Candidate)

 Options {Req

custom)

i Options (Req

standard)

 1ob Code Defaults [4LanguageRegform-US j

 sgency Contacts

OHeader file: Use previous upload

 Upload file Browse... |

Revert to Sawved | & Back | Mext » | Cancel |

Enter the Profile Name and a Description if adding an new profile. If editing an existing profile,
you can edit the name and description or leave them unchanged.

Select the check box for Sharing if you want to share this user profile with other users.

Select Codes for Import Type. Select JobCode from the dropdown list.

Select Upload file for Header file. Browse to the updated Excel file that includes the column
headers for all fields included in the customer’s job codes list. These column headers should
include, in the correct order, all job code fields and the code access groups that have been added
to the system.

Click Next >>.

The Map Import Profile window displays.

5. Perform the import profile mapping for job codes to include code access groups:

a.

b.

For each code access group, select an entity to map to in the Map to column. (In this case, select
Code in the single-select list.)
The Overwrite check box is unchecked by default.

e If you check the Overwrite check box option for a code access group, the code access group
is updated as a result of the import for both new and existing job codes. This is the preferred
method.

¢ If you do not check the Overwrite check box option for a code access group, the code
access group is uploaded only for new job codes.
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Figure 165: Map Import Profile window for Codes

7 Map Import Profile
Over
Column name Type Map To write Sample Data
All |

102 [

Code |Code j =3 = =

Iﬁ. [5r Clinical Pharmacologict |

(DI Description = = & ealicasion specializt I |~

[sctive ]|

Status I Status 'l i [five =

Job Description IJDb Description 'I v B e ]

F 3 |4 alication Specialist 1 |Ed|

Code Access Group: Code Code access I ﬁ [0z ]|

access group - default group Code hd r [0z |Ed|

. Code access [0z ]|

Code Access Group: Group 1 N ICDde 'I r [tz =

. Code access [0z ]|

Code Access Group: Group 2 aroup Code r r |“°3 |L|
Reset | = Back | Finish | Cancel |

c. When you are finished configuring the settings on this page, click Finish.
d. Workbench saves your updates and diplays the confirmation message and launch window:

Figure 166: Import Profile Complete message and Launch Button
Map Import Profile

Launch | Close |

e. Click Launch. The Launch Import Profile window displays.
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Figure 167: Launch Import Profile Window

[ Launch Import Profile
Name: User Import - Code Access Groups
Description: Importing users
Import Type: Users
SImport file: | Browse... |
Launch | Cancel |

Click Browse... to select the Excel file to be used for this import. This file could be the same file
as used for the header file on the Add / Edit Import Profile pages, or it could be a different file.
Note: If a different file is used than was used for the Header file, the header information must be
identical or the import will fail.

Click Launch.

Workbench completes the codes import.
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User Import Supports Approval Groups

The user profile import, performed through Workbench, includes Approval Groups. In addition, XML
schema for user import includes an Approval Groups node. Please see the next section for more
information.

User Import XML Schema Enhancement: Populates Approval Lists

The User Import XML schema includes a new node called Approval Group, contained within the User
node, enabling clients to populate approval lists as one attribute of user import. Clients designate the
processing order for the listed Approval Groups. See page 174 for more information about additions to
the User Import schema. Note: The Approval Groups node is also included in the Job Codes XML
schema.

Approval Groups Node XML

<ApprovalGroups>
<Group>Appr Group</Group>
<Group>Another Appr Group</Group>
</ApprovalGroups>

User Import XML with Approval Groups Node

<?xml version="1.0"?>
<Envelope xmins:br="http://trm.brassring.com/integrations" version="01.00">
<Sender>
<ld>6452</Id>
<Credential>11714</Credential>
<remotelP>172.29.0.34</remotelP>
</Sender>
<Recipient>
<ld></Id>
</Recipient>
<TransactInfo transactType="data">
<Transactld>HSCAND12562</Transactld>
<TimeStamp>08/29/2006 05:01:00 PM</TimeStamp>
</TransactInfo>
<Packet>
<PacketInfo packetType="data">
<Packetld>1</Packetld>
<Action>SET</Action>
<Manifest>MIL_USER</Manifest>
</PacketInfo>
<Payload>
<I[CDATA[

<?xml version="1.0"?>
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<Users>
<User>
<FirstName>SatTestFN</FirstName>
<LastName>SatTestLN</LastName>
<EmployeelD>EMP_KAR123</EmployeelD>
<UserName>SatTest</UserName>
<Password>PWD</Password>
<Email>testemail@ubs.com</Email>
<UserType>Recruiter</UserType>
<UserGroup>NON-US</UserGroup>
<OrgGroup>Req Group</OrgGroup>
<ApprovalGroups> node <ApprovalGroups>

added to the User Import xml
schema <Group>Appr Group</Group>

<Group>Another Appr Group</Group>

</ApprovalGroups>

<CodeAccessGroups>
<Group>Code Group</Group>
<Group>Another Code Group</Group>

</CodeAccessGroups>

</User>
</Users>]]></Payload>
</Packet>
</Envelope>

Approval Groups Business Rules

e This attribute is not required.

e The node may only appear once in the schema.

e The Approval Group node must contain a proper Group title. The title can be found in the Title
column of the Access Titles table, or on the Edit user page in Workbench.

e Approval groups with only the selected approvers can be included in the Group nodes (Approver
Type=3 in Approval Titles table).

e |f the ApprovalGroups node is not provided, no changes are made to the “Approval Groups” for the
user.

e If the "Approval Groups" node is there but it contains no “groups” then any existing Approval Groups
associated with that user will be removed.

e If a existing user is associated with other ApprovalGroups node(s), the user is removed from all of
those nodes and added to the ApprovalGroup node(s) provided in the XML file. (In other words, the
Approval Groups in the XML file override those already in KRB for existing users.)

e User membership is stored in the Approvers table.

e The title for the Approval Group Node must be valid. If the title in the Approval Group Node value is
invalid, the import fails and the system displays an appropriate error message.

e If you did not choose “selected users” for the Approval Group Type, and you then try to add a user,
the import fails and the system displays an appropriate error message.

Date Available

This feature was available in R12.1, Build 1.
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uUs: August 27, 2009
EU: September 2, 2009

Cost

No additional cost.

How Do | Get this Feature?

Please contact your Kenexa consultant for more information about this feature.

Benefits

The existing user import functionality will now allow the User XML import utility will accept information
about a user membership in Approval Groups.

How It Worked Before

The User Import XML schema did not support Approval Groups. Clients had to assign users to Approval
Groups manually.

Visible Changes

There are visible changes associated with this feature in Workbench.

Limitations and Known Issues

Your organization cannot import Approval Groups en masse through XML import.

Configuration

Workbench Import

In Workbench, select Tools > Import > Profiles > Add new profile > Add/Edit Import Profile.
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Figure 168: Approval Groups
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User Experience

Once they are imported into KRB, user profiles include the approval groups to which the user belongs.
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XML Integrations Supports Job Code Filtering

The User Import XML schema includes a Code Access Groups node to support Job Code Filtering,
introduced in R12.1. Clients using Job Code Filtering can include this attribute in their XML import
schema.

Your organization designates the processing order for the listed code access groups in the XML file.

Figure 169: Node XML Example

<CodeAccessGroups>
<Group>Software Development Group</Group>
<Group>Senior Manager Group</Group>
</CodeAccessGroups>

Rules for the Code Access Groups XML Node

This node is not required.

The node can appear once in the XML schema.

The node must contain a proper name. The name is stored in the Name column of the AccessGroups
table and is listed on the Code Access Groups page in Workbench.

If the CodeAccessGroup node is not included in the XML file, no changes are made to “Code Access
Groups” for the user.

If the "Code Access Group" node is included but it contains no Groups, then any existing Code
Access Group associated with that user is removed. [Accordingly, this might be the way to move an
association to a Code Access Group, or is there a more direct way? | understand that the main point
is more negative — you could overwrite the existing code access group association inadvertently.]

If an existing user is associated with other CodeAccessGroup node(s), the user is removed from all of
those nodes and added to the CodeAccessGroup node(s) provided in the XML file. (In other words,
the CodeAccessGroups in the XML file always override those previously stored in KRB for existing
users.)

User membership is stored in the AccessGroupUsers table.

The title for the Code Access Group Node must be valid. If the title in the Code Access Group Node
value is invalid, the import fails and the system displays an appropriate error message. [Is the title
different than the name?]
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Updated XML User Import File

The XML user import file must have the following content and syntax:

Figure 170: XML file for User Import

<?xml version="1.0"?> [Does xml file start with “<”?]
<Envelope xmins:br="http://trm.brassring.com/integrations" version="01.00">
<Sender>
<ld>6452</Id>
<Credential>11714</Credential>
<remotelP>172.29.0.34</remotelP>
</Sender>
<Recipient>
<ld></ld>
</Recipient>
<TransactInfo transactType="data">
<Transactld>HSCAND12562</Transactld>
<TimeStamp>08/29/2006 05:01:00 PM</TimeStamp>
</TransactInfo>
<Packet>
<PacketInfo packetType="data">
<Packetld>1</Packetld>
<Action>SET</Action>
<Manifest>MIL_USER</Manifest>
</PacketInfo>

<Payload>
<I[CDATA[
<?xml version="1.0"?>
<Users>
<User>
<FirstName>SatTestFN</FirstName>
<LastName>SatTestLN</LastName>
<Employeel D>EMP_KAR123</Employeel D>
<UserName>SatTest</UserName>
<Password>PWD</Password>
<Email>testemail@domain.com</Email>
<UserType>Recruiter</UserType>
<UserGroup>NON-US</UserGroup>
<OrgGroup>Req Group</OrgGroup>
<ApprovalGroups>
<Group>Appr Group 1</Group>
<Group>Appr Group 2</Group>
</ApprovalGroups>
<CodeAccessGroups>
<Group>Code Group 1</Group>
<Group>Code Group 2</Group>
<Group>Code Group 3</Group>
</CodeAccessGroups>
</User>
</Users>]]></Payload>
</Packet>

</Envelope>

Date Available

This feature was available in R12.1, Build 1.
uUs: August 27, 2009
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EU: September 2, 2009

Cost

No additional cost?

How Do | Get this Feature?

Please contact your CSC for assistance with this feature.

Benefits

Your organization can include information about user membership in Code Access Groups and the User
Import utility can process it successfully.

How It Worked Before

The Import utility did not support Code Access Groups. Customers would have to add code access group
affiliation for users and job codes manually.

Visible Changes

There are no visible changes without configuration.
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XML Integrations Support List Filtering

List filtering is a capability in the new XML import functionality. Note: The new import functionality does
not change the visible data set unless it is explicitly specified in XML. If the option is not specified in the

XML the input value does not change.

Feature Details

The user import XML schema now includes a List Filter node. Customers can use this node to perform list

filtering on foundation data in the XML import.

You can set up list filtering on foundation data for up to four (4) languages maximum.
You can create filters for the following fields:

e Any configurable standard req field

e Any configurable custom req field from the req field index [what is that? Do they need to know this?]

or from any req template
e Job codes

XML for the List Filter Node

<ListFilters>
<Filter formtypeid="44" action="hide"/>
<Filter formname="APAC - Professional"
action="show"/>

</ListFilters>

See a description of List Filter attributes in the table below.

Rules for the List Filter XML Node

— The List Filter node not required.
— The node must contain a proper name.

— The node title must be valid or the import will fail and Workbench displays an error.

Is the name the same thing as the title?]
— Each Foundation_Item can have only one List Filter node

Table 6: Definitions of Node Filter Attributes:

Attribute Description

Form name Is the name of the requisition template (the Req form). Itis a
required attribute and if no form name is provided the Form type
id is used.

Form type ID Is the form type id. It is a required attribute and if no Form type id
is provided the form name is used.

Action Action determines whether the field displays in “show” or “hide”
mode.
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Validations

If any of the List Filter attributes are missing or not recognized, the integration faila:

o If “Form type” is not recognized or missing, the import fails and the following error message is
displayed: Form type selected is invalid.”

e If the “Language” is not recognized or missing, the import fails and the following error message is
displayed: “Language selected is invalid.”

e If the “Action” is not recognized or missing, the import fails and the following error message is
displayed: “Action selected is invalid.”

e If more than one List Filter node per Foundation_Item node is found, the import fails and the following
error message is displayed: “Node selected is invalid.”

XML Integration Validation Scenarios

XML import lets you use multiple templates for list filtering.
Workbench allows only the list filter for the form type you are currently on.

Foundation Data XML

The XML code below creates or updates the option with the code “mycode” and provides descriptions in
four (4) languages. [Only these four languages, or can it be done for a different set of four languages? Is
this four languages in addition to the base language?]

For the client base language argument, “language” can be dropped from Description node. [Should | say
what happens to the base language? | don't really understand this point except that it seems like the
Base language is “understood”, whereas the other languages have to be included in the Description
node.]

Date Available

This feature was available in R12.1, Build 1.
US: August 27, 2009
EU: September 2, 2009

Cost

There is no cost if your organization subscribes to the Foundation Data integration.

How Do | Get this Feature?

Your organization must subscribe to the Foundation Data integration.

Benefits

Clients can import foundation data into their XML integrations for multiple requisitions using a list filtering
logic instead of adding this data manually. They can also define new options in the HRIS system and
send the options or updates to KRB, specifying to which requisition template the new or edited option
should be applied.
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How It Worked Before

The XML import schema did not allow filtering on foundation. Clients could not send new options or
updates to options from their HRIS systems to KRB.

Visible Changes

There are no visible changes associated with this feature.

Limitations and Known Issues

List filtering does not include Candidate forms, Req addendum forms, other code types except for Job
Code Default Data. Note: The existing Job Code Default Data list filter has not changed.
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Export Job Description Using API/RSS Feature

In this release, there is a new xml tag for use as an input parameter: (<JobDescription>yes/no</
JobDescription>). By default, the JobDescription parameter is no. Job Descriptions can be exported in
XML and RSS formats.

If the JobDescription node is set to Yes, the API returns up to 50 jobs with a full job description from the
requested page.

Date Available

This feature is available in R12.2, Build 0.
US: November 19, 2009
EU: November 25, 2009

Cost

No additional cost.

How Do | Get this Feature?

Please contact your Kenexa consultant for more information.

Benefits

Clients can include foundation data in their XML Integrations.

How It Worked Before

This is a new feature.

Visible Changes

No visible changes.

Limitations and Known Issues
This enhancement does not include list filtering on:

e Candidate forms
e Req Addendum forms
e Any other code type except Job code default data

193



Kenexa Confidential Document — Internal Use Only

SmartApproval Enhancements

Online Help

SmartApproval has its own online Help system, accessed from the question mark icon in the top right
corner of the SmartApproval window.

Figure 171: SmartApproval Online Help

[]
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Reporting on SmartApproval Data
The Forms and Requisitions functional areas include SmartApproval filters and output fields.

Table 7: Forms functional area — SmartApproval filters and output fields

Main Functional

Area Filters/Output Fields Output Filter Security
Alternative for Yes Yes Yes
Workflow Yes Yes Yes
*Smart Approval Fields
Approver sequence Yes Yes Yes
Express Approve Yes Yes Yes

Table 8: Requisitions functional area — SmartApproval filters and output fields

Sub-
Category Fields Output Filter Security
Category
Alternative for Yes Yes Yes
Approval *Smart Workflow Yes Yes Yes
Information Approval
Express Approve Yes Yes Yes

Date Available

This feature was available for use in R12.1 Build 0.

Cost

No additional cost.

How Do | Get this Feature?

This feature is automatically available to organizations using SmartApproval and the Data Insight Tool.

Benefits

Your organization can report on SmartApproval data.

How It Worked Before
The Data Insight Tool did not support SmartApproval data.

Visible Changes

There are no visible changes in SmartApproval because of this feature. There are visible changes in the
Data Insight Tool.
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[INTERNAL] SmartApproval: Delete Functionality Enhancement

SmartApproval users can no longer delete data permanently in SmartApproval. When users choose to
delete data (by clicking the Delete button on the Roles page of the Admin tab, for example), the status of
the data is changed to Inactive; the data are not actually deleted.

This change affects the following Smart Approval pages:

Figure 172: Delete Roles

Approvals \M‘y‘ Frofile QYT

Manage Roles

Roles

Executives
Human Resources

Figure 173: Delete Business Rules

| Approvals "\ My profie YT ?
Fercu, Andrew
Business Rules
Rag Werkflow v
ngww
Eait Titie |

ot @ QE External and Internal Regs |
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Figure 174: Delete Sequences

[ Approvals K My Profile

Fercu, Andrew
Sequences

Manage Sequences

Figure 175: Delete Workflow Types

Approvals \My Profile ?

Fercu, Andrew

Workflow Types

I Add new workflow type
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Figure 176: Delete Privilege Groups
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The System Workflow

While the workflow on each page is the same for SmartApproval users, the system workflow is changed
in response to a user clicking Delete:

1. The user clicks Delete for one of the tasks listed previously.
2. The system marks the field as inactive.
3. The system removes the field from the view of the user.

Business Rules

No data (including workflow trigger) are deleted when a user chooses to inactivate a workflow. Instead,
the data are stored and recoverable when the user decides to recover the inactivated data.

Because the field is no longer removed, there may be conflict due to the field name. To avoid any issues

the following business rules have been put in place:
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e Users are able to create active fields with the same field name as inactive fields.

e When a field is reactivated, “_reactivated” is appended to the end of the field name if a field with the
same name already exists; append an instance number thereafter to avoid repetition of the same
name (for example, Lorem, Lorem_Reactivated, Lorem_Reactivatedl, Lorem_Reactivated2, and so
forth).

e Reactivated fields behave as if they were never deactivated, with the same configuration and
associations still in place.

o |If a user deletes the workflow for a Req/form that is currently in the approval process, the user will
receive an error popup when accessing that Reg/form from KRB. (Same functionality as today when
the workflow is deleted and a Reg/Form does not have a workflow anymore)

e If a user deletes the workflow for a Reqg/form that is has finished the approval process (approved or
declined), the user will receive an error popup when accessing that Reg/form from KRB. (Same
functionality as today when the workflow is deleted and a Reqg/Form does not have a workflow
anymore)

e eLink behavior remains the same as for deleted workflows today. Users see an error when they click
an eLink for a Reg/Form approval that has a deleted workflow.

Date Available

This feature is available in R12.1 Build 3.
US: October 8, 2009
EU: Octover 14, 2009

Cost

No additional cost. (Asking KRB Engineering to restore data may incur a cost.)

How Do | Get this Feature?

If your organization uses SmartApproval, you get this feature automatically.

Benefits

This feature protects SmartApproval data.

How It Worked Before

Users could delete SmartApproval data.

Visible Changes

No visible Ul changes. The change is in the backend functioning.

Details, Limitations, and Known Issues

KRB Systems Engineering can reactivate inactivated fields.

1. User or CSC submits a ticket with the field they would like to reactivate.
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The engineer receives the ticket and changes field activity value from inactive to active.

Field is now active with previous associations and configurations (as if the field were never
deactivated).

If a new field was created with the same name, the reactivated field of the same name is renamed to
FieldName_reactivated. Note: Users can rename the field (which is existing functionality).
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Configuration Audit Report

SmartApproval system administrators can run and view the results of the new Configuration Audit
Report, which tracks configuration changes to SmartApproval.

To run the Configuration Audit Report:

1. Log into SmartApproval and select Admin > Systems > Reports.
2. Click the report name on the Reports page.

Figure 177: Configuration Audit Report Link

3. The Configuration Audit Report opens.

Figure 178: Configuration Audit Report Example
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Date Available

This feature is available in R12.1 Build 3.
US: October 8, 2009
EU: Octover 14, 2009

Cost

No additional cost.

How Do | Get this Feature?

If your organization uses SmartApproval, you get this feature automatically.

Benefits

This feature lets you track changes to your SmartApproval data.

How It Worked Before

No configuration audit report existed.

Visible Changes

There are visible changes associated with this feature.
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Reporting

Data Insight Tool Enhancements
In the Templates Management Module, Data Insight Tool users can:

e View the full path to filters and output fields in worksheets.

o Perform a keyword search for filters and output fields from the taskbar when creating or editing a
template.

e Add filters for code types when creating or editing a template.

e Report on a code description.

e Report on KRB approval data (captured in the Forms and Requisitions functional areas).

e Report on SmartApproval data (captured in the Forms and Requisitions functional areas).

In the User Role Management Module, Administrative users can:

e Search for security role items from within the User Role Workshop when creating or editing user
roles.
¢ Run the Distribution Audit report.

Date Available

This feature is available in R12.2, Build 0.
US: November 19, 2009
EU: November 26, 2009

Cost

No additional cost.

How Do | Get this Feature?

These features are automatically available if your organization uses the Data Insight Tool.

Benefits

Expanded reporting capabilities.

Visible Changes

There are visible changes. See the detailed description of the featue and see the visible changes
document.

User Experience

Viewing the Full Path for Filters and Output Fields

To view the full path for filters and output fields added to your worksheet, pass the mouse over the
filter/output field to display the full path in a pop-up window.
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Searching for Filters and Output Fields

When you are creating or editing a template, you can perform a keyword search for filters and output
fields from the task bar. This is a standard “contains” search. For example, if | enter “Cost Center,” Insight
returns all filter fields with the words “Cost Center” in the name.

e You can search only for filters OR output fields in this search box.

e You can select “starts with” to search for the term in a different manner.
e You can enter up to 50 characters.

e You can use the wild cards * or %.

Figure 179: Search box for Filters

Template Identity = Template Workshop > Template Summary I|Filter Mame || Search |b

Template Workshop

Filter Selection Tool
Select up to 10 fitters to add to the Filters Worksheet, To switch to To edit the name or description, click Back.
the Cutput Selection Tool, click the Dutput Worksheet.

Candidate Template Name: Example Private Template LS

Forrms

T Description: Demanstrates the creation, running in
Requisitions background, and scheduling of a private
Job Application template,
Working Folder
Agency Manager
Figure 180: Search box for Output Fields
Template Identity = Template Workshop = Template Summary Output Mame || search |P

Template Workshop

Dutput Selection Tool
Select up to 75 fields to add to the Output Worksheet, To switch to To edit the name or description, click Back.
the Filters Selection Tool, click the Filters Worksheet.

Candidate Template Name: Example Private Template LS

Forms .

L Description: Demonstrates the creation, running in
Requisitions background, and scheduling of a private
Job Application template,

working Folder
Agency Manager

To search for filters or output fields:
1. Enter the keyword(s) or search term(s) in search field.

Figure 181Figure 182: Search filter box with search term “Approver”

Approver [ search _

2. Click Search.

204



Kenexa Confidential Document — Internal Use Only

3. The search results are displayed in alphabetical order, sorted by name.
4. Select one or more filters / output fields in the results window.
5. Click Add to Worksheet.

Fiiure 183Fiiure 184: Search filter results with selection

Select one ar more Fields, and click Add To Worksheet.

Field Name Location =

Approver email

Il arldress Farms - = Approval Information

I~ :35:2:? Email Requisitions - = Approval Information

I__ Approver name Forms - = Approval Information

T |&pprover name Requisitions - = Appraval InFarmation -

[T |Approver rale Farms - = Approval Information

T |&pprover role Requisitions - = approval Information

[T |&pprover sequence  |Forms -3 Approval Information -5 Smart Approval

[T lApprover sequence Requisitions - Approval Information j
| Add to WS\EN:(sheet 1 | | Cancel

6. Your selections are added to the worksheet in the last position and the results window closes.
7. Inthe worksheet, select filter criteria for this filter.
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Adding Filters for Code Types

Figure 185: Code Type filter in the Job Applications functional area

Template Identity = Template Workshop = Template Summary Filter Marne || search | 7]

Template Workshop

Filter Selection Tool
Select up to 10 filkers to add to the Filters Workshest, To switch to To edit the name or description, click Back.
the Output Selection Tool, dick the Output Worksheet.,

Candidate = Template Name: Example Private Template LS
Farms S
o Description: Demonstrates the creation, running in
Reguisitions backaround, and scheduling of a private
= Job Application template,
= Code Type
[~ Agency CodesfEEd~7
[ IMPORT
™ Job Code

[~ LM Agency Codefisi® ¢ ~T
[T newl@# o ~a*(_+{3 " ralofzse

ol 1ok D ikl Ll L. b

| Add to Worksheet 1 |

J- Filters Worksheet | | Output Worksheet |

To specify filter criteria, click the & to the left of the filter name. Delete All Filters

| Job Application | | | | | | | |

a Job Code :I

) ACT-1097:Business Analyst |

4 | of”

Mext = | | Cancel |

Reporting on Code Description and Code Type

The Job Application functional area includes filters and output fileds for Code Description and Code Type.

Table 9: Job Application functional area includes Code Description and Code Type

Main Secondary

Functional Functional

Area Area Output Field / Filter OutputFilter Role
Code Type Yes No No

Job Application

Lists All the Code Types (Standard, User

Defined, Agency) No YES YES

Site Site Name YES YES YES
Site Type YES YES YES
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General

GQ Name

Gateway Submission
Job Submission

Code

*Code Description [New in R12.2]

Code Type [New in R12.2]
Candidate Type

Reporting on KRB Approval Data

The Forms and Requisitions functional areas include filters and output fields for the KRB approval

process.

Table 10: Forms functional area — KRB approvals filters and output fields

Main Functional

Area

Filters/Output Fields

Approval Information

Table 11: Requisitions functional area — KRB approvals filters and output fields

Category

Approver name Yes
Approver email address Yes
Approver role Yes
Approver comment Yes
Approver status No

Approver status updated on Yes

Sub-
Category

Approver

Fields

Approver name

Approver email address
Approver role

Approver comment
Approver status

Approver status updated on
Approver sequence

Pending

Yes
Yes
Yes
No

Yes

Yes

Yes
Yes
Yes
No

Yes

Yes

YES

Yes
Yes
Yes
Yes
Yes

YES

Output Filter

Yes
Yes
Yes
Yes
No

Yes
Yes

Yes

Yes
Yes
Yes
No

Yes
Yes
Yes

No

YES

Yes
Yes
No
No
No
YES

Output Filter Security

Security

Yes
Yes
Yes
No

Yes
Yes
Yes

No

YES

Yes
Yes
No
No
No
YES
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Status Approved Yes No No
Pipeline
Declined Yes No No

Reporting on SmartApproval Data

The Forms and Requisitions functional areas include SmartApproval filters and output fields.

Table 12: Forms functional area — SmartApproval filters and output fields

Main Functional

Area Filters/Output Fields Output Filter Security
Alternative for Yes Yes Yes
Workflow Yes Yes Yes
*Smart Approval Fields
Approver sequence Yes Yes Yes
Express Approve Yes Yes Yes

Table 13: Requisitions functional area — SmartApproval filters and output fields

Sub-
Category Fields Output Filter Security
Category
Alternative for Yes Yes Yes
Approval *Smart Workflow Yes Yes Yes
Information Approval
Express Approve Yes Yes Yes
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Filters and Output Fields

Candidates

Main Functional AreaFunctional Area

Candidate

Candidate

Candidate

Candidate

Secondary

Contact Info

System Information

Notes

Education

Fields/Filters
First name

Last name

Middle Name
Location

Address 1
Address 2

City

Country

Zip/postal code
Email

Home Page
Home phone
Other phone
Work phone

Fax Number
Added On
Candidate ref num
Last codes

Date last loaded
Viewed by Current User

Viewed by Any User

Viewed By

Viewed On

Added by

Date added

Note text

Type

Reminder Date
Degree

Educational institute
GPA

OutputFilter Security

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes

Yes
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Candidate

Candidate

Candidate

Candidate
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Employment History

Select "ALL", "Most
Recent" on Role and
Template Filter

Candidate Type

Interview Scheduling

Employee Referral

eLinks

Grad year
Field of study
Most Recent Education

Employer

Position held

Start Year

End Year

Most Recent Employment
Sequence

Current

Original

Interviewer e-mail
Scheduled/Requested by
Interview Status

For (Title/Folder name)
Date/Time of interview
Date/Time requested
Date/Time updated

Total time to schedule
Interview time zone
Referral status

Referral status date
Referral status description
Referral submission date
Referrer e-mail

Referrer first name
Referrer last name
Recipient e-mail
Response

Elink Sender

Elink - For (Title/Folder
name)

Elink Type
Date/Time responded

Date/Time sent

Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes

Yes

Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes

Yes

Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes

Yes
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Date/Time viewed

Communications - For

(Title/Folder name)

Communication Sender

Communication Status

Candidate Communications Date sent
Template name
Type
Forms
Main Functional
Area Filters/Output Fields

Form name
General Fields Form approval status

Form approval status
updated on

Alternative for
Workflow

*Smart Approval Fields
Approver sequence

Express Approve
Approver name
Approver email address
_ Approver role
Approval Information
Approver comment

Approver status

Approver status updated on

Form Fields [Varies by organization]
Pending

Approver Status

Pipeline Approved
Declined

*Smart Approval
SmartApproval filters and fields do not display if your organization does not use SmartApproval.

You can report on only the most recent instance for SmartApproval.

The template results do not display the following:

KRB approval groups that were bypassed.

Yes

Yes

Yes

Yes
Yes
Yes

Yes

Output Filter Security

Yes

Yes

Yes

Yes
Yes
Yes

Yes

Yes

Yes
Yes
Yes
No

Yes
Yes
Yes
Yes

Yes

Yes

Yes

No

Yes
Yes
Yes

Yes

Yes

Yes
Yes
No
Yes
Yes
Yes
No
No
No

Yes

Yes

No

Yes
Yes
Yes

Yes

Yes

Yes
Yes
No
Yes
Yes
Yes
No
No
No

Yes

Yes

Yes

Yes
Yes
Yes

Yes

Yes

Yes

Yes

Yes
Yes
Yes

Yes
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e Deactivated SmartApproval approvers.

If you include general form data with form fields, output is displayed in multiple rows.

Requisitions

Sub-

Categor
e/ Category
General Fields
*Smart
Approval

Approval
Information

Fields

AutoReqID
Optional Req Id
Requisition Notes
Department

Job Code
Employee Name
Location

Job Description
Title

Days on hold
Days open

Req Form name
Req Status
Current Req Status
Added By

My Reqgs
Language
Alternative for

Workflow

Express Approve

Approver name

Approver email address
Approver role

Approver comment
Approver status

Approver status updated on

Approver sequence

Output Filter

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
NO
YES
Yes
NO
YES
Yes

Yes

Yes
Yes
Yes
Yes
Yes
No

Yes

Yes

Yes
Yes
No
Yes
Yes
Yes
Yes
No
Yes
No
No
Yes
Yes
NO
Yes
Yes
YES
Yes

Yes

Yes
Yes
Yes
Yes
No

Yes
Yes

Yes

Security

Yes
Yes
No
Yes
Yes
Yes
Yes
No
Yes
No
No
Yes
Yes
NO
Yes
Yes
YES
Yes

Yes

Yes
Yes
Yes
Yes
No

Yes
Yes

Yes
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Dates

Costs

Position

Req Team

Approver
Status
Pipeline

All Req
Team
Members

Pending

Approved

Declined

Date Approved

Date Canceled

Date closed

Date created

Date deleted

Date on hold

Date open

Start date

Req Status pipeline: Pending
Req Status pipeline: Open
Req Status pipeline: On Hold
Req Status pipeline: Deleted
Req Status pipeline: Declined
Req Status pipeline: Closed
Req Status pipeline: Canceled
Req Status pipeline: Approved
Advertising Costs

Relocation Costs

HR Department Recruiter Costs
Travel Costs

Referral Bonus
External/Agency

No. of Positions

Positions remaining

First name

Last name

Full name

Employee ID

Job title

Department

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes
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No
No
No
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
No
No
No
No
No
No
No
No
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

No
No
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
No

No

No

No

No

No

No

No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes
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Manager

Recruiter
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Email address
Phone number
Fax number
Country
Language
User name
Remote login ID
User type
User group
Org group(s)
Role(s)

Firist name
Last name

Full name
Employee ID
Job title
Department
Email address
Phone number
Fax number
Country
Language
User name
Remote login ID
User type
User group
Org group(s)
Role definition
Firist name
Last name

Full name
Employee ID
Job title

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes
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Type

Posting Details

Custom
<Form Title>

Common
<Form Title>

Subsidiary
Forms
<Form Title>

Addendum
Forms
<Form Title>
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Department
Email address
Phone number
Fax number
Country
Language
User name
Remote login ID
User type
User group
Org group(s)

Role definition

Req Type

College

Add type

Position

Site name

Planned removal date
Actual removal date
Total days posted
Date Req Posted
Target Score

Featured Job

<Form Field>

<Form Field>
<Form Field>: Exists

<Form Field>; Status (i.e.,
active/inactive)

<Form Field>: <Form Field>
<Form Field>: Exists

<Form Field>; Status (i.e.,
active/inactive)

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
YES
YES

Yes

Yes

Yes

Yes
Yes

Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
No
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
No
Yes
YES
YES

Yes

Yes

Yes

Yes
Yes

Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
No

Yes
NO

NO

Yes

Yes

Yes

Yes
Yes

Yes

Yes
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<Form Field>: <Form Field> Yes
Search Date Yes
Search Type Yes
Search Log Search Reason Yes
Search Criteria Yes
Searched By Yes

*Smart Approval

Yes
Yes
No
Yes
No
No

Yes

No
No
No
No
No

SmartApproval filters and fields do not display if your organization does not use SmartApproval.
You can report on only the most recent instance for Smart Approval.
The template results do not display the following:

o KRB approval groups that were bypassed.
e Deactivated Smart Approval approvers.

If you include general form data with form fields, output is displayed in multiple rows.

Job Application

Main Secondary

Functional Functional

Area Area
Code Type

Site

Job Application

General

Output Field / Filter

Lists All the Code Types (Standard, User

Defined, Agency)
Site Name

Site Type

GQ Name

Gateway Submission

Job Submission

Code

*Code Description [New in R12.2]
Code Type [New in R12.2]
Candidate Type

Date applied

How Received

OutputFilter Role

Yes

No

YES
YES
YES

Yes
Yes
Yes
Yes
Yes
YES
YES
YES

No

YES

YES
YES
YES

Yes
Yes
No
No
No
YES
YES
YES

No

YES

YES
YES
YES

Yes
Yes
No
No
No
YES
YES
YES
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Tracking Logic

Agency Manager

Main

FunctionalFunctional

Area

Agency
Manager

Secondary

Area

Agency

Current HR status

Current HR Status Action date
Current HR Status Updated by
Current HR Status Updated on
HR Status

HR Status Updated by

HR Status Updated on

Status Pipeline

Grouping Output Field/Filter

Agency code
Agency name
Preferred agency
Description
Specialization
Fee structure
General Referral period
Associated Agency Manager(s)
Vendor Code
Agreement start date
Agreement end date
Post past agreement end date
Agency notes
Main contact
Main phone
Address 1
Contact Info Address 2
City
Location

Zip/postal code

YES
YES
YES
YES
No
No
No
YES

No
No
No
No
YES
YES
YES
NO

No
No
No
No
YES
YES
YES
NO

Output Filter Security

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes
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Agency
Contact

Agency
Candidate
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Agency
History

Contact Info

Contact
History

Country

Added by

Added on

Edited by

Edited on

First name

Last name

E-mail Address
Contact telephone (main)
Contact telephone (other)
Address 1

Address 2

City

Location

Zip/postal code
Country

Added by

Added on

Edited by

Edited on

Status

Referral period end
Questions completed
Latest submission

Original submission

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes
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Online Help

The Data Insight Tool Online Help system has been updated to include R12.1 and R12.2 content in this
release.
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Security Model

The following clarification was added to the Data Insight Tool documentation:

Security Applied to Public Templates

Only Data Insight Tool Administrative users can create Public Templates. (Non-administrative users do
not see the Make this template public check box.)

Important! When users run public templates, the security applied to the template is that of the Data
Insight Tool Administrator who created it.
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Integrations

Background Check Integration
Kenexa Recruiter BrassRing introduces two standard integration methods for Background Check. These

methods can be combined based on vendor capabilities:

e 2-Step: Interaction takes place through the Background Check vendor’s user interface.
e 1-Step: Users can submit screening requests automatically through the KRB user interface.

The Background Check vendors available in November are:

e HireRight — 2-Step
e LexisNexis — 1-Step and 2-Step
e Sterling — 2-Step

Date Available

This feature is available in R12.2, Build 0.
US: November 19, 2009
EU: November 26, 2009

Cost

No additional costs.

Benefits

Provide for easier and standardized integrations across a number of vendors. Streamline the background
checking process.

Configuration

The following steps are common to both 1-step and 2-step integration:

Create the subscription to the vendor.

Select the vendor.

Specify the type of integration (1-Step or 2-Step).
Add authentication information.

Reference an HR Status to initiate the request

Map form fields to background check XML schema.

ogkrwn P
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Figure 186: Configure the Subscription and triggers for the Background Check Integration Type

Subscription name |John test

Manifest name John test

Select schema HRXML 2.5 Background Check
Select req template Main Req
Notes

Properties

Export & Code O Description
UTF type: - UTF-8  UTF-16

Client error message: & Display response message ' Display vendor/host configured message

Email error notification: & none O Default email © Custom email

Triggers

HR status

Select statuses 15t interview
2nd Interview
Background Check
Candidate Mot Interested
Global Mot Interested

Background Check Integration Type
® 1-Step O 2-Step

Figure 187: Select a subscriber

Select a subscriber

Please select the vendor or host to be associated with this subscription

Current subscriber: Vendor: Background Check: ChoicePuoint

Select vendor

Security & Transmission properties

Send via:
If HTTP post send to: Default URL for vendor/host Custom URL
If Web Services, select WSDL:
Validate SSL Certificate? Mo Yes

Post form or bare XML? Form Bare XML

Authentication

Account
User name
Password

Confirm Password
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Figure 188: Background Check Third Page

Select export fields %

Ol 1include Education? All Most recent [IInclude Experience? All Most recent

Background Check John fields Clear All

dob WMap [Clear
fname_alias_1 ap [Clear
ssn ap [Clear
ssn_value ap [Clear

Candidate info fields

=

I Q

=] m
u

= I

[ —_

o O

First name

Last name Map

]
£
o
5]
=

Additional Steps for 1-Step Integration

1. Set up values for packages and screenings on the requisition template (Req form). Once the client

setting is enabled, two (2) custom static fields are created automatically.
2. Configure Field Association to associate screenings to package selection.
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Figure 189: Set up packages and screening on Req form

*Job code | gggp178test test [+

*Title [joq4

*Job description [ ...

Department

*Req ID [153344

*Recruiter | McDaonough, claudia M
[¥]

*Manager |Geurge. Anish

Location/Division |NIEIR M

*No. of positions |4

Reqtype (O Exempt
ON/A
@ Non-Exempt
College  Opy/a
@ No
Oves

Position ) addition
ONfa
-

Background Check Packages |2115 {Military History Validation Package) t]

Background Check Screenings [|ilitary Search (2115)

Figure 190: Configured field option for the Background Check Packages

@ 54 SingleSel_Encrypt ESP_SingleSelect Encrypt single-select No No No Yes Alpha f a

Background Check R . _ .
[&] 55 bgc_cs_pkg Packages single-select No No No No  Designate f =S|

Background Check R - L
& 56 bgc_cs_scrn i e E__a_. multi-select No No No No  Designate / =
o) 57 ContactFAX = o ; o ; : . " " o

@Admms:e- field options: bge_cs_pkg - Microsoft Internet Explorer provided by Kenexa Technol... |=
) 58 BekgChkUserld - - £
Actions » Administer field options: bgc_cs_pkg /
[ &) 59 BckgChkAccount ||———M—— f
O 80 BekgChkPasswore Add new option s 3 gort alphabetically @ sort by designated sort order 7
Translate options [Jf] View: [ Active options | Inactive options ]

o &1 silllDLabel S '

Export to Excel @ Showing I option
O 62 sillbvalue [Code [Description | & ] Inactivate | Deiete I

2115 2115 (Military History Validation Package o

[ 2] 63 UserNamelLabel ( A o ge) f () E f
@ 64 UserNameValue f
O 65 SupportingDoc f

3. Set up any necessary candidate forms for capturing data
a. Associate selected screenings to forms (based on req)

b. Block HR Status update if form(s) not available
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Figure 191: Enable the Block HR Status update... field
Status Administration

v Showing 17 statuses

<
§

[N status

d& 222222222

Tracking logic is open

{7 Set HR status attribute

Positio Autoclose Edit
o do Requisition attributes
oy 5| v

Audit Trail

Mo

[Block HR Status update when selected form(s) are not attached.

Enable background screening validation

Selection requires additional data populati engineering

Select forms

Selected (0) List

# Error message [English

Form(s)

[insert form(s)
name] are reguired for the
selected HR Status.
Candidate(=s) missing the
required forms may not be

1

1

Mo

Ty Ty Ty T Ty TRy Twy Sm Sy

12 Intermed Status A Intermediate

No

Ty Thy Ty Tn Ty Ty Ty Sn Ty Ty T

4. Configure a Background Check form to capture the standard results for the background check.

Fields can be hidden for certain user types.
If results are not returned, the form should be inactivated.

Figure 192: Configuring standard candidate form for Background Check results

» Candidate forms

+ View: [ Active forms | Inactive forms ]

B Shewing 19 forms

oae
¢ el & Joll & Rel &

ch e 3
1
AES @ Field name |Order Result [tenglish (Us)] i
1| vraniog M :
Americasi s s
pp Administer form fields: [ Custom reportfield O ves @ no |
Background_Check_INte( view: [ Active fields | Inactive Font size
. Showing 16 fields d
Basic Talent Gateway | I———| e -
P p Hide for these user types [(nE zcutive e
- 1 G Userl
BC_CreditReportSearch o snebssrinie Super User I;
[ 5] 2 AccessCredential HR Staff
BC_ScreeningData Hiring Manager
O 3 GivenName QuickStart User [ﬂ
Disposition o 4 MiddleName Hide in these languages [Eqqjgh (US) !ﬁ 3
Chinese (Simplified)
O 5 FamilyName Czech
Danish L
o] 6 Recruiter_Name Ans lia [
-
0 7 OrderInfoSection Save and continue >> || Reverttosaed | Cancel Sw]
o) 8 ProviderReferenceld Order Number B text No No No No N/‘A\f
@ 9 OrderStatus Order Status Ej- text Yes Yes No No N/A No f
5] 10 ResultStatus Order Result Eji text Yes Yes No No N/A No f

Standard 2-Step Integration

In the 2-step integration, the user is redirected automatically to the vendor’s application when he or she
sets the candidate to the triggering HR status.
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The sequence of events for standard 2-step integration is:

1. Within KRB, the candidate is set to the triggering HR status (for example, Background check).

2. The system requests the background check for the candidate.

3. The system authenticates and redirects the KRB user automatically to the background check’s
vendor user interface.

4. Meanwhile, KRB passes the available candidate information to the vendor (which is possible through

the mapping configuration done at implementation time).

5. Inthe vendor application, the KRB user selects the package and screenings, enters data into required

fields, and submits the request.

6. The basic status and results are updated within the previously configured KRB standard candidate
form. Users can see detailed results by clicking a link within the standard candidate form which takes

them to the vendor application.

Figure 193: Detailed results available through link back to vendor from results form
D Update status for Testcase, Janie ?

(Back to current HR status
BGC Vendor Ul
Current status Updated by

COffer Kubicki, Janet (518-4618)

1. Select packages
and screenings.

O] Background Check

O Offer Declined

required fields.

Oy i
Hired 3. Submit request.

Action date |24 |% || Sep ||| 2009 |» m

2. Fillin any remaining

Motify users working with this candidate [

[ Update ] [ Update and add next ] [ Undo status ] [ Cancel ]

Standard 1-Step Integration

The actual steps are dependent on vendor capabilities.

1. KRB displays the list of available packages and screenings.

2. KRB user select package and screenings with a job in KRB.

3. KRB user sets the candidate’s status to the triggering HR status and as a result, KRB requests a
background check.

4. The request is submitted in the background in a form that automatically satisfies the vendor
application data requirements.

5. The candidate’s basic status and results are updated within the preconfigured KRB standard
candidate form.

6. Detailed results are available through link back to vendor from the results form.

Please see diagrams on the next few pages.
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1-Step Integration: Package/Screening Association to Job

Req details section of the requisition Reqdetslls

BGC Vendor

1-Step

i Packages /
Packages / screenings

Screeninas

v

Job Code

“Job Title

“Job Description

“Business Group

‘Recruiter

“Hiring Manager

“Division

“No. of Positions

Background Check Packages

Background Check Screenings

EQS0 : HRIS Analyst 1

Entry Level HRIS Analyst posi

hnalyst [

vl

oy Expanded view

Human Resources :|
&y Selection details

oy Selection details
&y Selection details

1

Package A v
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1-Step Integration: Package/Screening Association to Job (continued)

Request Background Check via HR Status Update

[3 Update status for Testcase, Janie

(Back to current HR status)

Current status Updated by

Offer Kubicki, Janet (318-4618)

@ Background Check
) Offer Declined
O Hired

Action date | 24 [v|| Sep [v|[2009 |+ m
Motify users working with this candidate []

[ Update ] [ Update and add next ] [ Undo status ] [ Cancel ]

A

Order Request

Candidate /
Package Data

Required
Data

Available?

\ 4

BGC Vendor

Submit request
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1-Step and 2-Step Integration: Order Status Updates and Results

Standard Candidate Background Check Status & Results Form
# Preview Candidate form [ Background Check Results {Standard) ]

Candidate and User Information Section

BGC Vendor

Vendor Name |ChoicePoint |

Order —p Candidate First Name |:|0hn |
Status

Updatess. Candidate Middle Name |-|- |

Results candidate Last Name |Cast|es |

Recruiter Name |Recruiter 1 |

Order Information Section

Order Number |12345 |

Order Status |C0mp|eted |

Order Result |Pass |

Order Score | |

Date Order Received |y . 20—.—.09 . m

Package Information Section

Package Name |Package A |

Package ID |2142 |

Order Details

BGC Vendor Ul

Order Click here to view results

Details

Close
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BroadBean Job Distribution

Kenexa Recruiter BrassRing has added BroadBean Job Distribution as a posting partner. To
support integration with BroadBean, your organization can:

Configure custom text in the header and footer

Pre-populate application URLSs to provide seamless application experience

Remove postings easily

Derive hiring analytics and reports

Localize the Ul in English, Danish, Dutch, French, German, Italian, Spanish, and Swedish

Figure 194: BroadBean landing page

Home [EEEERELY Manage Ads | CV Search | Reports | Setti

Broadbean Test FIB Jobserve IT XML

I yay. jobserve
[ e e gpe.
Cost per post: £7.00 {10 quets remaining)
Cost per post: £10.00

Johsite Monstar XML Total Jobs

The workds Seading carneer network

@ &) @
W monster totaljobs.com

(Mo slots free)

Date Available
This feature is available in R12.2, Build 0.

us: November 19, 2009
EU: November 25, 2009
Cost

Please contact your Kenexa consultant for information about cost.
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Benefits

KRB users can post jobs simultaneously on multiple job boards and receive applications from
multiple sources.

Configuration

This procedure is a high-level overview only.
The major configuration steps are:

Create requisition templates (“Req forms”) in Workbench for use by BroadBean distribution.
Create job categories in Workbench for use by BroadBean distribution.

Complete requisition template mapping in Workbench.

Complete job category mapping in Workbench?

Configure BroadBean as a posting partner in Workbench?

Configure Apply URL Gateways

Populate drop-down Lists

NogkrwbE

Complete Requisition Template Mapping in Workbench

1. Select Forms > Regs > Req forms
2. For each field to be mapped, configure Posting interface mappings in the Edit field attributes
window.

Figure 195: Configure the Posting interface mapping setting for each Req template field in Workbench

Complete Job Category Mapping in Workbench

Configure BroadBean as Posting Partner in KRB

You must have the appropriate Admin privileges in KRB to perform this step.

1. In KRB, select Admin > Posting interface defaults.
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2. Click Edit my profile.

3. Onthe Edit my posting defaults page, click Add new posting partner in the Actions
menu.

4. Configure the settings for Broadbean in the Add new posting partner window.

5. Click Save when you are finished.

Figure 196: Add BroadBean as a posting partner
=+ add new posting partner ? ;I

Posting partner IArbita j
&y Selection details

*Account ID I

*Username I

* pPassword I

* = required field

Savel Clearl Cancel

Configure Apply URL Gateways

Figure 197: Configure Apply URL Gateways

* State/Prov  |passachusetts x|
&y Selection detalls

*2ipfPostal code lD']EDa‘l

Reply e-mail 45 qc@dngs com

*application URL | Basic Gateway French Canadian |
Ihttp:ﬁdewi-tgweb-ﬁ?.brassring.comﬂDSSIASF'.-’TGICimJtheta
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Populate Dropdown Lists

Your Kenexa consultant creates an Onyx ticket to assign this step to KRB Engineering to
populate dropdown lists.

Figure 198: Populating dropdown lists

Client ID Site ID Display Name Talent Gateway Name
25172 5239  |Corporate Talent Gateway - French / Portail d'Entreprise Talent - Francais  |Loblaw External French Gateway
25172 5235 |Corporate Talent Gateway - Engish / Talent Portail d'Entreprise - Anglais External English Gateway

User Experience

KRB users use the requisition templates mapped for BroadBean (in configuration step 1 above)
to create requisitions.
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ResumePal Integration

ResumePal is a universal application form for use by candidates with a United States address
and zip code. The address, city, and state are requested but the zip code is required.

Note: For this release, only US locations are supported for both candidates and job matches.

We agree on your position to add ResumePal to the US gateways regardless of where the
company is located and non-US candidates can apply provided they use a US address and zip
code.

The integration includes the following processes:

e New or existing ResumePal candidate application directly through the customers Talent
Gateways, Global Talent Gateways
e Candidate application directly from JobFox using a ResumePal profile.

Figure 199: ResumePal / JobFox integration diagram

KRB Public Profile
Csute | DR CoTTonTe°
Login | e _ Service
~SApply = :
""" ~-Options | ﬁ ResumePat- ‘
“New TG~ r —Page = _Login &
__kegin— | o
= R'-é'éﬁl';hePal
— Submit
JqbFox - Process
Apply- _
- =
KRB
S Teq@ | T Te — Contact
—  -Apply- Apply Only-
—=-Process Process - Apply
= ey ~—-Process
! i J
| Client Questions | | Client Questions | | Client Questions |

Date Available

This feature is available in R12.2, Build 0.
US: November 19, 2009
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EU: November 26, 2009

Cost

Please contact your Kenexa consultant for more information.

Benefits

US candidates can use a single application form to apply to jobs from multiple sources.
Visible Changes
Best Practice Recommendations

Configuration

The major configuration steps are:

Enable the client setting.

Add the Candidate Profile Provider Integration Type
Add the subscription.

Configure Talent Gateways for ResumePal.
Customize text for the Profile Source Page.

agrLONE

Enable the Client Setting

Enable the client setting in Workbench for ResumePal acceptance.

Figure 200: Workbench —Manage client settings

Workbench

Tools | Trainkng | Admin e

Change password

Administer users actions  » Manage clients

et b L fidd new cient = *;::; [ F;t:: clients | Inactive clients | [ all clients |
Manage clients i
" Edit | Administer
;I:I'I‘Il;?:‘lnteqrdllon lg EE.‘=&'“‘ﬂm|
Welcome messages b Demo3 * J ! f‘}
Audit trail

demao-int] * f J 'EJ

Adding the Candidate Profile Provider Integration Type

The next step is to add an integration type of the type “Candidate profile provider.”

1. InWorkbench, select Tools > Integrations > Administration. The Integration type
administration page opens.
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Figure 201: Integratlon type admlnlstratlon page (partlal V|ew)

| Training | Admin mn

actions » Integration type administration

Candidate export

Candidate import @' f EI

2. Click Add Integration type in the Actions menu. The Add integration type window opens.

Figure 202: Add integration type window, Candidate profile providers selected
=+ dd integration type

Integration type selection

Please select the type of integration below. Existing types cannot be re-selected.

 Foundation import

© Req impaort

 1ob code default data impart
 Candidate expart

© Farm impoart

 Candidate impart
 Candidate status update

© User impart

© Req export

© Field association impart

& Candidate profile providers

Continue | Cancel |

3. Select Candidate profile providers as the integration type and clicked Continue.
4. The Add settings — Candidate profile providers window opens.
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Figure 203: Add settings window
J add settings - Candidate profile providers

Integration type settings - Candidate profile providers

Select the configuration options that should be available to all subscriptions of this trpe.
Once a configuration option has been selected for a subscription, it cannot be de-selected
at the Integration type setting level,

Properties

There are no properties associated with this integration type.

Save Clear Cancel

5. Click Save.
6. The integration type is added to the Integration type administration grid.

Figure 204: Integration type admin window with Candidate profile provider added
Select enwrunment:l@AA j

workbe“ch Select a client: |demoriml j

KRB URL: https://ga4web1.brassring. com/dema-int|

“ | Training | admin Home | Help | Privacy Policy | Resource Center| Logoff

actions » Integration type administration

4dd Inte rattmgg + 12 Integration type m Subscription admin Activate / Inactivate

ettings
Candidate export 41

4
Candidate impart & I = ®
candidate profile providers &y 7 = ()]
Candidate status update g 7 =] @
Field association import & 7 =] ()]
Form import o / g8 ®©
Foundation import &g Vs = | (0]
Job code dsfault data import &g 7 = ®
Req export o Vs 5| ®©
Req impart & 7 = ®
User import &t 7 =S| ®

Adding the ResumePal Subscription

The next step is to add the ResumePal subscription.
In Workbench, navigate to the Integration type administration page if you are not there. (Select
Tools > Integrations > Administration.)
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Click the Subscription admin icon for the Candidate profile providers integration type. The
Subscription administration window opens for that integration type. (In the example below, no
subscriptions have been added yet.)

Figure 205: Subscription administration — Candidate profile providers, no subscriptions yet
Select environment: IQM j

Workbench Select a client: | dermo-intl |

KRB URL: https: /fga4webl brassring.com/demo-intl

Home | Help | Privacy Policy | Resource Center

|Training | Admin

actions » Subscription administration - Candidate profile providers

2dd subscriotion + Yiew: [ Active subscriptions | Inactive subscriptions ] [ All subscriptions | Search for subscriptions ]

There are no active subscriptions.

Click Add subscription. The Add subscription window opens for this integration type.
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Figure 206: Add subscription window for Candidate profile providers integration type
4 add subscription - Candidate profile providers

Subscription

Subscription name IResumeF‘aI Subscription Mame

PruuiderlResumeF‘al j
Properties

Username I

Passwurdl

Save as active | Save as inactive | Clear Cancel

Enter the Subscription name.
Select ResumePal as the Provider.
Enter the Username and Password.
0. Save the configuration:

B oo~

— Click Save as inactive if you do not yet want this subscription to be active.
— Click Save as active if you want this subscription to be active.

11. Depending on how you saved the subscription (in the previous step), it is added to either the
Active or Inactive page for Subscription administration for the Candidate profile providers
integration type.

Figure 207: Subscription administration page with subscription added to it
~ | Training | Admin =~ | User Type S

ol Privocy polc Resource Canor Loy

Actions » Subscription administration - Candidate profile providers

View: [ Active subscriptions | Inactive subscriptions ] [ All subscriptions | Search for subscriptions ]
Showing 2 subscriptions

/ [0

LinkedIn Subscription Vendor: LinkedIn-name ﬂ

ResumePal Subscription Mame Vendor: ResumePal @ f c‘)
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Configure Talent Gateways for ResumePal

Once the client setting and subscription are created, you can configure the individual Gateways
accept ResumePal.

Figure 208: Talent Gateway Admin menu

Workbench

Forms 3
Import »
Users 3
Tracking logic 3

Admin
Gateway
Questionnaires Global >
Agency Managers TG scoring ranges
Settings Text customization
Task manager Localization settings
Integrations »
Automation Manager #

Figure 209: Talent Gateway administration page

Select enviranment: [ Production (Reall) =
Workbench Select 3 client: [Demo3 =

KRB URL: https: //trm.brassring.com/DEMO3-37

| Training “ | admin Home | Help | Privacy Policy | Resource Center | Logoff

Actions » Talent Gateway administration
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% PM External French Portal Full Gateway 04 Apr 2009
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Gateway
Save Talent
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Preview XML

Talent Gatewa '
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Publish Talent *.
Gateways

PM &dd Contact Basic Gateway 04 Mar 2009

PM Employee Referral Portal Full Gateway 30 Jan 2009

a4 4 4a

JHoward2 Career Portal Full Gateway 20 Jan 2009

Z2C External Career Site Full Gateway 07 Jan 2009

i

Yum Hourly Portal Full Gateway 17 Dec 2008

Nature Elements 2.0 Full Gateway 08 Dec 2008

T Y N

Walmart Store Portal Full Gateway 19 Mov 2008

I
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Saudis - Saudi Aramco External Portal Full Gateway 28 Oct 2008

d
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Figure 210: ResumePal is listed as a candidate profile provider
;j? Talent Gateway details Audit Trail

[

Display of candidate
form label type field:

Default Talent I =1
Gateway for send to a
friend:

T Left side of the page © 4cross the page

Candidate profile
providers: | ResumePal

Special configurations:

.

Turn off candidate reference e-mail

Remowve general job submission link from candidate landing page

Mo Talent Record creation in Enterprise when creating a full profile
Candidate remains logged on

Dizable send to a friend

Restrict search agent results from allowing recipient to "refine search"
Enable field associations

Mo account creation/no log-in

Show email vendors on create an account page

Enable job praximity search

Display "High school diploma/GED" in Education Degree list (English - US
locale)

" Hide education input fields [
[T Hide experience input fields El

[ e . . .

Save | Revert To Saved Cancel

Customize Text for the Profile Source Page

The next step is to customize text for settings on the Profile source page using the Text
customization interface.

Figure 211: Text customization

Workbench

Forms 4
Import 4
Users 3
Tracking logic k

Talent Gateways

Admin

Gateway

Juestionnaires Global

Agency Managers TG SsCoring ranges
Settings Text customization

Task manager Localization settings

Integrations ]

Automation Manager #
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Figure 212: Profile source page

Profile source page

Profile source page

title: | profilg Source Show me
Hﬁﬁﬁﬂﬂﬂl

Profile source ; T
instruction text: | Thefollowing options allow vouto create ar

importa profile from various sources. The
systemwill guide vouthroughthe application

process. Flease review vour results before
thefinal submission.

Talent Gateway
profile source text: | Build orselect profile using this site Show me

See the User Experience section for more information.

User Experience

The ResumePal icon is displayed on the career site.
Figure 213: Resumepal button

¢ @

resumépal

The candidate clicks the ResumePal icon. The Universal Online Job Application page opens.

Figure 214: ResumePal Universal Online Job Application page

T http:/ fwrs.resumepal.oom - Besumefal - Signin - Fecrosalt Intermet Explorer provided by Kenesa Technology, nc.
'a The Universal Online Job Application
resumépal

Cregte your ResumePal once - Use it at thousands of Smployers
Apply using your ResumePal
Apply instantly st partcipsting smployers by simply signing and submitting your ResumeFal
applyontine  SigN In New to ResumePal?

| ResumePal ID: Create your FREE ResumePal now

I Creatng you Basumeral s sasy
and once you're done, you can
apply o this emplorer and

Eaaswonih thausands of othars in seconds.

o henefit from: |

® & widely sccapted applization
& Ora-stap Wanagerment of dets

# A&n inctant spplication procecc CFaata it N b

Meed help? Chok hire angtime
you reed assistance.

Leam mers

Baii Ouar Shouldar Prizacy Folicy  Terme of Ure & 2009 ResumsPal

242



Kenexa Confidential Document — Internal Use Only

The candidate logs in (creating a new login if necessary). The candidate’s personalized

ResumePal profile page opens. From this page, the candidate can take many actions on his or

her ResumePal profile.

Figure 215: ResumePal Profile page

.resumepal.com - ResumePal - Edit Your Suitability Profile - Microsoft Internet Explorer provided by Kenexa Technology

The Universal Online Job Application e

resumépal
Create your ResumePal once - Use it at tho femployers

Your ResumePal Profile
Submit your ResumePal to apply

Edit Your Information
D Rasumapal Profile

Submit your ResumePal to this campany by clicking the "submit it now” button. -
Your Resume (
“fou may choose to update any of your information before submitting your
IFl contact infarmation ResumeFal, " y

Account Settings PSS (o1l be returned to the employer's site once you dlick

submit,
@ worksamples !

Need help? Click here anytime 10 Update your profile, choose a section to edit
you need assistance.
1. what meets your needs:

What is your job search situation?
What are you looking to get out of a new job?
Where would you like to work?

How do you want to be ¢ d

2. what you have to offer:

Your background - skills and Experience

¥our backqround - Education

Your background - Authorization

Your background - Certifications

Your background - Foreign Languages
Additional information about your background

3. How you work best:

Where do you work best
What kind of company do you want to work for

Buoss Guer Shoulder Privacy Policy Terms of Use @ 2009 ResumaPal

Once the ResumePal profile is submitted, the information collected for the profile automatically

populates the candidate’s complete Talent Gateway profile.

Figure 216: Talent Gateway Resume/CV profile information

L ey By b AenmeCy Subwt Questang Addnony Conteaation
e tenda Y = [ s P

Resume /CV profile information

Tre followireg information wes s tomatically extracted from certsin key fieide in your resumes TV, Plesse review and comect this information, if recessany. Fidde
with & * are required

Comatidumanon Wik speriencs  Bdation
SFirstname: ke rare “Lastnam:
Luse-de= [ [ temter
Asdass b 1 Addass ina & oy
158 Wian 51 Urvled States 'I
[ GlakFeag P
Wttare Massachusets 'E
ZppPeita ces
s
"Heme phone Wark phone “Hharphone fie mobie)
Contat s madl sy Fax Wb ey
ki medarmomBangea o [

Thes t-rnad ks vl o s B et .

Emakrpes 1D [castom stackng 8] |6, ST f

Disclaimer: By submitting wour information, you ane indicating consent o our privacy policy.

| notist ) cmce |
Ertvpcy policy =
G [ B - - T

243



Kenexa Confidential Document — Internal Use Only

244



	Table of Contents
	System
	Browser/OS Support
	Language Support

	Recruiter Experience
	Portal Page Enhancements
	Configuration Changes to Support Enhancements
	User Experience Enhancements
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	Visible Changes
	Limitations and Known Issues
	Configuration
	Change to Meaning of “New” Candidate Designation
	Changes to User Type Privileges
	Changes to the User Type Panel Mapping Page
	Changes to Layout Templates
	New Panel: All Open Reqs Panel
	Changes to the Candidate Results Panel Type
	View Standard Configuration: Candidate Results Panel
	Changes to Administer Panel Configuration
	Changes to Fields Available for Configuration
	Apply Changes Confirmation on Panel Configuration and User Type Panel Mapping Changes
	Panel Configuration Validation Logic
	Override Options

	Changes to Panel Mapping
	Changes to Inactivation/Deletion of Fields

	User Experience
	“New” Designation is Req-Specific
	Business Rules

	Changes to Export to Excel
	Req Management
	Column Sorting for Req Panels
	All Open Req does not currently support sorting for any columns. Filtering Requisitions

	Pinning Columns for Horizontal Scrolling
	New Panel: All Open Reqs

	Candidate Selection
	Candidate Results Panel – Panel Menu
	Candidate Actions Menu Business Rules
	Export to Excel
	Figure 19: New actions menu – select multiple candidates to perform actions
	Multi-Level Column Sorting

	Talent Pool Management
	User/Admin Preferences
	Editing Columns
	Quick Links


	KRB Analytics Enhancements
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	Visible Changes
	Limitations and Known Issues
	Configuration
	Metrics Panel Configuration
	Kenexa or Certified Workbench User: Enabling the Metrics Panel Privileges by User Type

	KRB User Experience
	Requisition Age Metric Panel
	Requisition Age Calculation Example

	Requisition Status Metric Panel
	Pipeline Cycle Time Metric Panel
	Pipeline Cycle Time Calculation Example

	Hire Analysis Metric Panel
	Offer Success Rate Metric Panel
	Source Comparison Metric Panel
	Pipeline Conversion Rate Metric Panel


	Block Update to HR Status when Forms are Missing
	Date Available
	Cost
	How Do I Get this Feature?
	Business Need
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Configuration
	User Experience
	Updating a Single Candidate
	Updating Statuses for One Candidate
	Updating Statuses for Multiple Candidates
	Saving Multiple Candidates


	Block eLinks to Non-System Users
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Configuration
	eLink Cc/ Bcc setting

	User Experience
	eLinking a Candidate’s Talent Record and Forms from a Req or Working Folder
	eLinking a Selected Candidate in a Req folder from the Actions Menu
	eLinking from the eLink Tab of the Candidate’s Talent Record

	eLink History
	eLinking Form Approvals from the Talent Record

	Request Interview from the Req Folder or Working Folder
	Schedule Interview from the Req Folder or Working Folder
	Interaction between eLink Cc/Bcc Setting and the Hide … eLinks Setting
	Combination #1
	Combination #2
	Combination #3
	Combination #4



	Separate Privileges for Req and Working Folders
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Migration and New Client Creation
	Hiring Manager
	HR Staff
	QuickStart User
	HR Executive
	Super User


	Score Multiple Questions in One Window
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Configuration
	User Experience
	Scoring Multiple Questions
	Deleting a Score


	Proximity Search Enhancement
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes

	Scheduling Pages Exclude Closed Reqs
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes

	Auto-Redirection to KMS Onboarding
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Configuration
	New HR Status Attribute for Onboarding Auto-Launch

	User Experience
	Example


	Configurable Margins of Document Templates
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Configuration
	User Experience


	Candidate Forms
	Providing Candidates with Question Responses
	Business Rules
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Best Practice Recommendations
	Configuration
	Full Talent Gateways
	Basic Talent Gateways

	User Experience
	Token Formatting - Non-GQ Flow (Job Response Workflow)
	Listing Jobs and Question Responses
	Job Specific Questions and Responses
	Question Labels
	Responses to Multi-Select and Checkbox Fields
	Additional Information Section
	Question Responses

	Token Formatting - GQ flow
	Question Labels
	Question Labels
	Question Responses

	E-mail Confirmation Messages


	Send Candidate Forms in Edit Mode
	Sending the E-Mail Template Manually
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Migration Information
	Workbench Configuration
	User Experience
	(1) Send existing form in edit mode = No
	(2) Send existing form in edit mode = Yes and Approval Status = “”
	(3) Send existing form in edit mode = Yes; Approval status = Pending, Approved, Declined
	(4) Multiple Forms with Different Attribute Settings
	Example

	(5) eLink Behavior when Send existing form in edit mode = No
	(6) eLink Behavior when Send existing form in edit mode = Yes
	(7) Automation Manager


	Candidate Form Approval Notifications
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Configuration
	Workbench

	User Experience

	Candidate Attachment Privileges
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Workbench Configuration
	Creating Sensitive Attachment Categories
	Enabling the User Type Privileges
	Viewing Sensitive Attachments in My Reqs Privilege
	Sensitive Attachments Uploaded through Agency Manager
	Sensitive Attachments Uploaded through Talent Gateways
	Sensitive Attachments Uploaded through Both


	User Experience
	Agency Manager Upload and Non-Sensitive Attachment Category
	Grid Legend

	Agency Manager Upload and Sensitive Attachment Category
	Grid Legend

	Talent Gateway Upload and Non-Sensitive Attachment Category
	Talent Gateway Upload and Sensitive Attachment Category
	Selecting Attachments when Candidate is not Associated with a Requisition


	Configurable Candidate Form Approval Field
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Configuration
	User Experience
	KRB Talent Record – eLink tab – eLink form history section


	Automation Manager: Approval Notification Enhancement
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Configuration
	User Experience

	Automation Manager: Form Field Validation
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked/How It will Work
	Visible Changes
	Configuration
	Rules for Selecting Form Fields and Field Options


	Sequential Candidate Form Approval
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Migration Information
	Configuration
	Workbench
	Configure Approval Levels
	Configure Approval Behavior for the Form

	Publish Impact
	KRB User Experience
	Adding Candidate Forms
	eLinking Candidate Forms for Approval
	Changes to the Approve/Decline Workflow for Forms

	Adding Forms
	Viewing Form Approvals
	Approval by eLink
	Declining a Form by eLink
	Approving a Form on behalf of an Approver
	When another Approver Overrides an Approval
	Editing a Pending, Declined, or Approved Form


	Cascading Approver Messages for Candidate Forms
	Business Rules for Cascading Approver Messages
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Configuration

	Cascading Approver Messages for Req Forms
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Configuration
	Publish Impact
	KRB User Experience
	eLink Message
	Req Detail Page



	User Permissions
	Req Attribute
	Talent Gateways
	Croatian TG
	How Do I Get this Feature?

	Serbian TG
	How Do I Get this Feature?

	Update HR Status Based on Candidate’s Score
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Best Practices
	Configuration
	User Experience

	Display Removal Date on Job Details Page
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Configuration
	User Experience

	Education Lists Include High School Diploma/GED Value
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Best Practice Recommendations
	Migration Information
	Configuration
	User Experience

	Require a GQ by Talent Gateway
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Configuration
	User Experience

	Customizable Navigation Text
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Workbench Configuration
	User Experience

	Customizable Title Text on GQ Login Page
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Configuration
	User Experience

	GQs are Refreshed for Subsequent Job Applications
	Date Available
	Cost
	How Do I Get this Feature
	Benefits

	How It Worked Before
	How It Works Now


	Visible Changes
	Limitations and Known Issues
	Configuration
	User Experience
	Gateway Workflows
	Scenario 1: Full Talent Gateway with Gateway Questionnaire forms attached workflow
	Scenario 2: Auto-launch Gateway Questionnaire with forms attached workflow
	Subsequent applications:

	Business Rules

	Employee Referral Gateways: Search Results
	Business Rules
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Details, Limitations, and Known Issues
	eLink Behavior
	Jobless Referrals
	More than One Submission During the Same Session

	Best Practice Recommendations
	Configuration
	Referred Candidate’s Experience
	Submitting to Multiple Jobs with Different Application Flows
	Referral TG Settings and Conditions for Submission


	Employee Referral Gateways: Send to Friend Preview
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	How It Works Now
	Visible Changes
	Limitations and Known Issues
	Configuration
	Destination of Send to a Friend Link/Button
	Search Results When Jobs are No Longer Available

	User Experience

	WBSS OR NOT User Import for Job Code Filtering
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Best Practice Recommendations
	Configuration
	Workbench Configuration for Importing User Profiles
	Creating and Launching the User Import
	Workbench Configuration for Importing Job Codes
	Creating and Launching the Job Codes Import


	User Import Supports Approval Groups
	User Import XML Schema Enhancement: Populates Approval Lists
	Approval Groups Node XML
	User Import XML with Approval Groups Node
	Approval Groups Business Rules

	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues
	Configuration
	Workbench Import

	User Experience

	XML Integrations Supports Job Code Filtering
	Rules for the Code Access Groups XML Node
	Updated XML User Import File

	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes

	XML Integrations Support List Filtering
	Feature Details
	XML for the List Filter Node
	Rules for the List Filter XML Node
	Validations

	XML Integration Validation Scenarios
	Foundation Data XML

	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues

	Export Job Description Using API/RSS Feature
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Limitations and Known Issues


	Description
	Attribute
	SmartApproval Enhancements
	Online Help
	Reporting on SmartApproval Data
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes

	[INTERNAL] SmartApproval: Delete Functionality Enhancement
	The System Workflow
	Business Rules

	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes
	Details, Limitations, and Known Issues

	Configuration Audit Report
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	How It Worked Before
	Visible Changes


	Reporting
	Data Insight Tool Enhancements
	Date Available
	Cost
	How Do I Get this Feature?
	Benefits
	Visible Changes
	User Experience
	Viewing the Full Path for Filters and Output Fields
	Searching for Filters and Output Fields
	Adding Filters for Code Types
	Reporting on Code Description and Code Type
	Reporting on KRB Approval Data
	Reporting on SmartApproval Data

	Filters and Output Fields
	Candidates
	Forms
	Requisitions
	Job Application
	Agency Manager


	Online Help
	Security Model

	Integrations
	Background Check Integration
	Date Available
	Cost
	Benefits
	Configuration
	Additional Steps for 1-Step Integration
	Standard 2-Step Integration
	Standard 1-Step Integration
	1-Step Integration: Package/Screening Association to Job
	1-Step Integration: Package/Screening Association to Job (continued)


	BroadBean Job Distribution
	Date Available
	Cost
	Benefits
	Configuration
	Complete Requisition Template Mapping in Workbench
	Complete Job Category Mapping in Workbench
	Configure BroadBean as Posting Partner in KRB
	Configure Apply URL Gateways
	Populate Dropdown Lists

	User Experience

	ResumePal Integration
	Date Available
	Cost
	Benefits
	Visible Changes
	Best Practice Recommendations
	Configuration
	Enable the Client Setting
	Adding the Candidate Profile Provider Integration Type
	Adding the ResumePal Subscription
	Configure Talent Gateways for ResumePal
	Customize Text for the Profile Source Page

	User Experience



