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Agency Manager Enhancements

With Release 11, you will see extensive improvements to Agency Managers functionality and
usability. Agency Manager users can:

® | imit access of Agency contacts to Agencies by User type.
® | imit access of Agency contacts to Agencies by Org group membership.

= Allow the Agency to work previously posted jobs until they are closed or un-posted for
other reasons, while not allowing new postings, when an Agency contract has expired.

= Search for Agencies on the TG options page rather than having to scroll through hundreds of
contacts.

m Search on agency specialization from the TG options page.

= Jump to the Agency contact information page from any candidate grid in the system to view
candidate ownership, retention period, fees, specialization, and so forth.

® Receive automatic e-mail notification when a posting sent to the Agency contact is
removed (manually or automatically).

m Create a personal list of agencies (View my agencies).
® Add feedback about an Agency in the Agency notes field of the Agency output column
= Make ownership of the candidate at the Agency level rather than the Contact level.

= Allow Agency contacts to submit multiple candidates to a single job through an Agency
portal by enabling a configurable Workbench setting.

m Transfer ownership to current Agency contacts without re-setting the clock.
Benefits

These enhancements improve Agency contacts’ workflow and efficiency.
Visible Changes

There are visible changes associated with this project:

The Select Agency access page:

® has three new fields: My agencies, Search for agencies, and Filter by specialization.

® has a new option to send an e-mail notification to the Agent upon the posting.

® |inks to a new Search Agency page.
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® has a new button, Administer my agencies, which opens the Administer My Agencies page.

The Add agency code and Edit agency code pages have two new fields: Display as posting option for Org
group(s) and Allow new postings even if Agreement expiration date has elapsed.

The Add agency contact and Edit agency contact pages have a new field: Display as posting option for User type.

The Agency icon Which displays for active Agency candidates in the Agency referral column on all
candidate output grids links to a new Agency contact information page.

The Agency contact information page displays the Agency history/ Current agency table and Agency contact
communications table. These same grids appear on the Agency tab of the Talent Record.

The Deactivate selected contacts grid has a new column, Transfer candidate referral rights. It links to the
NEW Transfer agency contact Page.

The submission confirmation window has a new Submit next candidate button.

Cost

There is no additional cost associated with this feature.

Limitations and Known Interactions

None

Best Practice Recommendations

None

Overview of Implementation

Please see the individual sections for information about how each feature is implemented.

KRB User Experience
Candidate Output Grids: Agency Referral Link is Live

With Release 11, the Agency icon which displays for active Agency candidates in the Agency
referral cOlumn on all candidate output grids links to the new Agency contact information page. The
Agency contact information page IS identical to the Agency history / Current agency table in the candidate’s
Talent Record.

14
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Agency Contact Information Page Update

Note: The “Agency history/ Current agency” and “Agency contact communications” grids
display the same information as the information displayed on the candidate’s Talent Record

Agency tab.

Agency Contact Information for <Candidate Last name, First name>

Mirem 331-May-2007 93:37:20

31/May-2007 30:39:27

2 Agency centact information for Tested, test - Microsoft Infernet Explorer

Agency history

Agancy emad

J1-Myy-2007 09:37:10 031-Jun-2007 00:90:00

Kelly Masiiernan

Agency History/Current Agency Grid

Field
Agency name

Initial submission by
named agency column

Latest submission by
named agency column

Referral period ends
column
Current agency contact

Agency code

©Kenexa 2002 — 2008

Description
The Agency code name.

The date of the original submission in the format: dd-mmm-yyyy
hh:mm:ss

The date of the most recent submission in the format: dd-mmm-yyyy
hh:mm:ss

The date the referral rights expire in the format: dd-mmm-yyyy
hh:mm:ss

The current agency contact links to the View agency contact details page (as in the
Talent Record).

The Agency code links to the View code details page (as in the Talent
Record).
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Agency contact communications Grid

Field Description

Date sent The date the communication was sent: dd-mmm-yyyy hh:mm:ss
E-mail The type of communication sent

communication

Sent by The user name for the user who sent the communication in the

following format: <First name Last name> who sent the
communication

Agency contact The Agency contact links to the View agency contact details page (as in the
Talent Record).

Clicking close closes the window and returns you to the candidate output grid from which you

came.

Restrict Posting Options by User Type Access

With Release 11, you can restrict by user type the ability of an Agency contact to post to
Agency Managers through import. The Display for posting for User type Setting applies to agency

contact import in Workbench. This setting determines which Agency contacts display for the

user on the Select agency access page based on user type.
To configure this setting:
1. In KRB, select Admin > Admin+ > Agency contacts.

2. The Admin+: Agency contacts page appears.

Show cosubly ) ¢ }" Agoncy contacts displayed: 1 LU af 109

Acliof Active  Inactive

o 2cd nen contadd Select contacls
) Deacy b (Seiectan Contact name Agency name Agency code Agency Manager(s)
~ | 15 Exonl M 27rosht, 2Trash  t=stren ENtest2? RoshaM
Fruv Prev iesy /
é e Acontace, MTest  2511-ACode 2ol -ACods m anasiAM
adams, bryan L2ENQ-sa w2-on2 L2END 582
addun, shipa Agency_code_sin_Extra_Charac.., 041305 Agency Menager names
< >
< Search candidates: (lasl, first) S Bearch reqs:

©Kenexa 2002 — 2008
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3. Click Add new contact + in the Actions menu to configure a new Agency contact with this
setting. For an existing Agency contact, locate the contact in the grid and click the Edit contact

icon 6‘? .

4. In the Add agency contact / Edit agency contact Window, scroll to the new setting.

“Display as posting option for UserType 'PurgeUserTest o
QuickStart User
QuickStart User_1
QuickStart User_tsm
radhika v

oy Selection detalls

Display as posting option for User type. The default setting is all user types selected. Select all the user
types (one or more) who should be able to post to the Agency Manager represented by this Agency
code.

5. Click save to save the configuration changes and close the window.
Error Condition

When you click save Or Save and add next, if there is a user with one or more active postings to
this Agency code, and this user has a User type which you did not select for Display for posting for
User type, an error message displays: “There are active postings associated to users of <User
type> for this agency contact. Please remove the active postings before the User type can be
changed.”

Note: Both the org group and user type restrictions are applied at the time of req posting on the
Agency Manager.

Restrict Posting Options by Org Group Membership

With Release 11, KRB Admin+ users can restrict the ability of Agency contacts to post to
Agency Managers by Org group membership.

The Org group setting controls the list of Agencies users see in their My agencies list when they
are posting a req to an Agency Manager.

[When KRB users are opening and posting (or reposting) regs to Agency Managers, they
must configure Agency access as part of their posting workflow. They do so on the Select
agency access page when posting the req. The KRB user will be able to see the Agency
Managers listed on that page for which he or she has the same Org group membership.]

Each Agency Manager is represented in the system as an Agency code; an Agency code is a
unique identifier for an Agency Manager. To configure the new settings for posting options

17
©Kenexa 2002 — 2008



for a specific Agency Manager, Admin+ users must access “Codes” with a code type
of “Agency.”

To access Agency codes, follow these steps:
1. In KRB, select Admin > Admin+ > Codes

2. The Admin+ Code Types page appears.

Admin+: Code types Page

Code type Funcltion Added by Date added Administer
Agency Codas Admin strator, Warkbench 0Z2-Sep-2004 0
Campus L Sratt HireSystems 26-Mar-200] ,

Cardidate Impart Stenderd Ad e s glor Warkbench 0oy -2004 I
Job Codo Job codos statf, Hiresy stomza 12-20n-2000 F 4
Job Req Req codes Sratt Hiresy stem sl 13-Jan-2000 !
MBA Codes Standard Shear,Raed 07-May-2001 7 4
Resuime Security Security Ad miire (r gor Wark bench 29-2ul-200% !
Source Cace Acknowlod 0o/ Sourco e staff irosy stomsl 11-23n-2000 7

3. Locate the Agency codes code type in the grid.

4. Click the pencil icon f for that code type in the Administer code list column.

5. The Administer code list page appears. This is a list of all the Agency Managers which have
been added to the system.

Administer code list Page: The list of Agency Managers in your system

18
©Kenexa 2002 — 2008



Actions

Add new code
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selecte odes
Export code list to
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ﬁ) '_‘;_(-:_"h lox Salact dl | . Tode Agency name Descriptien Lecatiom  Country Agency contact Yiew details Edit cede Deactivate
rt code list kol
@ N5 Excal | ELOFR addeco Frarce  French Highr- France 1 E ] £ &3 o
@ Print Pray w Search Mormnandy
Print provider
O AFHEW Manpowsar Genaral Lincolnehire  Unitad i £ &
kingdarmn
D CEadecoo Adeceo ted Bayarn Germary 1 £ ,F 't'ﬂ
Detschland
El DRl Dinkire Priofessional SOUTH United 4 £ 5 &
=taffing Placesmsnt  CARODLING  Siates
Services
O ExpcTal Execukive Executive CALIFORNLA Unibed 2 o If (]
Talerk, LG Pasitions States
(] FRZN Franzen, [ne W sk Mid MICHIGAN  United 1 o ﬂ
sk States
M CRTHR Graat Hiras Genaral ILLINGLS  Unitad 1 E ] g & ||
p Search candid stes; (last, first) m p | search reqss m Frivacy Folicy

6. To edit an existing Agency code, find the code in the grid and click the associated Edit code
icon.

7. The Edit code page displays.

8. Select the Org group(s) who will have the ability to post in the Display as posting option for org
group(s) Setting. related to posting.

* Display as posting option for Org group(s): This is a required field. This field determines which
Agency Managers display for the user on the Edit posting options page based on the user’s Org

group(s).

The default selection is All org groups. Select one or more Org groups from the list of all
configured Org groups for this client to restrict by Org group membership the ability of users
to post to this particular Agency Manager. (Only users belonging to the selected Org group(s)
may post to the Agency Manager represented by this Agency Code.)
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Allow new postings even if Agreement expiration @)ve: Opno

Aoataboac oliocnd
“Display as posting option for org group(s) T'ﬁsa:fesl (]
ReqTest1
SRGROUP
test
‘test org <b>group</b> v

9. Click save or save and add next t0 Save your changes.
Error Condition

When you click save or save and add next, if there is a user with one or more active postings to
this Agency code, and this user belongs to an Org group which you did not select for Display
for posting for Org group(s), an error message displays: “There are active postings associated to
users within <Org group> for this agency code. Please remove the active postings before the
Org group can be changed.”

Allow New Postings after Agreement Expiration Date

Agency Managers can enable a setting for each configured Agency contact allowing the
contact to leave regs posted after a posting agreement has expired.

Allow new postings even if Agreement expiration &)ve: O o
date has elapsed

“Display as posting option for org group(s) w"ﬁgﬁfesl o)
ReqTest1
SRGROUP
test
‘test org <b>group</b> v

& Selection delails

This setting is optional. You can change the setting if desired. The default selection is Yes.
[Verify] When ves is selected, the user can continue to post jobs to the Agency Manager
represented by the Agency code even when the Agreement expiration date is in the past.

Reqs posted before the Agreement expiration date continue to display on the Agency Manager, and
remain active until the posting expires automatically due to:

® The setting for the days to remain posted field causes the posting to removed.

® The Req status is updated to Closed, Cancelled, Deleted, OF On Hold, Which causes the posting to
be removed.
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Agency Manager - Posting Reqs

Users with the appropriate privileges can open and post reqs to Agency Managers and edit
posting options for regs on the the select agency access page. Users access this page by opening a
req or editing the posting options of a posted req.

New in Release 11:

The select agency access page has three new fields, My Agencies, Search for agency, and Filter by
specialization, and the Administer my agencies button. From this page users can select one or more of
their own agencies from the My agencies list, search for an agency, and retrieve agencies by
their specialization.

To select or edit settings for access to open, post, and edit requisitions on specific Agency
Managers:

1. On the posting options page, under Agency Managers, find the Agency Manager in the

list for which you want to manage agency access and click its edit icon f in the select/edit
agency access column.

2. The select agency access page opens. From this page you can perform several agency
administration tasks, including the following:

°  Post the requisition to the agencies to which you have access (the My agencies multi-select
list).

°  Administer the agencies to which you have access (Administer My agencies).
e Search for an agency. You can either click the List button and perform a typical KRB
search or select a specialization in the Filter by specialization field. See page 235 for more

information about performing a search for an agency.

°  Set up automatic notifications, one for posting and the other for posting removal or un-
posting.
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Select Agency Access, New Fields
Field Description

My agencies Displays agency names for which the user has Org group access and
user type privileges.

To administer specific agencies, select them in the My agencies list and
click Go.

To administer all agencies, click the Administer my agencies button.

Search for agency Click the List button to select an agency. The search for agency window
opens where you can enter your search criteria. You cannot use Search
for agency and Filter by specialization together.

Filter by Select an agency specialization from the dropdown list. You cannot
specialization use Search for agency and Filter by specialization together.
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Notify selected  Select the check box to send automatic e-mail notification to the
agency contacts  Agency contact when the req is un-posted.

at the time this

req is un-posted

from selected

Agency

manager(s)

Searching for Agencies

To search for agencies by listing them all:

1. On the select agency access page, click the List >> button to open the Search agency name Window
and enter your search criteria.

Starts: If you enter text into the search text box, the starts radio button is selected, and you
click Search, the search returns Agency names starting with the entered text in Available fields
box. This is the default setting with no values selected.

Contains: If you enter text into the search text box and the Contains radio button is selected, and
you click search, the search returns Agency names containing the entered text in the Available
fields DOX.

Note: If you enter no text in the search text box and click search, the search returns all Agency
names.

3 Search Agency name - Microsoft Internet Explorer m o @
Q search Agency name

Enter search ontenas

I Search
® starts O Coetaing
Available fields Selected hield
AccountPros N
AccountTemps
Bargan Iabor

Collegepros
Dalaprocessng wizards
Everyones Favorite
Great help

dy Seiection dotais

[0K] [ Resetto saved | [ Cancel |

2. The Available fields box lists all of the Agency names to which you have access.

3. Select one or more fields in the Available fields list and click the add >> button. The fields
appear in the Selected field bOX.
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4. Click ok to save your configuration. Otherwise, click Reset to saved t0 go to your last saved
configuration. Click cancel to close the window without saving anything.

5. The select agency access page refreshes and displays the agency (or agencies) you retrieved in
your search.

6. Continue selecting or editing posting options for the req(s).

7. Click save posting options When you are finished.

Filtering Agencies by Specialization
To filter agencies by specialization (such as temporary work, seasonal work, and so forth):
1. On the select agency access page, select a specialization in the dropdown list.

2. The page refreshes to display the list of agencies by the selected specialization in the
grid.

3. Continue selecting or editing the posting options for the req(s).

4. Click save posting options When you are finished.

Administering My Agencies

Agency users can select Agency names to make them available in the list of Agency names.
The selection lists contain those agencies to which users have access through Org group
membership and User type privileges.

To select agency names for display:

1. On the Select agency access page, click the Administer my agencies button. The Administer My agencies
page opens. See the screen capture below this procedure.

2. On the Administer My agencies page search for a specific Agency name if desired. If you enter
nothing into the search box and click search, the search returns all Agency names sorted in
alphabetical order.

Starts: If you enter text into the search text box, the starts radio button is selected, and you
click Search, the search returns Agency names starting with the entered text in Available fields
box.

Contains: If you enter text into the search text box and the contains radio button is selected, and
you click search, the search returns Agency names containing the entered text in the Available
fields DOX.
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3. Select one or more fields in the Available fields list and click the add >> button. The fields
appear in the selected field bOX.

4. Click ok to save your configuration and close the window. You are returned to the Select
agency access page which displays the selected agencies in alphabetical order in the My agencies
field. Otherwise, click Reset to saved t0 go to your last saved configuration. Click cancel to close
the window without saving anything.

Administer My agencies Window

%Y Administer My agencies. Microsoft Inler net Explorer

O, Adbininister My agencies ?
Entar search aritana
E Search
= Starts 00 Containg
Awailable fields Selected field
AccountPros 5
deeountTermp s
Bargain lakor
Collegapros T
Crataprocessing wizards e |
Eueryones Fevorite
Greathelp
add
| >
Rernoye
b

@ | FRes=iio sawed | | Cancel |

Submit Multiple Candidates to the Same Req

On the Agency Manager submission confirmation page, KRB has added a Submit next candidate button.
Users can submit multiple candidates to the same requisition and not have to search in
succession for the requisition for each candidate. When users click the submit next candidate
button, the submit a candidate page displays again for the same requisition the previous candidate
was submitted for.

Users can click Done to return to the Welcome page without submitting another candidate to
the req.
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Configure Automatic Notifications for Un-posting of Reqs

Agency users can set up an automatic notification to agency contacts when a req is un-posted
from the select Agency Managers.

1.  When configuring posting options on the Select agency access page, select the check box for
each Agency Manager to be notified.

2. Select the check box Notify selected agency contacts at the time this req is un-posted from selected Agency
manager(s) below the grid.

3. Anautomatic notification is sent to the selected contacts when the req is un-posted from
the Agency Manager.

States
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) States
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O e o e Unted  AASKA O« :
States
O Iestcode Testcode Tastoode united DISTRICT OF e &
States COLUMSIA
0 Tsm Agency Tsm Agency Tsm Agency United _ M
States MASSACHUSETTS
) Tsm Agency hoe yhwaod new "agency code”  United ': s
for testing\\and States MASSACHUSETTS
more addnonyl
testing
O smass rothng mNng  untsd  ALABANA FOR - «
States
Showing spencies: 1 - 2¢f 2 Selected agencies
[“INetify selected agency contacts at the time this req is unposted from selected Agency Manager(s).
| Camcet | | Clear | [ Save posting optons |
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Req Posting Removal E-mail Notification

When a posting is removed due to either automatically based on the Days to remain posted date or
manually by a user removing the posting, and the checkbox for Notify selected agency contacts at the
time this req is un-posted from selected Agency manager(s) IS selected, the following email is sent to the
Agency contact:

From: Agencymanager@trm.brassring.com (The sender’s e-mail address is configurable.)
To: Agency contact <Last name, First name>

Subject line: posted req removed from <client name> Agency Manager

Attachments: Attachments contain a link to the Agency Manager site.

Message body:

“A posted req has been removed from <client name><Agency code>. Job title: <Position
title> Req ID: <auto:optional>. This email has been auto-generated. Please do not reply to

this e-mail.”

Example E-mail Notification for Posting Removal

Mote: The e-mail address in the "From:"
field iz determined by your organization's
enviranment.

B New req posted to TS AM Agency Manager. - Message (HTML)

I Mo [ Yew Juet Fomst Jook Adiors teb
Lphe | RN gfowwed 4 0 2w o NX - >-A wll

From Agercymansger@trm b assring com Sent:  Thu S/31J2007 9:06 AM
To Mckierman, Kely

Ce

Sbmect: Posted req removed from T5-AM Agency Manaper

Atacheerts: @lebmnchmrmandhene cacom- 7440834 homl (414 1)

A posted reg has been removed from TSAM Outsource Job e PMReshcd Req D 1368R This emad has been mutd>-generated
Ploase 20 nol reply 1 Bs o-mail

Transfer Referral Rights to Candidates

Agency users must transfer candidate referral rights to a different active agency before
deactivating an agency contact.

To transfer referral rights:
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1. Navigate to the Deactivate selected contacts page.

2. Locate the contact name you want to deactivate in the grid.

3. Click the pencil icon f in the Transfer candidate referral rights column.

If the candidate’s referral rights are not transferred before you click Continue, the referral rights

are automatically removed from candidates, as in previous releases.

Deactivate Selected Contact(s) Window

‘A Deactivate selected contact(s) - Microsoft Internet Explorer

Deactivating an agency contact automatically removes agency referral rights from candidates who may
currently be associated with the agency contact.

The grid below displays information about the candidate referrals who are associated with the contact(s)

To transfer referral rights to another agency contact, click the Edit icon in the Transfer candidate referral
rights column otherwise click Continue to proceed with referral rights removal.

Deselect any agency contact(s) that you do not wish to deactivate, then click Continue.

Deselect all Contact name Agency name Total associate Transfer

candidates candidate
referral rights

adams, paul RAQenc: 0

[ Cancel | [ Continue |

4. The Transfer agency contact page displays with the list of all candidates associated with the
agency user.

Transfer Agency Contact Window

©Kenexa 2002 — 2008
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onta osoft Internet Explore = B)X]

) Transfer agency contact

Agency test has the following active candidate submissions. You may transfer these candidates to another
Agency contact associated to the same agency code by selecting & contact from the list below and clicking
"Transfer'.

Deselect all Candidates affected Regqid
@ Smith,Mike
Select an agency contact: !

(® Transfer agency referral rights expiration date from current submission to selected
agency contact
O Recalculate agency referral rights expiration date as a new submission for selected
agency contact

Transfer_] [EE] Cancel

By default, the Transfer radio button and All candidates are selected. If you do not want to transfer
referral rights for a candidate, deselect the checkbox for that candidate. The referral rights of
the deselected candidate are automatically removed.

The Agency referral rights are transferred only for the selected candidates. At least one
candidate should be selected for transferring the referral rights.

°  To deselect individual candidates, uncheck the check box by the candidate’s name.
°  To deselect all the candidates in listing grid, click Deselect all.

5. Select the agency contact to whom you are transferring these candidates from the single-
select list.

6. Decide what to do for the expiration date for agency referral rights:

°  Transfer agency referral rights expiration date from current submission to selected
agency contact

The ves setting is selected by default. When ves is selected, it maintains the referral expiration
date of the submission and transfers that date to the selected agency contact.

°  Recalculate agency referral rights expiration date as a new submission for selected
agency contact

When ves is selected, the referral expiration period is calculated based on the transfer date to
the selected agency contact.

7. Click Transfer to transfer referral rights for selected candidates to the selected agency
contact. The window closes and the Transfer agency confirmation page appears.
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Otherwise, click clear to clear all selections and return the page to the default values. The
window stays open. Click cancel button to closes the window without saving any changes and
return to the Deactivate selected contact(s) page.

See the list of error conditions at the end of this section.

8.  When the user clicks Transfer on the Transfer agency contact page, the confirmation page
displays the following message: “The referral rights have been successfully transferred.”

9. Clicking ok returns you to the Deactivate selected contact(s) page.
Error Conditions

If you click Transfer without selecting an agency contact, the following error message displays:
“Please select an agency contact.” Click Close to close the pop-up window.

If you deselect all candidates and click Transfer an error message displays: “Please select a
candidate.” Click Close to close the pop-up window.

How Agency Referral Rights Expiration is Calculated: The expiration for Agency referral
rights is calculated based on the option selected on the Transfer agency contact page.

= |f the option Transfer agency referral rights expiration date from current submission to selected agency contact is
selected, there is no change in expiration date.

® |f the option Recalculate agency referral rights expiration date as a new submission for selected agency contact iS
selected, the expiration date is recalculated.

Updated “Deactivating Contacts” Message

With Release 11, the text information at the Deactivate selected contacts page has been updated to
the following:

“Deactivating an agency contact automatically removes agency referral rights from
candidates who may currently be associated with the agency contact. The grid below displays
information about the candidate referrals who are associated with the contact(s) selected for
deactivation. To transfer referral rights to another agency contact, click the Edit icon in the
Transfer candidate referral rights column otherwise click Continue to proceed with referral
rights removal.”
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Asian Profile Enhancements
Japanese Localization

With Release 11, Japanese is a purchasable Ul language for KRB, Talent Gateways, and
Agency Manager. The Japanese Localization project includes the following enhancements:

m KRB, TG, and AM have been translated into Japanese.

®= KRB has been localized for Asian cultural requirements such as name order, date format,
geographical regions, and so forth. Please see the list of sub-projects below for more details.

The Japanese localization project consists of the following sub-projects:

m Translation of the user interface

Implementation of pronunciation keys for Candidate First name and Last name

Reversal of the name order for candidates

Removal of the middle name for candidates

Implementation of macro to micro address order

Changes to date format and date fields

Listing of States/Regions/Provinces in Japan in geographical order

= Changes to numeric data validation messages

m Addition of appropriate line breaks and column headers for Standard Reports
® Substitution of a new default font for PDF reports

® Adaptation of the “Same user name differentiator” to the Japanese locale

Benefits

Kenexa has tailored the localized version of Kenexa Recruiter BrassRing, Talent Gateways,
and Agency Manager to meet the specific needs and expectations of Japanese users.

Costs

The cost for implementing Japanese as a Ul language is the standard cost for any new Ul
language. The purchase of the Japanese locale includes localization updates.

Availability

Release 11
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Visible Changes

Japanese locale users will see the changes associated with this feature. All users see the list
options for the Region/Province/State fields displayed geographically rather than
alphabetically.

Limitations and Known Interactions

Column data in standard reports do not break properly within report output columns. Column
headers do break properly.

For Japanese locale users, candidate middle name field is not visible to recruiters from
within Kenexa Recruiter BrassRing.

For Talent Gateways and Agency Manager, your organization’s configuration determines
whether the candidate middle name field displays or not.

Best Practice Recommendations
None
Overview of Implementation

To implement the Japanese locale for a client, Kenexa personnel configure several settings in
Workbench on behalf of the client.

User Experience

KRB users will see the following:

m The translated user interface:

[ = . NI AL S| SR | AR -
é Y&Asskwgn

BRE A OUY BRT-LEDER MHT 4Nk OES [FaLcmesnciror =),

T . wx| 2u7| e | ncosxam [ <

HUBORERRETHEB (Q10CP ) Olotornet Applicont ORFLFILOLE, QL RABFENRNVSERTIVET. BECARN I TV N
U BRI IR EEZ S SERTOVRY .

ARt EinEsARN TARfviAnc s ARNGL
sAmmenk ;| = romn: |
EXRO%<SeRR Japay =]
BT
A g
L
NPT LL L) 1~\'1A g
& RO ;:2 ;;‘/'-
b *
AR [y~7 .,;7‘; :’
72228 ; p
RH|P XN & ERo0E
——1 E -
O szeome: (m 6 . e =i | BARNERSY
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= Pronunciation keys for Candidate Last name and First name:

We have added two new fields to the master list of applicant fields to support the Japanese
locale: Last name pronunciation key and First name pronunciation key. These fields are visible only to
Japanese locale users.

The Last name and First name pronunciation keys display in the Talent Record Overview tab in
KRB.

Users with the appropriate privileges can modify them.
Users can search on the pronunciation key fields from Candidate search and quick search.

The Communications Module includes two new tokens for use in e-mail, letter, and
document templates (new in this release).

Last name and First name pronunciation keys:

°  Display in candidate output grid columns

> Display in DEW (Candidate fields)

> Display with the candidate’s name in standard reports

°  Display as profile fields on Japanese language Talent Gateways and Agency Managers
°  Can be configured as required or optional.

°  Can be added to Candidate form Autofill from options list

°  Are available within Candidate import and export

® Reversed name order for candidates:

For Japanese locale users, candidate name displays as “Last name First name” (with no
comma).

Clients can configure candidate name display one of three ways for TalentGateways and
Agency Managers: (First Middle Last), (First Last) or (Last First)

® |mposed a macro to micro address order

For Japanese locale users in KRB, address fields have been reordered: Postalcode, Country,
State, City, Address1, Address2.

For TGs & Agency Managers, address order can be configured:

°  Addressl, Address2, Country, City, State, Zipcode
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A Talent Record™

Microsoft Internet Explorer

Lee James

@ File to folder

Forward via e-

= ol Candidate type £ ternal
Send elink Lee James
& Send ':andu‘ﬁ.aie 45?40
Y communication | United States

% Ersse candidate DL Mason
o Diiduttiadeos - 3923 Marquis Lane

+ Edit codas Home phone 513-573-0186

& Talent Match

Country, Zipcode, State, City, Address 1, Address 2

°  Addressl, Address2, Zipcode, City, State, Country

= Removed middle name for candidates

2 Edit candidate overview: Applebaum Wayne - Microsoft Internet Explorer

“Last name .App]gbaum

“First name Wayne

ast name pronune ey Ap pill bomb

® Changed the date format and date fields
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Fir st name pronunciation key ‘Wayin
Addressi 1
Address2
City Plano
State TEXAS v
Zip/Postal code 75093
Language English (US)
Country United States
Check to refresh the State field
Home phone 333-444-5555

< Profile of
—————————————————————————————————————————
S
Actions [QOverview Resume/CV Forms
b File-toireq elink Communications

lnterv{

)
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Localization changes have tailored application to meet the specific expectations and needs of
Japanese users

For Japanese locale users in KRB, date field order has been reversed from dd-mmm-yyyy to
yyyy-mmm-dd throughout application

For Talent Gateways and Agency Manager, clients may configure date display as follows:

US English Locale Japanese Locale
dd-mmm-yyyy dd mmm yyyy
dd/mm/yyyy dd-mm-yyyy
dd.mm.yyyy mm/dd/yyyy
mm-dd-yyyy mm.dd.yyyy
yyyy/mm/dd yyyy-mm-dd
yyyy.mm.dd yyyymmmdd
Revert to last search I
Date created From v v v @ <
To v v v @
Date opened From v v v @
To v v v @
Date closed From v v v @
To v v v @
Date approved From v v v E]
To v v v

m | jsted options for States/Regions/Provinces in Japan in geographical order

For a Japanese locale user, the option list which displays for the State/Region/Province field
will display geographically rather than alphabetically when Japan is selected as the Country.
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Heveit to 1ot seaich

(2nd Intervew

Job Reaq (4 |
iMone
(HI99MANPE: Plant Foreman - Cincing
[I0HS: Test Code Title

{12BR: Assistant Comptroller |
Cowmtrs fapan ]

Check fo refresh the Location field [¥]
Location [aj) -

[Hokkaida 23]

(Bt

Mg &

dy Solecti ;

|
For Japanese locale users, all numeric validation messages indicate when numbers are single-
or double-byte.

Microsoft Internet Explorer @

Grad year min value: The input must be a single byte
' 5 number.
Grad year max value: The input must be a single byte

D
Microsoft Internet Explorer @

1\ GPA: The input must be a single byte
-t number,

= Included appropriate line breaks and column headers for standard reports

® |nstated a new default font of MS Gothic for PDF reports when run by a Japanese locale
user.

® Adapted “same user name differentiator” to the Japanese locale. When enabled, the
differentiator displays after the first name; for example: Smith John (123-456-7890)
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Automation Manager

For Release 11, Kenexa introduces the Automation Manager (AM), which extends automated
notifications and introduces new automation options. Through the AM, clients can configure
a variety of automated actions and communications to streamline their recruiting processes
and save recruiter time on administrative tasks.

Clients can set up triggers for notifications for the following events:

® Req aging

® Candidate HR status aging

= HR status update

= HR status update — Send Talent Record

= View Talent Record — Update HR status

® Gateway posting expiration

Benefits

Clients benefit from streamlined recruiting processes. Recruiters increase productivity by
saving time on routine administrative tasks

Costs

There is no cost for the Automation Manager utility. For clients who are not Workbench-
certified and want to take advantage of this enhancement, there is a cost to implement triggers

Availability
Release 11
Visible Changes

The Automation Manager utility is available in Workbench for Tier-3 certified Workbench
users. See the Workbench Self-Service help for setup information.

Limitations and Known Interactions

Not all triggers have full email template functionality. There is no mechanism to complete
missing data.
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Best Practices

Clients using Talent Record viewed trigger where the selected start status has a pop-up form,
should seriously consider whether they want to use this trigger. This trigger has the potential
of generating a high volume of emails, reducing the time savings that automation was meant
to provide.

For candidate-facing notifications, we recommend that clients enter a return e-mail address.
Otherwise, candidates will receive communications from “Automation Manager.”

Overview of Implementation

Automation Manager is configured in Workbench. It requires a new Workbench certification
level (tier 3), and the appropriate user-type privileges to add, edit, administer, and so forth.

The major configuration steps for Automation Manager are:
1. Review the types of automated triggers available.

2. Determine which notifications and/or communications your organization would like to
implement automated management for.

3. For each type of automated notification or communication, configure an e-mail template
for the automated e-mail message.

4. Establish your return e-mail address setting.
5. Configure a set of triggers for testing.

6. Test the configuration.

7. Correct errors.

8.  When you have configured and tested each trigger successfully, configure the actual
triggers your organization has decided upon.

Please see the Workbench 11 Release Notes for detailed information (available in late March,
2008).
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Candidate Experience - Candidates can Update TG Profile

Attachments
Candidates can upload new attachments when editing their profile on the Talent Gateway.

Benefits

Candidates will be able to better manage their attachments by uploading new attachments
when editing their profile.

Cost
There is no additional cost associated with this feature.
Visible Changes

@ 0

Horre Ece ?Help

peotie

Edit profile

eview your login, contact information, education, and work expenence. You can aso update adational information ke new

sl es you may have acquared and want us to know abowt

The Attachments tab is
always wisible during profile

Save l 1 Debeto profile

20 Tompiate2 2oc Select a category v k Aug-2007 11158 Delete
2ee0.do¢ Refeconce lettar v 87 kb 05Ayg-2007 1045 Detste
Add new attachment File 1 [ Browse_ |
Mploed:] Attach more files
Disclaimer: By submitt Nng your information, you are IndkCating your consent 1o our privacy pokcy
I Swve ‘ Delate peofile Cancel

In

Release 11, candidates will see the upload attachment box when editing their profile. In addition,

the Edit profile attachments tab has a new column called “Category.”
Overview of Implementation

The major steps for allowing profile attachments to be updatable by candidates through
Talent Gateways are:

1. Kenexa personnel: For each TG, configure settings in Workbench that control the number

of attachments and the maximum size of individual attachments that can be uploaded through

the Talent Gateway.

2. Kenexa personnel: Configure Attachment categories.

©Kenexa 2002 — 2008
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Talent Gateways: Candidate Experience

The Add new attachment field is
e On Talent Gateways that accept attachments (the Attachments
setting is enabled in Workbench), candidates will see the Attachments tab when editing their
profile. (Previously, this tab appeared only if the candidate had existing attachments from a

previous submission.)

On the Edit profile page in the Upload attachments boX, candidates browse to and select an
attachment for uploading. When uploading an attachment, the candidate must select a
category for it.

= |f the attachment is an update to an existing attachment, its original attachment category is
selected for it. The candidate can select a different category if desired.

= |f the attachment is new, the candidate must select an attachment category from the
dropdown list.

After the candidate clicks upload, the attachment category displays beside the File name and the
attachment is added to the Attachments grid on the Attachments tab.

When candidates are adding a new attachment, the category field is set to ““Select a category.” For
all existing attachments, the category selected at the time of uploading the original attachment
is selected in this field by default.

Note: With Release 11, Kenexa Recruiter BrassRing Administrative users can define
attachment categories for classifying attachments.

Because the candidate is updating his or her profile and is not applying directly to a position,
the updated attachments is not associated with a specific job submission.

To upload another attachment, the candidate clicks the Attach more files link. This link is
available until the candidate reaches the maximum number of attachments that can be
uploaded.

Client settings determine the number and size of the attachments the candidate can upload.
The client settings “Number of attachments” and “Max size per attachments (mb)”” determine the number

and size of the attachments that the candidate can upload on the Edit profile - Attachments tab.

These settings are configured in Workbench. The path is Tools > Talent Gateways > Admin > Talent
Gateway details.

When the candidate clicks save, the changes to the profile are saved (including any updated or
newly added attachments) and the profile updated confirmation page displays.

Error Messages

The Talent Gateway displays an error message when the candidate makes any of the errors
listed below and clicks save:
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The attachment size is larger than the configured value for the maximum size limit:

“The maximum size for each attachment is [x] mb. The following attachment(s) exceeded the
size limit: [file list]”

The candidate uploads more than the maximum number of allowed attachments:

“The maximum number of attachments for each submission is [x]. If you need to attach
additional files, please remove one or more attachments from the Uploaded Files section.”

File type of attachment not supported (if Office 2007 support client setting = "No")

“The attachment must have a file extension of .omp, .csv, .doc, .gif, .htm, .html, .jpg, .ppt,
pdf, .rtf, .tif, .txt, .xlIs, or .xml. The following attachment(s) have invalid extension types:
[file list]”

The file type of attachment not supported (if Office 2007 support client setting = "Yes"):
“The attachment must have a file extension of .bmp, .csv, .doc, .docx, .gif, .htm, .html, .jpg,
ppt, .pptx, .pdf, .rtf, .tif, .txt, .xIs, .xIsx or .xml. The following attachment(s) have invalid
extension types: [file list]”

= The candidate did not select a category for the attachment:

“ Select a category.”

The candidate browsed to a directory and selected a file, but did not upload the file.

“You have entered file(s) that have not been uploaded. Do you wish to continue without

29 9

uploading the file?” The options will be “OK” and “Cancel”.
Any other reason in which the file could not be saved on the server:

“One or more attachments could not be saved. Please retry uploading the attachment(s): [file
list]”
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Candidate Experience - Candidates Proximity Search for
Jobs

Candidates can search for jobs within a certain distance of a city within the US and
internationally.

Benefits

Candidates can narrow down their job search to positions within a selected set of longitude
and latitude coordinates which demarcate a square around the search location. Candidates can
find jobs in the right location more easily.

Cost

There are no additional costs associated with this feature.

Availability

Release 11

Visible Changes

There is not visible change without Workbench configuration.

Limitations and Known Interactions

Proximity search can not be configured as part of Job code default data.

Proximity search can not be used in conjunction with Job Match on the Talent Gateway.
The zip postal code field checks against five (5) characters and displays when United States is
selected as the country. It does not display if the candidate selects a country other than the
United States.

Proximity Search Fields in Other-Language Reqs

When KRB users are adding or editing a requisition in a language different than his or her
own language, as defined in the KRB user profile:

= The field labels and list options display in the language of the requisition.
® The list options for the Country and State/Province/Region field display in the user’s language.

® The list options for the city field display in the user’s language if the localized text is
available; otherwise the list of cities display in US English.

Req import (xml and non-xml) support the Set proximity coordinates field. However, even if the
field is required at the req template level, it will not be required for the req import to succeed.
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Best Practice Recommendations

None
Overview of Implementation

The purpose of these enablement steps is to make a job req “findable” by a candidate who is
searching on the job search page of a Talent Gateway.

To make the req “findable,” it must be associated with a req template which includes
“proximity coordinate” fields. Those proximity coordinate fields must be completed on the
req before it is opened and posted to one or more Talent Gateways.

The req must be posted to one or more Talent Gateways for which the proximity search fields
are enabled.

If all the above conditions are met, candidates looking at regs using the proximity-enabled
req template on proximity-enabled Talent Gateways will be able to perform a proximity
search for jobs.

To configure proximity searching on Talent Gateways:

1. Clients must decide which req templates should have proximity search enabled.

2. Clients must decide which Talent Gateways should have proximity search enabled.

3. Kenexa Personnel: Turn on the Enable job proximity search fields on each Talent Gateway.

4. Kenexa Personnel or Certified Workbench Users: Enable the fields for each req template for
which proximity search should be active. See the Workbench 11 Manual for detailed steps.

a) Configure the proximity coordinates section for each req template.

b) Check the box to make the proximity fields required on the req template.

Note: Clients may want to configure proximity fields on the associated req template as
“required.” Proximity searching from the Talent Gateway works only if the requisitions being
searched on have the proximity fields completed when regs are posted.

5. Kenexa or Certified Workbench Users: For each Talent Gateway that you are enabling
proximity search for, customize text to display on the Talent Gateway for the proximity
search field.

6. Kenexa Recruiter BrassRing Users:

c) Add areq using a req template which has “proximity search” enabled.

d) Post the req to one or more Talent Gateways which has “proximity search” enabled.
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7. Talent Gateway Users: Candidates who engage in a proximity search which captures the
location of the posted req will retrieve that req in their search.

User Experience
KRB: Adding or Editing a Requisition

To make the job “findable” through a proximity search by the candidate on a Talent Gateway,
the Recruiter or KRB user must create or edit a req which uses a req template containing the
Proximity coordinates section. Users must complete the proximity fields on the req before
saving it and eventually posting it.

On the Add req OF Edit req pages, ensure that the Country, Region (typically the region is a State or
Province or other jurisdiction within a country), and city fields are completed in the proximity
coordinates Section of the requisition.

When candidates select United States in the country field, the zip code field displays. Candidates
can either enter a city or a zip code as the reference point for the proximity search.

Note: Proximity search is conducted within a square around the selected location based on
coordinates for longitude and latitude.

[This is a public domain map from the U.S. Census Bureau
(http://www.census.gov/geo/www/tiger/tigermap.htmli#MAPSURF)]

Talent Gateways: Search for Job Openings Using Proximity

The Proximity search field displays on the search jobs page below the Date posted field. The Search jobs
page supports both US and international proximity search for candidates.
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To search by proximity on a Talent Gateway:

8. In the Proximity search area, select the country in the dropdown list. Once you select the
Country, the state/Province/Region field is populated with the appropriate jurisdictions.

9. Select the jurisdiction in the state/Province/Region field. Once you select the jurisdiction, the
city field is populated with the cities and towns for that jurisdiction.

10. Select the city.

11. In the Include jobs within field, select method for measuring the distance: Miles or
Kilometers.

12. In the Include jobs within field, select the distance.
13. Click search.
14. If you want to start a new search, click clear to empty the fields and start again.

Note: If the candidate selects "United States" in the country field, the page refreshes and the zip
postal code field appears. Candidates can enter a Zip code instead of the State/Province/Region and
city if they prefer.

Proximity search

Include
jobs | Select distance |*| | Select measurement |+
within

Country
United States hd

of  State/Province/Region

City

W

or Zip postal code

(Sswen ] (ca ]
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Candidate Experience - Connect any Form to a Job
Submission

Clients may elect to offer “per req” forms as options for attachment by KRB users when
posting to Talent Gateways and Agency portals. Once added, these forms are presented to
candidates during reg-specific application workflows.

Note: You cannot use “per req” forms for non-reg-specific submissions (“jobless applies™).

With Release 11, “single per candidate/req” and “multiple per candidate/req” forms are
available in the following locations:

= On Full, Referral, and Global Talent Gateways (at the member level) for reg-specific
submissions.

= During candidate workflow for reg-specific submissions on Agency portals
= During candidate workflows using Gateway Questionnaires for reg-specific submissions.

Note: Attaching a GQ to a Gateway makes it available for jobless submissions; therefore, you
cannot attach a GQ with “per req” forms or “per req” form questions to a Gateway.

= Within the eLink contained in the automatic notification to referral candidates.

Benefits

Candidates do not have to re-key the data on a form for each job submission.

KRB is able to capture candidate data on a “per req” basis on Full Talent Gateways and
Referral Gateways, and through Gateway Questionnaires. The “per req” data is automatically

reflected in reporting.

Agencies can attach “per req” forms to the Agency Manager and circulate “per req” forms via
eLink.

Your organization can track and report on changes to candidate data over time. For example,
using this feature, your organization can capture a candidate’s change in veteran or disability
status.

Visible Changes

There are no visible changes associated with this feature without configuration.

Cost

There is no additional cost for enabling this feature. Clients should be aware that enabling
this feature will increase storage requirements for candidate data.
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Limitations and Known Interactions

This feature allows users to attach candidate “per req” forms only. It does not include Talent
Gateway forms or Job response forms.

Candidate per req forms cannot be used in the “jobless apply” (non-reg-specific) workflow.

When clients use per-req forms on Talent Gateways, it results in significantly increased data
collection for each candidate. This affects reporting data as well.

Availability
Release 11

Overview of Implementation

Kenexa personnel enable Workbench settings for Talent Gateways, Referral Gateways,
Gateway Questionnaires, and Agency Managers.

Certified Workbench Users can use “per req” form questions in certain Gateway
Questionnaires (ones that must be used for reg-specific submissions).

The major configuration steps are:

1. Kenexa personnel: Add candidate forms of the “single per candidate/req” and “multiple per
candidate/req” type to list of available forms, or edit these two types of forms in Workbench.
These forms cannot be used for non-reg-specific submissions (“jobless applies”).

2. Kenexa personnel: For Full Talent Gateways, attach per req forms of various types to the
Talent Gateway.

3. Kenexa personnel: For a Referral Talent Gateway, attach per req forms to the referred
candidate eLink in the Referred candidate eLink forms attached field.

4, Kenexa personnel: For an Agency portal, configure the Attach per req forms setting.

5. Kenexa personnel or Certified Workbench Users: For a Gateway Questionnaire, include
questions from “per req” forms in a req-specific GQ. See the Workbench 11 Release Notes
for more information.

Feature Details

Upon a candidate’s submission through a Talent Gateway or Gateway Questionnaire, KRB
determines if the candidate has completed the attached Talent Gateway or Gateway
Questionnaire form for any requisition.

If the candidate has completed that particular form, KRB displays the data from the most
recent submission. The candidate can review and edit the form as necessary before submitting
it again.
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The system handles single- and multiple- per candidate/req forms differently:

® Single per candidate/req forms: For forms of this type, one (1) version only can be stored for a
specific requisition on the Candidate’s Talent Record.

If the candidate applies to the position (represented by that same requisition) a second time
through a different gateway of any type, the form is overwritten with the data input with the
latest submission.

® Multiple per candidate/req forms: For forms of this type, multiple versions can be stored for a
specific requisition on the candidate’s Talent Record.

If the candidate applies to the position through a different gateway of any type, an instance of
the form is maintained for each different submission.

How TGs Validate the Candidate’s Earlier Form Submissions

KRB uses the candidate’s Talent Gateway login credentials to validate form submissions.
The data from the most recent submission displays for the candidate to review. The candidate
can edit the data which populates the form as the default before making his or her
submission.

How KRB Handles Simultaneous Submissions to Multiple Reqgs

If the candidate is applying to multiple positions at the same time, he or she can review and
edit the candidate form once. Upon submission, the form is stored as an individual instance
for each requisition the candidate applies to.

If the candidate has not completed the form in the past, he or she can complete it once. Upon
submission, the form is stored as an individual instance for each requisition the candidate

applies to.

User Experience

With Release 11, KRB users can:

® Attach single- and multiple per candidate/req forms to Full Talent Gateways

= Create single per candidate/req combination(s)

m Save the form with all other settings and combinations of settings

m KRB users can use fields from single- and multiple- per candidate/req forms as questions
on Gateway Questionnaires for reg-specific submissions. Certified Workbench Users must
configure GQs with the correct attributes first; see the Workbench 11 Release Notes or the

Workbench 11 Manual (available on April 6, 2008) for more information.

Editing Posting Options for the Req
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To edit the posting options:
1. In Kenexa Recruiter BrassRing, select Regs > View All Regs O View My regs > Open.

2. Select a req from the list and click the Posting options icon. The Edit posting options page
displays.

3. Select the Gateway Questionnaire that includes the “per req” questions in the Select Gateway
Questionnaire list. Selecting the GQ from this list box attaches the specific GQ questions to the
Candidate's submission workflow on the gateway for the specific req.

4. Click ok.

Forms are Pre-Populated with Most Recently Submitted Data

“Per req” forms are pre-populated with the data submitted most recently. Candidates do not
have to re-key the data on a form for each submission, even if the form was completed by the
candidate for another requisition. KRB determines at submission time if the candidate has
already completed the attached TG form for any req under the current login and displays the
most recent submission if it exists.

When a candidate is in the process of completing the “per req” form, he or she can go back
and edit the form prior to submitting it.

If a candidate completes a specific candidate “per req” form under one Talent Gateway login
and logs in again under the same login, the form will contain the data supplied previously by
the candidate. The candidate can edit the data in the form if desired prior to the subsequent
submission.

However, if a candidate completes a specific req form under one login and then logs in under
a different login, no data populates the form when accessed under the different login.

When a candidate completes the “per req” form, the data from the most recent submission
displays for review by the candidate regardless of which req it was completed for.

When a candidate is applying to multiple positions, the “per req” form is available once for
review and edit. Upon submission, the form is stored as an individual instance for each req
the candidate applies to.

If the candidate has never completed the form in the past, he or she sees the form once,
completes it, and submits it. The form is stored as an individual instance for each req the
candidate applies to.

Effect of “Per Req” Forms on Reporting

When Talent Gateways enable the “per req” forms settings, more forms are created and this
affects report results. Please make clients aware of this fact.
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How the Talent Record Stores “Per Req” Forms

When candidate “per req” forms are available as attachments, and a candidate re-applies to a
specific req, the Talent Record handles the forms as follows:

® For “Single per candidate/req” forms, the Talent Record stores only one form per req for
the candidate. If the candidate applies a second time through a different gateway (internal,
external, agency, and so forth), the attached form is overwritten with the new information.
® For “Multiple per candidate/req” forms, the Talent Record stores multiple instances of
forms submitted by the candidate corresponding to each time the candidate applied to a
position through a gateway (internal, external, agency, and so forth).

Talent Gateways: What Candidates Can Do

Candidates can:

= Submit single- and multiple- per candidate/req forms for the first time through a Talent
Gateway

® Review and edit single- and and multiple- per candidate/req forms that they have submitted
previously. Previously submitted forms are populated by default with data from the most
recent submission, so candidates do not have to re-key the information.

Talent Gateways: Workflows

This feature is available for Full Talent Gateways and Referral Gateways. It is not available
for Basic Talent Gateways.

Talent Gateways display any “per req” forms appropriately in the job application workflow.

Non-reg-specific submissions (“jobless apply”’) workflows do not display “per req” forms
because there is no req to attach the form to.

Full Talent Gateway Workflow

This section describes the workflow for job-specific applies through a full Talent Gateway.
For the first submission:

1. The candidate selects the position and clicks submit to Job.

2. The candidate uploads a resume, cuts and pastes a resume, or completes a profile.

3. The candidate completes Talent Gateway questions.

4. The Talent Gateway displays the attached form.

5. The candidate completes the form and submits it.
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For subsequent submissions:

6. The candidate selects the position and clicks submit to Job.

7. The candidate uploads a resume, cuts and pastes a resume, or completes a profile.
8. The candidate completes Talent Gateway questions.

9. The form attached to the Talent Gateway displays with the data from the most recent
submission.

10. The candidate does one of the following:

°  Reviews the form and submits it with no changes

°  Reviews and edits the form, and submits the form with changes

11. Kenexa Recruiter BrassRing saves the form.

RTG: What Referred Candidates Can Do

Referred candidates can receive an eLink to single- or multiple- per candidate/req forms in an
e-mail. They can complete blank forms if it is the first time, or they can view and edit

existing forms and resubmit them.

Referral Gateway Workflow

After the referring employee makes a reg-specific referral submission, the system sends an e-
mail which contains eLinks to the candidate forms to complete.

General Submissions/Non-Reg-Specific (“Jobless Applies”)

There are no changes to current functioning for general submissions that are not to a specific
requisition (“jobless applies”):

Note: Candidate “per req” forms do not display in this workflow because the candidate is not
applying to a specific job.

1. The candidate logs in.

2. The candidate uploads or cuts and pastes a resume.

3. The candidate completes Talent Gateway questions.

4. The candidate submits the information.

5. The candidate receives the confirmation message ending the sequence.

AM: What Agency Managers Can Do
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Agency contacts can post single- and multiple- per candidate/req forms on Agency Managers.
Agency contacts can send eLinks containing “per req” candidate forms to candidates.

Known Limitation: Agency contacts cannot send eLinked “per candidate” forms to other agency
contacts.
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Candidate Experience - Customize Text on the
Resume/CV Manager Tab

Clients can elect to customize the text label for the checkbox field override profile information based
on newly uploaded resume?. This checkbox field displays on the on the Resume/CV Manager tab on
Basic, Full, and Referral Talent Gateways, and on the Resume/CV page of the Gateway
Questionnaire.

Certified Workbench Users or Kenexa personnel can customize the default text label in
Workbench for Full and Referral Talent Gateways. For Basic Talent Gateways and Gateway
Questionnaire, Kenexa uses the default text label or inserts a translated text label in place of
the default check box label.

Note: Kenexa personnel must turn on the setting “Make extraction optional after first

upload” in Workbench before the field “Override profile information based on newly
uploaded resume?” is made active and available for customization.

Benefits

Clients can create a label for “Override profile information based on newly uploaded
resume?” which makes more sense to the user.

Cost

There are no additional costs associated with this feature.
Availability

Release 11

Visible Changes

There are no visible changes without configuration.

Limitations and Known Interactions

Clients must first turn on Enable auto extraction t0 make the checkboX Make extraction optional after first
upload active in Workbench.

Enabling Make extraction optional after first upload in Workbench causes “Override profile information based on
newly uploaded resume?” to display to candidates on the Talent Gateway and within the Gateway
Questionnaire.

Even if the setting Make extraction optional after first upload iS turned on in Workbench, candidates see
the checkbox field (or its configured label) for “Override profile information based on newly uploaded

resume?”” only if a profile already exists for the candidate.

Exclusion for Candidates Who Bypass Login
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Candidates who bypass login for Gateway Questionnaires do not see the option Override profile
information based on newly uploaded resume? (OF its customized label) because they are not recognized
as having a profile. As a result, extraction happens automatically if the not-logged-in
candidate uploads a new resume.

Once auto-extraction has occurred, if the candidate selects the Back button on the browser, the
browser sees the profile as existing and the candidate sees the option Override existing profile based
on newly uploaded resume? because the not-logged-in candidate is now recognized as having a
profile in the system.

Note: If the not-logged-in candidate has already selected Use a resume/CV from my profile, the option
Override existing profile based on newly uploaded resume? d0oes not appear on the page.

Best Practice Recommendations
None

Overview of Implementation

Kenexa personnel or Certified Workbench Users configure this feature in Workbench.

KRB/TG User Experience

Candidates will see customized text in place of “Override profile information based on newly
uploaded resume?” if clients choose to customize this label.

Users encounter the option Override profile information based on newly uploaded resume? (Or the
customized label for it) in two places in their workflow:

= On the Add resume/cv page on the Talent Gateway
® On the Resume/CV page associated with the Gateway Questionnaire

The two screen captures below show the new checkbox option that displays to candidates on
Basic, Full, and Referral Gateways.
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On the Talent Gateway’s GQ Resume/CV Upload Page, candidates will see the checkbox
option with either the default text label “Override profile information based on newly uploaded resume?” or
your organization’s customized or translated text label. See the Workbench 11 Release Notes
or the Workbench Manual (available April 6, 2008) for instructions on customizing this label.

In both workflows, candidates can select the checkbox for override profile information based on newly
uploaded resume? (Or for the substitute customized text on Full Talent Gateways or Referral
Gateways, or the translated text on Basic Talent Gateways).

Candidates who are creating a profile for the first time cannot see this checkbox because
there is no existing profile in the system that would be updated as a result of this new
resume/CV upload.

For candidates who have created a profile previously, when they select the “Override profile
information ...” checkbox, the system updates the candidate’s existing profile with the new
resume information. The candidate must click save to save changes.
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Candidate Experience - Recreate Profile from Latest
Resume/CV

Clients can give candidates the option of overriding their existing profile (specifically the
content for address, education, and experience) each time they upload a new resume. This feature
can also be turned on for the Gateway Questionnaire. Note: Candidates can see this option only
if they have saved a profile.

To enable this feature, clients must elect to turn on a new Talent Gateway setting, Make
extraction optional after first upload. This setting is available for Basic, Full, and Referral Talent
Gateways. When it is turned on, it is applied wherever auto-extraction is used for all
languages that support auto-extraction (Dutch, English, French, German, Italian, and
Spanish).

Clients can also customize the text for the label for this field. See page 32 for more
information.

Benefits

Candidates can ensure their profile information is up-to-date.

Cost

There are no additional costs associated with this feature.

Availability

This feature was released on January 11, 2008.

Visible Changes

There are no visible changes associated with this project without configuration.

Once configured, there are visible changes on the Add resume/Cv page of the Talent Gateway
and the rResume/cv upload page for the Gateway Questionnaire (only if your organization uses

Gateway Questionnaire).

Limitations and Known Interactions

This feature is available for all KRB/Talent Gateway languages that support auto-extraction:
Dutch, English, French, German, Italian, and Spanish.

Best Practice Recommendations

None
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Overview of Implementation

Kenexa personnel turn on this feature on behalf of clients for the Talent Gateway and
Gateway Questionnaire.

KRB/TG User Experience

When this setting is enabled, candidates see a checkbox with the following label, “Override
profile information based on newly uploaded resume?” at two points in their workflow:

® On the Add resume/cv page of a Basic, Full, or Referral Talent Gateway
® On the Resume/CV page of the Gateway Questionnaire.

Clients can elect to customize the label for this field, if desired; see the Workbench 11
Release Notes for more information.

©Kenexa 2002 — 2008
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Candidate Experience - Talent Gateways Block
Submission of Forms with Blank Fields

This feature was available in Release 10.1 on August 31, 2007.

By default, a Talent Gateway creates a candidate form associated with a specific

submission regardless of whether the candidate has filled out each optional field or not. In
certain circumstances, recruiters would prefer that a candidate form not be created if the form
still has important but optional data missing.

This is particularly true for sensitive data such as EEO information, which companies cannot
require the candidate to submit. If the Talent Gateway through which the candidate submits
his or her reg-specific submission creates a candidate from, and the form is attached to the
candidate’s record, it gives the impression that the form data have been collected. Recruiters
can see that forms are attached to the record, but are often restricted by user privileges
appropriate to sensitive data from actually looking at the forms to see if they are complete.

With Release 10.1, your organization can choose to enable a setting which prevents a form
from being created with a candidate submission unless specified optional fields are
completed. (Candidates must complete required fields no matter what.)

If your organization decides not to use this feature, there is no change to existing
functionality. If a candidate encounters a form on the Talent Gateway, leaves all fields blank,
but still saves the form, the form may be attached to the candidate’s Talent Record as a blank
form as it is today, based on the existing form field configurations under certain
circumstances.

If your organization decides to use this feature, it is turned on a “per form” and “per field”
basis.

When it is enabled, the candidate encounters the form in the course of applying to the job.
Depending on the option selected, the candidate will have to complete either all of the
optional fields that are required by the TG for form creation, or just one of the optional fields
that are required for TG form creation. (There are “required” fields and there are optional
fields that can be configured to be “required for TG form creation.”)

This setting does not affect forms with required fields. If a form contains any required fields,
the candidate must fill them in; otherwise, s/he will not be able to save the form.

Benefits

Recruiters will know at a glance when a candidate has supplied at least some information on
a candidate form deemed critical, but not set as required on the form, giving them greater
flexibility for handling sensitive data.

Cost

There is no additional cost for this feature.
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Availability

Release 10.1, August 31, 2007.

Visible Changes

There are no visible changes associated with this feature.

Limitations and Known Interactions

This functionality does not extend to integrations or other methods of adding forms such as
eLinking within KRB. It applies only to when a form is attached to a full or basic Talent
Gateway.

Best Practice Recommendations

None

Overview of Implementation

This feature is configured by Kenexa.

If your organization is currently experiencing the creation of blank or incomplete forms that
are attached to Talent Gateways and you would like to restrict forms from being created
unless certain fields are completed without making them actually “required” to the candidate,
please ask your Kenexa consultant for assistance with this feature.
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Candidate Experience - TGs Notify Candidates about
Duplicate Submissions

Candidates receive notification of duplicate submission prior to submission.

M !

(A (08 )
Home  Search Search Duphcate
Qpenings esls submission ? Hell)

Duplicate submission

You have already submitted to the following job(s):

Account Managager |, 3523BR

Continue I

Benefits

Candidates can better track which jobs they applied to.
Cost

There is no additional cost associated with this feature.
Availability

Release 11

Visible Changes

Candidates will automatically see this message if they have already submitted an application
for a job and try to submit one a second time.

Limitations and Known Interactions
None
Best Practice Recommendations

None
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Overview of Implementation

This message displays automatically to candidates when the conditions are met.

©Kenexa 2002 — 2008
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Create Document / “Offer Letter” Feature

Document Templates

[New in Release 11]

As of Release 11, users with the appropriate privileges can use document templates to create
richly formatted documents for one or more specific candidates directly from the req folder or
candidate’s Talent Record.

Administer Document Templates

Users with the Document templates — administer user type privilege can access the Document
templates page. Users must have additional specific user type privileges to perform other
actions on this page.

To administer document templates:

1. In KRB, select Admin > Communications > Document templates.

2. The communications: Document templates page displays.

Recource Conter | Support | Help T
e A ‘rassRing 11
Ll
Shim emasultal 116 vl Document templates displayed: | 15 of 18
CLotis - Active Documant tomplatos Inactive Documant tomelates
+ Add I- ument 789-7837) -~
. Compasica Tomalate Hitterman, 03-Nov-2007 4 7 & 5|
veronica () '
Liana’s Tomplato with 2lurss Crusco, 05:000-2007 £ ] ¥ 4 & ﬁ
Oiarw ()
Uianas test L2705 Crusco, 05-Doc-2007 & ¥ 4 & 3|
Diane ()
Mikislo barifizs Hierman, 03-Nov-2007 & 4 & W
Vearonice () -
offor Lomar Templato Exec smih, 21-Fab-2008 & J & 3]
Les e (721-530-
5263)
ReqConditonalTempl ate thhh, hari - 01-Dec-2007 £ K & |
bhkprasad (T02-
789-7837)
Template WithZalfl Hitterman, 03-Nov-2007 &~ ! 6) W
Veronies ()
-~ - - b4
L search candidates: (last, first) | Go | ): [Search reqs:  Go | Privacy rohcy

From the page you can do the following:
® View the list of Active Document templates in the grid

® Toggle to the list of Inactive Document templates. From the inactive document templates grid you
can view, edit, activate, and delete document templates.

From the active document templates grid you can:
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= View a document template

= Edit a document template

® Deactivate a document template
® Delete a document template
From the Actions menu you can:

= Add a document template

Add a Document Template

Users must have the Document templates — add user type privilege to add document templates. See
the reference table for the Add document / Edit document template on page 197.

To add a document template:

1. In KRB, select Admin > Communications > Document templates > Add document template OR Admin >
Communications > Add document template.

2. The Add document template window opens.

3. Enter the template name (50 characters maximum). This field is required. Use a name
that indicates the template’s purpose. This field is required. Once the template is saved, you
cannot change the name.

4. Use the text editor to compose the body of the document in the DOCUMENT
CONTENT area. To work in a larger window, click the Expanded view link.

5. Select the Merge fields from the list and click Add to insert them into the DOCUMENT
CONTENT area. Merge fields are “tokenized” when inserted into the body of the document
template. Click view text to see how the merge tokens look when rendered as text in the
document.

6. Select blurbs from the list of blurbs and click Add to insert them into the DOCUMENT
CONTENT area. Blurbs are “tokenized” when inserted into the body of the document
template. Click view text to see how the blurb tokens look when rendered as text in the
document.

7. Create or finalize the contents of the document template: Arrange the text, merge
token(s), blurb token(s), add punctuation, custom text, and so forth.

8. Select theOrg groups authorized to create this document.
9. Select the Org groups authorized to administer this template.

10. Ensure that Active document template IS Set t0 Yes (the default) if you want this template to be
active at this time.
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11. Click save. A message confirms that the document template was saved successfully. The
document template is added to the document templates grid.

Add Document Template Window

“Template name
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!
|
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oy e i haritalle
Oryg groups authorized to oreats Org groups authorized to “User types authorized to edit
this document administer this template content during document creation
EEr.In, L] Mlanzg or
|HR Stat
| GuiekEion User
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|
Sl bn gatars
oy Seboc fion detars oy Selbc bion cletarls “

Active document template

= voz Cine

4 = raquired fishs Save | Clesr | | Cancel

View a Document Template

Users must have the Document templates — administer and Document templates - add USer type privilege to
add document templates.

To view a document template:

1. In KRB, select Admin > Communications > Document templates.
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2. Inthe document template grid, find the template you want to view and click its view icon
to see the attributes of the template.

3. Click ok to close the view window when you are finished.
Edit a Document Template

Users must have the Document templates — administer and Document templates - add USer type privilege to
add document templates. See the reference table for the Add document / Edit document
template on page 197.

To edit a document template:

1. Select Admin > Communications > Document templates.

2. Find the document template you want to change in the grid.
3. Click the edit icon for it.

4. In the Edit document template Window, change the document template as needed. See Add a
document template on page 193 and the Document template reference table on page 198 for
more details.

5. Click save to save your changes.

6. The updated document template is stored in the document templates grid.

Reference Table: Document Templates
Field Description
Added by Edit document template only. The name of the user who created the

document template in the format “First Last”. This format is reversed
for the Japanese locale.

Added on Edit document template only. The date on which the document
template was created in the format “dd-mmm-yyyy”. The format is
different for the Japanese locale.

Edited by Edit document template only. The name of the user who last edited the
document in the format “First Last”. This format is reversed for the
Japanese locale.
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Edited on

*DOCUMENT
CONTENT

Merge fields

[token selection]

Edit document template only. The date on which the document
template was last edited in the format “dd-mmm-yyyy”. The format is
different for the Japanese locale.

The configured content for the existing document template is contained
in this section. You can change the text, formatting, add different
merge fields, change existing merge tokens, and edit blurbs, and so
forth, as desired.

Click the expanded view link or the binoculars icon g to open a
separate, larger window to work in.

If you delete the content in this area and click save, an error message is
displayed. You must include document content to save the document
template.

Select tokens from a variety of KRB data sources and insert those
tokens within the body of the document template.

m Candidate fields

= Addendum (only if implemented by client)

All client configured candidate forms

Req standard fields

Req custom fields

User profile

When a variable group is selected from the list, the text area below will
populate with the listing of applicable fields associated with that group.

To access an expanded list view of the variable group list, a 'view' icon
will appear to the right of the select list. When clicked, a “Selection
details” screen will open in a new window through which the user will
select a single variable group.

To access an expanded list view of the individual variable group fields,
a 'view' icon will appear to the right of the text area. When clicked, a
“Selection details” screen will open in a new window through which
the user may select any applicable fields to be inserted into the
document content.

6. Once a field (or fields) has been selected within this control, the user

will click the “<< Add” action to insert that field into the document
content area.
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Insert blurb Select one or more blurbs from the list and insert them into the
DOCUMENT CONTENT section.

For organizations with 200 blurbs or more, click the List >> button to
open a search box for blurbs.

Slick selection details to view the full list of blurb names and select each
one through this screen if desired.

Conditional blurbs are denoted with a “(c)” after the blurb name.
Conditional blurbs are rendered in the generated document or e-mail
only if the configured “condition” is met.

Some blurbs are associated to a blurb category. Only one blurb from a
given category may be executed within a document or e-mail or
document. During document or e-mail generation, if more than one
blurb from the same category appears within the underlying template,
the system asks you to select which blurb should appear within the
document or e-mail.

Conditional blurbs which are also associated with a blurb category:
The category name appears before the blurb name and a “(¢)” value
appears after it.

Blurbs without category values are listed first followed by blurbs with
category designations. Blurbs with category designations are sorted by
category and then ordered by blurb name.

Add When you click Add, the blurb name is inserted as a token into the
DOCUMENT CONTENT area. If you haven’t selected a blurb and you click
Add, an error message displays.

If the selected blurb is associated with a blurb category, the blurb name
token contains both the name of the blurb and the category name; for
example, “[[category name]blurb name]”.

When the document is generated, the blurb name is replaced with the
appropriate blurb text.

View text Click view text to view the blurb text prior to adding it to the template.
The “View blurb text” screen opens in a separate window.

If you haven’t selected a blurb and you click view text, an error message

displays.
Org groups This field is required. If you click save and have not made a selection in
authorized to create this field, an error message pops up.

document
Select one or more org groups from the list that will be permitted to
create documents from this document template. This list contains the
names of all active org groups for the client.
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Once you make a selection for this field and save the setting, this
document template is available in the Select document template dropdown list
for users belonging to the org groups selected here and granted
document creation privileges.

Org groups This field is required. If you click save and have not made a selection in
authorized to this field, an error message pops up.

administer

document Select one or more Org groups from the list that will be permitted to

administer this document template. This list contains the names of all
active org groups for the client.

Once you make selections for this field and save the settings, this
document template is available in the Communications: Document templates
window for users belonging to the Org groups selected here and
granted administration privileges.

Active document  Indicates whether the document template is active or not: Select Yes

template (the default) or No. You can change the setting of this field. When you
click Save the template’s status is changed from active to inactive or
vice versa.

Save Click save to save the settings for the document template. The system

performs validation checks on all required fields. Once all required
fields are completed the template is saved to the database and a
confirmation message is displayed, indicating that the document
template was saved successfully.

Revert to Saved Click Revert to saved to clear out any edits made to the existing template
while on this page. The previously saved settings for this page are
restored.

Cancel Click cancel to close the window without making any changes.

Deactivate/Reactivate a Document Template
To deactivate a document template:

1. In KRB, select Admin > Communications > Document templates. The Active view page displays
automatically.

2. Locate the document template you want to deactivate in the document templates grid.
3. Click the Deactivate icon in its row.
4. Review the document template's attributes in the Deactivate document template Window.

5. Click Deactivate. A confirmation message displays, indicating that the document template’s
status has changed.

Otherwise, click cancel to close the window without making any changes.

To reactivate a document template:
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1. In KRB, select Admin > Communications > Document templates. The Active view page displays
automatically.

2. Click the inactive link at the top of the page. The Inactive view page displays.

3. Locate the inactive document template you want to reactivate in the inactive document
templates grid

4. Click the Reactivate iCON in its row.
5. Review the document template's attributes in the Reactivate document template Window.

6. Click Reactivate. A confirmation message displays, indicating that the document template’s
status has changed.

Otherwise, click cancel to close the window without making any changes.

Delete a Document Template

To delete a document template:

1. In KRB, select Admin > Communications > Document templates.

2. Locate the document template you want to delete in the document templates grid.

3. Click the Delete icon in its row.

4. Review the document template’s attributes in the delete document template window.
5. Click pelete. A message confirms that the document template was deleted successfully.
6. Click Close to close the existing window.

7. The communications: Document templates Window is refreshed and the deleted template is not
longer listed in the Document templates grid.

Creating a Document Template Library

The initial steps for creating a library of document templates require research, planning,
information assemblage, and content development. These steps take place outside of Kenexa
Recruiter BrassRing.

1. The client enumerates the types and variations of routine communications with
candidates, taking into account document purpose, branding, legal and regulatory
requirements, and so forth.

2. Some individual(s) within the company have the job of developing and finalizing the
standard content that will be included in different types of letters (such as offer letters).

The next several steps take place in Workbench and Kenexa Recruiter BrassRing.
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1. One or more Certified Workbench Users is responsible for creating blurb categories in
Workbench.

2. One or more KRB users with the appropriate user type and Org Group privileges creates
repositories of blurbs, organized by blurb categories.

3. One or more KRB users with the appropriate user type and Org Group privileges creates
company-wide templates for standard letter documents and standard e-mails.

4. Groups within the organization could perform all of these steps at the group level as well,
to meet group-specific needs (or needs organized around a different priority).

Individuals can also make their own templates and blurbs for communications that they have
to send regularly. These might be based initially on group and/or company-wide templates
and blurbs to which these individuals add content specific to their interactions with
candidates.

Create a Document

Kenexa introduces robust “Create document” functionality in Kenexa Recruiter BrassRing
11. KRB users with the requisite privileges can create complex, candidate-specific
documents, such as offer letters, from within a req folder or from the Talent Record using
pre-assembled document templates.

Users can build a document on the fly, save it as a PDF, attach it to the candidate’s Talent
Record, and send it immediately as an e-mail attachment to the candidate. Document
templates may contain text, HTML, graphics, merge fields selected from candidate forms and
requisitions, blurbs, and attachments such as req and candidate forms.

Create a Document from within a Req Folder

When working in a req folder with one or more candidates, KRB users can create documents
such as offer letters from the Actions menu. Users must have the “Create document — enable”
user type privilege to see this menu option. Users cannot create documents using this
functionality from within working folders, the Inbox, or Search results.

show Results | 15 | 5 fvow
52 Dack selected RS g Sorf options | Set quick filters
see req detalls Selected candidates :
@ abink -~ Select all Hame Candidate type Email
Talent L] & S g Ap
Camparisan = S =
’-m Update same
status 1 |#] Bell, Roxanna  External triteya@keonesa,
@ Move/Copy to e0
Moy e Copy o
falder 2|:| alflkif BizsdhisdhExternal noermail@noermail
Send
communication
= . .
Creste docunnent 5 [F] Stone, Philip External kmitey a@kenexa,

E-mail agency
cortact
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To create a document for a candidate from within a req folder:

1. In KRB, navigate to the req folder.

2. Select the check box for the candidate for whom you are creating the document.
3. Click create document in the Actions menu.

4. The template selection Create document for <Candidate name> Window opens.

5. You will have access to templates available to your org group membership. Select a
document template from the dropdown list and click Go.

@ Create document for Bell, Roxanna

Select document template

LomposiieTomplate v
¢ Sefec oy cetaus

[ Cancel.

If your organization has created large numbers of templates (over 199), click the List >> button
beside the Select document template field to open the Search options window.

To select a template from a Search options window:
a) Enter search criteria in the search box and click search.

b) Alternatively, scroll to and select a template from the Available fields list. You can select
only one (1) template.

c) Click Add to move it to the Selected fields list.

d) Click ok.
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| Search ;
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Offer letter wirglo & options - Divisign #&4

=

6. Once you have selected the template and clicked Go, the full Create document for <Candidate
name> Window opens. The document contains all the pre-configured contents from the
document template you selected.

Create Document Window for Roxanna, Bell
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| B Document Templare

“pocument name Fawanns Bell Offer Letar

FROCUMENT CONTEN]

HTML | Plsin nemt Spell Cheek
Fart [= Sizs B ru XIE@E
sl ====4 - 6

Dear [Montact-imforFirsia mes] [#Lontacsrfc La stN smesy

I»

Y Derivetives s pleased 10 extend to you an offer for the position of (PR equisitionS 6T e#] at
A aalay of §37 000 UED. The position is oestadd in the [Requ st onStd Dvisons] in
|[#RequisitionStd Locatiorsd]. The PRequsiionSid: Stz Deted] is July 5, 2003

¥ you iiend to accept this offer, please read, sign, and relun one copy of aech sttached fonm by =
U5 mail postmarked by June 1, 20083 ta the following address:

XK Dervelves

Human Resours s Depan ment
Atfentan: Arry Sailing

123 AAC Sireet

Stamtard, CT DBS0T

This is the firs? step in the anbosrding process Ve will recewve sddtonsl matenals 10 1eview
and complete in the med in the next faw days

)
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B Genersl metge fickds

| Bel, Reszrra baigias from

| Prview | [ SawasPDF | [ GCancel |

7. Enter additional text if desired. Users with the appropriate user privileges can edit
elements of the document if desired.

¥ L

Lol

8. Add or correct missing information in the Candidate and merge information Section if necessary.

9. Click preview to see the rendered content of the letter with all tokens instantiated.
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Preview Window

Eell, Roxanna Candidate of 1 2

De&r Roxanna Bell:

KL Denvatwes is pleased ta extend to yau an after for the position of SCA Ivemess at 3 salary of
92,000 S0 The positian is locatzd in the SEARCH AGENCY-PROCUREMENT SERVICES
(102 in Hashuz, NH. The tarch 31, 2008 1= July 5, 2008

fyauintend to accept this affer, please read, sign, and retum one copy of each attached fonm by
WS mail postmarked by June 1, 2008 to the following zddrzss:

ML Denvatwes

Hurnan Resources Department
Attertion: Sy Sailing

123 ABC Street

Starmford, CT 06301

Thiz 15 the first step in ihe onboarding process. ¥ ou will recerve addiiona| matenals io review and
complete in the mail inthe nest fewr days.

Zincerzly,

Amy Sailing

KHZ Dermeathies
Blarnrord, CT 06301
Fhone: 555.530.5000
Direct: 85545305721
Fan: 5555305500

10. When you are finished creating or editing the document, click save as PDF.
11. The PDF is saved as an attachment to the candidate’s Talent Record.

12. The next step is to create an e-mail to send to the candidate and attach the document to
the e-mail.

Create a Document from the Talent Record

Users with the Create document — enable privilege can create a document from within the
candidate’s Talent Record as long as it is from within a req folder.
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Bell, Roxanna

= Profile of L = 7
—
Actions [Gveriew ResumesCY  Forms Mabss HR stetus Referral stabus
[%3 File o rieng ol Communicatia Interview sche Integration Attachrnents  Agency
'@r e to falde Erlit Primt
%F.'n’d'd EN:]
ma
él Send elink original date leaded: 12-Feb-200% 21:40:11 (English (LS
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'ia Erase candidete

Roxenns Bell
+ Edit codes
Sq ol errt [AERE United Stakas

Home phane 136193591451

triiteva@keanexa.com

Codes) eadeP1 9506 HF 0000000001

Reference Table: “Create document” Window
Field Description

Document name* Through this field, the user will name the document. When the document
is saved as a PDF to the candidate's talent record, the name entered in
[New in Release 11]  this field will appear as the attachment name.

Required. Need it to save the document. If no name, error message
upone save.

Character limit for text box = 50.

DOCUMENT Within this section, the configured content for the existing document

CONTENT™* template will be displayed. The user may modify the existing text and
formatting.

[New in Release 11]
Within this section, the text, formatting, tokens and blurbs configured
within the selected document template will appear and may be edited by
the user, as applicable.

An 'Expanded view' hyperlink with binocular icon will appear at the
bottom right corner of the document content. When this link is clicked, a
new window will open containing a larger version of the document
content portion of the page.

If no document content has been specified (this would mean that the
template content was deleted) and the Preview or Save as PDF button is
clicked, return a small pop-up error with centered ok button. Error text =
“Please correct the following: 'DOCUMENT CONTENT!' is mandatory.”

75
©Kenexa 2002 — 2008



Candidate &
merge information
section

[New in Release 11]

Preview

Save as PDF

Cancel

Clicking ok will return focus to the “DOCUMENT CONTENT” field. If
multiple errors exist on the page, these will all be listed in a single error
pop-up in sequential order and when OK is clicked, focus will be
returned to the first field/control which contains an error. (The 'Please
correct the following:” text should only appear once per error pop-up.)

Users may provide missing data, and, if desired, edit blurbs and/or
deselect candidates.

When the candidate and merge information is verified and no data are
missing the text above the information grid is “Candidate data verified,
ready to create document”.

Users can click this icon to preview how the generated document appears
with all token information instantiated.

Users can click this button to save the text within the DOCUMENT

CONTENT section to the candidate’s Talent Record as a PDF on the
Attachments tab.

The File name is the document name, the Attachment category is “None,” and the
Source 1S “KRB.”

The screen refreshes and displays a confirmation message and the Preview
document SCreen opens in a new window.

Click cancel to close the window without making any changes.

Candidate and Merge Information Area

The candidate and merge information area contains the count of missing data and the number of

candidates selected.

A red flag signifies that data or attachments are missing: Blurb data, merge data, or
attachments for specific candidates.

You must leave at least one (1) candidate selected to save the document as a PDF. If you
inadvertently deselected all candidates in the Candidate and merge information Section, an error

message displays.

You must also correct all the missing information before clicking save as PDF. Otherwise, an
error message displays prompting you to review and correct the missing information.
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Create Document Window with Unresolved Candidate and Merge Information
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When blurb tokens, merge tokens, and/or candidate attachments are included in a Document

template, the candidate and merge information area displays a total count of and a list of the data
included in the document.

Reference Table: Candidate and merge information Area

Field Description
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Expand all

Select box

Name
Blurbs

General merge fields

Forms [Candidate-
specific merge fields]

Click the Expand all link or the plus sign box to expand each section of
the Candidate and merge area. Click the Collapse all link or minus sign
box to do the opposite.

The check box is automatically selected for blurbs, general merge
fields, and forms added to the document. To remove an item from the
document, such as an incomplete form, de-select the check box for it.

The section contains the list of each blurb included in the generated
document, coming from the document template.

This section contains merge data which is generic for the document
template, and does not pertain to specific candidates. You cannot de-
select individual items listed under General merge fields.

® Select form: Because you can create documents only for a candidate
already filed to a req folder, that is, against a specific requisition, the
Select form radio button is selected and inactive for merged req fields.

® rorm title; The name of the req (including Req ID and title) or the
token category name (like “User profile”). This is a hyperlink to a
new window containing the form/admin page. The user must have
the appropriate privileges to view and edit the missing information.

® Date/time edited; The date and time the form information was last
edited.

® Edited by: The name of the user who last edited the form.

B Missing fields: The number of data elements missing from that merge
category.

® £dit link: Click this link to open the admin page or form in a separate
window where you can update the missing information and save it.
You must have the appropriate user type privileges to be able to
perform this edit on either the admin page or the form.

This section contains missing merge data for each specific candidate.

® select form: If the template includes data from a specific form, and
the candidate has multiple instances of a specific form field
(meaning the candidate filled out the form more than once and has
different answers for this field in the different instances of this form),
you must select a specific instance of the form field as the merge
field.

® rormtitle: The form title is a clickable hyperlink when the form
exists. Click the link to view the form in a separate window. You
must have the appropriate user privileges to view and edit the
missing information.
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® Date/time edited: The date and time the form information was last
edited. If the form does not exist for the candidate, the column
displays “Form Not Found.”

® Edited by: The name of the user who last edited the form. If the form
does not exist for the candidate, this column is blank.

® Missing fields: The number of data elements missing from that merge
category. If the form does not exist for the candidate, this column is
blank.

® £dit link: Click this link to open form in a separate window where
you can update the missing information and save it. If the form does
not exist for the candidate, you can click the Add form link. You must
have the appropriate user privileges to add the form.

Example with No Missing Information

In this example, there is no missing information and each section is expanded.

Candidate data veried, ready 10 Send

Ezpand all  Select Mame
Blurk=
Categon nama Blurh nams Candfional™ Selact Bluib Edit
Fadage Facags Blurb 1 Ho

Gensral marge lialds

G eled fomm Fom fitle [r=teHirme edit=d Edib=d bu I min g Fiel d=

FHLAEE ¢ S0 InUerness 2-F gb-Z00E T5:00:53 Zmith, Leslle (721-920- 0
E263)

[¥] Bell, Raxarma Emifewa e nexa.oom

Creating a Standard Offer Letter

Your organization’s workflow for creating the standard Offer letter packet will be company-
or group-specific. The suggested workflow for creating the blurbs and templates for the
standard offer letter is provided in this document as a guideline.

1. The designated individual(s) in your company or group identify and diagram content to
be included in the standard offer letter.

2. One or more KRB user(s) create blurbs and other content that will be included in
standard Offer letters. The types of content that might be included are branding information,
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boilerplate disclaimer text, legal text, conditional text, merge tokens, opening statement,
closing statement, and so forth. Some of the content to be included in the Offer letter
document template might have been created at other times for other purposes, but will be
available for your use in the Offer letter document template.

3. Working in KRB, your site’s template creator (the user who has the responsibility and
privileges to create document templates) creates the Offer letter document template which in
the KRB Communications Module. This template includes all the items created in Step 2
specifically for the Offer letter document template.

4. Your site’s template creator or the KRB user creates an e-mail template. This is a
template for the standard e-mail communication which accompanies the attached offer letter.

Once saved, the Offer letter document template and the accompanying Offer letter e-mail
template are available for use by KRB users (subject to user type and Org Group
membership).

Creating and Sending Individual Offer Letters

This section describes the procedure for creating and sending an offer letter to a candidate by
using the Create document feature and the send communication feature from within a req folder. The
procedure assumes that an “offer letter” document template has been created, an “offer letter”
e-mail template has been created, and both are available for selection.

To create an offer letter:

1. Navigate to the req folder to which the candidate is filed.

2. Select the check box for the candidate for whom you are creating the document.

3. Click create document in the Actions menu.

4. Select the “offer letter” template for the document and click Go.

5. In the create document text editor, edit the generic offer letter as needed. For example, verify
that the correct merge tokens are present and insert blurbs and other text if desired.

6. Click save as PDF.

7. The document is automatically attached to the candidate’s Talent Record on the
Attachments tab.

To create the e-mail to which the offer letter is attached:

1. Once again on the from within the Req folder, ensure that the check box for the candidate
is selected.

2. CIlick send [candidate] communication in the Actions menu.
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3. Select the “Offer letter” e-mail template. The typical offer letter e-mail template informs
the recipient that the official offer letter is attached to the communication.

4. In the Upload attachments area of the Send communications window, browse to and select the offer
letter document attached to the Talent Record and click upload.

5. Correct missing candidate and merge information if necessary.
6. Check the Notify me when this form is submitted check box if desired.
7. Preview the e-mail if desired.

8. Click send to send the e-mail to the candidate.

9. The e-mail is sent and the event is logged in the candidate’s Communications history.
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Communication - Saved Correspondence

With Release 11, clients can elect to save a read-only copy of the content of all eLinks,
interview schedule emails, e-mail correspondence, and letter correspondence, and access
them from the candidate’s Talent Record.

When these settings are enabled, Kenexa Recruiter® BrassRing saves a read-only copy of the
content of the following types of candidate communications:

m All eLinks
m All interview schedule emails

= Any e-mail correspondence generated from an email template that has the Saved
correspondence setting set to Yes

= Any letter correspondence generated from a letter template that has the Saved
correspondence setting set to Yes

Benefits

Allows clients to store copies of the actual correspondence sent to candidates and access that
correspondence from the Talent Record.

Cost

There is a cost associated with this feature. Please contact your Kenexa representative for
more information.

Availability

Release 11

Visible Changes

There are no visible changes without Workbench configuration

Limitations and/or Known Interactions

This saved correspondence capability applies to candidate communications only.

Users can access “saved correspondence” from within the Talent Record.

Users cannot search “saved correspondence.”

“Saved correspondence” will be saved for five (5) years. Your organization can use the Saved

Correspondence feature in conjunction with Candidate Purge and Req Purge. Please contact
your Kenexa consultant for more information.
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For letter correspondence, the saved copy is that which is rendered at the time the letter is
generated. If changes are made after the letter is generated, those changes are not reflected in
the saved copy.

Overview of Implementation

The major configuration steps for the “Saved correspondence” feature are:
1. Configure the client settings: Communications history stored

2. Configure user type privileges. The two privileges are:

°  View all stored communication history

°  View stored communication history for my regs only

Users with the appropriate privileges can use the feature within in KRB.

User Experience: Kenexa Recruiter BrassRing

This section describes the changes and additions KRB users will see in several KRB
application pages in Release 11.

Add/Edit Letter Template Page

To see the two new settings for Add letter template and Edit letter template pages, the client setting
Communications history stored must be set to ves and the KRB user must have the appropriate
privileges for adding and/or editing Letter templates.

Setting Description
Require letter creation from ves = requires creation of the letter from within a req folder
within a req folder
No (the default) = letter can be created from anywhere in
the system

Save copy of correspondence Yes = copy of the correspondence created with this letter
template will be saved

No (the default) = copy correspondences created with this
letter template will not be saved
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Add new letter template page

2 Add new letter template - Microsoft Internet Explorer

“Letter name

“Morge fields

Preview formatting/
create document

“Upload letter template

Org groups authorized to send this letter

Users authorized to administer this letter

Save copy of correspondence () ves

Require letter creation from within a req folder O

Addtess -~
Candudate frst name

{Canddate list name

Cay
{Country v

dy Sefecion delads

(@ Data required for all merge fields
O Dats eptonal for merge felds

[
Browse_ )

| Pewiaw merge format Launch MS Word |

Test Oug Geoup

ay Selecinn dalals

{Beckett Grant A

| Crackers Polly

| Cutting K

Du¥ Judy

Folder Gordon v
Ay SeRC0 detals

(oL

Yos @No

S

Add / Edit E-mail Template Page

Saw| [Ciwar] [Cancel )

To see the new setting for Add e-mailtemplate and Edit e-mail template pages, the client setting

Communications history stored Must be set to Yes.

Setting

Save copy of
correspondence be saved

Description

ves = copy of the correspondence created with this e-mail template will

No (the default) = copy correspondences created with this e-mail template

will not be saved
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Add/Edit E-mail Template Page

D Add e mail template - Microsoft Internet Lxplorer

Add
Link 1o job(s) on Gatoway
¥\ Selact 3 Gateway v &
&
Add
O e
31 . ity [Addenstiom ~
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o Selection dotads o Selection detais

Talent Record Communications Tab — Saved e-mail and Letter Correspondence: For appropriately

privileged users, the item listed in the Communication column links to a read-only version of the
generated correspondence.

3 Talent Record™ - Microsoft Internet Explorer

Boese, Kevin
Actions [Overview Resume/CV Forma Notes R ptatus ol
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26-Apr-2006 [} . MeHernan, ¥ e comeder Erad MetOerman, Kely Seet
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Talent Record eLink Tab — Saved eLink Message:

D Talent Record™ - Microsoft Internet fxplorer

S Boese, Kevin

Actions Ovarvew Rasume/CV Ferrm [Netwe HE status old
h File to req Communications Intecviom scheduie Integration Attachinerts Agency
b"’»' foider Send obiek | o |
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< >

For appropriately privileged users, the sender’s name listed in the Sender name column links
to a read-only version of the eLink message.

D Talent Record™ - Micresoft Internet Explorer

.'“ ~ar ;' Boese, Kevin

Notes

Actions 1Overview Resume/CV ferms HR ctatus mimd
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,*. e None 22:Mov-2005  10:30:00 AM 30 minute| Mckaon Medy darvidortiz@redsox com Expired a
] None 20-Mar-2006  11:45:00 AM 60 minute Mokaco, Kaly sorvwtatBredsor com Dechined 1]
None A6-Jun-2006  2:115:00 PM 30 minute MoFeon Kely | kencioaernan@rassnng .com Accepted g

Interview Schedule — saved message

For appropriately privileged users, the sender’s name listed in the Scheduled by column is a link
to a read-only version of the interview schedule message.
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Communications History —saved email and letter correspondence

2 Communications for Boese, Kevin - Microsoft Internet Explorer

Send communication

€:mall tomplate | oarachadFormsTest v
dy Selectxn defals
Letter template 00wy tos |
dy Selechon delads .
Communication Wistery
02-May 2006 0 1¥e8lenMy Tost Managet Qtter Lager Letter Mchiarnan, Kely Sent
26-Apr-2006 (- Mekinean, Kby Myisteg Cangain Emad Mcamerin, Kady Sent
26-Apr-2006 (=] Mciderman, Kely Flercew tomgany [ MckOerman, Kedy Sent

For appropriately privileged users, the communication name listed in the communication
column is a link to a read-only version of the generated correspondence

Dear Jane,

Global Inc is hining! We are seeking highly gualified indriduals like you to bring our new Houston office more
success. The following jobs complement your skills and experience:

182BR | Sales Manager
19BBR : Sales Executive

You can view the job details and apply directly through the links above. Please also take a moment to complete
the attached form for our records: Invitation to self identify

Sincerely,
Human Resources
Global Inc.

Attached files:

Great place to work.doc
| Benefits.doc

L]

Viewing saved correspondence

A read-only version of the generated correspondence displays. Any information that was
hyperlinked in the original doc displays as non-hyperlinked and read-only.

87
©Kenexa 2002 — 2008



Communications Module Enhancements

Kenexa Recruiter BrassRing has expanded the Communications Module to include a new
document-creation feature while working with candidates within req folders or directly from
the candidate’s Talent Record. The module also includes improved blurb functionality and
additional communications tasks supported by more differentiated user privileges.

Release 11 includes:

® A revised KRB “Communications” menu

“Create document” functionality supported by:

o]

A new Document template creation feature

o

A new Document template administration feature

Enhanced Blurb functionality

> Blurb categories (configured in Workbench by Kenexa personnel or Certified
Workbench Users)

o

New blurb-selection section within documents and e-mails

o

Blurbs can include tokens

o

Blurbs can be conditional

o

Blurbs can be user-selectable

o

Blurbs are themselves “tokenized”

e Clients can confer selective access to change blurbs through user and org group
privileges

® Enhanced “upload attachment” capability within e-mail communications

= Clients can control more precisely which users have access to specific functions within the
Communications Module through several new user type privileges:

°  Blurbs - add

[e]

Blurbs - administer (name change)

[e]

Blurbs - delete

[e]

Create document - enable

°  Document templates - add
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°  Document templates - administer
°  Document templates - delete

°  E-mail templates - add

°  E-mail templates - delete

There are new and changed Workbench user type privileges for administering blurb
categories.

Benefits

KRB users can quickly assemble e-mails and letters that contain the required content and
attachments, all from within the req folder working right at the candidate’s Talent Record.
For example, KRB users can assemble and send an offer letter to a desirable candidate
without missing a beat. A copy of the document, any accompanying e-mails, and the history
of the communications with the candidate are stored on the Talent Record.

Using the extended “blurb” functionality, clients can create a library of standard paragraphs
containing legal text, disclaimers, and other kind of boilerplate content that is used repeatedly
within documents. Clients can pre-assemble standard document and e-mail templates and
assign user type and org group privileges that prescribe which templates users can work with
and modify.

Cost

There is no additional cost for this feature. There are additional costs for procuring technical
services to assist with template creation or updates to use new features.

Availability
This feature is available in Release 11.
Visible Changes

There are visible changes associated with this feature. The changes are described in details in
the next several sections.

Limitations and Known Interactions

The “Create document” feature does not support:

® Sending an offer letter document out for approval via eLink
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® Suppressing conditional blurb tokens within document or e-mail content when a condition
IS not satisfied

® The ability for candidates to approve or decline an offer letter from within the e-mail
communication

Overview of Implementation

The major steps for using this new functionality are:

Note: Clients may purchase technical assistance for updating communications templates and
blurbs. Please contact your Kenexa representative for more information.

1. Kenexa personnel or Certified Workbench Users:
°  Enable new Communications privileges for the appropriate user types.

°  Enable Admin+ Org group privilege for user type or user creating Org groups if
necessary.

Kenexa personnel or Certified Workbench Users:

°  Add blurb categories.

°  Manage blurb categories in general.

For the first two steps above, see the Workbench 11 Release Notes or the Workbench Manual
(available April 6, 2007 as online Help in Workbench and as a PDF file on the Resource
Center).

2. Kenexa personnel or KRB users with Admin/Admin+ and Communications privileges:
°  Create or update your organization’s blurb “library”:

A Review existing blurbs.

A Plan updates and additions to blurbs in light of new functionality (tokenization of blurbs,
the addition of conditional blurbs, user-selectable blurbs, more specificity in user privileges
related to blurb and template actions, and so forth)

A Add new blurbs.

A Edit existing blurbs.

A Manage blurbs in general.

°  Create a document template library:

A Plan document templates.
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A Add document templates.

A Manage document templates in general.

°  Create an e-mail template library:

A Review existing e-mail templates.

A Plan updates and additions to e-mail templates.
A Add e-mail templates

A Edit existing e-mail templates

A Manage e-mail templates in general

°  Create a letter template library:

A Review existing letter templates.

A Determine if document templates can replace some letter templates.
A Plan updates and additions to letter templates.
A Add letter templates [updated procedure].

A Update letter templates.

A Manage letter templates in general.

3. KRB Users do the following tasks based on the combination of their user type privileges
and their org group assignment (which determines template access):

°  Create documents from within req folders or from the Talent Record
°  Create e-mails using the send communication action.
°  Create letters using the send communication action.

°  Documents (such as an offer letter) using a pre-configured document template containing
blurbs, text, and other data.

°  E-mails (such as the e-mail to which the offer letter is attached) using pre-configured e-
mail template containing blurbs, text, and other data.

KRB User Experience

KRB user experience of the changes to the Communications module vary with each user’s
role and assigned user type privileges.
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Assuming the appropriate privileges:

® Clients and individual users can create and
administer standard paragraphs (“blurbs”) for
use in e-mail templates and document
templates.

m KRB users can create letter, e-mail, and
document templates from within the
Communications module.

= KRB users can create letters and e-mails
using the Send communication action or from
the Communications menu (as in earlier
releases).

m KRB users can create documents from
within a Req folder.

Revised KRB Communications Menu

The communications sub-menu in KRB includes
several new and changed items. Access to all

menu items is restricted by user type privileges

with more specificity. To access the
Communications sub-menu, select Admin >
Communications I KRB.

| Change password
Edit my account

Resume/fCY
| transmittal form

Welcome screen
admin

| Personal e-mail
lists

Posting interface
| defaults

Communications PRSI0

_Admin+ | Add letter template

E-mail templates

Add e-mail
template

Document
templates

Add document
template

.Blurbs
Add blurb

The new communications Sub-menu includes the following items:

m Batch letters [unchanged] — for administering letter templates

= Add letter template [updated for R11]

® E-mail templates [changed for R11] — for administering e-mail templates

= Add e-mail template [changed for R11]

= Document templates [new in R11] — for administering document templates

= Add document template [new in R11]

® Blurbs [changed in R11] — for administering blurbs

= Add blurb [new in R11]

The table below describes the changes and additions to the Communications SuUb-menu in more

detail.
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Menu Item Description

Batch letters This is an existing menu item. Users must have the user type privilege
Batch letters - administer all to see this menu item.

Add letter This is an existing menu item. Users must have the user type privilege

template Letters — add templates t0 See this menu item.

E-mail templates This is an existing menu item. Users must have the user type privilege E-
mail templates — administer t0 see this menu item.

Add e-mail This is an existing menu item. Users must have the E-mail templates — add
template user type privilege to see this menu item.

[changed in R11]

Document This is a new menu item. Users must have the Document templates — administer
templates [New in  user type privilege to see this menu item.
R11]

Clicking this menu item launches the Document template administration page.

Add document This is a new menu item. Users must have the Document templates — add USEr

template [New in  type privilege to see this menu item.
R11]

Clicking this menu item launches the Add document template Window.

Blurbs This is an existing menu item. Users must have the Blurbs — administer User
type privilege to see this menu item.

Add blurb [New in This is a new menu item. Users must have the Blurbs —add user type
R11] privilege to see this menu item.

Clicking this menu item launches the Add blurbs window.

Standard Paragraph (“Blurbs”) Functionality Overview

Users can create a repository of blurb paragraphs which can be used in e-mail and document
templates. Blurbs can be blocks of text that used repeatedly such as a privacy policy,
disclaimer text, and so forth.

Blurbs have the following attributes:

® Blurbs can be user-selectable:

°  Blurbs can be included in templates and not available for selection by KRB users.
Alternatively, blurbs can be selected for use by KRB users when they are creating/editing a

document or e-mail.

°  Blurbs that are selectable by users must have a blurb category. Kenexa personnel or
Certified Workbench Users create blurb categories in Workbench.
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°  Blurbs without categories are listed before blurbs with categories.

® Once a blurb is selected, whether it is for a document or e-mail template, or for a document
or e-mail (in the case of user-selectable blurbs), it is inserted into the body of the document or
e-mail as a token. The token format is “[#Blurb-<category name>:<blurb name>#]". When
the document or e-mail is generated, the blurb name is replaced with the appropriate blurb
text.

= Blurbs can be conditional.

m Blurbs can be hidden for certain user types

® Blurbs can be hidden for certain org groups, which controls access to different types of
templates

Administer Blurbs

The Communications: Blurbs page includes new grid columns reflecting the extended blurb
functionality. To access this page, select Admin > Communications > Blurbs in KRB.

Fesnurce ©entes | Suppor | ?,.
RIS “ TErasdiing 11
[Reas [ condidates [Reports [ admin _____| - Los o
Shpw esults] 12 ] Blurbs dsplaynd: | - 20 of 28 "
Al fotive blurbs  Insceees blprks
o &4 bt 71 AnctherBnifit Earifits  Na Hitarman,  D-Fav-2007 & F [0 B =
WEron e
-  Blurb With_Werge_Fiks ™ Himsrmen,  2-Rli- 007 & F < f
Usrocnica
0 EiurbwithCat Banifts  Na Hitarman,  O3-Peay-3007 & F [+ ﬂ
VEron e
o d daied on ditanal? Yex bhbh, hari - Di-Die-P07 & f & f
bhkpransd
) CendideteConditianaBlurb um bhbh, hari - 30-fay-2007 & F [+ b
thkprased
Enmputive Packaps Aakimge Mo Himsmman,  D-Rlw- 007 o F & f
Uarocnica
0 Pda Allca; Conditianal pe Package  Tum Gald, 15-Play- 1007 & F &) ﬁ
bl
o Bl Condtional ves 2 er Gakl, 15-Fw-E07 & F < 1]
fbigal
0 PCOATEAT: Affars dor C5U wird Ma C/Spuza?,  18-Jan-200T & F [+ 1) ﬂ
"ai tnds des” el
A ot nal2 es Bt hari - 0L -Oec-2007 & 7 & B
bhkpransd
0 RagZurCon ditiara B ur T bhbh, barn - OL-Ciec-7007 & F [+ ﬂ
bhkprasad
RSt o o ed St cBbarty res bbb, hari - 0-Rv-E007 O [ o =
' sasrch camdedatmnz {lask, first) ﬂ J) Spmrch rugs: ﬂ Privacy ¥

On the communications: Blurbs page, users can take the following actions from the Actions menu:

m Add a blurb: This is an existing action on the Communications: Blurbs page. Users must have
Blurbs —add User type privilege to see this action.

® Save a blurb as new: [New in R11] Users can select a blurb in the grid and click save as new in
the Actions menu to create a new blurb based on a previously created blurb. Users must have
the “Blurbs — add” user type privilege to see this action. Clicking Save as new 0pens the Save as new
blurb window.

On the Blurbs grid, users can:
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m Select individual blurbs listed in the grid and take actions on them, such as viewing them,
editing them, deactivating them, and deleting them.

® See information about the blurb’s attributes, such as the category assigned to the blurb and
whether or not the blurb includes conditional logic.

Column Description

Category The category the blurb belongs to. Users can click the category to toggle between
sorting in descending and ascending order (the default).

[New in R11]
Category names are in the user’s locale. If the category is not translated in the user's
locale, the category name will appear in the base locale for the client.

For all blurbs created prior to R11, the category column is blank. You must explicitly
select a category for blurbs that existed prior to Release 11.

Conditional? Indicates if conditional logic is being used within this blurb. The value for the Make
blurb conditional? Setting is listed in this column. The valid values are ves and No (the
[NewinR11]  default setting).

For all blurbs created prior to R11, this column will be set to No until the blurb is
modified and the setting value is changes.

Delete blurb This is an existing column in the Blurbs grid. Users must have the Blurbs — delete user
column type privilege.

Limitations and Known Interactions

As of Release 11, Blurbs are represented by tokens in e-mail and document templates; they
are no longer simple text strings. Because blurbs are represented by tokens, you cannot edit
them directly from within the template. The token format is “[#Blurb-<category
name>:<blurb name>#]". When the e-mail is generated, the blurb name is replaced with the
appropriate blurb text.

To use the enhanced blurb functionality, your organization must remove the simple text
within existing blurbs and replace it with the appropriate blurb tokens. Please contact your
Kenexa consultant for assistance in updating your blurb library.

Users with appropriate privileges can access an “edit” link from within a document or e-mail
template that are part of the “create document” functionality accessed from within req
folders. You can also edit blurbs through the Communications: Blurbs grid.

Add a Blurb

To add a blurb:

1. In KRB, do one of the following:

° Select Admin > Communications > Blurbs > Add blurb.

o Select Admin > Communications > Add blurb.
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2. The Add blurb window displays.

3. Enter the blurb name. It can be up to 50 characters maximum. It must be unique.

4. Enter and format text in the Blurb text editor.

5. Add one or more merge fields:

Merge fields are organized by variable group. Select a variable group in the dropdown list to see the
each merge token associated with the selected variable group. The variable group categories
are:

°  Candidate fields

°  Addendum (only if implemented by client)

° All client configured candidate forms

°  Req standard fields

°  Req custom fields

°  User profile

From the variable group, select one or more merge fields to insert into the blurb and click <<Add.
6. [New in R11] Set Allow blurb selectionduring document/e-mail creation? t0 Yes if you want this blurb to
be available immediately for users to select when the document is created. Set it to No (the
default) if it should not be available at this time.

7. [New in R11] Select blurb category. If you selected Yes in the previous step, this setting becomes
active and you must select a blurb category for this blurb. If Allow blurb selection ... is set to Yes
and you do not select a blurb category, an error message is displayed when you click save.
Your selection in this list causes the blurb name to be inserted before and joined to the
category name in the blurb selection list on the add/edit windows for document and e-mail

templates (for example, “[Benefits] Executive benefits”).

Alternatively, you can select the blurb from within the Selection details list. To do so, click
Selection details t0 View the entire category name and make a field selection.

Note: When users are creating an e-mail or document that allows blurb selection, they see a list
of blurbs that have the same category. Blurb categories are displayed in the user's locale. If a
translation does not exist for the user's locale, the category name displays in the client's base
locale.

This setting works in conjunction with the make blurb conditional? Setting.

8. [New in R11] Make blurb conditional? Select ves to make this blurb conditional or leave it set to
No (the default) if it should not be conditional.
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Conditional and Ordinary Blurbs: If a blurb is conditional, meaning that “Make blurb conditional?”’
IS set to Yes, it appears in the generated document only when the field value selected within
the blurb matches the data present on the req or candidate form. You must provide values for
the two associated settings, Display blurb when and value =.

When you select Yes, the blurb name is appended with “(c)” in the blurb select list on the
document and e-mail template add/edit windows to indicate that this is a conditional field.
(For example: “Executive benefits (c)”)

When Make blurb conditional? IS Set to No, it means that if a user inserts the token for this blurb
into the body of the document, the blurb text always appears when the document is generated.
The two settings associated with conditional blurbs, “Display blurb when” and “value =*“ are
inactive.

How Conditional Blurbs Work during Document/E-mail Generation

When a blurb is conditional, it is still selected as part of the e-mail or document template, but
during the generation of the document or e-mal, the blurb text appears only if the configured
“condition” is satisfied.

For example, “Blurb A” is configured to display when the field values for “[Req (standard)
Department” = “Finance”.

°  When the e-mail or document is created from within Req folder 123BR (Department =
“Engineering”), the “Blurb A” text does not appear.

°  When the e-mail or document is created from within Req folder 456BR (Department =
“Finance”), the “Blurb A” text appears.

This setting works in conjunction with the “Allow blurb selection during document/e-mail
creation” setting. If both of these settings = “Yes”, the blurb is conditionally available during
document or e-mail creation. A conditional blurb becomes available for end-user selection
only if it meets the conditional criteria.

Blurb Name Syntax [New in R11]

If a blurb is both conditional AND it has a blurb category, blurbs listed in the Blurb select list
on the Add/Edit screens of document and e-mail templates are pre-pended with the category
name (e.g., “[Benefits]”) and appended with “(c)”, with a final syntax of “[Benefits]
Executive package?2 (c)”.

9. [New in R11] Display blurb when. This selection specifies what field needs to be present as a
condition of displaying the blurb in the generated document.

Select a field from the list of fields associated with all Req standard, Req custom, and single
per candidate/req form fields that contain option lists (multi-select, single-select, radio, or
checkbox).

The format of each blurb in the selection list is “[Req (standard)] <field name>“, “[Req

(custom)] <field name>“and “[Form name] <field name>‘.
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You must set Make blurb conditional? t0 Yes t0 make this setting active. Once Make blurb conditional? iS
set to Yes, you must make a selection in the Display blurb when field or KRB displays an error
message when you click save.

10. [New in R11] value =. Select the specific field value(s) that will be used to determine if a
blurb will or will not appear in a generated document/e-mail.

If the Make blurb conditional? field is set to Yes, you must make a selection in this field or an error
message is displayed when you click save. This selection determines if the blurb should or
should not display within the generated document/e-mail.

11. org groups. This is an existing setting on the Add blurb page. Select the Org groups that are
permitted to have access to this blurb.

12. User types allowed to modify blurb text during document/e-mail creation. ThisS IS a new setting on the Add
blurb page. It contains the list of all active user types for your organization. It is not required.
No users are selected by default.

Select the user types who have permission to modify the text of this blurb during the creation
of documents or e-mails.

Note: By restricting the ability to modify this blurb by user type, your organization can ensure
that users are inserting standard company text into e-mail and document templates.

Users of the user type(s) selected for this setting can see the Edit link for the blurb on the e-
mail / document creation page for all individuals belong to the selected user type.

Users of the user type(s) not selected for this setting cannot see the Edit link and cannot edit
the blurb text.

13. Active blurb. Select Yes to make the blurb active and usably currently. Select No to make the
blurb inactive.

Note: For blurbs created prior to Release 11, this setting is set by default to Yes for existing
blurbs that were active and to No for existing blurbs that were inactive.

14. Click save to when you are finished.
15. The blurb is added to the list of blurbs on the Blurb administration page.
Save a Blurb as New

If a blurb exists with content that is similar or partially identical to the blurb you want to
create, you can make a copy of it and modify it appropriately.

To save an existing blurb as new:

1. In KRB, select Admin > Communications > Blurbs.
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2. On the communications: Blurbs page, find the blurb you want to clone, select the radio button
for it, and click save as new in the Actions menu.

3. An editable version of the blurb you want to clone displays in the Save as new blurb window.
4. Enter a name for the clone in the Blurb name field. The name must be unique.

5. Make other changes to the blurb as necessary. See the Add blurb instructions for
information about each section of the page.

View a Blurb
To view a blurb:
1. In KRB, select Admin > Communications > Blurbs.

2. In the Blurb administration grid, find the blurb you want to view and click its view icon. You
can see the following information about the blurb on the View blurb window:

°  Blurb name

°  Added by
°  Added on
°  Edited by
> Edited on
°  Blurb text

° Allow blurb selection setting

°  Select blurb category

°  Make blurb conditional

> Display blurb when

°  Value =

°  Org groups

°  User types allowed to modify blurb text during document/e-mail creation
°  Active blurb

For information about each setting above, see “Add a Blurb* on page 162 for more
information about each setting.
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Edit a Blurb
Users with the appropriate privileges can edit an existing blurb in the Edit blurb window.

Changed in Release 11: The format of this screen has been updated with additional
configuration options.

To edit a blurb:

1. In KRB, select Admin > Communications > Blurbs.

2. Find the blurb you want to edit in the Blurb administration grid and click the pencil f icon.

3. The Edit blurb window displays. The fields on the Edit bluro window are pre-populated with
the values for the blurb. The fields are:

Setting Description

Blurb name This field is not editable. Once it is saved, the blurb name can be used as a
merge token field in e-mail and document templates. Changing the field
would invalidate e-mail and document templates in which this blurb is
used, so this field cannot be changed.

Added by  The user name for the blurb creator. The default format is “First Last”
name.

The username format may be reversed if Japanese is the base locale of the
username. The username format may include a “same name” differentiator
— a telephone number or employee ID appended to the user’s name to
differentiate users with the same name.

Added on  The date the blurb was created. The default date format is “dd-mmm-

yyyy.”

The default date format may be changed if Japanese is the base locale of
the user who added the blurb.

Edited by  The user name for the last editor of the blurb, if applicable. The default
format is “First Last” name.

The username format may be reversed if Japanese is the base locale of the
username. The username format may include a “same name” differentiator
— a telephone number or employee ID appended to the user’s name to
differentiate users with the same name.

Edited on  The date that the blurb was last edited, if applicable. The default date
format is “dd-mmm-yyyy.”

The default date format may be changed if Japanese is the base locale of
the user who last edited the blurb.

Blurb text  The editable content of the blurb text.
section
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Select This field displays merge field(s) which were selected when the blurb was
merge fields created or last edited. The selected merge fields are inserted as tokens into
the body of the blurb.

Merge fields are organized by variable group. Select a variable group in the
dropdown list to see the associated merge tokens. The variable categories
are:

m Candidate fields

® Addendum (if implemented by client)

All client-configured candidate forms

Req standard fields

Req custom fields

User profile fields

To select merge fields for insertion into the body, select a variable group
and then select the merge field(s) associated with the selected variable

group.

To see an expanded view of the variable group list, click the view icon to
the right of the list to open the Selection details window.

To see an expanded view of individual fields associated with a variable
group, click the View icon to the right of the text area to open the Selection
details window displaying the list of fields.

Once you have selected one or more fields, click <<Add to insert the field(s)
into the blurb text.

Allow blurb This field is set to ves or No, depending on what it was set to when it was

selection last saved. When set to Yes, KRB users with the appropriate privileges can
select it for inclusion in e-mail or document templates. When set to No,
KRB users cannot select this blurb for inclusion in e-mail and document
templates.

Select blurb The category selected for the blurb when it was created or last edited, if

category applicable. If a category is associated with this blurb, it will be selected
within the list.

[New in

Release 11] - \WARNING: You cannot change the blurb category for a blurb without
invalidating it within all templates. Changing this setting for a blurb
changes the name of the blurb, causing the blurb to become invalid for all
templates in which it is currently used. KRB displays a warning message
explaining the interaction.
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However, if you click ok in response to the error, your changes to the blurb
configuration are retained. If you click cancel in response to the error
message, the previous selection for blurb category is restored.

Make blurb Yes or No. This setting determines if the blurb is conditional or not.

conditional

If the setting is Yes, this field works in conjunction with the condition
[new in selected in Display blurb when.
Release 11]

If the setting is No, if this blurb is inserted in an e-mail or document
template, the blurb’s rendered text always appear when the e-mail or
document is generated.

Display This field is active only if Make blurb conditional IS Set t0 Yes. If it IS set to Yes,

blurb when you must ensure that a selection is made in this field or an error message
displays when you click save.

[new in

Release 1] Thjs selection specifies what field needs to be present as a condition of
displaying the blurb in the generated document.

If a field selection is associated with this blurb, it will be selected within
the list.

This list includes fields associated with all Req standard, Req custom, and
single per candidate/req form fields that contain option lists (multi-select,
single-select, radio, or checkbox).

The format of each blurb in the selection list is “[Req (standard)] <field
name>*, “[Req (custom)] <field name>* and “[Form name] <field name>*.

Value = The specific field value(s) that will be used to determine if a blurb will or
will not appear in a generated document/e-mail.

[New in

Release 1] Thjs [ist contains the names of all active options associated with the field
selected for the Display blurb when setting. If field option selections are
associated with this blurb, those options will be selected within the list.

If the Make blurb conditional? field is set to ves, you must make a selection in
this field or an error message is displayed when you click save. This
selection determines if the blurb should or should not display within the
generated document/e-mail.

Org groups This setting controls which Org groups have access to this blurb.

User types  This setting controls which user types may modify this blurb when creating
allowed to a document or an e-mail.

modify

blurb text  This list includes all active user types for your organization. It is not
during required. No users are selected by default.

document/e-

mail Select the user types who have permission to modify the text of this blurb
creation during the creation of documents or e-mails.

[New in

Release 11]
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Note: By restricting the ability to modify this blurb by user type, your
organization can ensure that users are inserting standard company text into
e-mail and document templates.

Users of the user type(s) selected for this setting see an “Edit” link for the
blurb on the e-mail / document creation page for all individuals belong to
the selected user type.

Users of the user type(s) not selected for this setting cannot edit the blurb
text. (These users do not see an Edit link on the e-mail / document creation

page.)

Click the selection details 1ink to view the expanded user type name and make
selections if desired.

Active Yes (the default) OF No. Set this setting to No if you want the blurb to be inactive
blurb until a certain date, or to inactivate a blurb that is not currently valid.

When you are finished editing the blurb, click save to save your changes. If there are no
errors, your changes are saved and the confirmation message displays.

Otherwise, click Revert to Saved t0 go back to the last saved settings or click cancel to close the
window without making any changes (which restores the last saved settings.)

Deactivate/Reactivate a Blurb

[Changed in Release 11]

Note: If you deactivate a blurb and it is currently associated with a template, the blurb token is
still contained within the template; however, the blurb text contained in the blurb is not
instantiated when the e-mail or document is previewed.

To deactivate a blurb:

1. In KRB, select Admin > Communications > Blurbs. The Active view page displays automatically.

2. Locate the blurb you want to deactivate in the Blurbs grid.

3. Click the Deactivate icon in its row.

4. Review the blurb's attributes in the Deactivate blurb window.

5. Click Deactivate. A message confirms that the document template's status was changed
successfully. (Otherwise, click cancel to close the window without making any changes.)

To reactivate a blurb:

1. In KRB, select Admin > Communications > Blurbs. The Active view page displays automatically.
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2. Click the Inactive link at the top of the page. The Inactive view page displays.
3. Locate the inactive blurb you want to reactivate in the blurbs grid.

4. Click the Reactivate icon in its row.

5. Review the blurb's attributes in the Reactivate blurb Window.

6. Click Reactivate. A message confirms that the document template's status was changed
successfully. (Otherwise, click cancel to close the window without making any changes.)

Delete a Blurb

[Changed in Release 11]

Before deleting a blurb, you must disassociate it from document and e-mail templates to
which it is associated. If you try to delete it, the system displays an error message listing the
template(s) with which the blurb is associated and prompting you to remove the association.
To delete a blurb:

1. In KRB, select Admin > Communications > Blurbs.

2. Locate the blurb you want to delete in the blurbs grid. If the blurb is currently associated
with a template, you cannot delete it.

3. Click the Delete icon in its row.
4. Review the blurb's attributes in the Delete blurb window.

5. Clickpelete. A message confirms that the blurb was deleted successfully. (Otherwise, click
cancel to close the window without making any changes.)

Associate Blurbs with Org Groups

Template administrators, when creating e-mail templates, can select blurbs that are targeted
to be used by specific org groups. Only those blurbs that the user’s org group has been
granted access to appear in the dropdown list of blurbs.

In the Add new group and Edit group windows, users with appropriate user type privileges can use
the Affiliated blurbs dialog box to associate blurbs with specific org groups when creating a new
org group or modifying an existing org group.

To associate blurbs with Org groups:

1. In KRB, select Admin > Admin+ > Org. groups.

2. The Admin+: Org groups page displays.
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3. For existing Org groups, locate the Org group in the grid and click the Edit group icon in its
row.

4. The Edit group Window opens.

5. Scroll to the Affiliated blurbs field.

6. Select one or more blurbs for association with this Org group.
7. Clicksave when you are finished.

Affiliated Blurbs Field in Add new group and Edit group windows

RegCusConditionalBlurb
ReqStdConditionalStaticBlurb

SimpleBlurb v
&g Selection detalls  |w

If you are adding an Org group, configure the fields in the Addnew group window including the
Affiliated blurbs field and click Save.

Enhanced Blurbs for E-mail Communications

As of Release 11, when users create new blurbs and insert them into e-mail templates,
inserted blurbs are “tokenized” and look similar to merge tokens.

The blurb text is not rendered in the template creation area. Users can click View text to
preview it.

The blurb text is not editable from within the template creation area. Users with the
appropriate user privileges can edit the blurb after insertion into an e-mail (or document) for
that e-mail/document only.

To change blurb text permanently, users with the appropriate privileges can edit the blurb
itself.

Please see “E-mail Templates” on page 178 for more information.
Blurbs in E-mail Templates Created Prior to Release 11

All existing e-mail templates that contain blurbs created prior to Release 11 will function as
they did before the changes to blurbs functionality described in this document. All blurbs
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created prior to Release 11 are rendered within the e-mail template when the e-mail template
is saved (whether upon creation or after editing) as plain text paragraphs.

Your organization can update existing blurbs if it wants to. However, updating the blurb does
not update e-mail templates in which the blurb has been inserted. A user with the appropriate
user type privileges must edit each e-mail template manually, remove the simple blurb text,
and insert the appropriate enhanced blurb “token” in its place.

Please contact your Kenexa consultant for more information about the technical services
available for updating existing e-mail templates to use the new enhanced blurb functionality.
There are no additional costs associated with the enhanced blurb functionality. There are fees
associated with the technical service for converting e-mail templates.

Example: E-mail Containing Blurb Tokens and Merge Tokens
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Conditional and User-Selectable Blurbs

Users with the appropriate privileges for editing that particular blurb will be able to change
the blurb text when creating an e-mail or document in which the blurb is used.

Blurb content can be conditional and/or user-selectable.

Candidate and Merge Information Area with Conditional and User-Selectable Blurbs

Candidate data verfied, 1eady 1o send.

Expand sl  Select Name
- Burts

Categary samae Bhrd name Cendmonal? Select Blon Eam

Benents Ne

Relotabon Yes
9 Openes Bount selectan quired Ne Select blusd kdn
| Openes Bourd selectian dequired Yei slact blyr £da

—

[v] Nazh, Mecarder

[ Preview Save as POF Cancel

Conditional Blurbs

When an e-mail template is created with a conditional blurb (the Make blurb conditional? Setting
for the blurb is Yes), the blurb is inserted into the e-mail only if the blurb “conditions” are
satisfied.

Example #1: A blurb is configured to appear only when the req (standard) Department field is
Finance. “Finance”. If this e-mail is generated against a requisition where Department iS nOt
Finance, then the blurb text is suppressed and all surrounding space is closed up accordingly.

Example #2: A blurb is configured to appear only when the Offer form Relocation field value is
ves. If this e-mail is generated against a candidate where the Relocation field value is No, then
the blurb text is suppressed and all surrounding space is closed up accordingly.

Example #3: A blurb is configured to appear only when the Offer form Relocation field value is
ves. If the e-mail is generated against a candidate where the Relocation field is not populated, or
if the “Offer” form is not created, then the blurb text is suppressed and all surrounding space
is closed up accordingly.

107
©Kenexa 2002 — 2008



User-Selectable Blurbs

When an e-mail template is created with multiple blurbs associated with the same blurb
category, then during the e-mail creation process the user must select the appropriate blurb in
the Candidate and merge information Section of the Send communication page.

Enhanced Upload Attachments Feature

Users can now select files from either their own desktop or network, and/or from within the
candidate’s Talent Record for uploading to an e-mail message in the Upload attachment area:

® Use this existing field upload attachment from local file to upload a local file from the user’s
machine.

m Use the new field upload attachments from Talent Record t0 upload attachments from the selected
candidates’ Talent Records (if more than one candidate is selected). The list contains all of
the attachments associated with each of the selected candidates. Attachments of this type
accessed through this control have the following syntax: “<Candidate name>: Attachment
name”.

Important! When an e-mail with multiple attachments is sent to multiple candidates, each
recipient receivesonly the attachments associated with his or her Talent Record.

For example, assume an e-mail communication is being sent to two candidates, John Doe and
Sally Smith. The e-mail creator has selected “Attachment A” from John Doe's Talent Record
and “Attachment C” from Sally Smith's Talent Record. The sent e-mail directed to John Doe
contains only Attachment A, while the sent e-mail directed to Sally Smith contains only
Attachment C.

® Click selection details to view the full attachment name and make the appropriate selections if
desired.

= Click the upload button to add the selected local and/or Talent Record attachments to the list
of selected files below theupload area.
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Send Communication Window (E-mail) — Upload Attachments Area

7} Send communication - Microsoft Internet Explorer
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Multiple form answers token [#hone_Screen locations#] [#Phone_Screen team#| I MI

Upload attachments from Talent Regon’@

Upload |
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File Delete
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Working with Blurbs While Creating a Document or E-mail

Users with the appropriate user privileges can work with blurbs while in the process of
creating a document or e-mail.

Kenexa recommends as a best practice that template administrators place blurbs of the same
category one after another within the template whenever possible.

Selecting a Blurb

The procedure for selecting a blurb when creating an e-mail has changed slightly in Release
11.

To select a blurb:

1. On either the cCreate document OF Send communication page (fOI’ e-mails), click select blurb.
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2. The select blurb window opens.

Seloct Marb i

Blurb category : Openers

Select which blurb should be used within the docurment:
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M | Cancel |

3. The select blurb window displays blurbs within the same category that are available for the
user to select.

4. Select the radio button for the blurb you want to include in the document or e-mail.

5. Click ok to save the blurb selection and close the screen. The name of selected blurb is
added to the Blurb grid.

6. If you click ok without selecting a blurb, an error message is displayed.

7. To close the window without selecting anything, click cancel.
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Editing Blurb Text

Users with the appropriate user privileges can edit the text of an inserted blurb. If you have
those privileges, you can change the text within a blurb for the specific document or e-mail
you are creating without affecting the text in the original blurb.

To edit text within the blurb:

1. Select a blurb first if necessary. To do so, click the link in the select blurb column. See page
175 (the previous section) for more information.

2. In the candidate and merge information area on the Create document page, click Edit blurb text in
the Create document OF Send communication Window.

oy Sxpanded viGw
wndidate and mer
Candidate data verified, 1eady to send.
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“ wiurts
Coabegony rame Dk rame Cond omal™ Beleck Db o
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3. The Edit blurb text window opens.
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4. Change the blurb text in the Blurb text editor box.

5. Use spell check and the Expanded view functions if desired.

6. Click save when you are finished editing the blurb text. If you remove text from the blurb
and click Save, an error message is displayed. (If you want to remove the content of a
specific blurb from a document or e-mail, remove the blurb itself rather than deleting the text
from the blurb.)

7. Your changes are saved and the window closes.

8. Otherwise, click Revert to saved to restore the most recently saved version or click cancel to
close the window without saving any changes.

Note: Changes to the blurb affect only the current document or e-mail being created and do not
affect the text within the original blurb.

E-mail Templates

As of Release 11, two actions on the Communications: E-mail templates page are validated for user
type privileges:

B Add e-mail template: This IS an existing action on the Communications: E-mail templates page. The
action appears in the Actions menu on the page only if the user has the E-mail templates - add USer
type privilege.

B Delete e-mail template: This is an existing column on the Communications: E-mail templates page. The
column appears in the grid only if the user has the E-mail templates - delete USer type privilege.

To access the e-mail templates administration page, select Admin > Communications > E-mail
templates. The Communications: E-mail templates page Opens.
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Changes to the Insert Blurb Area for Email Templates

With the introduction of blurb categories, the Insert blurb area of the Add e-mail template and  Edit e-
mail template Windows is changed.

= The multi-select list includes all active blurbs that have been added to the system and are
visible to the user according the user’s user privileges and Org group membership.

= Users can select one or more blurbs for insertion at one time.
® Blurbs configured and saved as conditional have a “(c)” value listed after the blurb
name. For example: [Benefits] Executive package2 (c). Conditional blurbs appear in the

generated document or e-mail only if the configured “condition” is met.

® Blurbs can be associated with categories. User-selectable blurbs must have a blurb
category assigned to them; for example: [Benefits] Executive package.

= Conditional blurbs can also have an assigned category; for example: [Benefits] Executive
package?2 (c).

= Blurbs without an assigned category are listed first, followed by blurbs with assigned
categories.

= Blurbs with category designations are sorted by category and then ordered by blurb name.

® During e-mail generation, if more than one blurb from the same category appears within
the template, the validation process asks the user to select a blurb.
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Insert blurb area, E-mail templates

RegCusConditional2(c) ~
ReqCusConditionalBlurb(c)

RegStdConditionalStaticBlurb(e)

simpleBlurbic)

WorkFlow!
WiarkFlow v
&g Selection detals
Add

The user selects a blurb from the multi-select list and clicks Add. The blurb name is inserted
into the MESSAGE BODY text area as a token.

® The token format is [#Blurb:<blurb name>#].

® Spaces and special characters contained within the blurb name are replaced by underscores
(); for example: [#Blurb:Benefits_package_1#].

= |f the selected blurb was associated with a blurb category, the blurb name token contains
both the name of the blurb and the category name; for example: [#Blurb-<category
name>:<blurb name>#]

® Spaces and special characters within the blurb name are replaced by underscores (_); for
example: [Blurb-Benefits:Executive_package2#]

= \When the e-mail is generated, the blurb token is replaced with the appropriate blurb
content.

View Text
To view how the blurb content will look when rendered, click View text.

Best Practice Recommendation

Whenever possible, blurbs of the same category (i.e. the ones in which the user will select the
appropriate blurb) should be placed one after another within the template.

Add an E-mail Template

Your Kenexa consultant can design custom greetings for clients that include responses based
on form fields, locale-specific salutations, and so forth.

Note: If your organization uses Agency Manager, e-mail templates must be designated as
candidate or agency communications. E-mail templates cannot be switched from one
designation to the other once they are saved. If you want to change the candidate/agency
setting of a template, inactivate the template and create a new one with the changed setting.
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You can track when an e-mail template was last edited and by whom. The Last edited by field
tracks the user who last edited the e-mail template. The Last edited on field tracks the date the
template was last changed.
To add an e-mail template:

1. Select Admin > Communications > E-mail templates. ONn the Communications: E-mail templates page, click
Add e-mail template.

2. On the Add e-mail template page, do the following:

a) Enter the template name. This step is required. Use a name that indicates the template's
purpose.

b) Enter the e-mail subject line.

c) Enter areturn e-mail address different from your own (or the sender's email address).
You can enter a generic reply-to address that displays in the From line of the message. When
the field is left blank, it is populated automatically with the sender's email address.

d) Use the text editor to compose the e-mail/e-mail template in the MESSAGE BODY area.
e) Add merge fields, links to Gateway jobs, and or form links if desired.

f)  Select one or more blurbs and click Add to insert into the e-mail template.

g) Click view to see how the blurb will actually appear in the e-mail template. The rendered
blurb text displays in a separate window. Click close when you are finished viewing it.

h)  Upload attachments. Browse, select, upload, and attach external documents to the e-mail
template.

i) Orggroups authorized to send andadminister this e-mail. Specify Org group authorizations for sending
this e-mail template.

J)  Active e-mail template. Set the new e-mail template to Active.

K) Agency. For clients with Agency Manager: Specify whether the template is a candidate or
agency template. You cannot change this selection once the template is saved.

I)  Designate template as. [ This field is visible only for clients that use Automation Manager
(new in Release 11)]: Select the methods for sending the template.

A Manual Send - The template is available in the list of e-mail templates when you click Send
communication.

A Auto Send - The template is available only for use with Automation Manager and does not
appear in the list list of e-mail templates in the Send communication workflow
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A Auto and ManualSend - The template can be used both from the Send communication workflow
and by Automation Manager.

M) Save copy of correspondence. Select Yes to save a read-only copy of correspondence created
from this letter template on each candidate's Talent Record.

n) Run the spell checker and proofread your e-mail.

0) Click save.

p) Click ok to finish.

Using the Text Editor

The text editor contains standard toolbar buttons for working with text.

To use the text editor:

1. Create the e-mail template on the HTML tab. Toggle between the HTML tab and Plain
text tab to see how the e-mail looks in plain text for recipients who do not use HTML or rich

text formats.

2. Type the standard text you want to appear in all messages of this kind in the MESSAGE
BODY.

3. Insert and arrange merge fields, Gateway links, and forms. If you want a bigger area to
create your e-mail message, click the Expanded view link below the Your message box to
display a larger visible area for the text entered in the window.

To select merge fields:

1. Inthe dropdown list, select a variable group to display the list of associated merge fields.

2. Select one or more merge fields from the list and click Add. Merge fields are inserted into
the MESSAGE BODY at the cursor location.

3. Inthe dropdown list, select a Gateway to display the list of associated jobs..

4. Select one or more jobs from the list and click Add. Links to the selected jobs are inserted
into the MESSAGE BODY at the cursor location.

To include forms to complete:
1. Scroll through the list of forms to send to the candidate.
2. Select one or more forms and click Add.

3. Links to the selected forms are inserted into the MESSAGE BODY at the cursor
location.
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To insert a blurb, select a blurb from the dropdown list and click Add.

Blurbs in this list reflect blurbs that have been created for your organization, and for which
you have user and org group privileges.

Upload Attachments

You can browse and select one or several external documents for uploading an attachment
one at a time to a particular e-mail or e-mail template.

If you inadvertently attempt to upload a file to an e-mail template with an identical file name
as an existing attachment, Kenexa Recruiter BrassRing warns you that the file being upload
will replace the already-uploaded file. Click OK to confirm that you want to replace the file
(for example, perhaps you are uploading an corrected version and you do want to replace the
already-uploaded version), or click Cancel to escape so that the already-uploaded file is not
replaced. This happens only if you are trying to upload a duplicate of a file already attached
to the template.

To remove an attachment from the list of attached files, click the Delete icon.

Specify Org Group Authorizations

This field is required for organizations that use Org groups.

1. From the Org groups authorized to send this e-mail field, select those Org groups that
should be able to send this e-mail message.

2. Inthe Org groups authorized to administer this e-mail field, select the org groups that
will have access to edit this e-mail template.

Note: You can compose the e-mail message in a word processing application if desired, then
copy and paste the text into an e-mail template. However, if you want hard line breaks, you
must put them in after you paste the text.

View an E-Mail Template

If you have the proper authorization, you can view an existing template.

You can track when an e-mail template was last edited and by whom. The Last edited by field
tracks the user who last edited the e-mail template. The Last edited on field tracks the date the
template was last changed.

To view an e-mail template:

1. Select Admin > Communications > E-mail templates. The list of existing templates appears.

2. Click the view template icon to view the template.

3. The e-mail template's details appear in a popup screen.
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4. Click ok to close the template's details.

Edit an E-mail Template

If you have the proper authorization, you can make changes to an existing template.

You can track when an e-mail template was last edited and by whom. The Last edited by field
tracks the user who last edited the e-mail template. The Last edited on field tracks the date the
template was last changed.

To edit an e-mail template:

1. Select Admin > Communications > E-mail templates. The list of existing templates displays.

2. Click the edit icon to open the saved template definition.

3. Make desired changes to currently selected choices in each section of the template, as
desired.

4. Clicksave.
5. Click ok to finish.

Reference Table: E-mail Templates

Field Description

Added by Edit e-mail template only. The name of the user who created the e-mail
template in the format “First Last”. This format is reversed for the Japanese
locale.

Added on Edit e-mail template only. The date on which the e-mail template was

created in the format “dd-mmm-yyyy”. The format is different for the
Japanese locale.

Edited by Edit e-mail template only. The name of the user who last edited the e-mail
template in the format “First Last”. This format is reversed for the Japanese
locale.

Edited on Edit e-mail template only. The date on which the e-mail template was last

edited in the format “dd-mmm-yyyy”. The format is different for the
Japanese locale.

* Template name  This is a required field. You cannot change a template name after it has
been saved.

E-mail subject line If the e-mail template has a subject line, the subject line will be included on
all e-mails which are based on this template.

Return e-mail If the e-mail template has a return e-mail address, the e-mail address will be
address included on all e-mails which use this template.
(optional)
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*MESSAGE The configured content for the existing e-mail template is contained in this
BODY section. You can change the text, formatting, add different merge fields,
change existing merge tokens, and edit blurbs, and so forth, as desired.

Click the expanded view link or the binoculars icon g to open a separate,
larger window to work in.

If you delete the content in this area and click save, an error message is
displayed. You must include document content to save the e-mail template.

Merge fields Select a tokens from a variety of KRB data sources and insert those tokens
within the body of the e-mail template.

[token selection]
® Candidate fields

® Addendum (only if implemented by client)

All client configured candidate forms

Req standard fields

Req custom fields

User profile
To select merge fields:

6. Select a variable group to see the list of merge fields associated it. Click
the view icon to see the expanded list view Variable groups.

7. Select one or more fields associated with the variable group. Click the view
icon to see the expanded list view of fields associated with a specific Vvariable

group.

8. Click Add to insert that field into the document content area. The merge
field is inserted as a merge token in the MESSAGE BODY text area. You can
move the inserted merge fields around within the text area.

Insert blurb Select one or more blurbs from the list and insert them into the MESSAGE
BODY text area.

The multi-select list includes all active blurbs that have been added to the
system and are visible to you according your user privileges and Org group
membership.

Blurbs configured and saved as conditional have a “(c)” value listed after
the blurb name. For example: [Benefits] Executive package?2 (c).
Conditional blurbs appear in the generated document or e-mail only if the
configured “condition” is met.
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Add

View text

Org groups
authorized to create
document

Org groups
authorized to
administer
document

Blurbs can be associated with categories. User-selectable blurbs must have
a blurb category assigned to them; for example: [Benefits] Executive
package.

Conditional blurbs can also have an assigned category; for
example: [Benefits] Executive package2 (c).

Blurbs without an assigned category are listed first, followed by blurbs with
assigned categories.

Blurbs with category designations are sorted by category and then ordered
by blurb name.

During e-mail generation, if more than one blurb from the same category
appears within the template, the validation process asks the user to select a
blurb.

When you click Add, the blurb name is inserted as a token into the
DOCUMENT CONTENT area. If you haven’t selected a blurb and you click Add,
an error message displays.

If the selected blurb is associated with a blurb category, the blurb name
token contains both the name of the blurb and the category name; for
example, “[[category name]blurb name]”.

When the document is generated, the blurb name is replaced with the
appropriate blurb text.

Click view text to view the blurb text prior to adding it to the template. The
“View blurb text” screen opens in a separate window.

If you haven’t selected a blurb and you click View text, an error message
displays.

This field is required. If you click save and have not made a selection in this
field, an error message pops up.

Select one or more org groups from the list that will be permitted to create
documents from this e-mail template. This list contains the names of all
active org groups for the client.

Once you make a selection for this field and save the setting, this e-mail
template is available in the Select e-mail template dropdown list for users
belonging to the org groups selected here and granted document creation
privileges.

This field is required. If you click save and have not made a selection in this
field, an error message pops up.

Select one or more Org groups from the list that will be permitted to

administer this e-mail template. This list contains the names of all active
org groups for the client.
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Active e-mail
template

Save

Revert to Saved

Cancel

Once you make selections for this field and save the settings, this e-mail
template is available in the Communications: E-mail templates Window for users
belonging to the Org groups selected here and granted administration
privileges.

Indicates whether the e-mail template is active or not: Select ves (the
default) or No. You can change the setting of this field. When you click
Save the template’s status is changed from active to inactive or vice versa.

Click save to save the settings for the e-mail template. The system performs
validation checks on all required fields. Once all required fields are
completed the template is saved to the database and a confirmation
message is displayed, indicating that the e-mail template was saved
successfully.

Click Revert to saved to clear out any edits made to the existing template while
on this page. The previously saved settings for this page are restored.

Click cancel to close the window without making any changes.

Deactivate/Reactivate an E-mail Template

To deactivate an e-mail template:

1. In KRB, select Admin > Communications > E-mail templates. The Active view page displays

automatically.

2. Locate the e-mail template you want to deactivate in the e-mail templates grid.

3. Click the Deactivate icon in its row.

4. Review the e-mail template's attributes in the Deactivate e-mail template Window.

5. Click Deactivate. Otherwise, click cancel to close the window without making any changes.

To reactivate an e-mail template:

1. In KRB, select Admin > Communications > E-mail templates. The Active view page displays

automatically.

2. Click the inactive link at the top of the page. The Inactive view page displays.

3. Locate the inactive template you want to reactivate in the inactive e-mail templates grid

4. Click the Reactivate icon in its row.

5. Review the e-mail template's attributes in the Reactivate e-mail template Window.

6. Click Reactivate. Otherwise, click cancel to close the window without making any changes.

Delete an E-mail Template
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With proper authorization, e-mail templates may be deleted from Kenexa Recruiter
BrassRing.

To delete an e-mail template:

1. Select Admin > Communications > E-mail templates. The list of existing templates appears.
2. Click the Delete icon associated with the template definition.

3. The Delete e-mail template Window displays the current definition of the template.

4. Click the Delete button.

5. Clickok to finish.

Letter Templates

You can create letter templates to communicate with candidates. Each template must be
created in MS Word first and then uploaded using the Browse feature when adding a letter
template. Here are some important tips when adding a letter template:

= |f you have more than two hundred (200) fields available to mail merge into a letter
template, you will need to select the fields using the List>> box. To easily find the field you
are looking for, it is best to use the contains search, and enter the name or part of the name of
the form that the fields reside on. This will return the list of fields for that form, from which
you can select specific fields to include in the template.

= |f you are looking for the primary extracted fields such as First name, Last name Or Address, leave
the search criteria field blank and click the search button. This will return the first one hundred
(100) fields available, which will include these primary extracted fields.

= The order of the fields on the template does not need to reflect the order in which they
appear in the merge document.

= |f you are new to creating communications templates, make sure to review the step-by-step
instructions on how to create a letter template. There are several important steps to do this
properly. For detailed instructions on creating and editing letter templates, please see the next
section.

Add a Letter Template

The procedure for incorporating merge fields into letter templates has been updated.

Note: When creating letter templates for Unicode languages, please select a font that supports
the Unicode encoding method for languages (for example, Arial Unicode MS).

To create a letter template for a mail merge:

1. Select Admin > Communications > Add letter template.
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2. The Add new letter template Window appears.

3. In the Letter name field, enter an informative name for this letter template.

4. Select Merge fields from the list.

5. Specify whether the data are required or optional for all merge fields.

6. Click Preview merge format to view the merge fields. Keep this window open.

7. Click Launch MS Word to create the document. In this step, you transfer merge tokens to
a Word document that will be the basis of your letter template. Please see the detailed

instructions in the section “Selecting Merge Fields for Letter Templates” on page 189.

8. If you are going to use an existing form letter as the basis of this template, navigate to the
directory in which the document is stored. Otherwise, open a new document in Word.

9. Create or finalize the contents of the letter template; arrange the merge tokens, add
punctuation or custom text if desired, and so forth.

10. Enter the location for the letter template file in the Upload letter template field. This step is
required. You must upload the letter template file so that it will be available to users with the
appropriate user privileges.

11. Select Org groups authorized to create this document.

12. Select Org groups authorized to administer this template.

13. Select Yes (default) or No for Activate batch letter.

14. Select ves to require that letters be created from within a req folder. No is the default
setting.

15. save copy of correspondence: Select Yes to save a read-only copy of correspondence created
from this letter template on each candidate's Talent Record.

16. Click save.

Selecting Merge Fields for Letter Templates

To select merge fields for the letter template:

1. In the Add new letter template page, select a radio button to choose whether data selected as
merge fields is optional or required. (This is an “all or nothing” selection; either all merge
fields are required or all merge fields are optional.)

Required and Optional Data: By default, Data required for all merge fields is selected. This is the
safest selection; you must review and correctly populate missing merge fields in order for the
mail merge to be executed properly. The choice to make the merge field data required or
optional depends on the purpose of the letter template and how precise it needs to be.
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Setting the field to the Data optional for merge fields Option makes the process of creating and
editing candidate letter templates more flexible because you do not have to have all the data
for the selected merge fields available when you are creating and testing the template. If you
select Data optional..., the fields that are missing information are ignored when the merge
program is executing.

2. Select the merge fields and click ok. To select adjacent fields, hold down the shift key and
select the first and last token in the list of fields to be selected. To select non-adjacent fields
in the list, hold down the ctrl key and select each field you want to include.

Important! You must explicitly select the merge fields you want to include in the letter
template from the Merge fields list for the system to merge them properly.

3. Click preview merge format to view the list of selected and saved merge fields. The View
merge field window opens.

4. Follow these steps to insert the fields into the Word document that will become your
letter template:

a) Select the text in the view merge fields window and press ctrlc to save it to the Clipboard /
buffer.

b) Open Notepad or another plain text editor. Press ctrl-v to paste the text from the
Clipboard / buffer into the plain text document.

c) Delete the “Display name” text from the plain text document, retaining only the
“Document reference” text. The Document reference text is the merge token code for each
selected merge field. Merge token code starts and ends with the number / pound sign (#).

d) For example, from the first line of text copied into the text editor (as shown in the screen
capture in the last step), delete “Candidate first name “ and retain “#Contact-Info
FastName#” in the list of merge tokens. Repeat this step for each item in the list.

e) Select the merge fields and press ctrl-c to once again copy the text onto the Clipboard (the
buffer). This time you are copying only merge tokens in plain text without any extra
formatting.

f)  Click Launch MS Word to open the new Word document that will become your letter
template. You can elect to save the document now and reopen it to paste the merge tokens
into it, or you can open it now, paste in the merge tokens, and then save it.

g) Press ctrl-v to paste the merge field code into the Word document. The screen capture of
the Word document includes some additional placeholder text to demonstrate how to place
merge tokens relative to the other elements contained within letters.

5. Continue creating the content for the letter template. Add text paragraphs to it, arrange
merge fields, insert line breaks, punctuation, and so forth, as necessary.
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6. Name the Word document and save it if you have not already done so. This is your letter
template.

7. * Back on the Add new letter template page, browse to the location for the letter template file
in the Upload letter template field. This step is required. You must upload the letter template file so
that it will be available through the Add new letter template page to users with the appropriate user
privileges.

8. Select org groups and/or Users authorized to send the letter if your organization uses Org group
privileges.

9. Select ves (default) or No for Activate/Deactivate batch letter. See the Kenexa Recruiter
BrassRing User Guide (available April 6, 2008) for information about batch letter mailings.

10. Click save.

General Rules for Selecting Merge Fields

The following are general rules for selecting merge fields that apply to both letter and e-mail
templates.

® You can select and add merge fields to the letter template in any order. Once the merge
fields are added to the template, we refer to them as “merge tokens.”

® You need to select a merge field only once, even if you want to use its corresponding
merge token in several places within the body of the letter template.

® You can always select standard req fields from the Available fields list.

® The Address fields include separate fields for Address1 and Address2 to accommodate longer
addresses. When address is a required field, as long as the candidate completes Address1, the
merge executes correctly.

Edit a Letter Template

Note: when editing letter templates for Unicode languages, please be sure to use a font that
supports the Unicode language.

See “Add a Letter Template” on page 188 for more information.
To edit a letter template:

1. Log into KRB.

2. Select Admin > Communications > Batch letters.

3. Click the edit icon for the template you wish to edit.

4. The Edit letter template Window for that template appears.
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5. Make the necessary changes. Important! See page 189 for detailed instructions on how to
select and insert merge tokens into letter templates.

6. Click save to save changes to the letter attached to this letter template.
7. Click ok to finish.

Deactivate/Reactivate a Letter Template

To deactivate a letter template:

1. Log into KRB.

2. Select Admin > Communications > Batch letters.

3. Find the letter template you want to deactivate in the Batch letters grid.

4. Click the peactivate icon for that template. A message asks to you to confirm that you want
to deactivate the template. Click ok to confirm.

5. A message confirms that the batch letter status has been changed. Click ok.

6. The template is deactivated. When the browser is refreshed, the deactivated template is
listed on the Inactive batch letters View page.

To reactivate a letter template:
1. Select Admin > Communications > Batch letters.
2. Click the Inactive batch letters link at the top of the page.

3. Find the letter template you want to reactivate in the Batch letters grid on the Inactive view
page.

4. Click the Reactivate icon for that template.

5. A message asks to you to confirm that you want to reactivate the template. Click ok to
confirm.

6. A message confirms that the batch letter status has been changed. Click ok to close the
window.

7. The template is reactivated. When the browser is refreshed, the re-activated template is
listed on the Active batch letters View page.

Delete a Letter Template
To delete a letter template:
1. Select Admin > Communications > Batch letters.
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2. Find the letter template you want to delete in the Batch letters grid.
3. Click the Delete icon next to the template.
4. Click ok to confirm that you want to delete the letter.

5. To cancel, click the cancel button.
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Complete Kenexa Recruiter BrassRing Rebranding

With Release 11, the branding for the Kenexa Recruiter BrassRing™ user interface is
complete. The company name, product name, logo, copyright statement, and other legal text
have been changed throughout the product’s user interface and documentation.

The Privacy Policy link was added in Release 10.

@ Resaurce Cuater ESupuertt My T i it
b d BrassRing 11

i by candidoten

These changes affect all Kenexa Recruiter BrassRing application pages, Regs menu and
requisitions, Candidates menu, Admin menu, reports, e-mails, notifications, and
miscellaneous changes.
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B Kenexa Recruiter BrassRing Reports guense delivery: System user - Message (HTML)

SRS SR RS
Cube Chpebtod CpRowed J T die B INX s n G o wll R Ay mw - B
Froary;  CusueManagerBErsssring com Sent:  SaL 262008 305 AM

Fenexa Recniter BrassFung
report vesulis

Report name Svstem nser
Schedaled by Tma Stermick (781-530.5182)
Schedule desciphon knpact to schedhded report
Farmat Acrobat {pdf)
Frequency Once
Beoport cribe1ia  Solect date range Month to date

Crgasizational group All
Dser group All
Dzer type All il
Tzer nasme All
Last 1um date 16-Feb- 2008
Hext vun date Heone

Sender's mesrage Your Scheduled reporn hag Bruched rungong, Your can weew the results w the Eeports
quete, o you may chck on the bk m the attachment =

Benefits

Users will benefit from the consistent company and product naming.
Costs

There are no costs associated with the rebranding project.
Availability

This feature is available in Release 11.

Visible Changes

Users will see changes in the logo, company name, product name, and product colors
throughout Kenexa Recruiter BrassRing.

Limitations and Known Interactions
The following instances of the old terminology have not been changes in Release 11:

m The reference to “brassring” in your organization’s URL for Kenexa Recruiter BrassRing
has not been changed .

® Your organization’s unique identifier, which is used in Workbench, remains the same.
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® The reference to BrassRing in the “From” field for system-generated e-mails has not been
changed.

The rebranded and updated context-sensitive Help for Kenexa Recruiter BrassRing, available
at the page, window, and sometimes the field level, is available in US English for the internal
and external beta releases.

The full set of context-sensitive online Help for Kenexa Recruiter BrassRing, Talent
Gateways, and Agency Managers is available in all supported languages with Release 11 on
April 6, 2008.

The KRB User Guide online reference guide, available in the PDF file format from the link in
the top navigation bar, is available with Release 11 on April 6, 2008.

Best Practice Recommendations
None
Overview of Implementation

These changes are implemented across the system with the exceptions listed in the
“Limitations and Known Interactions” section above.
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Encrypt SSN by Default

Kenexa’s security policies require that we encrypt personally identifying information such as
Social Security numbers. With Release 11, data contained in SSN-type fields are
automatically encrypted.

Benefits

Clients with existing non-encrypted SSN-type fields are not affected by this change. Clients
creating new SSN-type of fields will benefit from the improved security for this sensitive
candidate data.

Visible Changes

Users will see encrypted SSN-type fields in Kenexa Recruiter BrassRing.

A tool-tip displays the following message when your mouse hovers over the disabled No
option: “Tool-tip text: “Due to security changes, "Yes" must always be selected for this
setting. Individual field encryption is still configured at the field level.”

Overview of Implementation

With Release 11, Kenexa Recruiter BrassRing applies encryption to all SSN fields (Social
Security Number fields) throughout the system. The new client setting, EncryptFormFields, is et
to ves for all clients and cannot be set to No. In other words, clients are required to use
encrypted SSN fields.

This client setting did not change any existing field-level encryption settings. However, it
means that the option to encrypt field data will be enabled for all form fields.

Kenexa Recruiter BrassRIng

Because they are automatically encrypted as of Release 11, Social Security Number fields
(fields of the Type “sSN”) are no longer available for output in candidate grids or through the
Data Export Wizard.
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Language Support by Browser
Microsoft® Internet Explorer® is available in all languages.

Mozilla® FireFox® is available in all Kenexa Recruiter BrassRing and Talent Gateway
languages, except Canadian French and Iberian Portuguese

Safari™ is available in English, Japanese, French, German, Spanish, Italian, Dutch, Swedish,
Danish, Norwegian, Finnish, Traditional Chinese, Simplified Chinese, Korean, and Brazilian
Portuguese.

The list of supported languages for each browser is subject to change. The latest versions of
browsers may not be available in the listed languages.
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Microsoft Office 2007 Support

With Release 11, KRB supports several new file formats introduced in Microsoft Office 2007
(.docx, .xlIsx, .rtfx or .pptx). These file formats are used by Microsoft Word, Excel, and
PowerPoint 2007 respectively. They are not compatible with file formats from older versions
of Microsoft Office, including Office for Macintosh.

KRB supports the same set of files for Microsoft Office 2007 that we supported for Office
2003 (.docx, .xlIsx, .rtfx, and .pptx).

Note: We upgraded Agency Manager in Release 10 to support the listed Microsoft Office 2007
file formats.

How does this affect you and your organization? It mainly affects KRB, Agency Manager, and Talent
Gateway users anywhere in the system that files can be uploaded and attached; for example
to requisitions (new in Release 11), to Talent Records, to e-mail communications, and so
forth).

KRB users can use Microsoft Office 2007 file formats within their Kenexa Recruiter
BrassRing system for the operating system / browser combinations listed below.

0SW\Browser> IE6.0 IE7.0 Firefox 1.5 Firefox 2.0 Safari 2.0
Windows NT Yes Yes Yes Yes N/A
Windows 2000 Yes Yes Yes Yes N/A
Windows XP Yes Yes Yes Yes N/A
Windows Vista No Yes No Yes N/A
MAC 0SX 10.4.4 No No No Yes No

Limitations and Known Interactions

Clients who are using Microsoft Office 2003 can continue uploading and attaching
documents as usual.

For Office 2007 support in the candidate experience (Talent Gateways, Agency Managers,
and Gateway Questionnaire), if you enable the Microsoft Office 2007 file types in
Workbench, it applies to both candidate upload and attachments. You cannot allow
candidates to upload Office 2007 documents (.docx) without also allowing attachments.

Office 2007 Attachments and Gateway Questionnaire

Important! The Gateway Questionnaire does not support Microsoft Office 2007 files, even if
the client setting for Office 2007 files is set to Yes. If clients want to turn on the MS Office
2007 attachments support setting, and also have the Gateway Questionnaire support Office
2007 file types, the client will have to use the GQ utility in Workbench and select to edit and
save as new all their existing GQs that contain resume attachments.
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Best Practice Recommendation

To use this functionality, clients will have to purchase and install either the Microsoft Office
2007 conversion update or the full Microsoft Office 2007 application on their system.

Note: Clients using Office 2007 can save the files as Office 2003 files if desired.

KRB User Experience

Locations for Uploading Attachments in KRB
® Talent Record

® Req attachments

= E-mail template attachments

m Send Interview request or Schedule Interview

® Candidate non-XML form import

® Talent Gateways: Candidate apply attachments
® Real Resume

= Agency Manager

= Event Manager

® Gateway Questionnaire — Manual configuration required.

Location Path What You Do There
Talent Record  In KRB, select candidates > My candidates ~ Upload a file to the Talent
> Select a candidate > Click on name > Select Record.
attachment tab > Click Upload new attachment >
Attachments.
Req Select Regs > View my reqs > Open > Selecta  Upload a file as an
attachments req > Select req attachment tab > Upload new attachment to a req.
attachment.
E-mail Select Admin > Communications > E-mail Upload a file as permanent
template templates. Select a template and click (but removable)
attachments the Edit icon for it. attachment to the template.
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E-mail
attachments

Send Interview
request or
Schedule
Interview
Candidate non-
XML form
import

TGs: Candidate
apply
attachments

Real Resume
Agency
Manager

Gateway
Questionnaire

Select candidates > open. Find and click
on a req folder to open it. Select
the radio button/check box for a
candidate. Select send candidate
communication in the Actions menu.
Select an e-mail template.

No UI or validation impact.

Select candidates > Import form data > Import
data.

Select Talent Gateway > Admin. Launch a
Basic Talent Gateway.

Select Talent Gateway > Admin. Launch a
Full Talent Gateway.

Select Talent Gateway > Admin. Launch an
Agency Gateway.

Select Tools > Gateway Questionnaire > [GQ
Name] > GQ Section] > [GQ Page]. Select
the action preview page.

©Kenexa 2002 — 2008

Upload an attachment to an
e-mail.

Office 2007 users can
download Interview
requests sent from KRB.

Import non-XML candidate
forms.

Candidate uploads an
attachment when applying
through a Basic Talent
Gateway.

Candidate submits a
resume/CV through a Full
Talent Gateway.
Candidate submits a
resume/CV through an
Agency.

Use the GQ utility in
Workbench to manually
configure each GQ to be
able to upload Office 2007
attachments. For each
existing GQ that contain
resume attachments, select
it for editing, save it as
new.
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Microsoft VISTA Support

With Release 11, KRB supports the Microsoft VISTA operating system. review
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Ongoing Globalization

Clients may choose any language included in this group for their base locale.

W Azerbaijani [R10] :3 :j’; International English*

Brazilian Portuguese* l I Italian*"

. Chinese @ Japanese* [New in R11]

B  Czech ‘@  Korean

mmm Danish ates  Norwegian

e Dutch*A pr— Polisﬁ

BE=  USEnglish*» BB Portuguese i
= Finnish - ; - Russian SRR
BB French B - 1 3y

Canadian FrencH';"‘c

-
&
[ ]

= German = =
5
= Hungarian H Turkish

* Language offered for both recruiter (Kenexa Recruiter BrassRing) and candidate (Talent Gateways)
language

A Auto-extraction languages
KRB and Agency Manager Support LTR Unicode Languages
With Release 11, Kenexa Recruiter BrassRing supports left-to-right (LTR) Unicode

languages (western European, eastern European, and Asian languages) for recruiters within
KRB, for recruiters who are non-system-users of KRB, and for Agency Managers. The
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Unicode character set is required to support translation for languages such as Japanese. Talent
Gateways and Workbench already support Unicode.

Benefits

Kenexa Recruiter BrassRing will be able to support additional left-to-right (LTR) languages
more easily. LTR languages include the modern languages of North America, South
America, Europe, India, and southeast Asia.

Cost

There are no additional costs for this feature.

Availability

Azerbaijani was available in Release 10. Japanese was available in Release 11.

Visible Changes

There are no visible changes without configuration for this feature. Please see the description
of the feature for details.

Limitations and Known Interactions

Slovak

A limited number of fields do not accept Unicode characters. They are:

= Database fields

m Codes: The unique identifier for each code does not support Unicode encoding. However,
Req field options for “Code” fields do support Unicode characters.

® Passwords
= Email, numeric fields, and URLs (http addresses)

In addition, KRB integration with any third party tools such as Posting partners and Previsor
assessments are not Unicode-compliant.

Best Practice Recommendations
None
Overview of Implementation

Clients purchase locales according to their requirements. Kenexa configures localization
settings on behalf of clients.
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Posting Partner Changes - All Posting Partners

Kenexa has improved the posting partner functionality for all posting partners in Release 11.
The changes are both general and selective to each vendor. The changes and additions are
described for each vendor (First Advantage and Arbita) in separate sections below.

The changes affecting all posting parters are:

® \Welcome Screen Administration: This page has been updated to reflect name and logo
changes for several of our partners.

= Five new customizable job fields: For both standard and custom req fields, the posting
interface mapping Setting in Workbench has five new customizable options (Job Custom Fields 1,
Job Custom Fields 2, Job Custom Fields 3, Job Custom Fields 4, and Job Custom Fields 5) Which clients can
use for any posting partner. See the Workbench 11 Release Notes for more information.

® Posting in Multiple Languages: Posting partners can send postings in multiple languages, in
addition to US English which is the default language for posting regs through posting
partners.

To send a req in a different language for posting, toggle to that language version of the req,
complete the req, and click Post. For example, if you are currently toggled to a French
version of a requisition, then the posting is sent in French. (Prior to this enhancement, the
posting was always sent in U.S. English.)

You cannot transmit a posting in multiple languages by clicking post once. You must toggle to
a specific language version of the req and click post.

Removing Multi-language Postings: If a position is posted in multiple languages with the Posting
Partner and a removal request is sent, the Posting Partner must remove all postings for that
requisition across all languages and boards.

If the client wants to remove the posting from a specific board or only in one language, they
can log into the Posting Partner’s application and adjust the posting parameters.

® Streamlined “Launch to posting partners” Page: Kenexa has selectively removed unused fields

from the Launch to posting partners page for each posting partner vendor. See the sections
following for more information.

Benefits

The Posting Partners interface and the posting process are more flexible, efficient, and usable.
Clients can perform Job field mapping of client-defined custom data fields. Clients can send
post data through our posting partners to foreign job boards.

Cost

There is no additional cost for this feature.
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Availability
September 20, 2007.

Visible Changes

These changes are automatically visible to users whose organizations use posting partners,
subject to the appropriate user privileges.

Overview of Implementation

Users with appropriate permissions configure the five (5) custom fields in Kenexa Recruiter
BrassRing.

Posting Partner Changes — Arbita

Kenexa removed unnecessary fields and sections from the Arbita posting partner form, added
five (5) custom configurable fields to the Arbita posting partner form, and provided the
ability to send postings in multiple languages in addition to U.S. English

® Changes to the Arbita details section: The fields start date and Close date were removed from the
Arbita details section OF the Launch to posting partner window.

® Changes to Organization information: The country field was removed from the Organization
information Section Of the Launch to posting partners page.

® Changes to the Contact information: The following five (5) fields and their validations were
removed from the Launch to posting partner Page. Organization, Addressl, Address2, City, Country, State/Prov,
and zip/Postal code.

® Changes to Contact Information for User Profiles: The following five (5) fields were
removed from the Edit contact information window for individual user profiles: Organization, Addresst,
Address2, City, Country, State/Prov, and Zip/Postal code.

To edit user profile contact information for Arbita: In KRB, select Admin > Posting interface defaults
> Edit my profile > Edit contact information.

Fields removed:;
Organization
Address 1
Address 2

City

Counttv
State/Prov

Zip/Postal code
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These contact information fields do not come into play when users are editing profiles for
multiple users under Edit selected users.

® Posting in Multiple Languages: See page 235 for general information about posting to posting
partners in multiple languages.

Best Practice Recommendations — Arbita

Clients should work with Arbita to determine if they wish to access new posting board
options for different languages

Posting in Multiple Languages — Arbita

With these enhancements, users can see the posting partner(s) listed on the Posting options page
when viewing a req in any language. Previously, posting partner vendors did not appear on
the Posting options pages in languages other than English.

To post a position in a specific language, users should toggle to the requisition in that
language, go to the Posting options page, and complete the required information. The posting will
be sent in the language to which the user was toggled at time of submission

If a req is created in multiple languages simultaneously, posting partner vendors are not listed
because the system cannot automatically determine which language should or should not be
sent.

Limitations and Known Interactions

m Users must submit postings individually for each language.

® Users cannot send or receive postings in multiple languages within a single transaction.

m At this time, Arbita does not support sending the same requisition in multiple languages.
Once a req is posted (in any language), the user receives an error message when he or she

tries to post the same req in another language.

® Once a req is posted to a posting partner, an orange “halo” displays behind the push pin for
all languages.

® The “halo” disappears only when the posting has been removed from all sites; it is not
language-specific.

® Note: Arbita imposes 4000 character limit for job description.
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Arbita - Five (5) Customizable Fields

Job information

* Req ID

* Type

“Job title

*Job description

* Qualifications

Benefits

“City

“Country

* State/Prov

and Canada)

“Reply e-mail

Reply fax

Application URL

110BR

oy Selection detals

Check to refresh the State/Province field W

| =
oy Selecton detals

Zip/Postal code (required for jobs based in the USAI

List >> |

Custom field 1

Custom field 2

Custom field 3

Custom field 4

Custom field §

©Kenexa 2002 — 2008
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Posting Partner Changes — First Advantage
We made the following changes to posting partner screens for First Advantage:
® Trustar IS NOW called First Advantage throughout Kenexa Recruiter BrassRing.

= Kenexa added the ability to map five (5) custom job fields to the Job details section of the
Launch to posting partner page.

|»

Q, Launch to pasting partaer

Jump to  Fist advantage Job

First Advantage details

“Job 2ip/Postal code

Job division I

Custom field 1 I'

Custom field 2 [

Custom field 3 [

Custom field 4 r

Custom fleld & l

|«

5 N3 Localintranet

=l

= To improve usability and efficiency for First Advantage users, Kenexa removed fields that

are not required from the Posting partner form.
On the First Advantage Launch to posting partner page:

B First Advantage details Section: The fields pay rate, Length, Education, Experience, Keyword skills, Job
category, and Job industry were removed.

® Job information Section: The fields Type, Reply, Fax were removed.

® The Organization information menu items, section, and links to it were removed.

® The Contact information menu items, section, and links to it were removed for clients who use

First Advantage as their sole posting partner.

Kenexa removed
Organization and
contactinformation
admin actions

©Kenexa 2002 — 2008
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Best Practice Recommendations — First Advantage

Clients should work with First Advantage to determine if they wish to access new posting
board options for different languages.

Posting in Multiple Languages — First Advantage

With these enhancements, users can see the posting partner(s) listed on the Posting options page
when viewing a req in any language. Previously, posting partner vendors did not appear on
the Posting options pages in languages other than English.

To post a position in a specific language, users should toggle to the requisition in that
language, go to the Posting options page, and complete the required information. The posting will
be sent in the language to which the user was toggled at time of submission

If a req is created in multiple languages simultaneously, posting partner vendors are not listed
because the system cannot automatically determine which language should or should not be
sent.

Limitations and Known Interactions

m Users must submit postings individually for each language.
m Users cannot send or receive postings in multiple languages within a single transaction.

® Once a req is posted to a posting partner, an orange “halo” displays behind the push pin for
all languages.

® The “halo” disappears only when the posting has been removed from all sites; it is not
language-specific.
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Recruiter Experience - Differentiator for Users with Same
Name

Clients with large numbers of users often have multiple users with the same name (for
example, John Smith). Your organization can elect to use the “user name differentiator”
(either the Employee ID Or the Phone number) to distinguish system users who have the same name.
When it is enabled, the user name differentiator is appended to each user’s name within round
brackets () throughout Kenexa Recruiter BrassRing and Workbench.

Differentiator Example

Employee ID Smith, John (46753)

Phone number Smith, John (212-555-0123)
Benefits

Users can easily differentiate between users with the same name. The integrity of user profile
data is preserved: Clients no longer have to input data which interferes with merging,
reporting, or exporting to differentiate between users with same name.

Costs

There is no additional cost associated with this feature.

Availability

Release 11

Visible Changes

There are no visible changes without configuration.

If this feature is enabled, the user name differentiator appears every place within the system
where a user name is displayed, including all user name drop down lists.

Limitations or Known Issues

Organizations can use only Employee ID or Phone number as a differentiator at this time.

To avoid exposing sensitive data, such as the user’s employee ID or phone number, the
differentiator is never appended to user names appearing within eLinks and on Talent
Gateways and Agency Managers. Note: eLinks contain the sender’s name only; the data within
the link may contain the differentiator.

The differentiator is not included in communications because First name and Last name are
individual tokens.

If the user name is input without a differentiator, the system still appends a pair of round
brackets () to the name; for example, John Smith ().
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If your organization changes either the differentiator type (from Employee ID to Phone
number or vice versa) or the content of the differentiator which is already in use (such as the
phone number), the data in query selects and DEW profiles are not updated; the data retain
the previous differentiator.

If there are duplicate users, and one user has a value in place for the differentiator but the
other does not, only the user name with the value is included in the import or export.

Important: Please make clients aware that they must choose a differentiator for which the
values are already entered into the system, or enter those values where they are missing.

Caution: If clients imported data values into KRB in the past and they change the
differentiator setting from “None” to one of the two new settings, this causes a discontinuity in

the data collected before and after the setting was changed.

For Japanese locale users, there is no comma between Last name and First name. See page 11
for more information.

XML and Workbench Import Tools Support the Differentiator

The Import tools for Workbench and XML have been updated to include the differentiator. If
the configured setting in Workbench for the user name differentiator is anything other than
“None,” then the differentiator must be included with each user name contained in the import
file.

XML import includes req, job code, and field association imports. WB import includes WB
job code and field association imports and exports.

Best Practice Recommendations

Clients should contact Kenexa to help them execute a clean-up script against user profiles to
remove erroneous differentiator data from user names within their system.

Client should make sure the selected differentiator has data for all users.

Overview of Implementation

Your organization must turn on the client setting “User name differentiator”” in Workbench even if
they elect to use no user name differentiator. Clients can use the current method of name
display (the default setting) or select one of two new display options.

If clients want to change the differentiation method for people with the same user name, they
should contact their client representative or technical consultant.

The user name differentiator is used in the Regs, Candidates, Admin, and Reports Modules,
and in Workbench.
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KRB User Experience

The screen capture displays the format for user names in KRB. See the next section for a list
of all places in KRB where users see the user name differentiator.

Actions Active users Inactive users

= Add new user [ Select users ]

G Dieactivate
) : Select all _ Full name
Export user list to A

M% Excel
] Beckett, Grant (455785) -
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Recruiter Experience - KRB Automatically Proper-Cases
Names

KRB has a new client setting which controls how case is applied to names when they are
auto-extracted from resumes submitted through Talent Gateways and to Gateway
Questionnaires. When the setting is turned on, the auto-extractor follows common locale-
based usage rules for applying case to proper names in the currently supported extractable
languages: English, French, Italian, German, Spanish, and Dutch.

KRB applies proper-casing to names on Gateway Questionnaires when the applicable Talent
Gateway and Gateway Questionnaire settings are enabled. Please the Workbench 11 Release
note (in progress) or the Workbench 11 [Self-Service] Manual (available April 6, 2008) for
more information. If these settings are not turned on (the default state), KRB auto-extracts
candidate names from resumes in the case in which they appear on the resume.

Benefits

When this new setting is enabled, candidate names will have the proper case using both
upper- and lowercase letters. This improves the visual appearance of the candidate name and
also the overall usability of the name throughout the application. (Previously, when a
candidate's name was listed on their resume in ALL CAPS, it would be extracted in that
format as well. This meant that ALL CAPS value would be visible in KRB in places such as
the candidate's Talent Record, eLinks, search and folder listings and correspondence.)

Cost

There are no additional costs associated with this feature.
Availability

Release 11

Visible Changes

There are no visible changes to the product without configuration.
Limitations and Known Interactions

The automatic proper-casing applies only to names and not other resume content. Once the
setting is turned on, it applies only to Kenexa’s current list of extractable languages: Dutch,
English, French, German, Italian, Spanish

Best Practice Recommendations

None
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Overview of Implementation

To enable automatic proper-casing according to common usage rules, Kenexa must enable
the Talent Gateways settings (for Basic, Full, and Global TGs) in Workbench: Enable auto
extraction and Enable auto proper case names.

How KRB Applies Automatic Casing Rules
The table below describes the automatic casing rules for several examples.

If the name on the the extractor Example
resume contains ...  follows this rule

all UPPER CASE First name Last SALLY SMITH Sally Smith
letters name: First letter

IS uppercase,

followed by

lowercase for

remaining letters

in the name.
Mixture of UPPER  The auto- Catherine de Catherine de
CASE and lower case extractor leaves it Burgh Burgh
letters as is.
all lowercase letters ~ The auto- sally smith sally smith
extractor leaves it
as is.
Prefixes and or It does not extract
suffixes prefixes and
suffixes.
Hyphenated names  The name after SALLY SMITH- Sally Smith-
the hyphen is JONES Jones

treated like the
name before the
hyphen and
common usage
rules apply.

Note: If @ name on the resume is in all upper case letters and should consist of mixed casing to
be in proper case, the auto-extractor follows common usage rules when extracting the name
unless noted as an exception.

Exceptions to Common Usage Rules
The casing rules described in this section are dependent on individual language and are

applied based on login locale. The casing of names follows common usage rules unless it is a
noted exception for that language.
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German

The particle "von™ (meaning "of", pronounced "fonn") in a surname is not capitalized
(Alexander von Humboldt) unless it is the first letter of a sentence (“Von humboldt submitted
his resume on ...”).

Dutch

The particle "van™ in a surname is not capitalized when preceded by a forename or an initial.
Accordingly, "Onder de Franse zuiderzon maakt Vincent van Gogh zijn meest ophefmakende
werken." without the forename Vincent would be "Onder de Franse zuiderzon maakt Van
Gogh zijn meest ophefmakende werken." (Note: In Flemish, the particle “Van” is capitalized
when preceded by a forename or an initial.)

Also, ’t, d’, or ’s in names or sayings are never capitalized, even at the start of sentences.
They are short for the articles het and de (or the old possessive form des). Examples: s
Gravenhage (from des Graven Hage), d 'Eendracht (from de Eendracht), 't Theehuis (from
het Theehuis).

Exceptions to Common Usage Rules

The tables below describe the noted exceptions to common usage rules. The rules presented
in Tables 1 and 2 are applicable to all extractable languages.

Table 1: Exceptions Table — Part of Last Name “Particles”

Exception  Example: Changes to:
Mac MACDONALD MacDonald
Mc MCINTYRE Mcintyre
o O’DELL O’Dell

D’ D’ANGELO D’Angelo
DE DEMARCO DeMarco
DI DIBELLA DiBella

Table 2: Exceptions Table — Stand Alone values

Exception Changes Example

to:
DE de Daniel de Fond (French)
DI di Martino di Napoli (Italian)
DU du Isabelle du Nord (French)
VON von Margarethe von Trotta

(German)
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VAN Van Vincent Van Gogh (Dutch)

‘T ‘t ’t Theehuis (Dutch)

‘S ‘s ’s Gravenhage (Dutch)
D’ d’ d'Eendracht (Dutch)
DE LA De La De La Rosa (Spanish)
DEL Del Del Amitri (Italian)
English

2

The practice of capitalization varies for names starting with particles which mean "from,’
“the," or "son of":

Particle Capitalization

Mac, Mc, M, Particle always capitalized. Remaining part of name capitalized for Mc,

@] M, and O; Mac is variable (both capitalized and not capitalized).

L, Van Usually capitalized

d’, de, di, von Often not capitalized

de La ‘L’ is usually capitalized; ‘d’ is not. Remainder is always capitalized if a)
it is a separate word from the particle, or b) the particle itself is not
capitalized.

KRB User Experience

When automatic proper-casing is turned on, KRB users viewing the Talent Record will see
the First name and Last name in the proper case, according to rules of common usage,
regardless of the case in which the name appears on the resume submitted through the Talent

Gateway.
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Auto-extractor with Automatic Proper Casing turned on

JAMES LEE
3023 Marqas Lane
- Mbacom, OVH. 45040
: LI0E@imeia. oo
g
y EXPERIENCE

. July 2. Presemt

N TNILEVER Chactanad, OH. E

. B glebal markeser of food, home and personalen . ¢
imﬁﬂﬂgw bbb S i d i

N » Feponaibis for beHeng wesld clas e o Fetehs Ta]

szconets. Dyveloped cugiomer specd AU MR [ i e i1
giatforma, ehoppes ek curoer maig Eareed i

[ T ] T Y T —

Page | Sac | o AuY npocdl0 i Hemne phane $19-870.0186

B o ek 1h
Custaores Marketing Hanager

Tha Stal’s Comgy Trads Marketiog Manager

Milfar Brewvrg Company Avponiale Martketrg Manager

Bare Lee

Hershey

In general, users see the proper-casing rules applied as follows:
= UPPER CASE - Upper Case
= Common Usage - Common Usage

= |ower case = lower case
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Recruiter Experience - KRB Users Can Update HR
Statuses via eLink

KRB users can update a candidate’s HR status through an eLinked Talent Record sent to
them by e-mail without being logged in to Kenexa Recruiter BrassRing. Hiring Managers can
easily fill in forms and disposition candidates when working outside of KRB.

Benefits

This feature increases the flexibility and productivity of Kenexa Recruiter BrassRing users
who can update HR statuses without being logged in.

Costs

There is no additional cost associated with this feature.
Availability

Release 10.2

Visible Changes

The visible changes associated with this feature are as follows:

® Prior to release 10 a System user with “update HR status” privileges could see HR statuses
but could not update them from the HR status tab on an eLink.

® With release 10, System users with “HR status (via eLink)” privileges can see HR statuses
and can update any statuses for a Req, Working folder, or My Inbox to which they are
associated as a team member or owner.

Limitations and Known Interactions

Senders of HR status update eLinks are KRB system users (by definition). They send the
eLink by email with the HR statuses included.

To update HR statuses through an eLink, recipients must be system users and have the user
type privileges described below.

System users without the user privileges: Recipients who are system users do not see the
Update HR status Option unless the appropriate user type privileges are turned on.

Non-system users: Elink recipients who are non-system users can view the HR status (which
is current functioning) but not update it.

To be able to receive eLinks used for updating HR statuses, and to update them, a user must:

® pe a system user (that is, not an external user)
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= be a member of the req team or working folder in which s/he is updating the HR status or
have HR Status update all privileges.

® have one of the “Candidate Actions 2” user type privileges turned on:

HR status (via eLink) — add/update in all regs/all folders/my inbox

HR status (via eLink) — add/update in my reqs/my folders/my inbox

Both of these privileges are not selected by default, so they have to be configured explicitly.

The update HR status option displays only when the eLink recipient has HR status(via eLink) add/update
all OF HR status (via eLink)add/update my privileges turned on.

If the user has HR status(via eLink) add/update my privileges turned on (and no other privileges that
would extend his or her actions on HR statuses to additional candidates) s/he can see only
those HR status update hyperlinks for candidates with statuses residing in folders for which
s/he is a member of the req team or working folder.

If the eLink recipient is not a system user, s/he can view the HR status but not update it,
which represents no change to current functioning.

Who Can Update HR Statuses?

The rules for updating and undoing HR statuses in KRB apply to the eLink functionality.
KRB system users must meet one of the acceptable membership conditions in the table below
in addition to having the required user type privilege turned on to be able to update HR status
through the HR status link.

User type privileges Membership Update HR status
link

The HR status (via The user does not need to be a All HR Statuses

eLink) add/update member of the req or working will display as

All regs / All folders / folder in order to update the HR hyperlinks to the

my inbox user Status. Update status

privilege is turned on page. (the same as

for this user if the user were

logged in to KRB)

The HR status (via The user can be a member of the The HR status

eLink) add/update -> req or working folder, but does not -> displays as a

My regs / My folders have to be a member. hyperlink which

/' my inbox user links to the Update

privilege is turned on OR status page (the

for this user same as if the user
The user is the Creator, Recruiter, were logged in to
Hiring Manager or Req Team KRB)
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member of the particular req
associated with the HR status link.

OR

The user is the Owner or Team
member of a particular Working
folder.

Interaction of eLinks with Other KRB Features

HR Statuses that trigger auto close: These HR statuses never display as an update option for
users updating HR Status via an eLink.

HR Statuses that trigger position countdown: These HR statuses never display as an update
option for users updating HR Status via an eLink.

HR Statuses updated via an eLink: These HR statuses can trigger integrations if one is
configured for the selected HR Status.

HR Statuses updated via an eLink: Any HR status updated via eLink can trigger automatic e-
mail communications if they are configured for the selected HR Status.

HR Statuses updated via an eLink: Any HR status updated via eLink can trigger a pop-up
form if a form pop-up has been configured in workbench for the particular HR status.

Form field integrations — Clients can use Form field integration to pass form field data
automatically. The client configuration for HR status update by eLink must meet the
requirements for Form field integration clients. See the next section for more information

Integration Types that Pass Form Field Data

Your organization may currently have triggers that pass form field data automatically. Under
these circumstances, the integration could potentially fail if a KRB user does not complete a
form containing data required by the integration.

Warning: If your organization has integration that depends on form fields to be completed,
please talk with your Kenexa representative about possible risks and keep in mind the
following:

Make sure KRB users include any associated forms that are required for integration as a form
to be completed Within the eLink. There is no way to ensure that the proper forms will be
completed, however, so you may want to consider Option 2 below.

Turn off the user privilege to Update HR status for users working outside of KRB. This can be done either
by a certified Workbench user or through a Kenexa representative.
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Overview of Implementation

Certified Workbench Users (or Kenexa) must turn on HR status (via eLink) privileges in
Workbench.

User Experience — KRB Users

What Constitutes “Working” with a Candidate?

You have a working relationship with the candidate when you are in a “my candidate”
relationship to the candidate. This relationship exists when one of the following conditions is
met.

You are one of the following:

® The creator of an Open Req for which the candidate has a current HR status, including the
initial O-filed status.

® The Hiring Manager for an Open Req for which the candidate has a current HR status,
including the initial O-filed status.

= The Recruiter for an open Req for which the candidate has a current HR status, including
the initial O-filed status.

= A Requisition Team Member of an Open Req for which the candidate has a current HR
status, including the initial O-filed status.

Or the candidate has a current HR status (including O-filed status) and is in your Inbox, or an
active working folder to which you have access.

Sending an eLink to KRB Users Who are not Logged In

To send an eLink to another KRB system user who is not logged in, so that the recipient user
can update HR statuses, follow these steps:

Remember! The eLink recipient must be a system user and have the user type privilege for
“HR status update via eLink in all reqs/all folders/my inbox™ or “HR status update via eLink
in my reqgs/my folders/my inbox” user privilege turned on in order to have the ability to
update the HR Status from within the eLink. Otherwise, the eLink recipient will be able to
view the HR status but not update it.

1. Log into Kenexa Recruiter BrassRing.

2. Navigate to the Req folder containing the candidate whose status is to be updated. You
can select more than one candidate, if applicable.

3. On the candidate’s Talent Record page, click send eLink in the Actions menu or from the eLink
tab.
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Note: If you are viewing multiple Talent Records, click through each Profile and select the
checkbox explicitly for the candidates you want to include in the eLink as in the figure
below.

phones, cell

[#] Selected = Profile  of 3 =

A
=Lit ; JOverviEn Romsume A Farms Mokes
Actions

-
h File to req el i Communicabons  Interview schedul Al

I‘iﬁ File ta foldar |

Talent Record — Selecting multiple candidate profiles

4. The eLink candidate: page appears. See the screen capture on page 79.

Important! Complete the fields on the page, making sure to check the Include HR status
checkbox.

5. If you want the recipient to complete one or more forms, select the forms in the Forms to
complete field.

Important! If your company uses any type of integration that passes form field data, you must
make sure that you include Forms to complete. See page 76 for more information about
integrations and form fields.

eLink candidate (Include HR status and Forms to complete)
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eltmk candidate: selected candidates @ (2 ?

1 . .
From ot i brassring. c om |

To: (system users) |Sm'ﬂh. Leslie Ligt ==

To: {non-sysbem users) | |

Teparat= moudiple csers by comme [ #his fiedd ey nod condadn spec=s,

Include HR status 5]

Forms to wiew  [beaubitul day : e no nbedulipledgain - 27-3 EF-2006. © 1275050

beaubiul daw : =ngle per gandidate : 26-SEP- 2006 - 12755814

cell phones : benonbduldipledpain - 27-3EP-2008- : 1275834

cal | phanes @ mufiplatorm - 20.5EF-Z000. : 1275013

agll phangs D Ofter Raquestfperaval 12128 Rimm heA @ 19- SEF-Z008- @ 1272500

& Selecion dedsis

Forms to complete [T I

Candid atalmpoit
Candid atzimpotForm
CandiTest

MWotify me when these [
forms have heen
submitted.

Send as HTRL c_j (e Qj Ma
attachment

Subject ook e reglD: 1212BR: mmhest:

Your message plez=e update the =tatus of thes=e candidates=.

* = requirad fisld

[Eend] [l:lear] l Cancel ]

6. Click send when you have finished filling out the fields on the page. The e-mail “update
HR status” eLink is sent to the recipient and a confirmation is sent to your system e-mail
address.

Otherwise:

Click clear to empty the fields and start again.

Click cancel to close the window without sending an eLink.

Receiving and Updating HR Statuses via eLink
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To update a candidate’s HR status via eLink:

1. Open the e-mail containing the eLinked candidate Talent Record. The subject line is in
the following syntax:

elLink re: reqgID: <Reqg. No.>: <Job Title>: <Candidate Name>

For example:

elink re: reqID: 5376BR: Accountant Gamal Barber

2.

From: leshie. smithd@kenexa.com Sent:  Thu 10/18/2007 5:20 PM
[ENTERFRISEETRM, BRASSRING.,
Com]

To: Smith, Leske
e
Subject:  elinkre: reqlD: S376BR: Tax Accountant: Mulbiple candidates

Please review and update these forms

Help

Gamal BARBEE.
R o OUNTATY
Zoom Telephommes Abt Associates

Eili
Internal Auditor
31 Group

In the e-mail, click the candidate name candidate name elLink. (There are two candidate name eLinks
in the image below.)

E-mail containing eLink to update HR status

3. The overview tab of the candidate’s Talent Record appears.

4. Click the HR status tab. The tab displays the candidates current HR status and the HR status
eLink.
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HR Status Tab with current HR status eLink

Clek to send you- ‘eedsech on this candidale l Fespond |

M s latlus

Jevs Cunwor| disemer

HAR status dato Folder ReqliD  Rng/Telcer Updatod by i S
20-0a-2000 =] 15120 Endich by English user awter dachsco &
20-Dec 2005 B 5000 Cuash by Duteh Lzer Apier Pachece 2

Ubh-Dee - 2005 (L] cct Faidee Amizer Uzchaze 204 Irtarson
05~Jur=2006 = teat ArCer Sacheze 0=kt
13=)ar=2000 a 11087 1Aanager Wby MoKieraar e viEw
J1-Cect-£035 = 1e5t Kely Test 0 Tiled
1i-Aug-2005 5] 1ot 4 Kely Mzkierasn Inte~view
Ai=ay=200K [ ] 1ices Clodas 2 Jasy=Are Daily O et
06~ay=2004 & L oty Jaivs NieviEw

20 Jul 2004 = worling foldar for autay cptioral 10 Query Managsr 0 Tilked

5. Click the HR status link in the HR status column.
6. The update status window for the candidate opens.
Update status window available through eLink

= | Update status for Blair, Randall Microsoft Internct Explorar

(Back o current B3 status)

Current status Updated by
Revew LSmith
O Filed

O Int=rview

O 20d Intervien

© Hired

O Candidate Withdraan

(@)

s Rejected

Acton dste 28 v [Sep v 2007 v [1)
Notify users working wth this candidate |

| Usdate | | Update and acdmext | | Cancel |

To update the HR status:
1. Select the radio button for the HR status you want to update to.

2. Select the Action date.
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3. Check the Notify users working with this candidate field if desired. Checking this box triggers an e-
mail notification to all users working with the candidate when the candidate’s HR status is
updated. See page 77 for an explanation of what constitutes “working with the candidate.”

4. Click update to simply update the field and display the confirmation page.

If you are updating the status for multiple candidates, click update and add next to display the next
Update status Page.

Otherwise, click cancel to close the window without updating the HR status.
Updating Intermediate Statuses
eLink recipients who are updating intermediate HR statuses can click undo status to undo the

HR status update. If the user clicks undo status, the candidate is returned to the previous HR
status and the Update status page for the previous HR status is displayed.

Updating intermediate statuses

A Update status for Blair, Randall - Microsoft Internet Explorer

_+ Update status for Blair, Randall

Current status Updated by

Interview McKiernan, Kelly

O 2nd Interview
O Candidate Withdrawn
O Rejected
Action dste |28 v | Feb v |2007 v (3]

Notify users working with this candidate [7]

[ Update | [ Update and addmext | [ Undostatus | [ Cancel |

Updating Final Statuses
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eLink recipients who are updating final HR statuses can click undo status to undo the HR status
update. If the user clicks undo status, the candidate is returned to the previous HR status and the
Update status page for the previous HR status is displayed.

When the user updates the candidate to a Final status and does not undo it, a confirmation
window appears, confirming that the candidate’s status was updated.

Update HR Status of Candidate to Final Status

2 Update status for Blair, Randall - Microsoft Internet Explorer

[ update status for Blair, Randall *Help |

Back to currant HR status

Current status Updated by
Rejected McKiernan, Kelly

Final status Rejected

[ Undo status ] [Cancel]

Responding to the eLink

From this window, you can request an action , add a note, and send the response.

To respond to the eLinked HR status:

1. Click Rrespond in the top right corner of the HR status tab on the eLinked Talent Record.

2. In the Respond to eLink window, select the new HR status for the candidate from the Request
the following dropdown list.

3. Enter a note in the Note text box if desired. Check the checkbox if you want the note saved
in your notes archive.
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4. Click send to complete the transaction. You have updated the candidate’s status and

replied to the original sender of the eLink. Otherwise, click cancel to close the window without
making any changes.

3 Respond to efink

Request pigqe Soreen v |
o T
following: & >
Note text

[(Jsave this text as a note

[Send | | Cancel |
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Recruiter Experience - KRB Warns Users before

Automatic Logout

Users working within KRB and Reporting will see a warning message when the system
detects inactivity for the amount of time configured for each client. The system displays a
warning message prompting users to respond five (5) minutes before automatically logging
the user out if no response is forthcoming.

Benefits

In previous releases, the system logged users out with no warning. With Release 11, the
system warns users and gives them the opportunity to extend the session.

Costs

There are no associated product and/or service costs for this feature.
Availability

Release 11

Visible Changes

Yes

Limitations and Known Interactions

The “time out due to inactivity” warning message is standard text and not customizable.
Best Practice Recommendations

None

Overview Of Implementation

All KRB users experience the five minute warning prompt automatically without any
configuration.

[Note: Clients can configure settings related to cookie expiration. See the Workbench 11
Release Notes for configuration instructions.]

KRB User Experience

The warning message displays on the logged-in user’s screen when the system detects
inactivity. The system considers the user to be inactive when he or she takes no actions that
involve the server, such as clicking actions or selecting menu items, performing searches,
submitting data, and so forth.
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7} Kenexa Recruiter BrassRing - Microseoft Intern BE‘ ‘).(.
P ey R R 2

U Kenexa Recruiter BrassRi ‘*: qg-5S

Your session is about to expire.
Please Click the "OK" to
continue working.

If the user does not click ok, he or she is logged out of KRB when trying to take an action.
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Recruiter Experience - Merge Tokens: Employee Referral
Email Notifications

There are several new tokens available for use in referral e-mail notifications:

® The following tokens were added to R10.2 on September 17, 2007 to support e-mail
notifications related to employee referral:

°  Referred candidate last name (#Contact-Info:LastName#)

°  Referred candidate first name (#Contact-Info:FirstName#)

°  Referring employee last name (#EmpRef:LastName#)

°  Referring employee first name (#EmpRef:FirstName#)

m The following tokens have been added for Release 11 (available April 6, 2008):

°  Original referral submission date (#EmpRef:OrgRefSubmissionDate#)

°  Most recent referral submission date (#EmpRef:MostRecRefSubmissionDate#)
o Referral status description (#EmpRef:MostRecRefSubmissionDate#)

°  Referral start date (#EmpRef:RefStatusDesc#)

Benefits

Clients can use an extended set of Employee Referral tokens in e-mail notifications.
Cost

There is no additional cost associated with this feature.

Availability

Releases 10.2 and 11.

Visible Change

There is no visible change without configuration. These tokens are available for
implementation in Workbench.

Limitations and Known Interactions

None
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Best Practice Recommendations

None
Overview of Implementation

Clients may use these tokens when configuring e-mail notifications releated to the Employee
Referral System.

KRB User Experience

If implemented by clients, this will be reflected in the content of e-mail notifications related
to employee referrals.
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Recruiter Experience - Merge Token: “Other Phone”

A new “Candidate contact information” merge field, “Other Phone,” is available for use in
letter and e-mail templates. The purpose of this token is to capture the candidate’s mobile
phone number. The new merge token, “Other Phone,” displays as a merge field available for
selection on the Add e-mail template and Edit e-mail template pages.

Benefits
Capturing the candidate’s mobile phone number is especially important for locales in which
mobile phones are the primary phones used by many candidates. It is also useful for clients

who are using letter templates as a mechanism for creating formatted printed documents for
internal use.

Costs

There are no additional costs associated with this feature.
Availability

Release 10.5 (November 26, 2007)

Visible Changes

Users with the associated user privileges will see this change.
Limitations and Known Interactions

None

Best Practice Recommendations

None

Overview of Implementation

This is available automatically to users with the appropriate user privileges.
KRB User Experience

For users with the Letters - add templates and E-mail templates — administer privileges turned on, “Other
Phone” displays as a candidate token available for use in e-mail and letter templates.

“Other Phone” in Letter Templates

Users with communications — enable privilege turned on for creating letter templates can use the
“Other Phone” merge token on the Add letter template and Edit letter template pages.
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A Add new letter template - Microsoft Internet Explorer

“Letter name

*Merge fields Gpa ~
Grad Date

v

B &V lection 7@@})’57

@ Data required for all merge fields
© Data optional for merge fields

Preview formatting/ [

peatpb it o Preview merge format | | Launch MS Word |

“Upload letter template Browse._.

Org groups authorized to send Tast Org Group
this letter

@ |

Users authorized to administer  Crackers Polly ~
this letter ) & Judy

View Merge Fields

The syntax for the “Other Phone” merge token Document reference is #Contact-
Info:OtherPhone#.

A View merge fields - Microsoft Internet Explorer .r:\

BX

el

Display name Document reference

GPA #Contact-Info:GPAS

Grad Date #Contact-Info:Gradvear#

Other Phone #Contact-Info.OtherPhone# I
Job Title #Contact-Info:JobTitle #

Missing “Other Phone” Merge Data

If the Other Phone field on the candidate overview page is empty (meaning that this information has
not been entered into the system), the send communication page opens and displays a link to the
missing merge field. (There could be other missing fields associated with other merge tokens
as well.)
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Example: Missing Merge Field Grid
) Send communication - Microseft Internet [xplorer

The table below represects the form(s) and form feld(s) used n this commurecation, if maitiple wstances of the same form exist, the most recently added or ed&ed version
of the form has Been pre-selected for you. To use a differant version of the form, chek the Button next to the foem verson you wesh 10 use. Each "Missng merge field(s)"
number duplays the number of fiedds missing from the form that are required to complete thes commumication, Chcking & rumberad link displays o bt of the messng form
fiedds, Add, eda and/or select the farm(s) Belom to populate any mussing merge field dats.

Select form Form title Date /time edited tdited by Missing merge Held(s) Edit/ Add

ﬂ Wayne Applebasun ® View overviow 16-Jun-2004 16:10 Wayne Agglebaum 2 [

[ Centinue || Cancel |

To view the expanded list of missing merge fields, click the link in the Missing merge field(s)
column. The Mmissing merge fields window displays. Click ok to close the window.

| Missing merge fields - Microsoft Internet Explorer K\E\&

Form title View overview
Candidate name  Wayne Applebaum
Date/time edited 16-Jun-2004 16:10

Edited by Wayne Applebaum

Missing merge field(s):
- GPA
- Other Phone

&

Adding the Missing Data for the “Other Phone” Merge Field

In the case of the “Other Phone” merge field, you can add the “Other Phone” information to
the candidate profile if you have the Candidate profile — Edit overview privilege turned on.

To correct missing merge fields, click the pencil icon f in the EdiAdd column of the missing
merge field grid on the Send communication page.
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3 Sond cemmunication - Microsolt Intermet Explores

The tabie below represents the formis) and form Nelds) wied wn ths COMMUncaton, If mutiple wstances of the same form enst, the most recenty added o edted versun
of the form Bhas been pre-selactad for you. To w9 & Sfevert version of the form, chick the Sutton next to the form version you wsh 10 wia, Lach "Missing margs feldis)"
nutrber duglars the number of Hields misang from e form that are regured o compiots Ty coer Chcking o bered Ink Saplays o lat of the mitsng form
Relds. Add, ed2 andior select the feernds) below 10 populate any fressing Mmerge feld Sata,

Select form Form tithe Date /timme odited Edited by Missing mecge Nield(s
Warne Applebaum @ Ve svervew 16-Jun 2004 16110 Warne Appietsum

Cortnoe || Cancel

The Edit candidate overview page displays. Enter the mobile phone number for the candidate and
click save. The missing merge field grid should refresh on the Send communication page.

2 Edit candidate ovorview: Tootle, Test - Microsolt leternet fxplocor

Address summary

‘First name Test

“Last name Toothe

*eddlo mame

Addresst

Address?

ey

State v
Qip/Postal code

Languaye Engluh (US)

Country Undod States

Check b refresh the State fekd )

Home phose FR0006767

Werk phone

Other phone

Werk start year

If you click f in the grid but do not have the appropriate user privileges, an error message
displays.

“Other Phone” in E-mail Templates

The other Phone field displays in the list of merge fields on the Add e-mail template page.
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2 Add e mail template - Micresoft Internet Explorer

*Template name
E-mail subject line
Return e-mail address (optional)

*MESSACE BODY
Merge fields

| b soeflchect | T T v 4

Fort - Soe “B I U X A Vv -

Ak B W - e M

Link to job(s) on Goteway
| Select a Gatewsy v &

&

Add

_l:[i{l-lr forms to complete
| | | |Addendum ~
Insent blud ¥ add & Epandad vew ‘A;pbcam Data Record
‘Acplacahoni:vm
Close of cancel 4
Upload attachments Disposition Resson

R fom

File Fllesize | Delete o
No attached files

Missing Merge Fields

If you add the “oOther Phone” merge field to the e-mail template, and the Other Phone field on the
Candidate overview record is empty, the candidate will be listed in the Candidate and merge information

section.

©Kenexa 2002 — 2008
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3 Send communication - Microsoft Intermet Explorer '._ & .&.

{#Contact-info Wk Phonosi#Contact-info DpsjisContact-info HomeProned] &
[#Cortactinfo. OtherPhoned]

<< Add
Upload attachensr
Browse
File Delete

N> attached files

dy Expandnd v
yndidate and merge indormatian
Sotne of the sebectod Candid a0 dssing et 08 Tiebds whach iy eave Bportant &ata ot of the eomall you a8 @ abost 10 Send,
Exoandall  Select Narme
[ Acedwn W gt ceon
Belect om Fom e DR etes Bétet by Ve g ety
Qyenviey 10.Jen2004 98 921 1 £d

| Preview | [Send| [ Cancel

Example: Candidate and merge information section associated with an e-mail template

Click the expand icon (+) to display the data that is missing for the particular form.

If you do not have the candidate profile — Edit overview user privilege turned on, the following error
message displays when you click the overview or Edit link: “You are not authorized to take this

action.”

In the case of “Other Phone,” if you have the Candidate profile — Edit overview user privilege turned

on, the Edit candidate overview window displays. You can add the missing candidate token

information there.

©Kenexa 2002 — 2008
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Recruiter Experience - Recruiters Can Associate Codes to
Specific Submissions

With Release 11, when adding source codes to a candidate’s Talent Record, users can select
the resume submission to which a particular source code should be associated. This
functionality works with the Source yield report which has been significantly enhanced.
The Add Source Code <# selected candidates> Window has been updated:

® The instructions at the top of the page have been updated.

m Candidate names appear next to a select list containing the last 10 submissions for that
candidate along with the submission date and any codes already associated with that
submission.

® The “Current” resume is selected by default

= In req folder, reg-specific submission, if available, is selected by default.

m \When the user clicks save, the new codes are associated with the selected candidate
submission.

2} Add Source Code: 3 selected candidates - Microsoft Internet E;wllr_cv

L

Select a code and click ‘Add’ or Remave’ 1o move & from one column to the other Then, select the submassion to which you wish to
associate the new code. When you are fimshed, chek Save’

Available values ’ Selected values
Select the code(s) to assign
1BRG Intemet Brassiing com
THDM Intermnet Headhunter net
IMON Intemet Monster com
ZEMR Star SearchEmployes Refenal EI
JAGN Agency and Temp-perm
QADV AdvatmementNewwpapeoMaganneSecondary Intems Add
SFMR Formaer Employens
BOTH Other - Not clamified alsewhate (Includes MR Inbox an¢
TIBF Job Faiv Collage Recryitng << I
SINT Intemal Applicant
Remove
dy Selection details dy S2fecton detais
Fields you can add to your search results | Fields currently on your search results
ssociate code to specific submission
Stone, Sharon: rfunem-Uate loaded: 25-May-2006 143313 (English (US)), Codes: AcmeWEE2, 138ER ;l
& Selecton detal:
Rubble, Bamey: Funent-bato Toaded, 25-May-2006 143313 (Enghsh (US)), Codes AcmewWeos, 100K El
& Selection details
Beckett, Josh: Furrent-Daie Toaded 25-May-2006 14 33 13 (Enghsh (US)), Codes. AcmewWEB2, 1300R E]
a Cﬁ&‘{,\’\a E{‘i'{i

_Sﬂo;l Cancel I
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Recruiter Experience - Recruiters Can Attach Codes
Manually to Candidates

In KRB, you can manually attach a source code to an individual candidate from several task
sequences in the system.

To add a source code for a specific candidate:
1. Access the Add codes page from any of these locations:
°  From the candidate’s Talent Record. Click Edit codes > Add codes.

°  After searching, within your search results, click Add codes in the Actions menu and click the
Add codes button OR click the Last codes hyperlink for a candidate and the Add codes button.

°  Within a folder (reg/working/inbox): Click Add codes in the Actions menu and click the Add
codes button OR click the Last codes hyperlink for a candidate and the Add codes button.

2. Select the appropriate code from the Available values list and click the add button >> to move
it to the Selected values list. (If you want to remove a code from the Selected values list, click the
Remove button <<.)

3. Select a specific candidate submission from the single-select list (next to the candidate
name) under the Associate code to specific submission heading.

4. Click save.

Adding Codes for Multiple Candidates

You can add source codes for multiple candidates in a single action. Select up to 25
candidates from the list. If you add more than 25 codes and click ok, an error message
displays.

Add Source Codes Window
Field Description

Associate code to  Select the specific submission to which you want to attach the
specific submission selected code(s).

[New in R11] Candidate names are listed in the format “Last, First”. In each select
list, the name of the “submission” appears followed by the date
loaded and any codes already associated with that submission.

This information is included for all submissions currently visible
within the candidate's talent record.

This section follows the rules for displaying candidate submissions,
both new and duplicate. See page 69 for more information about
how duplicate resumes, including reg-specific duplicates, are
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displayed on the Talent Record from within req folders. If a
candidate submission is no longer visible in the Talent Record in
general, it is not available for selection in this field.

The format for submissions is:

<Submission name>-Date loaded: <date/time stamp> <submission language>; Codes:
<code>,<code>

When you access the Add source code page from within a Talent
Record, or from Search results, Working folders, or My Inbox
folder, the submissions designated as “Current” in the list are
always selected by default. If you do not select a different
submission option in the list, the selected codes are attached to any
submission labeled “Current” when you click Save.

When accessing this page from with a req folder, the “Req-specific
duplicate” submission is always selected by default within the list.
If there is no specific submission for a particular req (i.e. the
candidate never applied to a specific job but has been manually
filed to the req), then the submission designated as “Current” is
selected by default.
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Recruiter Experience - Recruiters Can Do
Domestic/Global Proximity Searches

The candidate search page supports both US and international proximity search for recruiters.

Proximity search
For proximity searching select & distance, messurement, and location.

nclh i

wiithin T T T
Country
of List 3
Location
=]
& Sefection details
City
T e i %
W
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Inghuel comlbAOE |Gl o e L St % .
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.o, R er e T
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Lo sthon o SERCion SEie
*
e —r B Status TRD =
o Smlenice el Fae
e ook - ENG
i s
L L *Taliphom:
e w
i oy Skt ot
e il et e Sttus: [ -
Enchuded ‘[Fieq
Phota Sereen - Bl
S T —

Benefits

Recruiters working in all supported locales and languages can take advantage of international
proximity search to find candidates. Recruiters can narrow down their job search to
candidates located within a selected set of longitude and latitude coordinates which
demarcate a square around the search location.

Cost

There are no additional costs associated with this feature.

Availability

Release 11

Visible Changes

There are visible changes without configuration for this feature. Please see the description of
the feature for details.
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Limitations and Known Interactions

KRB users from non-US English locales should include proximity as a search field on their
candidate search page. See below for detailed instructions.

Proximity search is conducted within a square around the selected location based on
coordinates for longitude and latitude.

_:}::B:_:“:. -.:___.- ,\I.’l_'_in"ll L _.-_:F}r e |1|.|‘fr|l,r" _,*-"--
L e Sl - . AE! g‘< x'* & f =1
Sk __F;L:ﬂ—f“—ac_:‘ -a- ,I' q.av'ﬂ kil
. fo;:f" ﬁ* arles R
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;Jp_h.r.‘.‘r—an' ' Cambridge 9

"h:\”-{ L e T |1.

4!":5'.!-1 ib”}?-&;‘?&"‘#%&;&{ 1 v 1“’:'“1.'
T Wy .-'-."lf:\._,i_'-,.&:-"-,""-. éﬂ“ -

=

| 7 | o
el &ﬂ\ﬁ.ﬁ Ii" 1o AR

Rn’

J
e
.
ar,

Apﬁmx.l:#.mll '{:.gaa.' LA o L e R i i N ..'Ll...r;-"

[This is a public domain map from the U.S. Census Bureau
(http://www.census.gov/geo/wwwi/tiger/tigermap.htmI#MAPSURF)]

Proximity search can not be configured as part of Job code default data.

Proximity search can not be used in conjunction with Job Match on the Talent Gateway.
The zip postal code field checks against five (5) characters and displays when United States is
selected as the country. It does not display if the candidate selects a country other than the

United States.

Best Practice Recommendations

None

Overview of Implementation

This change is included automatically with Release 11.

KRB User Experience

To use the new Proximity search feature, you must first add “Proximity” to your search page.
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Adding Search Fields to Your Search Page

To include proximity search as a field on your search page, add proximity to your set of default

search fields.

1. In KRB, navigate to a candidate search page.

2. Click the Edit search fields button.

3. Select proximity in the Available values bOX.

4. Click the double left arrows to move it to the Selected values (left) Or Selected values (right) DOX.

5. Use the up and down arrows to position it in the list.

6. Click save.

7. The Edit search fields window closes.

8. The Proximity search area IS included on your candidate search page.

| Q, Edit search fields

Candidates per screen |50 _'J Edil My regions

Select & field and dick ‘add’ or ‘Remaowe’ o rnowe it fromm one column to the other, when you are finished click 'Saoe’.

selected valuss (left)

Limgras
T RATE e
A [
Firt name
Languags
Fose | Enplager
up Educafional instibuta
Fisld of shudy
Hiima phone
@ Pmimiby e
Ehillbymd
Move  |Jab R
dowin Wesy Agancy cades

Ay Selaciian Qoo

Fislds currently on your search results

Doing an International Proximity Search
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Proxinity search

Far proxéney searching select & distance, measuremant, and iocation.

Include candidates -
ithi 20 M kilarnetars :]
Country
o
Location
| llg-da-France ﬂ
& Selaction deiails
City

To do a global proximity search:

1. In the Proximity search area, click the List >> button for the country field.

2. Search for the country name in the search window.

3. Select the country name in the Available fields list to move it to the Selected fields list.
4. Clickok to close the search window.

5. The country you selected populates the country field.

6. The jurisdictions (such as states, provinces, districts, and so forth) associated with that
country populate the dropdown list for Locations.

7. Select a location from the dropdown list.

8. The cities associated with the selected location populate the dropdown list for Cities. For
example, if you select lle-de-France for the Location, the city dropdown list is populated with
the cities located in lle-de-France.

9. Select the city whose proximity you are searching within from the dropdown list.

10. Select the units for measuring the distance: Miles Or Kilometers.

11. Select the distance amount from the following values: s, 10, 15,20, 25, 30,40, 50.

In the example below, the user selected France for country, lle-de-France for Location, and
Paris for city, kilometers for Measurement and 20 for Distance. The search would retrieve

candidates within 20 kilometers (using longitude and latitude) of Paris, France.

Doing a U.S. Proximity Search
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When you select United States in the list of Countries, the zip postal code field appears in the
Proximity search area of the candidate search page. Users searching for U.S. candidates can search
within a specified distance of a Zip code.

Proximity search

For proximdty seavching select 3 distancs, measurement, and lfocation.

Include candidates

Select distancs | Select measuremant s

wpithin oo SrenAtbE T SRR TR
of Lnited States
Location
]
oy Sefection detals
City

B

Selecirn detals
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Recruiter Experience - Recruiters Can Update Multiple
Reqs Simultaneously

With Release 11, KRB users with the appropriate user privileges can update the Recruiter,
Manager, and/or Req team fields for multiple requisitions at the same time from the
requisition output grid.

Benefits

This feature reduces the number of steps required to update key information on requisitions,
thereby improving recruiter efficiency.

Costs

There are no associated costs for this feature
Availability

Release 11

Visible Changes

There are no visible changes without configuration. The update multiple req user privilege
must be turned on for a user type to see the new functionality.

Limitations and Known Interactions

Users who create Req drafts: The Update multi regs user privilege does not apply to req drafts.

Customers who use Req import: Users cannot update multiple regs simultaneously using Req
import.

Customers who use Integrations: Users cannot update multiple regs simultaneously through
Integration.

Customers who use Field association: If any of the three fields, Recruiter, Manager, or Req team, is
configured as either a parent or child field for Field association, KRB users cannot update
that field using the multiple req update feature.

Best Practice Recommendations
None
Overview of Implementation

Kenexa personnel must turn on the client setting for this feature. Kenexa personnel or
Certified Workbench Users must configure user type privileges for this feature for either the
My reqgs or Reqs user type categories.
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User Experience

KRB users with the new user privileges turned on can select check boxes for up to fifty (50)
regs at the same time in the requisition output grid. The “Select” column includes the ability to

“Select all”” or “Deselect all.”

Non-Privileged User View

Candidates Reports

o add new reg

1Z0RR-87% Testuu

. Save as new * 1628R-§976 Test Job
i & asseRd GCORep 1
p Select Job posting
preview
& 1s7BR-4567 Open Job 11
Posting optons
R Pot on hald & 1ssem-ess v
x Close Q 2 Phtestiob
G) Cancel
il oelste 154BR-TSAM-ACCT Accountant
& 1s38R-mw Administrative
Assistant
Q@  153BR-MGTACTO0L

Manager
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Privileged User View

\

HHH

;:_i_-ronterra Reqs | Candidates | Reports
Vi all rec op 140 W »
Actior
o add new req Select o | o Posting AutoReqld/Requisition Title
D o ffider options 1D
=" B 1548824t A
, Edt
_/ Ugpdiate mesiple (] & amR-mw Administrative
P Assistant
- O & ISIBRMGTACTOOL  Manager
Yo e
& 149pR-MCTACTO0L Mana
8 rosena optionsl] O i Englsh Onl
Q ruton hold O &  1aseR-AEg account
x Close executive
v 147BR-wwww ABCD
c Cancal o *
8 oetete O 146BR-ENG-01 Test Engineer
O R 2398R-1234 7.3test
™ €  135BR-id-ittia-rag-tagt  Little Req
< = e eiedd,

Update multiple regs Window

Banrlodt shpargy thif shopl et bt wpd .
1o - gliliergded

[ i et 1

jagt o

10 - et

¥ R e !

Benson eam T i
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Update Multiple Regs Simultaneously
To update Recruiter, Manager, and/or Req Team simultaneously for multiple regs:

1. Navigate to the req output grid that contains the set of requisitions which you want to
update.

2. Select the checkboxes for the regs to be updated. You may select up to 50 individual regs
at one time.

3. Note: For all other Actions menu items, you can select only one requisition at a time.
4. Click update multiple regs in the Actions menu.
5. The update multiple reqs page appears.

6. The selected regs display with a checkbox selected by default. If necessary, you can
deselect regs that should not be updated in this block. If you de-select a req in this step, that
reg will not be updated.

Deselect anyreqs that should not be updated.
(] 133BR - jd-lttle-req-test
[¥] 145BR -test 2
[¥] 148BR - iittle req
[V] 154BR - req test

[V] 163BR - engine 1
7. Perform the update for the following fields as necessary: Recruiter, Manager, and Req team.

Field Description

Recruiter  If you make no selection in this field, there is no change to the recruiter
selected for the set of regs that you are updating.

If you select a new recruiter in this field, all selected regs are updated
with your selection.

Manager If you make no selection in this field, there is no change to the manager
selected for the set of regs that you are updating.

If you select a new manager in this field, all selected reqgs are updated
with your selection.

Reqgteam  If you make no selection in this field, there is no change to the
requisition team selected for the set of regs that you are updating.

If you select a new req team in this field, all selected reqgs are updated
with your selection.
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Important: If any of the Recruiter, Manager, Or Req team fields is configured as either a “Parent” or
“Child” for field association, the field is inactive and displays a message informing users of
the field association configuration.

3 Update multiple reqs - Microsaft Internet Explorer

Deselect any reqs that should mot be updated.
[v] 939288 - SQA - Meintosh

Mamager Tz fizld is corfigered for field assoaabon and can not be updated using the
mdtiple regs update achico

Recruiter v i ins) List>»

Requisition Thz fisld is configured for fiedd asscaation and can ot be updated using the
Team multple regs update achen

8. Click save when you are finished.

9. The fields are updated for each selected req.
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Recruiter Experience - Recruiters Can Use Employee

Referral Search Fields

For users with the Referral status — view privilege enabled, two new search fields are available for

selection as candidate search fields: Referral status and Referral status date.

Employee Referral Search Fields
Field Description

Referral status A multi-select field which displays the Referral status labels as
configured for the client in Workbench. There is no default

referral status.

You can search on and report on the field, but the field is not

“outputable.”

Who is returned in the search results when you search on a referral
status? Candidates who have a minimum of one of the selected
referral statuses as a current referral status and match the rest of
the search criteria will be returned in the candidate search results

This search field works the same as other fields for overnight search,

Saved search, and Filter folder.

Referral status date A date range field. The default date which will display in the From

field and To field is today’s current date.

Candidates who have a minimum of one of their referral status
dates within the selected date range and match the rest of the
search criteria will be returned in the candidate search.

You can search on and report on the field, but the field is not

“outputable.”

This search field works the same as other fields for overnight search,

Saved search, and Filter folder.
Benefits

KRB users can search for referred candidates using Referral status and Referral status date as Search

criteria.

Costs

There are no additional costs associated with this feature.
Availability

Release 11
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Visible Changes

Users with the Referral status — view privilege enabled can see this change automatically in
Release 11.

Limitations and Known Interactions
None

Best Practice Recommendations
None

Overview of Implementation

To include these search fields on your search page, you must select them explicitly when
editing your search fields for candidate searching. See page 50 for detailed instructions.

KRB User Experience

To use the referral status fields, you must first add them to your search criteria on search and
Filter Folder pages.

Adding Referral Status Fields to Your Search Fields
To add these fields to your search pages:
1. On the search page, click the Edit output fields button.

2. The Edit search fields Window opens.
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2 tdit search fields - Microsoft Internet Explorer

Selected values (left)

Employer

City
A’ Country
Date last loaded
Degree
Move  |Egucational institute
wp Email
Emall sowice
-ll IMPORTCODED
Newe agency code
[Application]County
Move |@AEngineer
down Soutca Code
Job Code
Job Req

Fiolds currently on your search results

«

oy Salection datalls

<]

Add

5]

Remove

Select a field and click ‘Add’ or 'Remove’ to move &t from one column to the other. When you are finished click ‘Save'.

Available values

Candidate tef num -
Proximity
Fiald of study

Home phone e
Locatza

| Retenal states
Refenal sates date

SRR e |
Talent Match R«
Yeaus axp

Zipfpostal code :j

oy Selection details
Fields you can add to your search results

Save| [ Cancel |

3. Select Referral status and Referral status date in the Available values box.

4. Click the Add button to move them to either the Selected values (left) Or Selected values (right) DOX.

5. Use the up and bown buttons to move the position the fields in the Selected values list.

6. Click save.

7. The search/filter folder page reloads, displaying the two referral status fields in the order

you selected.
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Candidate Search page with Referral status fields added

= Rosowrce cmlm{ﬁ S
S L

grassing 11

L Lead savnd seand

Cand i

Fovert 1o Last seaich

C Application
Reforral status (4] R : .
Approved L "
Bonus paid —
g:;_:;mc - o Gaelactiomed oy, pa (P E] =
& oG detals ; wrom (01 ] sn vl [2008w] (@)
Antormat ctatus dste po, o) N[ N @ : To: (31 w] Jan ] [2008 ] @)
- ;
To: - v v

View search criteria window with Referral status fields

D View search criterks - Microsoft Internet Explorer

Date last loaded yrom - g-an-2007
To : S«Feb 2007

Candidates por screen <0
Select candidate type(s) All

Language English (US)

Refennal status Bonus paid
Hired

Rofortal status dte From @ &-Jen-2000
Yo i 5-Feb-2007

T
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Recruiter Experience - Recruiters have Quick Access to
Filter Folders

In KRB, users with the appropriate user privileges can configure their Welcome Screen to
display a content panel from which to filter requisitions. When this panel is configured, you
can “quick-filter” selected req folder(s) for candidates in the selected HR Statuses from
within the content panel on your Welcome screen.

Individual users must configure the Filtered reqs panel for the Welcome screen. See page 67 for
more information.

Benefits

Users have quick access to candidates of the designated HR statuses within a req folder.
Costs

There are no associated costs with this feature.

Availability

Release 11

Visible Changes

There are no visible changes without configuration.

KRB User Experience

Clients can elect to customize and add content panels to the left and right sides of the Kenexa
Recruiter BrassRing “Welcome Screen.” These customized panels can provide easy access to
commonly used KRB functions.

The Welcome Screen accommodates a total of six panels, three on each side. Part of the
center panel is reserved for Kenexa to communicate with clients and is not customizable.
Other areas are reserved for specific messages from your organization.

With Release 11, clients can create a content area right on the Welcome Screen for filtering
regs in selected req statuses and candidates in selected HR statuses. to display for the Filtered
req option that displays on the Welcome Screen.

Configure the Filtered Reqgs Content Panel for the Welcome Screen

To select criteria for the filtered req retrieval panel:

1. Navigate to Admin > Welcome Screen admin.
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2. The Administer Welcome Screen page displays. This is where you select the contents of your
Welcome Screen panels.

Define critera for content categories first,
hefore you select categories as panels an
wourWelcome Screen.

The welcome Screen Supports up to six panels that are
customizable by the client. On this page, you can therefore define the attributes for up to six
(6) content categories. These content categories correspond to the six panels. (You can have
fewer panels on your Welcome Screen if desired.)

Define content categoriess  Fegs Filbeped g - confidates  HR tom Ao linka Kenexh paitness My Enugeiea

Selected categaries {Left) flvailabla catagories fmlocted cotegories {Right)

Adiei links -

I-i] | =< Fillerad mos |- =z | Il]
Hegs
Moy My nacss Muwe
up Add My candidsies Add up
. HR acticng —
u - kangxa pardnars — W
() [ = Iy tatinnile X Ll
More My achedule Hoday] Horm
domn — hdy schedule (calendar) | R doven
o S=lertion detal oy Sakeciion detsiz &y Soincion datals
| Pravigw | [Swm| | Pessitosamd | | Gancsl |

You must define the specific characteristics for your content panels before selecting the
categories for display on your Welcome Screen. This means you must select the criteria for
“Filtered reqs” before you move “Filtered reqs” from the Available categories list to one of
the Selected categories lists on the Administer Welcome Screen. Therefore, click on the link
for the new content category Filtered regs in the Define content category area.

3. The Filtered regs — select content Window opens.
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+ Filtered reas - select content

Select req statuses for req filke ring

Canceled -

Closed

Declned

Deleted

On hiold b
o Salec Bon Ferads

Select HR statuses for req filkering

finalround -
First Irtervew
First Round
firstinterazwr
Hired e
.ﬂ‘ Selac bion gatais
Sava | Racet to saved | | Cancel |

4. Select req statuses and HR statuses for your req filtering panel. These selections tell KRB
how to filter a specific req folder so that candidates in the selected HR statuses are returned.

1. Select one or more req statuses that will be used by the system to retrieve your
filtered regs. To select more than one status, hold down the ctrl key while selecting
each individual status.

2. Select one or more HR statuses for req filtering. To select more than one status, hold
down the ctrl key while selecting each individual status.

5. Click save when you are finished.

6. The window closes.

7. On the Administer Welcome Screen page, select the Filtered regs category in the Available categories
list and click the double arrows to move it into the Selected categories list (Left or Right).

8. In the screen capture below, Filtered reqs Was moved to the Selected categories (Left) list. The
Filtered regs panel will display in the top left corner of the Welcome screen.
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Availabl I i
Sclected categories (Left) e

&
Filtared rogs f;\gg‘!ﬂ links
My regs
Mave My candidatas
HP Add HF actiohs

HKenexa pattners

W My favaritas

D I = My schedule (today)
Mave My schedule (calendar)

Schedule (fods W
down Remove ozl f

i~ - - |I -
& Soloction dotails &y Seleclion details

9. Click preview to see what the Filtered req panel will look like on the welcome Screen. The
Filtered req panel displays two fields: Filter req (a single select list) and by HR status (@ multi-select
list box).

To see the list of regs in the Filtered regs panel, you must have “all reqs” privileges, or you must
have “my reqs” privileges and be a req team member.

The Filter req field displays in the
dropdown list all requisitions in the
configured HR statuses:

by HR status(s) : [sctive Start Status ~ ) )
First Intemieww The HR status field displays the HR
Offer Accepted statuses as configured on the Filtered reqs —
Ofter Declined select content Window.
Offer Extendead had

10. Select criteria for both fields and click co. KRB displays the req folder with a filtered
view of the candidates in the selected HR statuses.
11. Click save when you are finished.

12. Repeat this procedure for each of the content categories you want to
display as panels on your Welcome screen, for a total of six (6) panels, if desired.
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Recruiter Experience - Req and Candidate Grid Usability
Enhancements

With Release 11, Kenexa continues to improve Recruiter experience through enhancements
to usability. This section summarizes the changes and enhancements. See the next several
sections for a detailed description of each feature.

All existing candidate and requisition output grids within KRB support drag and drop column
placement, dynamic column resizing, and advanced sorting. Please see page 94 for examples.

= On all candidate and requisition grids, you can manipulate the output grid as follows:
°  Drag and drop columns to rearrange them
°  Freeze / unfreeze column headers

°  Resize columns dynamically

o]

Hide / show standard columns
°  Save your layout for future use on the spot

= For requisitions, you can select the default set of output fields to display on req output
grids.

Please note that in previous releases users (assuming the appropriate privileges) could edit
output fields for candidate grids, including candidate grids generated from inside a req folder.

How does this work?

Your organization chooses a default set of candidate grid and requisition grid output fields at
implementation time. This is the default set of columns available to all users prior to the
assignment of user type privileges.

You can further reduce the set of output fields that display as columns on both candidate and
requisition grids to a set of output fields that work best for you.

When making these selections, you are narrowing down the number of columns on your grids
to the ones you really need, and excluding columns that you do not use.

= For both types of output grid, you can use multi-sort options for sorting grid columns. You
can configure any column that you can see as one of three multi-sort criteria for sorting
columns:

e Configure up to three (3) sorting criteria (multi-sorts) to be used in succession for sorting
columns.

°  Save your favorite multi-sort configuration as the default. You can change it at any time
if your needs change.
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°  Use different multi-sort configurations on the fly, if desired. You can select different
multi-sort criteria without affecting your saved default. If you find a set of criteria that works
better for you, you can change the saved default.

= For candidate output grids, including candidate grids within req folders, you can create
quick-filter lists from HR status and Candidate type Options, and filter on the spot.

Benefits

These usability enhancements are part of our continuous effort to respond to the Kenexa
Recruiter BrassRing user community. KRB users can customize the display of requisition and
candidate output grid columns and use flexible methods to sort and filter them.

Costs

There are no additional costs associated with this feature.
Availability

Release 11

Visible Changes

As a result of this enhancement there are several changes in KRB that are immediately
obvious to KRB users. See the next several sections for a description of these changes.

Limitations and Known Interactions

= For requisition output grids, KRB users can select a maximum of ten (10) custom req fields
for display as output columns.

= All standard candidate fields for which the user has privileges are selected by default in the
Selected values field and display the client’s configured field label.

® Frozen columns cannot be saved in the “frozen” state; they revert to the “unfrozen” state
when you navigate away from the page.

= Quick filtering is available on candidate output grids within the Candidates Module, and
from candidate output grids accessed from within a req folder. Users can set up and use quick
filter lists for HR status and Candidate type columns only.

B HR status (click to update) applies only to grids within Folders and My candidates.

® Codes and Folder apply only to the My candidates grid.

® Users cannot configure output fields for the view req defaults and View my drafts output grids.

= \When users choose to sort a list manually based on an output column, the output is based
on the selected column only. The remaining sort settings are ignored.
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Best Practice Recommendations

Kenexa recommends that users set the basic order of columns on a candidate or requisition
output grid by editing the output fields.

Users can work directly from the grid, moving around any column that is visible on the page
to any other position that is visible on the page, except for the select column which is fixed in
place.

Overview of Implementation

These enhancements are automatically available in Release 11 to KRB users with the
appropriate privileges.

User Experience

In Kenexa Recruiter BrassRing, when users are working on candidate pages, or on a
candidate grid within a req folder:

m KRB users can click the Edit output fields button to select and order the fields they want to
display on their candidate output grids.

m KRB users can click sort options 0n a candidate grid output page to configure multi-sort
options for their candidate output grids, apply them, and/or save them as defaults for future
use.

® KRB users can set up temporary “quick filter” lists for HR status and Candidate type When
working on pages displaying candidate output grids. These lists are lost when the KRB user
navigates away from the page.

When working on requisition pages:

m KRB users can click the Edit output fields button to select and order the fields they want to
display on their requisition output grids.

m KRB users can click sort options 0n a req output grid page to configure multi-sort options for
their requisition output grids, apply them, and/or save them as defaults for future use.

Enhanced Output Grid Usability

The changes described in this section affect both candidate and requisition output grids.
Where necessary, we point out differences between the two types of output grids as well.

With Release 11, the column headers are fixed in place, so you can see column titles even
when you scroll down the page.

You can resize, reorder, freeze, un-freeze, hide and un-hide columns on candidate and
requisition output grids.
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When new KRB users visit a page with the candidate output grid and req output grid for the
first time, the set of output fields available to them comes from their organization’s default
configuration for each of those fields sets. They can rearrange this default layout and save it
by clicking save output fields before they navigate away from the page.

When existing KRB users visit a page with the candidate output grid, their candidate output
grids will retain their existing output field preferences which they may have set in previous
releases. When existing KRB users visit a page with the req output grid, the set of output
fields available to them comes from their organization’s default configuration for the set of
req fields available to all users.

Making Columns Visible within Your Output Grids

You can take the actions described in this document only on columns that are visible on
candidate and req output grids. As long as you have the appropriate privileges, you can select
which columns should be visible by default on your candidate and req grid pages, and assign
an order to them.

To make a column visible on your grid to begin with, you must change its default position
using the Edit output fields window. Move the columns you work with most frequently into the
first several positions.

Then when you are working on the actual grid, if you find that you want to change the
column layout for those visible columns, you can do so directly on the grid.

To edit output fields for output grids, click the Edit output fields button on the output grid page.
See page 101 for information about editing output fields for candidate grids; see page 108 for
information about editing output fields for requisition grids.

Saving Your New Grid Layout On the Spot
Important! If you make changes to your grid layout and you want to keep them, you must

click save output fields before you navigate away from the page, or your changes will be lost.

When you are satisfied with vour gnid layout, click
Save output fields hefore yvou navigate away

frown the name

Fixed Column Header

The column header is fixed and always visible. Accordingly, you always know which column
you are looking at, even when you scroll far down the page.

Select a Req lolder Job Title Recruiter Manager Posling
Reqg Catecgory options

&* 6= 6= o6 ©o% o=
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< Sorticons: Click the icon pointing upward to sort in ascending order. Click the icon
pointing downward to sort in descending order.

B Horizontal Pushpin: Column is frozen

* Vertical Pushpin: Column is unfrozen
Freeze a Column
Job Category  Click the vertical push pin in the column header to freeze a column. Note:

Clicking save output fields does not save a column in the frozen state; columns
always revert back to being “unfrozen” when you navigate away from the

page.
Un-freeze a Column

Job Category  Click the horizontal push pin in the column header to freeze a column.

Move a Column

You move all movable grid columns by dragging and dropping them on the grid. Note: You
can move only those columns that you can see in the grid, and you can move them only to
positions you can see.

To move a column:

1. Position the pointer on the column title you want to move and select it by clicking the left
mouse button.

A duplicate, movable image of the column title, the sort icons, and the pushpin appear.

sharmila (sr 1)

2. Drag the column to the desired position on the output grid. A red arrow appears on the
left border of the new column position.
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Manager Recruiter
Recruiter
Fay Fay
o 2.2
ant #l?rmu:unj ] rudraraju,
sharmila {sr 1)

3. Stop pressing the left mouse button. The column drops into place.

Title Recruiter Manager

Fay Fany g

28 SRR B
Ir. Assistant rudraraju, Harman, Jim
Birder sharmila {sr 1) (01862)

Resizing and Hiding Columns

You can hide a column completely by resizing it to having such a narrow width that it does
not display. However, you can tell that a column is hidden by its thicker border, as shown in
Step 4 below.

To resize a column:

Manager Reglfolder 4. Using the mouse, position the cursor in the head_er column on
b the border to the right of the column you want to resize.
&= &
_ 5. Click the right mouse button.
Harrmon, Jir @
(01862)

6.

7. A black vertical bar appears. It is aligned with the right border of the column you want to
resize.

Recruiter Manager Req folder
ra ran

=~ o ~ =

rudraraju, Harmaon, Ji |3

sharmila (sr 1)  (01862)
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Recruiter HamageE fea folder 8. Keeping the right mouse button depressed,
drag the black vertical bar to the left, making the

S+ S+ 2. column the width you want it to be.

=7 ==

rudraraju, Harmao @
sharmila (sr 1) J (01862

Copying and Pasting Grid Columns
To copy and paste the output grid:

1. On the page displaying the output grid you want to copy and paste, click somewhere in
the output grid.

2. Click the right mouse button to display the list of options and select select all.

3. The output grid is selected.

4. Type the key combination ctr1+c, or in the browser window, select Edit > Copy.

5. Open the target document.

6. Position the cursor in the location where you want to paste the output grid.

7. Type the key combination ctr1+v, or in the browser window, select Edit > Paste.
8. Edit the output grid within the target document as necessary.

Candidate Output Grids

As described in the previous section, KRB users can manipulate columns on candidate output
grids and perform other actions to change how candidate output grids display and behave.
The changes last throughout the session (from login to logout).

Candidate output grids have three new buttons:

= Sort options: Click this button to select multiple criteria for sorting columns on the grid. See
page 102 for more information.

® Set quick filters: Click this button to select filters to use on the spot for the HR status and
Candidate type columns. See page 104 for more information.

® Save output fields: Important! Click this button to save the current sort order, column width,
and column order for future use before navigating away from the page. (You can always
change the arrangement of the columns and save them again). Saving the current column
arrangement overrides the default setting selected under the Edit output fields option.
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When new KRB users visit a page with the candidate output grid for the first time, the set of
output fields available to them comes from their organization’s default configuration for each
of those fields sets. They can rearrange this default layout and save it by clicking save output
fields before they navigate away from the page.

When existing KRB users visit a page with the candidate output grid, their candidate output
grids will retain their existing output field preferences which they may have set in previous
releases.

Show Resulls '3 v Showing candidates |- of
& Srlected ‘. = i s - { o " !
ek Sertoptions | Sot quick filters l‘hl Jutput fieldy | Save output fields)
\CHio s Secred dotads candidates : I I
* -~ Selact all Name B —
a o &o eve G
|
= 10 Holesond, Manet Externa =viadoy 2K ene
1 o =
R
L 1 rto ey
P N Td, I, Externa viadovaQkenex,
&ﬂr w0

The Working folders output grid has a new sortable column, Folder type. There are two types of
folders, Individual OF Team.

Show results 7|+ | Folders displayed: 1 of 1 2

Acbions Active folders Inactive folders

+ Add new folder [ Zalect all Folder name  Folder owner Folder Lype Total candidates Date create

Transie ) ) -
E | am M . mith, Lesliz [) Individuzl ] 1&-Jan-200E

ership Candidetes
@ Dieactivate lf‘ First Pasz
selached foldars

E Coal et & glacted
fioldars

Edit Output Fields for Candidate Grids
As in previous releases, you can edit output fields for use on candidate output grids.

[Note: The ability to edit output fields was available in previous releases for candidate output
grids, including candidate output grids inside of req folders. With Release 11, users with the
appropriate privileges can edit output field for req output grids as well.]

Once you have edited output fields for your candidate and/or requisition grids, you can
configure multi-sort options for sorting columns on your grids. See page Error! Bookmark
not defined. for more information about configuring multi-sort options.
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For your convenience, this section reviews how to edit output fields for candidate grids:
1. Click the Edit output fields button on the candidate grid page.

2. Select the desired fields in the Available values boX. The Available values box contains standard
fields and custom fields for which the user has privileges.

3. Click the double right arrows >> to move them into the Selected values box.
4. Use the up and down order to change the order of the items in the Selected values bOX.
5. Click save.

6. The fields in the selected values box display as columns on the candidate output grid in the
order in which they are listed in the box.

& Edit output ficlds 2 i
Select & field and click '&dd' ar 'Remove’ to mowe it fram one= column to the other, When you are Arnished chick "Saue’.
Available values Selected walues

Bddmrs 1 - Ham=

Sddiess 3 C Candidate type —_—

Bganoy ratamal Emall N,

Candidate ref num —_—

Ciibs E

Communicatiors s Move

Countny up

[ate last load=d Add

DegEs ) T

Edueation al institute e

Emplowea rateral —]

Emplower Moy e

Fizld of =y dy Remouve down

Firct nama

Famms >

A Scloction daltails S Soloction dolall
Fialds you can add to yaur search resules Fizlds currently on your search resulks
Save Cancal =

€ ¥

If you move any standard column field from the selected values box back to the Available values
box, the field display sorted alphabetically and no longer appears on the candidate output
grid.

The list of available fields on the Edit output fields window includes all the standard and custom
candidate fields for which you have user privileges.

The standard candidate output field values are: Viewed, Agency referral, Employee referral, Notes, Forms,
HR status, Candidate type, HR status (click to update) candidates, HR status date, Updated by, Last codes, Codes, and
Folder.

B HR status (click to update) applies only to candidate output grids displayed within Folders and
My candidates.
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B Codes and Folder apply only to “My candidates™ grids.

The custom candidate output field values include all custom fields which your organization
has configured as “outputable.”

Note: The Select all column always displays as the first column in all output grids. You cannot
select or de-select the Select all column for your output grid.

Configure Multi-Sort Options for Candidate Output Grid Columns

You can set up multi-sort options for sorting output grid columns and use them on the fly, or
save them as defaults.

The procedure is the same for configuring the multi-sort options for both candidate and
requisition grids. Candidate and requisition field output grids contain different fields, so your
choices for sorting the columns of each type of grid are different.

You can set up a maximum of three column sort values for use on your candidate and/or
requisition output grids. You can select the column sort values for sorting on the spot in your
current session without saving the criteria, if desired. Alternatively, you can select column
sort values and save them as default criteria for sorting a particular type of output grid in the
future.

When you make selections for multi-sort columns, the sorting criteria you select apply to the
entire set of results on the output grid.

To configure multi-sort options for sorting grid output columns:
1. Click the sort options button above the output grid.

2. The Edit sort options page displays.
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3. Select up to three (3) criteria for sorting the output grid results. For each criterion, select
the radio button for either the Ascending (123/abc) or Descending (321/cba) order. The default
sorting order is Ascending.

All three values must be different; if they are not, KRB displays an appropriate, context-
specific error message.

sort by: Select the first (1%) criterion to sort the output grid results by. The column selected for
the first sort is applied to the entire set of results in the output grid.

Then by: Select the second (2"%) criterion to sort the output grid results by. The column selected
for the first “Then by” field is the second sort applied to the entire set of results in the output
grid.

Then by: Select the third (3') criterion to sort the output grid results by. The column selected
for the second “Then by” field is the third sort applied to the entire set of results in the output
grid.

4. Click one of the buttons depending on what you want to do with the results:

Apply: When you click this button, the page closes, the output grid refreshes, and the selected
sort values are applied for the session* in which you are working with this particular result
set. (from the time you log in to the time you log out). The sort values are not saved as the
column sort defaults.

Apply and save as default: VWhen you click this button:
°  The page closes and the output grid refreshes.

°  The selected sort values are applied for the session in which you are working with this
particular result set.

°  The sort values are saved as the column sort defaults. As a result, each time you navigate
to this output grid, the system will apply these column sort default values to the page before it
is displayed.

Save as default: WWhen you click this button, the page remains open and the selected sort values
are saved as the column sort defaults. Each time you navigate to this output grid, the system
will apply these column sort default values to the page before it is displayed.

Reset to default: VWhen you click this button, the page remains open and the most recent saved
column sort default values are applied to the page before it is displayed.

cancel: When you click this button, the system restores the column sort default values that
were saved most recently. The page closes and the output grid refreshes, and the system
applies the most recently saved column sort default values to the page.

If you click Apply, Apply and save as default, OF Save as default, and you have made no selection for, at

a minimum, the sort by field, an error message displays.
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5. If you clicked a button which results in saving or restoring column sort result values,
those values are displayed in the Column sort defaults area of the Edit sort options Window.

Quick-Filter Lists: HR Status and Candidate Types

This procedure applies to candidate output grids, including those displaying from within req

folders.

You can set up lists to “quick-filter” the HR status and Candidate type cOlumns on candidate output

grids, if desired.

Required Privileges

The Select statuses to display in the HR status quick filter list field displays only for users who have the HR

Status — view all privilege turned on.

The Select candidate types to display in the Candidate type quick filter list field displays only for users who
have Associate to these user types to search privileges for at least one Candidate type.

The candidate types selected within this field will display as options within the Candidate
type quick filter list

Quick filters apply only when you are sorting columns on the current page; they are not
retained throughout the entire session (that is, from login to logout). If you navigate away
from the current page, your quick-filter selections are lost and you will have to select them
again the next time you are on a candidate grid page that supports Quick filters.

Setting Up Quick Filter Lists

To set up quick filter lists for HR statuses and/or Candidate types:

1. Take an action or navigate to a candidate output grid page.

2. Click the set quick filters button above the candidate output grid.

3. The set quick filter lists Window pops up.

©Kenexa 2002 — 2008
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4.  Select HR statuses to display in the HR status quick filter list from the multi-select list box. This field
displays only for users with HR status — view all privilege turned on.

5.  Select candidate types to display in the Candidate type quick filter list from the multi-select list box. This
field displays only for users who have Associate to these user types to search privileges for at least one
Candidate type.

6. Click save to save the selected values, close the page, and return to the candidate output
grid page.

You can also click Reset to saved t0 restore the most recently saved selections. The page remains
open.

Click cancel to revert to the most recently saved version and close the window without making
any changes.

7. Once you have configured either or both of the quick filter lists for HR status Or Candidate
type, YOU Will see a down arrow in HR status (Click to update) cCOlumns and Candidate type columns

respectively. Clicking the arrow displays a multi-select list from which you can choose HR
statuses or Candidate types to “quick-filter” the page on the spot.

Rules for HR Status Quick Filter Lists

The Select statuses to display in the HR Status quick filter list field displays only for users with HR Status —
view all privilege turned on.

The multi-select field displays all HR Statuses that meet the following conditions:
® The status is active.
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m The status is visible within req folders for users of your user type.
By default, all HR statuses are selected.

Once you select HR statuses for this field, your selections display as options in HR status (click to
update) quick filter list on candidate output grids that are displayed within folders.

If an HR status is inactivated while you are using the quick filter feature, the list box
containing the list of active HR statuses is not updated until the next time you return to the Set
quick status filter list page.

If you inactivate an HR status, or you know that an HR status has been inactivated while you
were working with the Quick filter feature, close the set quick filters lists page, navigate away
from the page containing the candidate output grid, navigate back to it again, and once more
click the set quick filters button. The list of HR Statuses in the Set quick status filter list page should be
updated.

If you select an HR Status in the “Select statuses to display in the HR status quick filter list”
field and this HR Status is subsequently set by your KRB administrator to be hidden within
req folders for your user type, the HR Status is removed from the list regardless of your
current selections for this field.

Rules for Candidate Type Quick Filter Lists

The Select candidate types to display in the Candidate type quick filter list field displays for users with Associate to
these user types to search Privileges for at least one Candidate type. The multi-select field displays
all active candidate types for which the user has this privilege.

The candidate types selected within this field will display as options in the Candidate type
quick filter list on Candidate output grids displayed within folders. By default, all Candidate
types are selected.

If a candidate type is inactivated while you are using the quick filter feature, the list box
containing the list of active candidate types is not updated until the next time you return to
the Set quick status filter list page.

Requisition Output Grids

KRB users can manipulate columns on requisition output grids and perform other actions to
change how req output grids display and behave, and then save those changes on the

spot. The initial set of columns that are visible to you as a user are selected through the Edit
output fields option.

Three new buttons are visible to users with the requisite user type privileges.

® Req output grids have a new column, Total candidates.

® Req output grids have three new buttons: Sort options, Edit output fields, and Save output fields.
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® Sort options: Click this button to select multiple criteria for sorting columns on the grid. See
page 110 for more information.

® Edit output fields: Click this button to open the Edit output fields page. See page 108 for more
information.

® Save output fields: Important! Click this button to save the current sort order, column width,
and column order for future use before navigating away from the page. (You can always
change the arrangement of the columns and save them again). Saving the current column
arrangement overrides the default setting selected under the Edit output fields option.

When new and existing KRB users visit a page with the req output grid for the first time, the
set of output fields available to them comes from their organization’s default configuration
for each of those fields sets. They can rearrange this default layout and save it by clicking save
output fields before they navigate away from the page.

Working Folders Output Grid

The Working folders output grid has a new output column called Folder type. Folders can have a
type of Team Or Individual. You can sort this column.
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Output Fields for Requisition Grids

You can edit output fields for use on req output grids. [Note: This feature is newly available
for req output grids in Release 11.]
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You can add a maximum of ten (10) columns to your req output grids, selecting from a
combined list of req standard fields and req custom fields available to you according to your
user and group privileges.

Standard Req Output Fields

The following standard req fields always display as columns in the req output grid: Select a req,
Req folder, Posting options, and Autoreq Id /Requisition ID. These fields are never available for selection
in the Edit output fields window.

Permanent Columns on Req Output Grids

Column
Select areq

Req folder

Posting options

Autoreq ID /
Requisition ID

Description

You cannot change this column. This field is not available in the Edit
output fields page, meaning you neither add nor remove it from the req
output grid.

You can re-order or hide this column but you cannot remove it from the
grid.

This field is not available in the Edit output fields page, meaning you can
neither add nor remove it from the req output grid.

You can re-order or hide this column but you cannot remove it from the
grid.

This field is not available in the Edit output fields page, meaning you can
neither add nor remove it from the req output grid.

You can re-order or hide this column but you cannot remove it from the
grid.

This field is not available in the Edit output fields page, meaning you can
neither add nor remove it from the req output grid.

Standard req fields you can remove, add, and reposition: The following fields are available for removal
and repositioning in the Edit output fields WiNdOW: RegS:Title, ReqS:Positions remaining, ReqS: Total
candidates, ReqS:Manager, RegS:Recruiter, RegS:Department, ReqS:Location/Division, and ReqS:Date opened. They
are selected by default in the Selected values bOX.

The ReqS:Total candidates column displays asTotal Candidates On req output grids when selected for
display. It represents the total number of candidates filed within the req folder. You can sort

this column.

Custom Req Output Fields

Custom Req Fields you can add, remove, and reposition: The Available values field also displays all of
your organization’s custom req fields as long as they meet the conditions described below.
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Users can see custom req fields under the following conditions, both of which must be true:
® The custom req field is visible (that is, not hidden) for your user type and language, AND

® The custom req field displays in the Available values field because your organization
designated it as outputable when adding it to your system.

You can add a maximum of ten (10) columns to the Selected values boX.
Edit Output Fields for Requisition Grids

This is a new feature in Release 11.

To edit output fields for req output grids:

1. Click the Edit output fields button on the req grid page.

2. The Edit output fields window displays.
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3. Select the fields you to remove in the Selected values bOX.
4. Click the double left arrows to move them to the Available values boX.

If you move any standard column field from the Selected values box back to the Available values
box, the field displays sorted alphabetically and no longer appears on the req output grid.

If you move any custom column fields in either direction, the field is added to the bottom of
the list in the order in which you moved it.

5. Select the fields you want to include on the req output grid in the Available values boX,
including custom req fields.
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If you add more than (ten) 10 custom req fields to the Selected values box, KRB displays the
following error message when you click save: “A limit of 10 custom req fields can be
configured to display as output columns. Please decrease your custom req field selection.”
6. Click the double right arrows to move them to the Selected values boX.

7. Use the up and down arrows to change the order of the items in the Selected values boX.

8. Each field in the Selected values box displays as a column on the Req output grid in the
order in which they appear in the Selected values box.

Configure Multi-Sort Options for Req Output Grid Columns

You can set up a maximum of three column sort values (multi-sort options) for use on your
requisition output grids. You can select the column sort values for sorting on the spot in your

current session; you can also save them as default criteria for sorting a particular type of
output grid in the future, if desired.

When you make selections for multi-sort columns, the sorting criteria you select apply to the

entire set of results on the output grid.
To configure multi-sort options for sorting grid output columns:
1. Click the sort options button above the output grid.

2. The Edit sort options page displays.
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3. Select up to three (3) criteria for sorting the output grid results. For each criterion, select
the radio button for either the Ascending (123/abc) or Descending (321/cba) order. The default
sorting order is Ascending.

All three values must be different; if they are not, KRB displays an error message.

sortby: Select the first (1%) criterion to sort the output grid results by. The column selected for
the first sort is applied to the entire set of results in the output grid.

Then by: Select the second (2" criterion to sort the output grid results by. The column selected
for the first “Then by” field is the second sort applied to the entire set of results in the output
grid.

Then by: Select the third (3') criterion to sor t the output grid results by. The column selected
for the second “Then by” field is the third sort applied to the entire set of results in the output
grid.

4. Click one of the buttons depending on what you want to do with the results:

Apply: When you click this button, the page closes, the output grid refreshes, and the selected
sort values are applied for the session* in which you are working with this particular result
set. (from the time you log in to the time you log out). The sort values are not saved as the
column sort defaults.

Apply and save as default: VWhen you click this button:
The page closes and the output grid refreshes.

The selected sort values are applied for the session in which you are working with this
particular result set.

The sort values are saved as the column sort defaults. As a result, each time you navigate to
this output grid, the system will apply these column sort default values to the page before it is
displayed.

save as default: WWhen you click this button, the page remains open and the selected sort values
are saved as the column sort defaults. Each time you navigate to this output grid, the system
will apply these column sort default values to the page before it is displayed.

Reset to default: VWhen you click this button, the page remains open and the most recent saved
column sort default values are applied to the page before it is displayed.

cancel: When you click this button, the system restores the column sort default values that
were saved most recently. The page closes and the output grid refreshes, and the system
applies the most recently saved column sort default values to the page.

If you click Apply, Apply and save as default, OF Save as default, and you have made no selection for, at
a minimum, the sort by field, an error message displays.
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5. If you clicked a button which results in saving or restoring column sort result values,
those values are displayed in the Column sort defaults area of the Edit sort options Window.

Using a Date Field as a Multi-Sort Option

When you use a date field as one of your multi-sort criteria, the sort results returned to you in
the output grid in KRB show only the date stamp and do not include a visible time stamp.

However, the when the System performs the sort, it includes the timestamp to the millisecond
in addition to the date stamp in its sorting criteria even though you cannot see the time stamp
portion of “Date opened”.

In the example below, we selected three (3) sort options: Manager, Date opened, and Title. Since
the Manager is the same for each requisition, requisitions in the list are sorted based on (1)
the date opened and (2) the job title.

The sort results are listed in descending order by date in the order of the req opened starting
from the latest date and time (that is, the req opened most recently) to the req opened at the
earliest date and time within the total set of results.

In the example set of data, all the reqs are for the same Manager, all the reqs were opened on
the same date (2003-07-29), and so you would expect the results to be listed in alphabetical
order by Title. However, the system sorts the results based on a timestamp that includes Date
and Time of day to the millisecond. Therefore, the sort results below list regs in the order in
which they were opened from most recent to least recent on that day. If you were looking at
these results in the KRB output grid, you would see the date only with no time included, but
the results would actually be sorted by the time (to the millisecond) as well as the date.

Job Title Date opened

Customer Account Executive | 2003-07-29 10:55:24.817
Manager Customer Service 2003-07-29 10:45:52.223
Customer Account Executive | 2003-07-29 09:28:09.863
Customer Account Executive | 2003-07-29 09:18:33.783
Co-op 2003-07-29 08:49:35.253

Reqg View Changes

With Release 11, the information provided on the Req details page is summarized on two tabs:
Req detail and Req history. The Req history tab displays the (former) “Job req history” section.

All users with privileges to view regs can see the Req details and Req history tabs.
With Release 11, requisitions viewed in Kenexa Recruiter BrassRing can also have an

Attachments tab and a Forms tab. See Req attachments on page 115 and Req subsidiary forms on
page 131 for more information.
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Benefits

Information about the req is categorized and summarized more efficiently, and clients can
grant more selective access to each part of the req.

Cost

There are no additional costs associated with this feature.
Availability

Release 11

Visible Changes

There are visible changes without configuration for this feature. Please see the description of
the feature for more information.

Limitations and Known Interactions

None

Best Practice Recommendations

None

Overview of Implementation

These changes are included automatically with Release 11.
KRB User Experience

KRB users see the Req detail and Req history tabs on each req for which they have privileges to
view.
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Recruiter Experience - Req Attachments

With Release 11, recruiters can add and delete attachments to and from their requisitions. Req
attachments work similarly to candidate attachments, except that attachments are associated
with a requisition rather than a candidate.

Users with either or both of the “All reqs” or “My reqs” user privileges can take some or all
of the following actions, depending on the combination of privileges they have:

= View req attachments

® View attachments from a new column in the req output grid

Upload req attachments

Delete req attachments

Add req attachments

Remove req attachments

eLink req attachments

Insert req attachment(s) in candidate e-mails using a new req token for req attachments
® Report on req attachments using a new DEW field for req attachments

Benefits

Recruiters can add attachments with additional information to their regs, e-mail and eLink
them, report on them, and access them from appropriate locations within KRB. A req
attachment might include reg-specific interview questions or a place to track job board
searches to comply with the OFCCP internet applicant regulation.

Costs

There is no additional cost for the feature itself. There may be costs for the storage
requirements associated with this feature.

Availability
Release 11
Visible Changes

There are visible changes for end users associated with this project without configuration and
user privileges.
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In KRB, req information on the Req details page is summarized on two tabs: Req detail and Req
history. The “Job req history” is now stored on the Req history tab.

New Req tabs

Req detall Heq history

Req details Ip, hssistant Birder Req status Open

Title I, Assistant Bi-cer

Job Description Mustcarry spotting scope and Lipod, Must do Lhis
CuiEty,

Division Sork[AEH. )
Requisition ID C22708-4
Job Catcgory SGOZER
ReCruiter rudraraju, sharmila (sr 1)
Mamager Harmon, im 01562)
Laratinn  Fadunl 3 500

Mow of Fositions 2

Positions Femaining =

Req Type

Limitations and Known Interactions

The req attachments feature does not extend to req import and req export:
= Reqs can not be imported with attachments.

® Regs can not be exported with attachments.

Users cannot upload attachments to regs while creating or editing a req, job code default
and/or “My req” templates.

Details

Supported Attachment File Types

Req attachment files can have the following extensions:

Extension File Type

Jbmp Graphics file format

.CSV Comma Separated Values; used for spreadsheet data
.doc Microsoft Word document

.gif Graphics file format; best for screen captures

htm Hypertext Markup Language (older version)
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html Hypertext Markup Language (newer version)

Jpg graphics file format; best for photographs
.ppt Microsoft Powerpoint file

pdf Portable Document Format

1tf Rich Text Format

Aif Graphics file format

xt Plain (ASCII) text file

Xls Stylesheet for XML documents

xml XML document

Turning Off Req Attachments

privileges turned on, the No option is disabled for the client setting Req
Attachments. WWorkbench informs you in a tooltip that: “At least one user type has
one of the req attachment privileges turned on””.

\ If a minimum of one user type has one of the Req Attachment user

req attachment tab and attachment column icons field set to Yes, the No option is
disabled for then client setting Req Attachments. Workbench informs you
in a tooltip that: “At least one req form has req attachments turned on””.

\ If a minimum of one req form in the client’s KRB instance has the Display

Overview of Implementation

This feature is enabled through a number of settings in Workbench. In addition, Certified
Workbench Users or Kenexa will have to associate attachments and attachment categories
with req templates and assign appropriate user type privileges for working with req
attachments.

The major steps for configuring Req attachments are:

1. Kenexa: Update the client setting Maximum attachment storage t0 a larger amount to include
storage for req attachments if necessary.

2. Kenexa: Set the client setting Req Attachments tO Yes.
3. Kenexa: Set the client setting Req attachments file size (mb).

4. Kenexa or Certified Workbench Users: Configure Attachment categories for use with req
attachments.

5. Kenexa or Certified Workbench Users: Configure new attachment settings on individual req
templates:

> Display attachments tab and attachment column icons
°  Number of attachments

°  Max size per attachment (mb)
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°  Attachment Categories

6. Kenexa or Certified Workbench Users: Turn on user type privileges associated with Req
attachments functionality:

° All regs — attachments add, All regs — attachments delete, and All reqs — attachments view
° My regs — attachments add, My regs — attachments delete, and My regs — attachments view

7. Kenexa Recruiter BrassRing users: Edit output fields to include the Attachments column on
req output grids:

a) Navigate to a requisition output grid (for example, select Regs > View all regs > Open).
b) Click the Edit output fields button.

c) The Edit output fields window opens.
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Because you have gone through the previous enablement steps for Req attachments, the field
RegS:Attachments IS now available for selection in the Available Values list.

d) Select it and click Add >> to move it to the Selected values list.
e) Use the up and down arrow keys to position Reqs:Attachments in the Selected values list. The

first value in the list corresponds to the first column on the req output grid. The Attachments
column will be the fifth (5™) column on the req output grid in KRB.
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Sclected values

Reqf:Reqg folder
Req5:Pasting aptions

=

Req5:Ran status
‘ReqdAftachmants
SRR R T R

Req3:Fasiions Remaining
Feq3:Total candidates
Req3:Store manager 2
Feqd:Store manager
Feqd:Depatmant
Feqd:Location

Feq3:Dale spenad

Maowe up

Mowe
down

Fields currently on your search results

a. Click save when you are finished.

b. In Kenexa Recruiter BrassRing, the Attachments column is included as the fifth (5™)

&y Selfection gstals

column on the req output grid:

Select all Req folder Posting

|

.4

™

el

™

KRB User Experience

KRB users will see changes in several screens reflecting the ability to affix attachments to
requisitions when the appropriate client settings and user privileges are enabled. See the
effects of combined client settings and user type privilege settings in the table below.

=

I T T T T R -

optioms
=
= =

42

AutoReqgld

=

L137BR

LlAGER

ZTHS

Settings and Visibility of Req Attachments Functionality

Screen
Object
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User Type Privilege or Client Setting

Attachments

=
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Attachments
column

Req attachments
tab

Req attachments
icons (Add or
Notes)

Req attachment
icons

FOR USER TYPE TO SEE THE SCREEN

OBJECT, ENABLE M THE PRIVILEGE OR

SETTING LISTED:

M All regs — attachments view &

M My regs — attachments view

M Display attachments tab and
attachments column icons

M Display attachments tab and
attachments column icons

M My regs — attachments view
privilege

TO PREVENT THE USER TYPE FROM

SEEING THE SCREEN OBJECT, DISABLEX

THE PRIVILEGE OR SETTING.

All regs — attachments view

My regs — attachments view

Display attachments tab and
attachments column icons

Display attachments tab and
attachments column icons

M My regs — attachments view
privilege

(Add or Notes) M User is a member of the Req

team

User is a member of the Req
team

My regs — attachments view
privilege

M User is a member of the Req
team

My reqgs — attachments view
privilege

User is a member of the Req
team

The Attachments Column, Icons, and Tab

The Attachments column icons display on the “View reqs” output grid in a new “Attachments”
column when clients turn on the Req attachments feature. The Attachments tab displays on the
Req details page for Reqs that have attachment settings enabled and configured. Only users with
the “All regs and/or My regs view attachment ™ user type privileges can see the column icons and tab.
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Attachments Forms

| Q‘j‘f—‘ i ﬁ\]&

+
+ +
+

New Tabs on Req Details Page

KRB users with the requisite user type privileges can see new tabs on the Req details page for
a particular requisition: Req detail, Req history, and Attachments. These tabs are not visible to users

when they are adding or editing a req.

All users with privileges to view regs can see the Req detail and Req history tabs. The Forms tab and
Attachments tab are visible only if each respective type of functionality is turned on at the client
level and individual users have the appropriate privileges.

Lditreq ] Save 1eq as new ] eLink req l Select job posting preview

Print req r Posting options l
Put req on hold I Close leql Cancel req [ Delete req I Talent Match J

Rag detal Req history Attachments Forms

Job posting preview eLlink history

Req details Software Engineer Req status Dpen

Job Cade ENG-001 Software Engmeer {
Position title Softwars Eng neer

Position description Lead enginesr for the maintenan e development work
for minor relaasas and new feature design and
development for Mojor releases of the order
processing syst=m for Global Inc.'s Financial Supplies

Groug.

MS and or BS in Computer Science or equivalent,

5+7 year industry exp=nence YB6, Active Server
Pages, 115, VBSCrpt, JavaScript, Activex experence
inciuding COM programming is noedod, YC4 4 15
desirable.

ADB experience, prafersbly Oracle an UNIX

Proven ability in analysis and design of bus ness
sysoms.

Svong softmare design and user Inteface axpenencs,
Expen=nc= with full software development hfecycle on
multi-parson projecs

Soong cammunication and teamwork skills,

Aty to work across geographiss and complex v
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Req Detail Tab

The Req detail tab displays all sections of the req except for Req history, Attachments, and Forms.
Req History Tab

The Req history tab displays the (former) Job req history section.

Forms Tab

The Forms tab is described in the section for Req Subsidiary Forms (TBD).

Attachments Tab

The Attachments tab is described in detail in the next several sections.

Viewing Attachments Associated with a Req

When KRB users view the Attachments tab click View attachments Or the Attachments icon on the Req
output grid, the Attachments for <req ID> page displays.

Attachments for Req ID page

2 Mtachments for: 154BR - adf ; hh - Micresoft Imernet Explorer

{37 Amactenests fos : 154BR - adf: b

[ Upload new attachment
[ Bt bt bl

Z5:0et-2004 19:10:20  Jaevis, Harvey 30w 1}

05:Dec-2006 13:23:08  Moiernan, Kelly 29 7

(Clese |

The Upload new attachments button displays only if the user has the appropriate user type privilege
turned on.

The Delete icon displays only for those users with either the “My regs — attachments delete” or “All regs
— attachments delete” privilege turned on.

Attachments Grid

Field Description

Date added Displays the date the attachment was added to the req as <dd-mmm-yyyy
hh:mm:ss>.

Added by  Displays the user who added the attachment to the req as <Last name, First
name>,
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Category

Displays the category associated to the req attachment. The category name
hyperlinks to the Attachment category page. The hyperlink for the category
name displays only for users with either the My regs — attachments add OF Al regs —

attachments add privileges turned on; otherwise the category name displays as

static text.

File Displays the file name as a clickable hyperlink. Clicking the link launches
the file.

File size Displays the size of the attachment file. The file size displays as #K.

Adding / Uploading Attachments

Users must have the All regs — attachments add OF My reqs — attachments add privileges turned on to see

and use the Upload new attachments button.

The Upload attachments page is identical to the page for uploading candidates except that a
user must select which languages of the req the attachments should be appear for.

To upload an attachment, follow these steps:

1. On the upload attachments page, click Browse. The pop-up window for file uploading opens.

Upload attachments Page for Req Attachment

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 attachan nts,

File 1: ptegory | select

File 2: Category | select

File 3: Browse Category select

File 4: Browse Category | select

File S: Browse Category | select

Upload

Lonpoge N ~

Enghsh

Frerch

German v
Lenor. P ~

Engish

French

German -
tonguoge NI ~

English

French

German v
Lenguege Al -~

Engish

French

German -
el B

English

Frerch

German v

2. Navigate to the file you want to upload and select it. The file name with its full path

name populates the “File #” text box.

©Kenexa 2002 — 2008
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3. Select the attachment category from the dropdown list.

4. Select the language(s) for the attachment. The languages are always those languages that
the req was created in. The languages selected in this field determines which languages the
attachment displays in on the Attachments tab.

5. Upload another attachment if desired. You can upload up to the maximum number of
attachments set for the req form within Workbench

6. Click upload to upload the currently selected file(s). The confirmation page displays with
the following message: “Attachments have been uploaded successfully.”

7. Click ok to close the window and return to the Attachments tab on the Req details page.
Selecting a Category Type for an Attachment Category

When uploading an attachment to a req, you must select a category for the attachment. The
Attachment Category page for req attachments is the same as for candidate attachments. The list of
options available to KRB users in the select category type field consist of the attachment
categories configured for the req form.

|22 Attachment Category - Microsoft Internet Explorer - @@
§ Attachment Category

I

Select category type

Error Conditions

If you try to take various actions with attachments but forget to complete a step, KRB
displays the error messages listed below according to the error condition.

Error Conditions for Uploading Attachments

If you ... You get the error message:

Try to upload an attachment ~ The maximum size for each attachment is [x] mb. The following
larger than maximum size attachment(s) exceeded the size limit: [file list]

limit.
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Try to upload more than the The maximum number of attachments for each submission is [x]. If
maximum number of allowed you need to attach additional files, please remove one or more

attachments attachments from the Uploaded Files section.
Try to upload an attachment of The attachment must have a file extension of .bmp, .csv, .doc, .gif,
an unsupported file type. htm, .html, .jpg, .ppt, .pdf, .rtf, .tif, .txt, .xls, or .xml. The following

attachment(s) have invalid extension types: [file list]

Fail to select an attachment Select at least one attachment category.
category before clicking

Continue

Click upload when you haven’t  You have not entered file(s) to be uploaded. Please select a file. The
yet selected a file to be options will be “OK”

uploaded

Any other reason in which the  One or more attachments could not be saved. Please retry uploading
file could not be saved on the the attachment(s): [file list]
server.

Deleting Req Attachments

Navigate to the req from which you want to delete the attachment and select the Attachments
tab and click the Edit Attachments button.

On the Attachments for Req ID page, locate the attachment you want to delete within the
Attachments grid and click the Delete icon in its row.

KRB displays the following message: “You have chosen the option to delete this attachment. This will
permanently remove this attachment from the system. Click OK to confirm that you want to do this. Click Cancel if you do

not wish to delete the attachment.”

Click OK to confirm the deletion of the attachment. The Attachment delete confirmation page
pops up. Otherwise, click Cancel to return to the Attachments for <req ID> page without
deleting the attachment.

eLinking a Req with Attachment(s)

Users with the user type privilege All regs — attachments view OF My reqs — attachments view turned on can
eLink a req with associated attachments.

If a user with one or both of the “view” privileges clicks view while attempting to eLink a req
that has associated attachments, the Req eLink page pops up.

Users can select one or more attachments from a list of
attachments in the Attachments field. Users see only attachments in the language of the req
which they are eLinking.

229
©Kenexa 2002 — 2008



elink req Window with Attachments Enabled

)

S an on TP attachement S,

ety e when this fares be subinitte

Req elLink Recipients

Recipients of eLinked req with attachments can have:

® The attachments view privilege turned off

® The attachments view privilege turned on and the attachments add privilege turned off

® The attachments view privilege turned on and the attachments add privilege turned on

Recipients of eLinked regs with attachments must be both a member of the Req team and
have the “My regs - attachments view”” privilege turned on; or he or she must have the “All regs -
attachments view”” privilege turned on.

Reqs Privileges Matrix

For the eLink
recipient...

To view all regs
To add to all regs
To delete all regs

©Kenexa 2002 — 2008

He or she must have the
privilege:

All regs — attachments view

All regs — attachments add

All regs — attachments delete

Req Team
Membership

n/a
n/a
n/a
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To view attachments to “my My reqs — attachments view v
reqs”

To add attachments to “my My reqgs — attachments add v
reqs”
To delete attachments from My reqgs — attachments delete v

(.Gmy reqs,’
What eLink Recipients See Under Different Conditions

If the recipient is not a member of the req team and does not have the “My reqs — attachments view”’
privilege turned on, the Attachments tab does not display for that recipient.

If the recipient is a member of the req team but does not have the “My regs — attachments view”
privilege turned on, the Attachments tab does not display for that recipient.

If the recipient has the “All regs — attachments add” privilege turned on and attachments are
included with the eLink, he or she will see the Attachments tab with the hyperlinked
attachment(s) on it. If no attachment(s) are included, the empty Attachments tab and the Add
Attachments button displays along with the following message: “No attachments have been included for
this eLink.”

If the recipient has the “My regs — attachments view” privilege turned on; is a member of the req
team for the req; and attachments are included with the eLink, he or she will see the Attachments
tab with the hyperlinked attachments on it.

If the recipient has the “My regs - attachments add” privilege turned on and is a member of the req
team for the req, he or she will be able to add an attachment. If no attachment(s) are included,

the empty Attachments tab and the Add button displays along with the following message: “No
attachments have been included for this eLink.”

Example: Req Attachments Tab with Add and View Buttons

o,
: : <
? talp r;,f;, ,ELink

Add Astactunents | View Altachencets

2004 19:10:20 Jarves, Harvey OFCCP semches oK

00-Dec-20006 13:23:09 MNoieman, Kelly Interview Questions
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Example: Req Attachments Tab with Add Button but No Attachment

@

Open req: 13681 - PMtestjob 123 : PMtestjob _Ftonte[ra,

= Yo letink]

Amwnments
LAttt e e

No aftachonest's e boon included foe this link
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Recruiter Experience - Req Specific Resumes Retain Their
Connection to Reqs

With Release 11, when candidates submit their resumes against specific requisitions, the
system maintains the connection between the submitted resume and the req. KRB users can
forward the req-specific submission via eLink and be sure that the recipient is viewing the
intended resume for that position.

KRB users can also view the reg-specific submission by looking at the candidate’s Talent
Record from within the req folder: The resume/PDF corresponding to the specific req
submission is displayed by default.

When eLinking and/or e-mailing the candidate’s Talent Record from within the Req folder,
the resume/PDF corresponding to the specific req submission is sent by default.

When viewing the candidate’s Talent Record through an eLink or e-mail, recipients of
eLinked and e-mailed Talent Records see the reg-specific resume/PDF immediately.

How Resume Submissions are Stored in the System

This section describes how the system stores multiple submissions of resumes. See page 71
for the KRB user’s point of view.

With Release 11, when a KRB user views a req folder, he or she can also see the resume/PDF
submitted specifically for that req even if the submission is not one of the ten most recent
submissions. KRB retains the original connection between the req and the resume submitted
by the candidate against that req. Accordingly, the System stores more resumes than can be
viewed on the Talent Record.

For example, assume that candidate John Doe has submitted fifteen (15) resumes. Each
submission corresponds to a different requisition:

® Submission #1 is for req 123BR (it is “req-specific”).

® Submission #2 is not for a specific req (it is “jobless”). The recruiter manually files the
candidate to req 456BR.

® Submission #15 is for req 890BR (it is reg-specific and it is more recent than the other two
submissions)

KRB users cannot access Submission #1 from within the Talent Record because it is not
among the last ten (10) submissions for the candidate. However, KRB users can access the
resume/PDF associated with Submission #1 from within req 123BR.

KRB users can access Submission #15 from within the Talent Record because it is among the
last ten (10) submissions; in fact, it is the most recent submission. KRB users see the
resume/PDF submitted for 890BR when he or she views John Doe’s Talent Record from
within req 890BR.
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If the system does not find a req-specific submission, it displays the resume/PDF associated
with the candidate’s most recent submission.

For example, John Doe’s Submission #2 is not associated to a specific requisition. The
recruiter subsequently filed the candidate manually into req 456BR. When KRB users view
John Doe's Talent from within req 456BR, they see the resume/PDF submitted for
Submission #15 (the most recent submission), because the candidate did not submit a resume
specifically against req 456BR. Note: This is the behavior for all no-req folders.

Benefits

This enhancement increases usability and accuracy by tying resume submissions to
corresponding requisitions. For example, KRB users can send eLinks of the same candidate
to two hiring managers at the same time, but for two different requisitions. Each manager will
see the resume associated with his or her specific requisition.

Costs

There are no additional costs associated with this feature.

Availability

Release 11

Visible Changes

There are visible changes associated with this feature.

Limitations and Known Interactions

None

Best Practice Recommendations

None

Overview of Implementation

This feature is automatically available to KRB users with the appropriate user privileges.

KRB User Experience

This section describes the experience of the user when working with current, duplicate, and
reg-specific resumes within KRB.

How Resumes are Listed on the Talent Record’s Resume/CV Tab
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There is no change in how KRB handles duplicate resumes when KRB users view Talent
Records from within the Inbox, Working folder, My candidates, OF Search Results, they see the most
recent resume/PDF when the Talent Record is launched.

The most recent resume submitted through a Talent Gateway is listed as “Current.”
Previously submitted resumes are listed in reverse chronological order as “Duplicate #1,”
“Duplicate #2,” and so forth up to “Duplicate #10”:

°  Current

°  Duplicate #1

°  Duplicate #2

°  Duplicate #3

°  Duplicate #4

°  Duplicate #5

°  Duplicate #6

°  Duplicate #7

°  Duplicate #8

°  Duplicate #9

°  Duplicate #10

ELinking Talent Records

When users eLink or forward a Talent Record through e-mail from within Search Results,
Working folders, Inbox, or My candidates, the most recent resume/PDF is sent unless the
user explicitly selects a different duplicate to send.

Viewing Resumes from within a Req Folder

KRB users can encounter two scenarios when viewing the Talent Record from within a req
folder. In the first case, the candidate did not make a reg-specific submission to the job with
which the req is associated, but was filed manually to the req by a recruiter, hiring manager,
or other KRB user.

When KRB users view the candidate’s Talent Record from within a req folder under these
circumstances, they see the “Working folder” view of the Resume/CV tab. See the previous
section for more information about how duplicate resumes display within working folders.
In the second case, the candidate did make a req-specific submission to a job req. Users
viewing the Talent Record from within the req folder see the req-specific duplicate displayed

as the default resume.
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If the reg-specific duplicate is among the (ten) 10 most recent submissions for a candidate,
the reg-specific duplicate link is listed along with the other duplicates (Current, Reg-specific
duplicate, Duplicate #2, Duplicate #3, and so forth).

Reg-specific duplicate stored on Resume/CV tab

L & £l

t Geimarhaona T iinkennges pihddile T ntegiateat DD D HEET R I Rgmneg R
i Ert Vi PEF
Fi ; P v
Fl

Cirgenal date Sadad: Zh-Apr=-2007 13180 19 {English- (LSH)

Crate topdedi d-May-2007 Ba:11:50 (Enghsh (USY)
it (i . ines

'& e ".'f.-'?'.b’;"".'l'ﬂ”

i * !:'H-: .'-;:-=¢ak_x-"

T R

ed: Toh
Coedarl 000223722004 04580

Crgtn londed; D2-Hap-2007 153532
Codetl A026RE DOOIIRLTIOE

e R U VT e e e e
Cadasl

Chsn londed; 6= 2007 17044
Codesl 00051275100

aen londed: h-Ape-2007 1704144
sty

M |p|d|d.2|:.-|'l.pﬂ-2m?] :ru:.q] L b e b b b b T
s

| Ban londed: 2h-pe-2007 1g:4910
Cadss: O05E3TE100
Cate loaded 26-Apr-2007 1645136
. Cedes: -
R Cist lnnded: 26-Apr2000 16: 31153
s Cades: 00051279100 A0TT8E

Submitted resumes are listed as follows:

® Current: The resume submitted most recently.

® Duplicate #n: Duplicate #1 ... Duplicate #10

® Reg-specific duplicate: If there is a reg-specific duplicate for this req, it is counted as one of
the duplicates. If the reg-specific duplicate is the resume submitted most recently, it is listed

as a “Req-specific duplicate” in place of “Current”.

Note: If a candidate makes multiple submissions for the same requisition, the Talent Record
displays, by default, the most recent resume submitted for that requisition.

ELinking or Forwarding Talent Records from a Req Folder
When the KRB user eLinks or forwards via e-mail the Talent Record of a candidate who

submitted a resume from within a specific req folder, the eLinked or forwarded resume/PDF
is the one submitted against the requisition.
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Recruiter Experience - Req Subsidiary Forms

Req subsidiary forms are configurable forms designed to capture additional information
related to requisitions. The functionality in these forms is similar to that of candidate forms
but forms of this type are attached to a requisition and not a candidate. The configuration
procedure for Req sub forms is almost identical to the configuration procedure for candidate
forms.

Benefits

KRB users can include and store additional information (such as sourcing strategy, structure
of the interview team, and so forth) with the req that does not fit on the actual req form.

Visible Changes

There are no visible changes for Req subsidiary forms in KRB without configuration. After
configuration, KRB users with the requisite user privileges see a Forms tab on each requisition.

® The Req sub form functionality is controlled by the Workbench client setting: Req subsidiary
forms. When set to “No” (the default setting):

= The Forms tab does not display on the req form in KRB.

® The associated user type privileges for All Regs and My regs are not available for setting
and are “grayed” out.

When set to Yes:

= Therorms tab displays on the req in KRB for users with applicable user type privileges.

® The associated user privileges for All Regs and My reqs are enabled.

m |f the associated user privileges for All Regs and My regs are configured for at least one
user type, the “ No” is disabled for this setting. An associated Tool tip says: “Setting cannot be

set to NO if at least one user has the associated privilege.”

= The Workbench Client setting view page displays the new Req subsidiary forms settings
along with whichever option is set for the client: No (the default) or ves.
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2 Req detail: 1548R - adf ; hh - Micresoft Intermet Explorer

Q Req detail: 1548R - adf : bh
Editieq J Sove req as new I elink req I Print req l Posting options I
Put req on hold Close 1eq I Cancel req I Delote req I Talem Masch l
I I a
W coloction dotais | Intervew Guide v Addteam | ek tdab toem |
26:3u 14555901 Mchelle Wheeler 263 Mchelle Wheeler & J & a8
2006 2006
1 > )
30-Aug- 10444017 Amy Tatarka I0-AUG Ay Tatarkca 4 J & #
2005 2005
QK

Limitations and Known Interactions

Users cannot attach Req sub forms to Talent Gateways, Gateway Questionnaires, or Agency
Managers.

Cost

There are no additional costs associated with this feature.

Availability

This feature is available in R11, Build 6 internally. It is available in R11 externally.
Overview of Implementation

Kenexa must turn on the new client setting, Req subsidiary forms, in Workbench.

Kenexa creates Req subsidiary forms for attachment to requisitions. This includes defining
the attributes of the form, and adding and defining attributes and options (where applicable)
for fields contained on the form. Certified Workbench Users can administer forms once they
are created. The forms are available for KRB users with appropriate privileges to attach to
requisitions.

The major steps are:

1. Kenexa Personnel: Enables the client setting Req subsidiary forms in WWorkbench.
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2. Kenexa Personnel: Configures for the client the attributes of the req subsidiary forms that
will be used.

3. Kenexa or a Certified Workbench Users: Configure user type privileges for KRB users
who will be using req subsidiary forms.

4. Kenexa or a Certified Workbench Users: Administers req subsidiary forms as needed
once they are created.

5. KRB Users: Users with the appropriate user type privileges are able to see the Forms tab
on requisitions and can work with req subsidiary attachments.

6. Kenexa Recruiter BrassRing users: Edit output fields to include the Forms column on req
output grids:

a) Navigate to a requisition output grid (for example, select Regs > View all regs > Open).
b) Click the Edit output fields button.

€) The Edit output fields window opens.

fwailable ¥alpes Selected values

Applaabis majar Faqs:Aeq foider
Cardrad Fsmp § intsn snd dats FaqS:Feating aptiara
Cals FinqS:urafagd
Tk ragalinmants Faq8:Aey LIl ‘Rl
Emplayes Aetanal Benuc Amaurss) = Faqs:aHashmanks L
Faurmsric lEI Faq5:Feattian blls
Pay Aata (W) Finq8:Prailnre Asmamirg Moue up
Fay Ak (Wing nod Faq8:Total randidates
FerHauksennaal Feq5:5lore mavagerd -
FagHen s - Faq5:Sters manapar _""'l
e = : - Faam Den it
Targat svadkioion Bate = FaqB:Lavedan Have
Wilnddnnp bowseds deqies fdezhied) FeqB:Dade opened

Ramove down

oy Solaction ety off Eaheriion gatals
Figld= pou can sdd to your sescch resuks Figlds currsrtly on pour search resubts
Sme ] Cancal

Because you have gone through the previous enablement steps for Req subsidiary forms, the
field rReqs:Forms is now available for selection in the Available Values list.

d) Select it and click Add >> to move it to the Selected values list.

Use the up and down arrow keys to position RegS:Forms in the Selected values list. The first value
in the list corresponds to the first column on the req output grid.

e) Click save when you are finished.

In Kenexa Recruiter BrassRing, the Forms column is included as a column on the req output
grid in the position that you selected for it.
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KRB User Experience

KRB users with the appropriate user privileges can attach the form to one or more

requisitions. See page 138 for more information.

Requisition Output Grids

The requisition output grid on all pages that list regs contains a new Forms column for Req

subsidiary forms.

Req Output Grid with Forms Column

sebect all Reg fulder

Cl
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17aHS

Fosition tinle
&+
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AadF

TescTHlo

osltions Tital

Ean s ling candidates

+ g-p

If you have the All regs — req sub forms view and/or My regs — req sub forms view privileges turned on, you
can see the Forms column on req output grids.

® Click the Forms icon for a req listed in the output grid to view the Forms page for this
particular req. Note: The Forms icon displays only if forms have been attached to the req.

m Click the Add icon = for a req listed in the output grid to add a form to the req.

Req Content and Attachments on Multiple Tabs

©Kenexa 2002 — 2008
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KRB Req Details Forms Tab with View Forms Privilege Turned On

a Req detail: 1548R - adf : hh - Microsof! Internet Explorer

Q Req detail: 154BR - adf : hh
Editieq ] Save 1eq 4% new ] olink req Print 1eq l Posting optiom I
Put teq on hold I Close teg J Cancel 1eq ! Delete 109 ] Talewn Match I
Req details Administrative Assistant I Req status €

Title Admenistrabive Assstant
Job Descrigtion Thas is & CIQ job code,
Department Operatiocs
Requisition ID mwl
AutoReqld 14380
Recruiter Whesler, Michelle
Manager Wheeler, Michelle
No. of Positions 3
Positions Remaining 3

College WA

<
»

Position

Hiring Managers complete this section:
Desired Skills
Cost Center

Cost Center 2

KRB Req Form Tab

KRB users with appropriate privileges can see a new tab on the req form when they are
viewing a req. The tab is not visible when users are adding or editing a req.

To see the Forms tab:
® The client setting Req Subsidiary Forms must be enabled in Workbench.

= |f you have the My reqs — view forms user privilege turned on, you can see the Forms tab when
you view a req whose team you are a member of.

m |f you have the All reqs — view forms user privilege turned on, you can see the Forms tab for all
regs that you view.

If you do not have one of the “reqs - view forms” privileges turned on, you cannot see the
Forms tab when viewing the requisition.

The Req form content displays in the user’s locale.

To see the Forms tab on a requisition:
1. Navigate to the Req details page for the specific requisition you want to work with.
2. Click the Forms tab. On it you can:
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°  Work with a specific form by selecting it from the dropdown list (once there are req sub
forms associated with the requisition). Req sub forms are listed in alphabetical order.

°  Addaform

(requires My regs — add req sub form OF Al regs — add req sub form USer type privileges)

° eLink a blank form (requires My regs — add req sub form or All regs — add req sub form User type

privileges).

> See the list of forms already associated with this requisition on the output grid.

Q, Reqg detail 96028R : Ir. Assistant Birder 2
Edit req Save redq as new elink reg | Select job posting preview |
Frint req | Fasting eptions |
Put req an hold Clase rei | Cancel req | Delete riq | Talent Match |
LT ooy i ma s ey e
oy Seleciion Dsizils Date tact form EN :vl A Form ][ eLink Blank Form
Zg-Fab- =mith, Zg§-Feb-  smith,
sopg  IOMF aoiberisn il zood Lesheld & 4 el fir
Ok

Forms Tab Output Grid

Column
Last action date

Form ID
Form Name

Last edited by

Date Added

©Kenexa 2002 —

Description

The last date the form was edited. The date displays as <dd-mmm-
yyyy>. For Japanese locale users the dates displays as yyyy-mmm-dd.
System generated unique ID for the form.

Name of form, hyper linked. Click on the form link to view the attached
form in view mode .

The last user to edit the form in the format <Last name, First name>. For
Japanese locale users the name displays as <last name first name> with
no comma. The name might include the “same name” differentiator
[Last, first (emp ID or phone #)].

The date the form was added to the req in the format<dd-mmm-
yyyy>. For Japanese locale users the dates displays as yyyy-mmm-dd.
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Added by The user who added the form to the req. The user name displays as <Last
name, First name>. For Japanese locale users the name displays as <last
name first name> with no comma. The name might include the “same
name” differentiator [Last, first (emp ID or phone #)].

View Form Opens the form in a separate window for viewing only.
Edit Form Opens the form in a separate window for editing.
eLink Form Opens the eLink page in a separate window.

Delete Form Opens the Delete form page in a separate window.

Viewing Req Sub Forms

To view a form that is attached to a req, click the view form icon or click on the hyperlinked
form name. The form opens in a separate window and displays data in the user’s locale. If the
form is not available in the user’s locale, it opens in the client’s base language. You cannot
edit the form.

Note: For Japanese locale users the date displays as yyyy-mmm-dd. The user name displays
as<Last Name First Name> With no comma.

View a form attached to a specific Req ID

[E# sourcing Strategy form for req 154BR i

Req Iy 154BR
Hiring Manager Jobn Smdh
Recruiter  Herrie Cutting

Campus Wisit Boston Univerdity Job Fair

Date added 1%-Fab-2004 Howard Fertig
Last action 31-May-Z007 Army Tatarka
Close e
< >

Adding Forms

This procedure assumes that the client setting, Req subsidiary forms, is enabled and you have the
appropriate user privileges turned on.

To add a req sub form to the req:
1. Select the form from the dropdown list.

2. Click the Add forms button.

243
©Kenexa 2002 — 2008



3. The form opens for that specific req ID in a separate window in the language of your
locale. You can complete the form in any purchased language.

Adding a form to a specific requisition

éj Sourcing Strategy form for req 154BR - Microsoft Internet Explorer Q

A

[¥7 sourcing Strategy form for req 154BR 2

This form can only be saved in one language at a time.
First select the language from the options below and then complete and save the form.

English (US) German English (Intl) Japanese

[ eLink blank form

Req ID
Hiring Manager
Recruiter

Campus Visit

* = required field

[Save] [ Clear] [ Close ]

For regs that have multiple languages associated with them, KRB displays the following
message: “This form can only be saved in one language at a time. First select the appropriate
language from the options below and then complete and save the form.”

4. You can eLink a blank form of this type from this window.

5. Click save to save your changes and display the confirmation page. Otherwise, click Clear
to clear the data from all fields and start again. Click cancel to close the window without
making any changes.

6. Repeat the “add form” process as necessary for each purchased language.

Editing Forms

To edit a form, you must have the “My reqs — edit req sub forms” user privilege turned on
and be a member of the req team to which the req belongs, or you must have the “All reqs —

edit req sub forms” user privilege turned on.

If you do not have one of the “regs - edit forms” privileges turned on, you cannot see the
Edit forms 1 icon when viewing the req.

i To edit a form in Kenexa Recruiter BrassRing:

1. Click the Edit forms icon f to edit a Req sub form that is attached to a req. The Forms for
<req ID> page opens.

244
©Kenexa 2002 — 2008



2. Make the desired changes.

3. Click save when you are finished. Otherwise, click clear to clear the data from all fields
and start again or click cancel to close the window without saving any changes.

Deleting Forms
il To delete a form, you must meet one of the following criteria:

® have the “My reqs — delete req sub forms” user privilege turned on and be a member of the
req team to which the req belongs.

® have the “All reqs — delete req sub forms” user privilege turned on.

If you do not have one of the “regs - delete req sub forms” privileges turned on, you cannot
see the Delete forms icon T when viewing the req.

eLinking Req Sub Forms

You can eLink Req sub forms by selecting the eLink icon on the Forms tab. This opens the
eLink Req sub form window for a specific Req ID entitled in the following format: eLink
<form name> - <ReqlD>; for example, eLink Sourcing Strategy — 153BR, as shown in the
screen capture below.

Recipient “view” privileges: The recipient of the eLink must have one of the “req - view req
sub forms” user privileges turned on to view forms via elink.

Recipient “edit” privileges: The recipient must have one of the “req - edit req sub forms” user
privileges turned on to edit forms via elink.

The eLink recipient views forms in the language of his or her locale if the translation is
available. If the recipient’s locale language is not available, the form is displayed in your
organization’s base language.

245
©Kenexa 2002 — 2008



elink a Req sub form attached to a specific requisition

JeLink Sourcing Strategy - 152BR -- Microsoft Internet Explorer [;J@
€] otink Sourcing Strategy - 1538R ~ He

etink formto ) yiew & Edit

“From amy tatarka@kenexa.com

To: (system users) Hlnng Mana.\g‘er;-:
Manager Entry-level F
McKieman Kelly

one test

Pysell Jason v

& Selection details

To: (non-system
users)

Separate multiple users by comma (,); this field may not contain spaces,

Subject Please edit the following form: Inte

Send as HTML
attachment ©No Oves

[[] Notify me when these forms have been submitted.

Your message

* = required field

[Send | [Clear| [ Cancel |

Receiving and Editing the eLinked Form

A KRB user with appropriate privileges can receive a request to edit an eLinked req sub
form.

Recipient user privileges: The recipient must have one of the “req - edit req sub forms” user
privileges turned on to edit forms via elink. If a “req — edit req sub forms” user privilege is
turned on, the corresponding “req - view req sub forms” user privilege is turned on
automatically.

The eLink recipient views forms in the language of his or her locale if the translation is
available. If the recipient’s locale language is not available, the form is displayed in your
organization’s base language.
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The e-mail message in which the eLinked req sub form is embedded says, “Please edit the
following form: <Form name, Req ID>.”

To edit the req sub form:

1. Click the eLink to open the eLink window.

2. Edit the fields for the eLinked form.

3. Click save to save your changes. The confirmation message displays. Otherwise: Click
Clear to remove the data from all form fields, or click cancel to close the window without

saving any changes.

4. Once the recipient completes and saves the form via eLink, KRB records the date and
user.

elinked Req Sub Form, Recipent's View

o) Sourcing Strategy - 152BR - Microsoft Internet Explorer [0 E’g
Ble ER Vew Fawortes Jooks MHeb it
A »
x| (2] €| J)seach Favortes  {64) . S 1y
&) Brassting Intrarmt 8] Oviyx 48] Kenaxaiet 48] Workbench 8] QA Workbench 2

] Metos: Jistagng beassng. comf et Sreand SO0 Preserk sticod TerrplateJASPIC arddate Formma Vs v | [ GO

]

ourcang St 1
? Help
Req 1D
Hiring Manager
Recruiter

Campus Visit

* = requwred fiold

(Sive) (Ciear) [Close]

Viewing the eLinked Form

The recipient being asked to review the eLinked form receives an e-mail with the following
subject line: “Please review the following form: <Req sub form name> - <reqID>.” (For
example, “Please review the following form: Sourcing Strategy — 152BR.”)

To view the req sub form:

1. Click the eLink to open the eLink window.

2. View the Req sub form.

3. Click close to save your changes. The confirmation message displays.
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View an elinked Req Sub Form

P B e i e S
,_ Sourc strategy 10Z28K - Micr

Q= - O - [x A & ) search s;\\?Fmtes & 3 < ©snagt '
Clinks @) BrassRing Intranet ] Onyx @] Kenexalet 48] Workberch €] QA Workbench »
i Address b] RWIIMQ;MCWQ&WMWTMJASPKM;MT&ME] Go

© Fle Edt Vew Favorkes Took Hebp 4

Sourcing Strategy - 152BR Fronterra
? Help

Req ID 154BR

Hiring Manager John Smith e
Recruiter Kerrie Cutting

Campus Visit Boston Univertity Job Far

(&4 : [2]

Attaching Forms to a Req and eLinking

You can now attach req sub forms to a req prior to sending it via eLink. The eLink req

window has new fields:

Forms to view
Forms to complete
Notify me when these forms have been submitted

©Kenexa 2002 — 2008
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elink req with new “Forms” fields

Eamﬂ:andldam: Sam Wright it E'

"From | oclie Smithikenes a.com

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

Users)
Tepzrale muatipde urers with 2 conmz USTg D0 FDEd

Co: {sysbem users) Ce: {non-system

usErs)
SepIrate mNtiods URsts mith & conwrea using no sead

Bro: (systent users) BC: [non-system

useErs)

Separate mastiods URsrs wIED & coneenn GSing o0 Seo

Mote! Dy “Cot and "Boo” racipients will see the “To” recpients

Include HR status |

Farms to wiew

Forms be complete | spplisabon &
A ynu milling 1o 1= lncaie [
Autatillz Test Fomm

B Faim

Haszic Talent 5 atzway &

&y Ssiscion detals

Hotify me when these forms have been
submitted.

Send as HTHL attachment [ yes (Sipg

Subject o) ik 1o reglD: S724BR: Food

i I *

See the table below for more information about these fields.

Elink Req with Form — New Fields Details

Forms to view Select one or more forms from the list to attach for viewing when you are
eLinking a req.

User privileges: The eLink recipient must have one of these user privileges
turned on to see the Forms to view Section on the Req elink page below the subject
field or Attachment field (if Attachments are turned on) and above the Message
field:

All regs — req sub forms view

My regs — req sub forms view
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Forms to complete Select one or more forms from the list to attach for completion by the
recipient when you are eLinking a req.

User privileges: The eLink recipient must have one of these user privileges
turned on to see the Forms to complete Section on the Req elink page below the
Subject field or Attachment field (if Attachments are turned on) and above the
Message field:

All regs — req sub forms view

My regs — req sub forms view

Notify me Check this box to have an e-mail notification sent to you when the forms
when these form(s) are completed by the eLink recipient. By default, the check box is not
have been selected.

submitted
E-mail notification to sender when form is completed
| Sourcing Strategy - 154BR : Accountant - Message (HTML) @@

! e Edt View Inset Format Tools  Actions  Help
:aReply | CReplyto Al | yForward | f | B0 IS X | & e A 00

From: o confirmation@brassring.com [ENTERPRISE@TRM.BRASSRING.COM] Sent: Thu 6/7/2007 1:10 PM
To: Tatarka, Amy

Cc:

Subject: Sourcing Strategy Form - 154BR : Accountant

amy tatarka@kenexa com has just completed the Sourcing Strategy form for Req 154BR : Accountant
View Req

You can access Enterpnise by gomng to the URL listed below:
http/ftrm brassnng com/TS-AM

Receiving eLinked Req with Forms

When you click the eLink in your e-mail message to open a req with attached forms, a
message at above the Req detail tab informs you that you have a number of forms to complete.
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elinked Req with Forms Attached

COpen req: 136BR - PMtestjob 123 @ PMtestjob

¥ou hae one form 12 comphele

Fesrmis

Req details Administrative Assistant

Title

Jab Description
Departmont
Requisition 1D
AutoRegld
Recruiter
*Manager

Ho. of Positions
Fositions Remaining
Callege
Position

@

onterra

Fr
ﬂfﬂmﬁﬂm

Reqg status Open

Adrerestrative Arsigtant
Thit ig & CEQ job code.
Qeeratent

el

1438R

Whesler, Michelle

wheeler, Hichelle

[

R
N

Click the Forms tab to see forms to view and/or forms to complete.

elinked Req with forms, Forms tab — Before viewing or completing forms

Open req: 136BR - PMtestjob123 : PMtestjob

? Help

You have one form to complete

Fronterra

Totasing

Req dets Rea history Farms
~
Forms to view
Last action dote Form Loast adited by Dote added Added by
24-May~2007 Sourcing Strateqy Amy Tatarka 24~-May~2007 amy Tatarka
Forms to complete
Last action date Form Lost edited by Date added Added by Form completed
Job Boaed Search Trackng
Columns for Forms to view and Forms to complete
Column Description
251
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Last action date Note: The format for the date is dd-mmm-yyyy except for Japanese locale
users. For Japanese locale users, the date is displayed in the format

yyyy-mmm-dd.
Form Click the hyperlink to view the form.
Last edited by The name of the user who last edited the form in the format Firstname

Lastname. Note: For Japanese locale users the recipient’s name is
displayed in the format Lastname Firstname with no comma. [Note: If no
one has edited the form, this field displays the name of the form

creator.
Date added The date the form was added in the format dd-mmm-yyyy. For
Japanese locale users, the date displays as yyyy-mmm-dd.
Added by The name of the user who added the form to the req eLink in the

format Firstname Lastname. Note: For Japanese locale users the recipient’s
name is displayed in the format Lastname Firstname With no comma.

Form completed Before completing the form: The column is empty.
(Forms to complete
only) After completing the form: The column displays a red check mark.

=l
| &
— Foming | €Link

Last action date Form Last edited by Date added Added by
24~-May~-2007 Sourcing Strateay Amy Tatarka 24-May~2007 Amy Tatarka
Last action date Form Last edited by Date added Added by Form completed
07-3un-2007 Job Board Search Tracking Amy Tatarka 07-Jun-2007 Amy Tatarka

elinked Req with Forms tab after viewing or completing forms
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Reporting - Associating Codes to Specific Submissions

With Release 11, when adding codes to a candidate’s Talent Record, users can select the
resume submission to which a code should be associated.

The Add Source Code <# selected candidates> Window has been updated:

® The instruction at the top of the page has been updated.

m Candidate names appear next to a select list containing the last 10 submissions for that
candidate along with the submission date and any codes already associated with that
submission.

® The “Current” resume is selected by default

= In req folders, the reg-specific submission, if available, is selected by default.

m \When the user clicks save, the new codes are associated with the selected candidate
submission.

Attaching Source Codes Manually to Candidates

In KRB, you can manually attach a code to an individual candidate submission from several
task sequences in the system.

You can add codes for multiple candidates in a single action. Select up to twenty-five (25)
candidates from the list. If you add more than 25 codes and click ok, an error message
displays.

To attach a source code to one or more specific candidate(s):

1. Access the Addsource Code page from one of several task sequences:

°  From the candidate’s Talent Record. Click Edit codes > Add codes.

o After searching, within your search results, click Add codes in the Actions menu and click the
Add codes button OR click the Last codes hyperlink for a candidate and the Add codes button.

> Within a req, working or inbox folder: Click Add codes in the Actions menu and click the Add
codes button OR click the Last codes hyperlink for a candidate and the Add codes button.
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“mirhad -tk osne remna~ internet Explorer

Select a code and click ‘Add’ or Remave’ to move #t from one column to the other. Then, select the submission to which you wish to
associate the new code. When you are fimshed, chek Save’
Available values Selected values

Selectthe codels) to amsign

1BRG Iatemet Brassiing com

THOK Intemet Headhunter net

IMON:Internet Monster com

Z2EMR Star SearchEmployee Refenal

JAON Agency and Temp-perm

QADV ASvatiremeriNewsp apecMaganneSecondary inteme Add

SFMR Former Employens

SOTH Othar - Not clamified elsewhere (Includes HR Inbox an¢

TIBF Job Faiv Collage Recruisag << '

SINT Intersal Applicant

Remove
&y Selection details &y S=lecton details
Frelds you can add to your search results Fields currently on your search results
Stone, Sharon: Funem‘Uate loaded: 25-May-2006 1473313 (English (US)), Codes: AcmeWEE2, 138BR EI

& Selection details

Rubble, Bamey: Funent-Daw loaded: 25-May-2006 14.33:13 (Enghsh (US)), Codes: AcrmeWEB2, 138BR 3
o Selection details

Beckett, Josh: r;urrent-Dale loaded: 25-May-2006 14:33:13 (English (US)), Codes: AcmeWEB2, 138BR :J
& Selecton ﬁ{i”'i
Save | ance

2. Select the appropriate code from the Available values list and click the Add button >> to move
it to the selected values list. (If you want to remove a code from the Selected values list, click the
Remove button <<.)

3. Select a specific candidate submission from the single-select list (next to the candidate
name) under the Associate code to specific submission heading.

4. Click save.

Add Source Codes Window
Field Description

Associate codeto  Select the specific submission to which you want to attach the
specific submission selected code(s).

[New in R11] Candidate names are listed in the format “Last, First”. In each select
list, the name of the “submission” appears followed by the date
loaded and any codes already associated with that submission.

This information is included for all submissions currently visible
within the candidate’s talent record.

This section follows the rules for displaying candidate submissions,
both new and duplicate. See page Error! Bookmark not defined.
for more information about how duplicate resumes, including reg-
specific duplicates, are displayed on the Talent Record from within
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req folders. If a candidate submission is no longer visible in the
Talent Record in general, it is not available for selection in this
field.

The format for submissions is:

<Submission name>-Date loaded: <date/time stamp> <submission language>; Codes:
<code>,<code>

When you access the Add source code page from within a Talent
Record, or from Search results, Working folders, or My Inbox
folder, the submissions designated as “Current” in the list are
always selected by default. If you do not select a different
submission option in the list, the selected codes are attached to any
submission labeled “Current” when you click Save.

When accessing this page from with a req folder, the “Req-specific
duplicate” submission is always selected by default within the list.
If there is no specific submission for a particular req (i.e. the
candidate never applied to a specific job but has been manually
filed to the req), then the submission designated as “Current” is
selected by default.
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Reporting - Open Req Activity Report

The Open req activity standard report has a new date filter option of current. To access the
report, log into KRB and select Reports > Standard reports > Open req activity.

With Release 11, clients can set up report schedules for the Open req activity standard report
to return a listing of currently open regs. (“Current” in this context means as of the last
refresh of the reporting server.)

@ Open req activity 3 -

This report provides infarmation on all reqs with an open status as of a specific date.

| select date range

) Current (as of last reporting refresh)
L End date Xt H i

{7 End of previous calendar menth
T End of previous calendar quarter

| (DEnd of previous calendar year

Report Output

When users select current as the date range filter and executes or schedules the report, the
report returns data for all regs in the open status as of the last reporting server refresh, which
takes on a rolling basis between 12 AM and 3 AM ET [GMT/UTC -5 hours]. In the report
output the column “As of <current date>" is populated with Today's date in the report output.
Note: The data returned also meet any additional filter criteria entered by the user.

Effect on Scheduled Reports

There is no effect on existing scheduled Open req activity reports. Once the current option is
available, users can create new report schedules to take advantage of the current date option.

Benefits

Users no longer have to supply an end date to determine which open requisitions should be
returned in the report. Clients can set up a recurring report schedule for this report to pull
current req data because a user would have to change the End date filter each time the report
was run.

Cost

There is no additional cost associated with this feature.
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Availability

Release 11

Visible Changes

Users with privileges to access this report will see the change automatically in Release 11.
Limitations and Known Interactions

The Open req activity report does not provide real-time data on open requisitions.

Best Practice Recommendations

None

Overview of Implementation

This feature is available without configuration in Release 11.
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Reporting - Req Activity Report Enhancements

With Release 11, Kenexa has revamped the Req activity standard report to make it more
usable and informative. The report captures original posting date and actual removal date. It
uses these dates to calculate the total number of days posted.

The report description on the Standard Reports menu has been updated to reflect changes to
the report.

The new Req ID filter within the report works as follows:

= No regs are selected by default.

m Users can select one or multiple regs from a list of all the regs to which they have access.
m User access is based on Org group and My reqgs / All regs user type privileges.

If the user has no access to regs, the Req ID filter does not display on the report, the user
cannot use the filter, and no data are returned for the filter.

® The ReqTrigger client setting determines how the data are derived and the label for the Req
ID filter:

If the trigger is set to Auto Or No, the field pulls the data and label from Auto req ID.
If the trigger is set to optional, the filed pulls the data and the label from optional req ID.
® The filter works in conjunction with the site name filter

= |f selected req(s) are not posted to selected site(s), the report does not return any data.
Changes to Report Filters

The report has three (3) new filters:

= Date range

m Req ID (or your organization’s label for it)

® Site name

Changes to Sorting/Grouping Options

The report has two new sorting/grouping options:

m Details by Gateway

® Details by requisition
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The sorting/grouping option Active jobs Was removed.

Changes to Report Output

We made the following changes to the report output:

= Added a date filter header.

® Renamed the Total active cOlumn to Total active jobs (as of end date).

= Removed two columns from the Summary report output that were returning irrelevant data:
Total inactive and Total jobs.

= Added three new output columns: Original posting date, Actual removal date, and Total days posted (as of
end date).

= Revised the output for the following formats and views:

°  Summary report PDF output

o]

Gateway detail PDF output

o]

Req detail PDF output

o

Excel sortable report output
Changes to the Scheduled Report Notification E-mail

To keep KRB users informed about report changes and the possible effect on report
schedules, we updated the scheduled report notification e-mail.

Benefits

Kenexa Recruiter BrassRing captures the original posting date and the posting removal date,
and KRB users can generate this information in the Req activity report.

The new report filters help clients target a specific time frame. Clients can accurately
determine the length of time a position had been posted to a gateway, thereby averting a
potential legal issue should a candidate file a claim that they were not given adequate
opportunity to post for a position.

Kenexa removed filters that yielded irrelevant data, such as “Inactive jobs.”

Cost

There is no additional cost for this feature.
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Availability
Release 11
Best Practices

The report logic is different for postings done before and after October 1, 2007. Please see the
“Limitations and Known Interactions” section below for detailed information about how this
affects report results.

Visible Changes

In Kenexa Recruiter BrassRing, the visible changes to the report are:

® Revised description of the report on the Standard Reports menu page

m Revised Req activity filter page — Date, Req ID, Site name

® Revised report output

°  Summary view — PDF output

o]

Gateway detail — PDF output

o

Req detail — PDF output

o

Sheets 1, 2, and 3 - Excel sortable output
= Report results e-mail notification

Limitations and Known Interactions

Important! Report Behavior For Data Prior To October 1, 2007: The new data categories are available
in the Req activity report at the end of September, 2007. The Req activity report does not
capture the information represented by these categories for requisitions posted prior to
October 1, 2007.

The data for the revised report are stored in a different database table. That means that if you
posted and un-posted a req prior to October 1%, post the req again, and then run some reports,
the reports will return data for only the newer record even if your selected date range covers
the period of the earlier posting prior to the change to the report structure and report database.

Additionally, if you run the report for a date range spanning a time period which starts before
October 1, 2007 and ends after October 1%, 2007, and within this date range a req was posted
and un-posted prior to October 1, and then posted again, only the most recently posted req is
returned in the results.
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Overview of Implementation

This report is available from the Standard Reports menu page to users with the appropriate
privileges.

Report Menu Description Update

The description in the standard reports menu for the Req activity report has been updated to reflect
the report’s revised functionality. The new description is, “This report provides statistics on
the number of regs posted to job hosting sites during the selected date range. It also provides
posting date information on a per req basis.”

To access the reports menu, log in to KRB and select Reports > Standard reports. The Standard reports
menu page displays in the browser window.

? . Req activity This report provides statistics on the number of reqs posted to job hosting stes during the selected date range, It
also provides posting date information on a per req basis,

Req Activity Report Filters
The Req activity standard report has new and changed filters. To access the report:
1. In KRB, select Reports > Standard reports.

2. On the standard reports menu page, scroll to the Talent Gateway section and click the Req
activity report link.

3. The Req activity filter page opens.

4. See the table below this screen capture for information about each filter.
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This report provides statistics on the number of reqs posted to job hosting sites during the selected
date range. It also provides posting date information on a per req basis.

Select date range

O Current (as of last reporting refresh)
Oeedn [ W[ @
End date E e vI ig m

O Month to date

O Previous calendar month

O calendar quarter to date

O Previous quarter (for equivalent time period)
O Previous quarter (all)

O calendar year to date

O Previous year (for equivalent time period)

O pPrevious year (all)

Refine your query by selecting from the filtering options below. If no additional selections are made, a
data satisfying the date criteria will be returned.

For filters which support multiple selections, use the [CTRL] key to select multiple options.

Job Category I bl
Site name

Select an output Acrobat (. v
gofecy; (pdf) v]

| Generate repot now | |Clear| | Cancel | | Schedule report |

3

Req Activity Report Filters
Filter Description

Select date range  Select the date range to pull reg-specific Talent Gateway posting
data for a specific time period.

® Current (as of last reporting refresh) [New in R11]
® Begin date / End date

= Month to date
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Previous calendar month

Calendar quarter to date

Previous quarter (for equivalent time period)

Previous quarter (all)

Calendar year to date

Previous year (for equivalent time period)

® Previous year (all)
Details and Limitations

current returns posting data for the selected regs and Talent Gateway
sites as of the last reporting refresh.

If you select a date range greater than 181 days for the Begin date /
End date Option, you must select either a Req ID or Site name filter.

The purpose of this selection is to ensure that the report will not
time out during generation.

Month to date returns data for the selected reqs posted to the selected
sites from the 1st day of the current month through the current date.
The report does not return data for the current day because
reporting servers are refreshed only once per day.

If a req was posted for part of the date range included in the date
range filter, it is returned in the report results with the appropriate
posting dates even if it is no longer posted.

Previous calendar month returns data for all selected reqgs posted to the
selected sites for the month prior to the date on which the report is
being executed.

Calendar quarter to date returns data for all selected reqs posted to the
selected sites from the first day of the existing business ‘quarter’ to
the present. (The data for the current day is not returned in the
report because reporting servers are refreshed only once a day.)
Quiarters are defined as:

Jan 1 - Mar 31

Apr 1 -June 30
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July 1-Sep 30
Oct1-Dec3

Previous quarter (for equivalent time period) returns data for all selected regs
posted to the selected sites for the equivalent time period within the
previous quarter as the 'position’ of the date on which the report
was executed within the current quarter.

For example, if you execute the report on April 30" with this
option selected, the report returns data for Jan. 1 to Jan. 30.

Previous quarter (all) returns data for all selected regs posted to the
selected sites for the entire quarter prior to the quarter in which the
report is being executed.

Calendar year to date returns data for all selected reqs posted to the
selected sites from Jan 1 of the current year to the present. The data
for the current day is not included because reporting servers are
refreshed only once per day.

Previous year (for equivalent time period) returns data for all selected reqs
posted to the selected sites for the equivalent time period within the
previous year as the “position” of the date on which the report is
being executed in the current year. For example, if the report is
executed on April 30th, selecting this option returns data for Jan 1
to April 30 of the previous year.

Previous year (all) returns data for all selected regs posted to the
selected sites for the entire year prior to the year in which the
report is being executed.

If you select any of the date range filters Calendar year to date, Previous
year (for equivalent time period), OI Previous year (all), YOU must make
selections for the req ID filter or the site name filter.

Date Range Filter Rules

For all of the validations below, the Reports Module displays a
pop-up error message when the user clicks Generate report now Or
Schedule report. Click ok to close the window and return to the date
range filter.

Enter a complete date range in the Begin date and End date fields if
you are using this particular date range filter.

Do not enter a date range that includes a day later than the current
day’s date.
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Enter an End date that is later than the Begin date.
Do not enter invalid dates (for example, February 30).

Do not enter a date range greater than 366 days in the Begin/End
date filter.

If you enter more than 181 days in the Begin/End date filter, you
must also select Req ID filters or Site name filters.

If you select any of the following date range filters, you must also
select either a Req Id or a Site name: "Calendar year to date",
"Previous year (for equivalent time period)", or "Previous year

(aln" .
Req ID This filter is not required to execute the report.
[New in R11] Use this filter to pull posting activity for a specific req or regs.

This is a multi-select list. No reqs are selected by default.
You can pull the source data for a specific req or a group of regs.

To select several items as a group, press down the CTRL key and
select additional items in the list.

You can see a list of specific requisitions [Req IDs or All req IDs]
to which you have access (the default selection), according to your
user privileges.

[Note: The Client Setting Req Trigger determines how req IDs are
assigned. If Req Trigger iS Set to Auto Or No, the report displays the
KRB AutoReqID. If Req Trigger is set to optional, the report displays your
organization’s optional req ID for each requisition. ]

KRB displays your organization’s custom label for the field in the
locale of the locale language of the user accessing it. If the
translated value is unavailable for the user’s locale, the field name
displays in the base locale.

Org Group Security: You can see only the req IDs associated with the
Org Group(s) to which you belong. Org Group membership
controls which req templates you have access to.

For example, assume that a user is associated with Org Group A
and Org Group A has access only to Req Template A. When that
user launches this page, he or she sees only the requisitions
associated with Req Template A.
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Field Level Security: No security is applied. All users can see this
filter.

Candidate Type Security: NO security is applied.

My/All Regs Security: You can see only the requisition IDs for which
you have viewing privileges.

If you have access to view My reqs — Open you can see the list of open
requisitions for which you are the hiring manager, recruiter, or req
team member.

Note: This filter works in conjunction with the "Site name" filter. If
a selection is made in the "Site name" filter in addition to a Req ID
selection, and the selected req(s) have not been posted to that
site(s) within the selected date range, then no results will be
returned within the report.

Site name This filter is not required to execute the report.

New in R11 Use this filter to run the report for a specific Gateway or set of
Gateways. The list includes the following (all active): Global
Talent Gateways, Full Talent Gateways, and Agencies.
By default, no site names are selected.

You can select one or more sites.

The report returns posting data for the sites you select.

Limitations:

You must select either a single Req ID or a single site name as a filter
if you select one of the following date ranges:

® 3 date range greater than 181 days ( > 181 days) for the Begin
date and End date

m Calendar year to date
® Previous year (for equivalent time period)

® Previous year (all)

Select an output The output formats available are:
format
® Acrobat (.pdf)

m Excel Sortable (.xIs)
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Formatted Excel (.xIs)

Extensible markup (.xml)

Image file (.tif)

Office web (.mhtml)

® Tab delimited (.csv)

After selecting the filters and output format, click Generate report now to create a report
immediately. The validation process for the report has been updated to include the new filters
and their rules.

Click schedule report to create a report schedule with your current selections. The validation
process for the report has been updated to include the new filters and their rules.

Otherwise, click clear to clear all your selections and start again if desired. Click Cancel to close
the report filter window without generating or scheduling a report.

Report Output: Summary View, PDF

The Summary View of the Req activity report has been updated to reflect the new, removed,
and changed filters.

New date range selection option: If the date range filter selection was current, the report output
displays As of: <current date>.

Columns removed: “Total inactive” and “Total jobs”

Column renamed: The Total active column has been renamed Total active jobs (as of end date)”.
This column returns data for the number of total distinct jobs posted to the gateway as of the
end date for the selected date range.

Site ID: The unique ID for the site.

Site name: The name of the site to which req(s) are posted. If your organization uses one or
more Global Talent Gateways (GTGs), this field lists them but does not list individual Talent
Gateways (TGs). If your organization does not use GTGs, this field lists individual TGs. If
the site name filter was used, the Summary grid returns a count of all active jobs posted to the
selected site/sites.

If the Req I1D* filter was used, the Summary grid returns the count of all active jobs for all sites
to which the selected req(s) are posted. This represents no change from previous functioning.

*In most cases, your organization has renamed the Req ID filter with a custom label.
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Summary View: PDF Output
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Report Output: Details by Gateway PDF

The Details by Gateway View displays Req activity for the selected date range for each Global
Talent Gateway or Talent Gateway (if your organization does not use GTGs). Through this
sorting/grouping option, the user can view specific posting activity grouped at an individual
site level.

For each GTG or TG site, this report view lists the Req ID, the Original posting date, Last updated on,
Planned removal date, Actual removal date, and Total days posted (as of end date) for all regs that were active
on the site in the selected time frame.

To see the Details by Gateway VieW:

1. Select the report filters on the Req activity report filter page.

2. Select the output format for the report (in this case Acrobat .pfd).

3. Click Generate report now.

4. The Sorting/Grouping options display in the report generation window as the report is
generating. The report automatically generates in the Summary view by default.

5. Click the Details by Gateway link in the report generation window to refresh the report.
6. The report displays in the view for the selected sorting/grouping option.

7. You can open the report on the spot to view it immediately or save it to your hard drive
for later use.
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8. Once you have finished you can click links to return to the filter page, export to MS
Excel, or close the window.

[New in R11] A new footnote has been added to report: “Please note: For reqs posted prior to
01-Oct-2007, Original posting date, Actual removal date, and Total days posted data are not
available and therefore these columns will be blank within the report output.”

Pl P e o W W DR 2O, el [ W . RO om0 e TN o TN B O R R L T R e DR T e et R -
il + v fdnEsn | O | } :

Calumn headers:

Reg D

CQriginal posting date
Last updated on
Flanned rermoval date
Actual removal date

Report Output: Details by Gateway PDF

Reference Table: Report Output: Details by Gateway PDF

Field Description

Date range The report lists the date range for which the report results are valid in
the report header.

New in R11

Site name The report lists the individual site name for each site for which data

are returned in the report.
Under each Site name, a row is returned for each Req ID posted to the site within the
specified date range. Each row contains the columns listed below.
Req ID The unique ID of each req posted to the specific Gateway during the
selected time frame.

This column displays either the auto req ID or optional req ID based
on the client's configuration.

[Note: The Client Setting Req Trigger determines how the req IDs are
assigned. If Req Trigger i Set to Auto OF No, the report displays the KRB
AutoReqID. If Req Trigger IS Set to Optional, the report displays your
organization’s optional req ID for each requisition.]

The Req ID column label displays the client's custom label for either
the AutoReqID or optional req ID in the language of the user’s
locale. If the translated value is unavailable for the user’s locale, the
label for the base locale is displayed.

Each req that was posted to the listed Gateway, within the selected
date range, is listed in this grid even if the req is no longer posted to
the gateway as of the range's end date.
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Original posting
date

[New in R11]

Last updated on

[Updated name in
R11]

Planned removal
date

[Updated name in
R11]

Actual removal
date

[New in R11]

Total days posted
(as of end date)

[New in R11]

Reqs are sorted in ascending alphanumeric order under each site
name.

The original posting date for a requisition to each specific site to
which it was posted in the format dd-mmm-yyyy.

If the req was posted prior to October 1, 2007, this column will be
blank for that req.

This is a new column in the Req activity report. It is replacing the
"Added on" column which appeared on the "Active jobs' view.

Previously, when a req was posted to a Gateway, we captured the
posting date but if that posting was updated for any reason, the
original posting date was overwritten with the date the req was
updated. As of October 2007, a back-end change has been made to
capture and preserve the original posting date.

This back-end change is being made visible in KRB through this
report.

The date that the posting was last updated for the selected site should
be returned in the format dd-mmm-yyyy.

This column’s name was changed to reflect that only the most recent
update to the posting is listed in this column.

The date that the posting was scheduled to be removed from the
Gateway in the format dd-mmm-yyyy.

This column’s name was changed to reflect that this is the planned
removal date but not necessarily the actual removal date.

The actual removal date for the requisition to each specific site to
which it was posted in the date format “dd-mmm-yyyy.”

The column is blank if the req has not yet been removed from the
site.

Note: This column is blank for any regs returned in the report that
were posted before October 1, 2007.

The total number of days a requisition was posted to a specific site as
of the selected end date for the report.

Note: If the report is run for a time frame ending before today’s date
and the req is still posted to a Gateway, the Total days posted IS
calculated up to and including the report end date.

For example, a req was posted to a site on July 1% You run a report
on September 15", If you select Previous calendar month (Which in this
example is August) for the Select date range filter, the Total days posted iS 62.
[To calculate Total days posted, add the number of days in July (31) and
the number of days in August (31) for a total of 62.]
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If you select current for the date range option, Total days posted IS 7.

Note: Both examples assume that the req was posted continuously
during selected date range.

If a requisition was posted to a site and removed, and then reposted,
the data for each separate posting are returned in a separate row for
that requisition. If the req was posted prior to October 1, 2007, this

column is blank for that req. because the original posting and actual
removal date were not captured.

Report Output: Details by Req PDF

The Details by Req View displays Req posting data for each gateway the req was posted to at the
individual req level.

For each Req ID site, this report view lists thesite name, the Original posting date, Last updated on,
Planned removal date, Actual removal date, and Total days posted (as of end date) for all sites to which the req
posted in the selected time frame.

To see the Details by Req View:

1. Select the report filters on the Req activity report filter page.

2. Select the output format for the report (in this case Acrobat .pfd).

3. Click Generate report now.

4. The sorting/Grouping options display in the report generation window as the report is
generating. The report automatically generates in the Summary view by default.

5. Click the Details by Req link in the report generation window to refresh the report.
6. The report displays in the view for the selected sorting/grouping option.

7. You can open the report on the spot to view it immediately or save it to your hard drive
for later use.

8. Once you have finished you can click links to return to the filter page, export to MS
Excel, or close the window.

For information about each field in the report, see page 226.

[New in R11]

The following footnote has been added to report: “Please note: For regs posted prior to 01-
Oct-2007, Original posting date, Actual removal date, and Total days posted data is not

available and therefore these columns will be blank within the report output.”
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Details by Req PDF
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The data are listed separately (grouped) under each Req ID. For each Req ID, the data are
sorted by Site name: For example, Site name A, Site name B, Site name C.

Reference Table: Details by Req / Sorting by Site

Column Description

Site name The label and data are based on your organization’s client settings.
Original posting The date the req was first posted to site.

date

Last updated on The date the posting was most recently updated.

Planned removal The date on which the posting is set to expire.

date

Actual removal date The date the req was actually removed from the site. If the req is still
posted, this column is blank.

Total days posted  The number (#) of days the req appeared on site as of the selected report
(as of end date) end date. The req may still be posted.

Footnote Reqs posted prior to 10/1/2007 will not have data in some columns

Report Output: Excel Sortable - Sheet 1

The Excel Sortable output for Sheet 1 includes the report name and filters selected (Select date
range filter option, Req ID, and site name) on the report filter page.
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Excel Sortable — Sheet 1

2 | Req activity

From: <date x> to <date y=

Req ID:

Site narne:

Please note: For regs posted prior to 01-O0ct-2007, ariginal posting
date, actual rermoval date and total days posted data is not available
and, therefare, these columns will be blank within the report output,
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Note: For reqs posted prior to 01-Oct-2007, Original posting date, Actual removal date, and Total days posted
data is not available and therefore these columns will be blank within the report output.

Report Output: Excel Sortable - Sheet 2

The Excel Sortable output for Sheet 2 includes columns for site ID, Site name, and Total active jobs

(as of end date).

Kenexa removed the columns Total inactive and Total jobs and updated the name of an existing

column [Total active jobs (as of end date)].

Excel Sortable — Sheet 2

A [ B [ C

5173 Acme External GTG
5179 Agency Manager
218 Campus YWebsite
5174 Employee Referral
5167 |New Co-External
5165 | New Co-Internal

Reference Table: Excel Sortable — Sheet 2
Column Description
Site ID The unique identifier for this site.

©Kenexa 2002 — 2008
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Site name The name of the site which the requisitions are posted to. If your
organization uses Global Talent Gateways (GTG), individual Talent
Gateways are not listed. Only the GTGs are listed.

Total active jobs As of R11, this column has been renamed and its calculation method

(as of end date)  has been changed.

[Renamed column  This column returns data for the number of total distinct jobs posted to
name in R11] the gateway as of the end date for the selected date range.

If the Rreq ID filter is used, this column still returns a count of all active
jobs for all sites to which the selected req/regs are posted.

If the site name filter is used, this column returns a count of all active
jobs posted to the selected site/sites.

Report Output: Excel Sortable - Sheet 3

The Excel Sortable output for Sheet 3 includes columns for Site name, Req 1D (your
organization’s label), Original posting date, Last updated on, Planned removal date, Actual removal date, and
Total days posted (as of end date).

A B D
il  Stename | ReqlID  Origina g dote  Last updeted on | Pla te ate | Total days | e)
2 | Acme External 28R 822008 1Fob2008 31 Mar-2 1Mae-2 53
3 [Acmeinterna 12eR +Jan-2008 1Feb-2008 3 Mar-2008 +Ma-2008 60
4 | Agency mansger 12ER 8-Jan2008 1Fob-2008 31 Mar-2008 1Mae-2008 53
5 | Aceme External 45688 2-Jan-2008 2-Feb-2008 28-Feb-2008 28-Feb-2008 54
B | Acmelnternal 45688 2302008 2.Feb-2008 28.Feb-2008 28.Feb-2008 54
7 Agency manager 45688 2-Jan-2008 2-Feb-2008 28-Fed-2008 28-Feb-2008 54

Reference Table: Excel Sortable — Sheet 3

Column Description

Site name The label and data are based on your organization’s client settings.

Req ID

Original posting date The date the req was first posted to site.

Last updated on The date the posting was most recently updated.

Planned removal date The date on which the posting is set to expire.

Actual removal date The date the req was actually removed from the site. If the req is still post
blank.

Total days posted (as of end The number (#) of days the req appeared on site as of the selected report ¢

date) may still be posted.

Effect on Scheduled Reports

Important! Previously, the Req activity report did not have any report filters. Scheduled
reports were run based on current posting data.
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To insure that users with previously scheduled Req activity reports are not adversely affected
by the addition of filters to this report, Kenexa has set the date range filter for those reports to
Current.

Report Results E-mail Notification Change

[New in R11]

When the Req activity enhancements are put into production, all users with existing report
schedules will automatically see the new report output in the scheduled report e-mail results.
Because the changes being made to the report affect the actual report output and not the filter
criteria used to generate the report, it will not be necessary to void the existing schedules.

Because not all scheduled report recipients may be aware of the report enhancements, we are
adding the following format change notification at the top of the results email to insure
recipients are not surprised by the changes within the report output: “Please note:
Enhancements have been made to the Req activity report output. These enhancements have
been automatically applied to your scheduled report results.”

Report Results E-mail Notification

B Beassiling Reports queue delivery: Req aging - Message (HTML) =101 x|
flo [k Yow [eet Fomat Jooks Actons e

sBeh YRehtoM dfowwd F 0 S Y B uX - uw § A8 g
From:  QueueManagen@Erasuing. com Serk:  Tuo 3{13/2007 3:08 AM

Tec Sternick, Tna
Ce:
Subject:  Brassiing Reports Queue delvery: Rog actity

Attachements: £ ]0ownlosd fle.htm (1 KB}

I»

Please note; Erhancements hiave been made 1o the Req actialy repart cutpit.  These entencements have been
automatic ally appded 10 your scheduied report resuls

BrassRing Enterpnise
report results

Report name Req actvity
Scheduled by BrassRing Suppost (tstemuck)
Schedule desaphion
Format Acrobat ( pdf)
Frequency Once
Report cxitena

Last vun date 04. Apr. 2008
Next yun date None
Sender’s message Your Scheduled report has finished niesang You can wew the results o the
Reports queue, or you may ciek on the bk m the attachment
If you are having trouble accessmg the knk, copy and paste the bk mto

your browser window

Report Results for Date Ranges Before and After 01 October 2007

The database was changed in late September of 2007 to capture complete posting history.
Accordingly, there will be no data in the following columns of the new report output for
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requisitions posted prior to October 1, 2007: Original posting date, Actual removal date, and Total days
posted.

The posting history is captured in a new table. This affects which instances of a posting will
appear in the report output. Regs posted multiple times to the same site will be returned on
multiple rows.

For example, assume a req is posted from 01 July 2007 to 31 July 2007, and then posted
again from August 2, 2007 to August 10, 2007.

The database structure in existence before 01 October 2007 allowed only one row of data per
posting. Therefore, only the most recent posting record is stored and each previous posting
record is overwritten.

If the report is run for the date range of 01 July 2007 to 31 July 2007, no record of this req
would be returned in the report results.

If the report is run for the date range 01 August 2007 to 10August 2007, the req will be
returned in the report. However, the original posting date, Actual removal date, and Total days posted
columns will be blank because at the time the req was posted, the data that would populate
those three columns was not captured in the system. Therefore, only the Last updated on and
Planned removal date cCOlumns will contain data.

Scenario #1: Req posted for 1°' time after 10/1/07

All output columns will contain data, and the Total days posted can be calculated.

In this scenario, when running the report for any date range (assuming October is included),
all output columns, including Original posting date, Actual removal date and Total days posted contain data
because KRB is capturing the data for all regs posted after October 1, 2007.

Scenario #2: Req posted for 1°' time after 10/1/07; req is un-posted; req is re-posted

In this scenario, the report returns multiple rows for a single req: One row for each time the
req is posted and un-posted.

If the report is run for the date range 01 October 2007 to 30 November 2007, two (2) rows
will be returned for this requisition and all three columns are populated.

Original posting date Actual removal date Total days posted
Rowl  1-Oct-2007 31-Oct-2007 30
Row 2  2-Nov-2007 10-Nov-2007 8

If the report is run for a time period 1% October to 1% November, one (1) row will be returned
for this requisition.

Original posting date Actual removal date Total days posted
Row 1 1 October 2007 31 October 2007 30
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If the report is run for a time period 1% November to 30" November, one (1) row will be
returned for this requisition.

Original posting date Actual removal date Total days posted
Row 1 2 November 2007 10 November 2007 8
Scenario #3: Req posted before 10/01/2007 and Stays Posted

In this scenario, when running the report for any date range (assuming that the req was posted
at some point during the selected range), the report returns no data for this requisition in the
Original posting date, Actual removal date, and Total days posted cCOlumns because at the time the req was
posted, that data was not captured in the system. Only the Last updated on and Planned removal date
columns will contain data.

Scenario #4: Req posted and un-posted before 10/01/2007; req reposted after 10/01/2007

Within the revised report logic, the system first looks up the Req ID in the new table. If the
Req ID is found in the new table, only the posting history from 1% October and forward will
be returned.

If the req has no posting history after October 1%, the system looks up previous posting
history. In this case, the posting data prior to October 1st will be returned. The new columns

in the report output, Original posting date, Actual removal date, and Total days posted columns will be
blank.

Scenario #5: Req posted, un-posted, re-posted, and un-posted prior to 10/01/2007

If the report is run for the date range of 01 July 2007 to 31 July 2007, it will return no results
because it does not exist in the posting history table within this date range. The posting
history table during that period stored only the most recent posting data.

If the report is run for 02 August 2007 to 08 August 2007, the req will be returned in the
report but only the columns Last updated and Planned removal date contain data.

Summary view

The Summary view returns total number of regs posted during date range per individual site,
even if the Req ID filter is used.

The Details by Gateway and Details by Req views return data only
Details by Req views will only return data for specific filter selections

No enhancements have been made to Posting options page or DEW at this time
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Reporting - Site Activity Report Enhancements

For Release 11, Kenexa added significant functionality to the Site activity standard report.

Clients can report on site activity at the Global Talent Gateway (GTG), Talent Gateway (TG),
and individual requisition level. Using the new "Submission™ output column, clients can
determine “drop-off” rates between all of the various site pages, starting with search results
page and ending with the actual submission into KRB.

To support this new functionality, Kenexa:

= Added three (3) additional filters to the filter page

Updated the current Site activity report logic to report requisition-specific data

Updated sorting/grouping options for report output: Summary, Graph, and Req-specific

Updated the PDF and Excel Sortable formats for report output

Added the Submissions column to report output

® Added the “Total” row to tally GTG output by relevant categories

® Revised the description of the report on the Standard reports menu page
® Provided a new column definition page

Effect on Scheduled Reports

The changes to the Site activity report do not affect existing report schedules.

Note: The filter criteria selected for a scheduled report cannot be modified once the report is
scheduled. Report schedulers should cancel the existing schedule and create a new to take
advantage of the new filter options.

When the Site activity enhancements are put into production, all users with existing report
schedules will automatically see the new report output within the scheduled report email
results.

Because the changes being made to the report affect the report output and not the filter
criteria used to generate the report, users who schedule reports do not have to void the
existing schedules. Users might decide to create new report schedules to take advantage of
the three (3) new filter options.

Note: TO alert users to the report changes, the following message is being added on the top of
Site activity scheduled report email: “Please note: Enhancements have been made to the Site
activity report output. These enhancements have been automatically applied to your
scheduled report results.”

278
©Kenexa 2002 — 2008



Benefits

Clients have more options, more information, and can report with more specificity on site
activity. Report output is more useful and easier to interpret. The enhanced report retrieves
more detailed site activity data and more targeted output. Clients can calculate drop-off rates
using the Total submissions results.

Costs

There is no additional cost for this feature.

Availability

This feature is available in R10.5 as of November 30, 2007.

Visible Changes

There are no configuration settings for this report. All users with access to report will see the
new filters and output format. This report has the following visible changes:

® An updated description on the Standard Reports Menu page: “The report returns activity
statistics for the selected Gateway site(s), or for specific requisitions posted to Gateways.”

= New filters on the report filters page.
= New sorting/grouping option for Req ID

= New output captures submissions for Global Talent Gateways, Talent Gateways, Agency
Managers, and Req IDs.

® Changes to the presentation of the data to reflect the expanded and changed functionality

Limitations and Known Interactions

Please see the detailed description in these notes.
Overview of Implementation

The new report format is automatically available in Release 10, Build 5 on November 30,
2007.

Site Activity Report Details

The Site activity standard report returns activity statistics for the selected Gateways, Talent
Gateways, Agency Managers and for specific requisitions posted to Gateways.

Uses
Use this report to:
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m Determine the effectiveness of each Global Talent Gateway (GTG), Talent Gateway (TG),
and/or Agency Manager (AM).

m Examine web traffic to each GTG, TG, and AM.

= Analyze how many job seekers you are capturing and building relationships with over time
based upon whether they are returning to their Talent Profile.

® Report on site activity at a per-requisition level using the Reg-specific sorting/grouping
option.

® Target results to specific sites or requisitions for which you want data using the report
filters: GTG name, Sitename, and/or Req ID.

= Determine drop-off rates between all the site pages, ending with the actual submission into
KRB using the submission output column.
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Site Activity Report Filters

This repor! redurms aclivity statstics for the selected Gateway she(s), of for specific ons posted 10 Gateways.

Select date range

' select month(s) 2007 July H
2007 -June
2007-May
2007 -Apnl
2007-March
2007-F obryary
2007 Jarwary

e

dy Salection details
€ pMonth to date
© Previous calendar month
" Calendar quarter to date
C Previous quarter (all)
© Calendar year to date

 Previous year (all)

Refine your query by selecting from the filtering options below

Use the [CTRL] key when selecting multiple filters

Req ID I List >>
GTG nane
Acme GTG
College GTG
oy Selecton dotals
Site name
Acme Extemal TG
Acme Intemal TG
Agency portal
College TG
Shaniand :
Site language
oy Selacon datals
Select an output format [Auobal ( pdfy 3
Generate reportnow | Clear | Cancel | Schedule repont |

Report Filters

[New in Release 11] Since the revised report contains much more detailed information than the
previous version, several restrictions on date range filters have been put in place to ensure
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that you can run your Site activity reports without timing out. These restrictions affect the
Select months, Calendar year to date, and Previous year (all) date filters.

Site Activity Report Filters

Filter

Select date
range

Req ID

Description
Select months

Select up to six (6) months at a time for a report. To select multiple months, hold
down [Ctrl].

Note: The totals are combined rather than separated by month. [New in R10.5
(December, 2007)]:

You can select a maximum of 6 months for one report. If you try to select more
than 6 months, an error message pops up.

Month to date
Previous calendar month
Calendar quarter to date

Previous quarter (all)
Calendar year to date

[New in R10.5]

If you select calendar year to date as a date filter, you must select one of the filters
GTG name, Site name, OF Req ID; Otherwise an error message pops up. If you select the
Req ID filter, you must select one or more specific Req IDs, but not “All.”

When you select this date filter, you are retrieving site statistics for the year for a
specific Global Talent Gateway (GTG name), a specific Talent Gateway (Site name),
or for a specific requisition(s) (Req ID).

Previous year (all)

[New in R10.5]

If you select previous year (all) as a date filter, you must select one of the filters cTG
name, Site name, OF Req ID; Otherwise an error message pops up. If you select the Req
ID filter, you must select one or more specific Req IDs, but not “All.”

When you select this date filter, you are retrieving site statistics for the previous
year for a specific Global Talent Gateway (GTG), a specific Talent Gateway
(Site name), or for a specific requisition(s) (Req ID).

[New in R10.5]

This filter pulls site activity data for a specific req or group of regs. The default
selection is “All.”
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Note: YOU cannot leave the Req ID filter set to All if you select either of the date
filters Calendar year to date OF Previous year (all).

The ReqTrigger client setting determines how this filter is derived.

If the ReqTrigger Setting is Auto Or No, the report pulls and displays requisition data
using the KRB AutoReqID.

If the ReqTrigger Setting is Optional, the report pulls and displays requisition data
using the client's optional req ID.

The label for this field is your organization’s custom label for AutoReqID O optional
req ID in the locale specific to your user locale (if a translation is available), or the
base locale of your organization.

Security Applied:

Org Group security — Only requisition 1Ds associated with the user's Org Group(s)
[and, consequently, Req templates associated with the Org Group(s)] display in
the list.

For example, a user belongs to Org Group A and Org Group A has access to Req
template A. That user is able to see requisitions associated with Org Group A and
Req template A listed in the multi-select list for Req ID.

My / All Regs. Security — Only requisition IDs to which the user has viewing
privileges display in the list.

For example, a user, through his user type privileges, has access to view "My
requisitions” that are in the Open status. That user is able to see open requisitions
for which he or she is the hiring manager, recruiter, or req team member listed in
the multi-select list for Req ID.

This filter is hidden for users who do not have viewing privileges for any

requisitions. For those users, report output returns generic site activity and no
activity related to specific requisitions.

Field level security: Not applied.

Candidate type security: Not applied.

Interaction of Req ID and GTG name or Site name:

Req ID wWorks in conjunction with GTG name and Site name filters:

If you select GTG name or site name in addition to Req ID, and the selected Req ID has

never been posted to the selected GTG or TG, no results are returned in the
report output.
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If you select one or more Req IDs and make no selection for GTG name Or Site name,
the reports activity data for the req ID selections across all sites to which it was
posted.

Summary View: When you are running a Summary view of the report and you use
the Req ID filter, the view returns generic (meaning all, not req-specific) site
activity for all of the sites to which the req is posted unless you have selected one
or more specific site in other filters.

Reg-specific View: When you are running a "Reg-specific” view of the report, the
view returns only the activity specific to the selected requisition(s).

GTG name [New in R10.5]

This filter is available when your organization has configured at least one Global
Talent Gateway.

Use this filter to run reports for a specific Global Talent Gateway and its
members. The default selection is All.

When you make a selection for this filter, the report returns data only for the
selected site(s).

Interaction with date filter: 1T you use either of the date filters Calendar year to date OF
Previous year (all), you can select only one GTG in the list of GTG sites and you
cannot select All. If you select more than one GTG or All, an error message pops
up when you click Generate report now Or Schedule report.

Site name [New in R10.5]

Use this filter to run reports for a specific Talent Gateway or Agency Manager or
set of Gateways and Agency Managers. The default selection is All .

When you make a selection for this filter, the report returns data only for the
selected site(s).

Interaction with date filters: If you use either of the date filters Calendar year to date Or
Previous year (all), you can select only one TG in the list of TG sites and you cannot
select All. If you select more than one TG or All, an error message pops up when
you click Generate report now OI' Schedule report.

Interaction with GTG name filter: If you use the site name filter in conjunction with the
GTG name filter, it is assumed that the Site name selected for the site name filter is a
member of the GTG selected for the cTG name filter. If it is not a member, no
results are returned.

Examples

Acme GTG has 2 members: Acme External TG and Acme Internal TG.
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Example 1 - If you select:

Acme GTG for GTG name filter

College TG for the site name filter

You get these results:

The report returns no results because College TG does not belong to the Acme GTG.
Example 2 - If you select:

Acme GTG for GTG name filter

Acme External TG for the site name filter

You get these results:

The report returns data for Acme External TG only.

Example 3 - If you select:

nothing for GTG name filter

Acme External TG and College TG for the Site name filter

You get these results:

The report returns data associated with the two selected sites. However, if those

sites belong to a GTG, the GTG header is displayed and the associated site data
displays under that header.

Site Activity Report Output Format Changes

[New in R10.5] The report output types have changed to reflect the additional filter selections
and sorting/grouping options available in the report. See the table below for more
information.

Information included in report by output type
Output Type Information Included

pdf, .html, .tif  The first page lists filter criteria selected for the report and a set of
definitions for each column to help users determine how the report
data are calculated.

Excel Sortable  The first tab lists filter criteria selected for the report and a set of

and definitions for each column to help users determine how the report
Formatted Excel data are calculated.
(.xls)

xml and .csv These formats do not list filter criteria selected for the report.
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Sorting/Grouping Options

After you select the report filters and generate the report, you have a choice of three
sorting/grouping options (or “views”) for viewing the report data: Summary, Graph, and Req-
specific.

Summary

The summary grouping is applied by default after you click Generate report now.

Client has GTG?  How does the report display the information?
No It groups the data by site name.

The submissions column indicates number of submissions per site.

The Total row does not display.

Yes It groups the data by GTG name, (Global Talent Gateway name), and
then by member site name.

The submissions column indicates number of submissions per site.

The Total row indicates number of submissions per GTG. (For sites not
associated with a GTG, the report does not return a “total” row.)

Site Activity Report: Summary View (All languages, all jobs, two (2) GTGs, and all sites)

By TG e

GTG name: Giobel Gateway - ENAMEFSR

087 Pt ) ? '

e b Frwen " i 3

[t M - Soain 3 ' U

elo - wl -
elo olela
elo ol ola

Mol b« U Engints

Tokd! n L) s

GIG name GTO(UKUS-OE RMAN)

MRste e . US Engun 3 3 s 2 0 Ll

Graph

Note: The Graph sorting/grouping option, or view, does not return GTG data or reg-specific
data.

The Graph Sorting/Grouping Option breaks out activity for specific sites.
® Vertical axis | : Displays individual activities
® Horizontal axis — : Displays the counts for each activity, broken down by site
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This option generates a graph displaying site-specific data for the following activities:
® Jobs e-mailed to friends

® Search agent created

® Returned profiles

= Submissions

= Apply page hits

® Detail page hits

m Search page hits

Site Activity Report: Graph View (All languages, all jobs, two (2) GTGs, and all sites)

Aoty page his

-

5151 PO

N Gobtal Inc. - French
T CRobd e Spaeedy
P Goted Inc. - UK Engley
N Gobad Inc. - US Enghan

Detat page tots N
Search page his E
0 : 1] 15 20
Diste gueeratnd 6Mar 2006 00 44 V5N Pagelol2
Reqg-Specific

The Reqg-specific sorting/grouping option returns reg-specific data in the following
categories: Search page hits, Detail page hits, Apply page hits, and Submissions.

©Kenexa 2002 — 2008
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The reg-specific sorting/grouping option groups data by Req ID, and then by GTG (when
GTGs are implemented).

Site Activity: Group by Req ID, Sort by GTGs

g |

S g e P

e r Tearch age hilz

Apody paga Ml

e L T B L I B el b i S i o A A A e e

Report Output

The report output choices on the filter page are:

Acrobat (.pdf)

Excel Sortable (.xIs)

Formatted Excel (.xIs)

Extensible markup (.xml)

Image file (.gif)

Office Web (.mhtml)
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= Tab delimited (.csv)
Changes to PDF Output Format

[New in R10.5] The first page of the Site activity report in PDF format has a report header, new
and changed filters, and new column definitions. See the table below for more information
about each filter displayed on the first page of the PDF version of the report.

The filters are Date range [changes in R10.5], site language [N0 change], GTG name [new in R10.5],
Site name [new in R10.5], and Req 1D [new in R10.5].

Filter criteria at top of report results
Field Description

Date range  This section lists the date filter criteria selected by the user; for example,
“Date range: Month to date.”

Site language This section lists the site language filter criteria selected by the user; for
example, “Site language: All.”

GTG name  This section lists the GTG name filter criteria selected by the user; for
example, “GTG name: Acme GTG.”

If, because of your organization has not implemented GTGs, you cannot
see the GTG name filter on the filter page, this line is not returned in the
report results.

Site name This section lists the site name filter criteria selected by the user; for
example, “Site name: Agency portal.”

Req ID This section lists the site name filter criteria selected by the user; for
example: “Req ID: 123BR.”

This section displays the client’s custom label for either the AutoReqID OF
optional req ID in the language of your user locale. If no translated value is
available for a specific locale, the label is displayed in the language of
your organization’s base locale.

Column Definitions
[New in R10.5] The first page of the Site activity report describes each column returned in the

report, which data are included in each column, and how the calculations are done for each
column.,
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Site activity |
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Column Definitions describe what the report data mean
Column name Column definition

Search page hits ~ This column counts each individual time a candidate landed on the Search
openings page for the listed site. The search openings page is accessed by clicking
on the Search openings link on the site's Welcome screen.

Detail page hits This column counts each individual time a candidate lands on the Job details
page for the listed site. The Job details page is accessed by clicking the view
job(s) button or the job title hyperlink on the Search results SCreen.

Apply page hits This column counts each individual time a candidate accesses the first page
in the apply process on the listed site. The apply page is accessed by
clicking on the submit button on either the Job details Or Search openings page.

Submissions This column returns counts of how many candidates applied through the
listed site and were loaded into KRB.

Returned profiles  This column returns counts of how many candidates returned to a
previously created profile for the listed site. This data is available at a site

level only.
Search agents This column returns counts of how many candidates created or edited a
created search agent within the listed site. This data is available at a site level only.
Jobs e-mailedto  This column returns counts of how many times the Send to a friend button was
friends clicked by a job seeker for the listed site. This does not track if the email

was sent, however. This data is available at a site level only.

PDF Output: No GTGs/ Summary View

The summary view of the Site activity report returns data for individual sites in the following
categories:
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m Search page hits

® Detail page hits

= Apply page hits

= Submissions

® Returned profiles

m Search agents created

® Jobs e-mailed to friends

The submissions column displays the number of submissions per site.

Site Activity Report, No GTGs, PDF Output, Summary View
Field Description
Report header Site activity

[new in R10.5] ~ Sort by: [Site name]

Report The report returns all of the site names which had activity during the
contents selected date filter range displayed in an output grid.

Submissions  The submissions column returns the actual number of KRB submissions
during the specified filter date range for the listed site, including reg-

[New in R10.5] specific or jobless apply submissions.
If a candidate has submitted to multiple requisitions within a single visit to
a site, this is captured as a single submission in the summary section of the
report.

Each individual submission per req is counted in the req detail section of
the report.

To calculate the drop-off rate for each individual site, you can compare data
in the “hit” columns with the data in the Submissions column.

Important! This means that the submissions total on the summary and detail
portions of the report may not match.

PDF Output: No GTGs / Req-Specific View

[New in R10.5] The Req-specific view of the Site activity report returns data for each Req ID in
the following categories:

= Sjte name

m Search page hits
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® Detail page hits

= Apply page hits

m Submissions
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Site Activity Report, No GTGs, PDF Output, Reqg-Specific View

Field

Report
header

Report
contents

Footnote

PDF Output: GTGs Implemented / Summary View

Description
Site activity

Sort by: [Req ID]

The [Req ID] displays your organization’s custom label for either
AutoReqID or optional req ID in the language of your user locale. If no
translated value is available for a specific locale, the Req ID label is
displayed in the language of the base locale for your organization.

The Reqg-specific sorting/grouping option returns an output grid listing the
site names with activity for the selected Req ID(s) during the selected date

filter range.

If the report contains no reg-specific information (for example, all

submissions are 'jobless'), the following footnote displays on the Details page

for the Reg-specific report: “No req specific information available for the

selected criteria.”
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[New in R10.5] The summary view of the Site activity report for clients who have GTGs
implemented returns data for GTGs and individual sites within GTGs in the following

categories:

For each [GTG name: Site name]:

The report returns:

® Site name ® Submissions

m Search page hits = Returned profiles

® Detail page hits m Search agents created

= Apply page hits ® Jobs e-mailed to friends
Site Activity Report, GTGs, PDF Output, Summary View

Field Description

Report header  Site activity

Report content:

GTG Title and
output grid

Submissions

[new in R10.5]

Total row

Sort by: [GTG name]
When is a site counted under a GTG?

A site is counted under a GTG if it meets the following two conditions:

1. At the time a candidate action is tracked, the site is a member of a
GTG

AND
2. At the time the report is run the site is still a member of that GTG.

Note: Sites that are not members of GTGs, including Agency Managers,
are listed in the “GTG name: <blank>" section of the report. See below
for more information.

The submissions column returns the actual number of KRB submissions
during the specified filter date range for the listed site, including reg-
specific or jobless apply submissions.

If a candidate submitted to multiple requisitions within a single visit to a
site, this is captured as a single submission in the summary section of
the report.

Each individual submission per req is counted in the req detail section
of the report.

To calculate the drop-off rate for each individual site, you can compare
data in the “hit” columns with the data in the Submissions column.

Important! This means that the submissions total on the summary and
detail portions of the report may not match.

The data are summed for each column in this row.
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GTG name: This section captures data for sites with activity in the selected date
<blank> filter range that do not belong to a GTG. This category includes Agency

Manager sites.
[new in R10.5]

The data in this section are not summed because each site captured in
this part of the report is in its own category.

PDF Output: GTGs Implemented / Req-Specific View
[new in R10.5]

Users with appropriate privileges can use this sorting/grouping option to see site activity
broken down by specific requisition.

Note: The Req ID sorting/grouping option appears only if the user has privileges to view the
Req ID filter on the report’s filter page.

The Reg-specific view of the Site activity report for clients who have GTGs implemented
returns data for GTGs and individual sites within GTGs in the following categories:

m Sorted by Req ID / [GTG name: Site name]:
°  Site name

°  Search page hits

°  Detail page hits

°  Apply page hits

o

Submissions
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Site Activity Report: PDF / GTGs / Reqg-Specific View
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Site Activity Report, GTGs Implemented, PDF Output, Reqg-Specific View
Field Description
Report header  Site activity

Sort by: [Req ID]

The [Req ID] displays your organization’s custom label for either AutoReqID
or optional req ID in the language of your user locale. If no translated value is
available for a specific locale, the Req ID label is displayed in the language of
the base locale for your organization.

Req ID The report data are grouped by individual Req ID. The label for Req ID is the
client’s custom label for either the AutoReqlID or optional req ID in that

[New in R10.5] specific user's locale. If a translated value is unavailable for a specific locale,
display the label in the base locale.

Report content:  The data are broken down by specific GTG site: TG site to which the job has
been posted.

GTG Title and

output grid When is a site counted under a GTG?

A site is counted under a GTG if it meets the following two conditions:

295
©Kenexa 2002 — 2008



Submissions

Total row

GTG name:
<blank>

Footnote

1. At the time a candidate action is tracked, the site is a member of a GTG,
AND

2. At the time the report is run the site is still a member of that GTG.

Note: Sites that are not members of GTGs, including Agency Managers, are
listed in the “GTG name: <blank>" section of the report. See below for more
information.

The submissions column returns the actual number of KRB submissions during
the specified filter date range for the listed site, including only reqg-specific
submissions.

If a candidate has submitted to multiple requisitions within a single visit to a
site, this is captured as a single submission in the summary section of the
report.

Each individual submission per req is counted in the req detail section of the
report.

To calculate the drop-off rate for each individual site, you can compare data in
the “hit” columns with the data in the Submissions column.

Important! This means that the submissions total on the summary and detail
portions of the report may not match.

The data are summed for each column in this row.

This section captures data for sites with activity in the selected date filter
range that do not belong to a GTG. This category includes Agency Manager
sites.

The data in this section are not summed because each site captured in this part
of the report is in its own category.

If the report contains no reg-specific information (for example, all
submissions are 'jobless"), the following footnote displays on the Details page
for the Reg-specific report: “No req specific information available for the
selected criteria.”

Changes to Excel-Sortable Output Format

[Updated for R11]

The Site activity report in Excel-Sortable output consists of three (3) sheets with the
following information:
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m Sheet 1: Report header and parameters
m Sheet 2: Site-specific data (the Summary view)
® Sheet 3: Reg-specific data

The submissions column returns the actual number of KRB submissions during the specified
filter date range for the listed site, including req-specific or jobless apply submissions.

If a candidate has submitted to multiple requisitions within a single visit to a site, this is
captured as a single submission in the summary section of the report.

Each individual submission per req is counted in the req detail section of the report.

To calculate the drop-off rate for each individual site, you can compare data in the “hit”
columns with the data in the Submissions column.

Important! This means that the submissions total on the summary and detail portions of the
report may not match.

See examples on the next page.

. Searchpage | . o . . . Seachagent
i i | OstamEae ke | Spwinpageti || Submiemont | Frenmnnd promex |0 et L rahas )

Agency portal 23 4 13 NIA NIA 0
Acme Internal 728 725 700 687 600 6 4
Acme External 573 564 553 542 531 82 16

Excel-Sortable Output: No GTGs / Sheet 2: Site-Specific Data: No GTGs Implemented /
Sheet 2: This sheet organizes the data by Site name.

Excel-Sortable Output: GTG Enabled / Sheet 2: Summary View: This sheet organizes the data by GTG name
and Site name. [New in R10.5] Submissions column: This column returns the total number of
candidates who actually submitted a profile into KRB during the selected time period.

Search agent || Jobs e-mailed |

] Sito name | D Searon page s ‘Deunpagohts H”-mgu;‘ems T e ‘ Retumed promes | A s

Agency portal 28 4 18 16 NA NiA 0
Acme GTG |Acme Internal 728 725 700 687 600 [ 4
Acme GTG |Acme External 573 564 553 547 531 87 16

Excel-Sortable Output: No GTGs / Sheet 3: Req-Specific View: This sheet organizes the data
by Req Id and Site name. Users must have privileges to view the Req ID filter to be able to
see the Req ID column for this report output.

297
©Kenexa 2002 — 2008



ReqID  Sitename  Search page hits  Detail page hits  Apply page hits  Submissions

123BR Agency portal 28 4 18 16
4560R Acme Internal 728 725 700 687
4560R Acme External 573 564 553 547

Excel-Sortable Output: GTGs Enabled / Sheet 3: Reqg-Specific View: This sheet organizes the
data by Req Id, GTG name, and Site name.

Re : Site name “sc‘,a‘rcb"nj"e‘hi:ts : Detail page hits | Appl,pageluts ' Submissions
123BR [Agency portal | 28| 4] 16]

456BR Acme GTG Acme Internal 728 725 700 687
456BR Acme GTG Acme External 573 564 553 542

Running a Site Activity Report

To select filter criteria for the Site activity report follow these steps:

See page 235 for more information about revised filter criteria in Release 11.

1. On the standard reports menu page, click site activity in the Talent Gateway section.
2. The Site activity filter page displays.

3. Select the date range.

4. Make your selections for other filters.

5. Select the output for the report.

6. At this point you can generate the report now or you can schedule the report to be run at
a later time.

°  Click Generate report now to create the report immediately. The amount of time it takes to
display the report depends on the size of the database.

° If you wish to schedule the report to be run on a recurring basis, click the Schedule report
button.

Site Activity Report Results

When completed, the report results display in the format selected on the filter page. Each row
of the Site activity report displays statistics for a Talent Gateway or Agency Manager site.

1. View the report results. The summary view is the default view. In the summary view, the
data are listed by either site name (if GTGs are not implemented) or sorted by GTG name (if they
are implemented).
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2. To view results from a different view, select a different sorting/ grouping option:

°  Graph

°  Reg-specific

The report regenerates and displays again based on the new sorting/grouping option selected.
There are some limitations on how some types of data can be sorted and grouped. For

example, you can view data only about individual site activity in the Graph view.

3. Save, print, or select new sorting options for the report.

To export to MS Excel, click Export to Ms Excel and follow the instructions.

To create another Site activity report, click Return to filter page, Or click Back to return to the Reports
menu Page.

What “0” means in the Submissions column: If a Talent Gateway site has no default questions,
attached forms, or code questions, the candidate submission is not logged to the database. For
the Gateways with this specific configuration, the submission column is always = 0. This isn't
a report issue but related to the way the data is stored on the back-end.
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Reporting - Source Tracking Ul Enhancements

With Release 11, Kenexa significantly improved the ability to track sources at the level of the
individual requisition in the Source yield standard report (see page 235 for more
information). In addition, the report now includes the four standard configurable filters and
output fields available in several other standard reports: Department, Location/Division,
Manager, and Recruiter.

To support the source tracking improvements, we made it possible to manually attach codes
to specific resumes from within several task sequences within Kenexa Recruiter BrassRing.
(In previous releases, source codes were attached to only the most recent submissions.)

Benefits

These enhancements improve the capture of source code date which is used for reporting.
Your organization can more easily ascertain the efficacy of different candidate sources at the
level of the individual requisition. In the Source yield report itself, your organization can
customize filters and output fields based on organizational requirements.

Cost

There is no additional cost associated with this feature.

Availability

Release 10

Visible Changes

KRB users with the appropriate privileges will see changes in filters, sorting/grouping
options, and output.

Limitations and Known Interactions
None
Overview of Implementation

KRB Users: When working from within several task sequences, KRB users can manually
attach a code to an individual candidate submissions or to multiple candidates at once.
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Reporting - Source Yield Report

This report provides data regarding the effectiveness of your sourcing tools, by volume and
by hires produced. The two measurements of sourcing effectiveness are:

= Ratio of hires by total volume for the source

® Percentage (% ) of hires for that source out of the total volume for that source on a per req
basis, unless sorted by one of the other sorting/grouping options.

Kenexa Recruiter BrassRing provides three options for designating the source for a
candidate. Your organization selects one of them at implementation time:

m The initial source from which the candidate was received
m The last source from which the candidate was received

® The source designated on a specific form for a candidate by a user of Kenexa Recruiter
BrassRing.

Your organization’s Source yield report tells you which method your organization uses to
determine source directly below the report descriptions on the report filter page: “Your
organization currently uses method #n.(where n=1, 2, or 3).”

Changes to Report Filters

Kenexa added Req ID and additional req field-based filters, permitting clients to retrieve
detailed data at the level of the individual requisition.

Note: All field-based filters display the client’s custom label for that standard field, if it exists.

= Req ID

Department

Location/Division

Manager

Recruiter

= |nclude % Diverse hires within report output?

Changes to Report Output

The Source yield report now returns requisition-specific source data.

The default view for the report output is grouped by Req ID. Each row in the report displays
source data for a specific req. The grid below the individual requisition data lists the
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candidate sources for that requisition and the following counts: Total volume, Total not interested,
Total hired, and overall percentage data. The report returns totals in these categories for each
requisition. The % Diverse Hires output column is calculated and displays on the report output
only if you select Yes for include % Diverse hires within report output? On filter page.

Note: Your organization can elect to configure HR statuses to be included under the
designation of “Not interested” statuses. Kenexa personnel configure these settings in
Workbench. The “Not interested” statuses apply to the Source yield report only for Release
11. The HR statuses which are designated as “not interested” statuses are reflected in the Not
interested report columns. Clients cannot designate an HR status to be both a “Not interested”
status and a “Hired” status.

Source Yield Report Output:

TR LT s R Lt b |

Changes to Sorting ¥ Grouping
options:

Feq Id replaces Source code
and is the default soring option.

Location f Division, Deparment,
Manager, and Recriter are
news sorting f grouping aptions
and output columns.

The "Total Mat Interested”
column replaces the "Total
wiewed" column.

The "% Mot interested” column
replaces the "“Wolume:hires ratio"

Changes to Sorting/Grouping Options

The sorting/grouping options were changed as follows:

® The “Req ID” sorting/grouping option replaces the “Source code” sorting/grouping option.
“Req ID” is the default sorting option for the report.

® The “Total volume,” “Total viewed,” and “Total hired” sorting/grouping options have
been removed from the report.
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= Four new sorting/grouping options have been added to the report to correspond to the new
requisition-field based filters and output fields.

Changes to Report Columns

The following columns were changed in the Source yield report:

® The “Total Not Interested” column replaces the “Total viewed” column.

® The “% Not interested” column replaces the “Volume:hires ratio” column
® The “% Duplicates” column has been removed from the report output.

Changes to the Source Yield Graph

The Source yield graph was changed as follows:
m |t displays aggregated data for all sources returned in the report.

® The Total viewed cOlumn was removed and three (3) new columns, Total Not interested, % Total Not
interested, and % Diverse hires, were added.

= \When you use one of the new sorting/grouping options, this graph updates and displays the
aggregated numbers based on the sorting/grouping selection.

Other 2 [ 0 0% 0% 0%
Agency 0 0 0 0% 0% 0%
Campus Recruiting 0 0 0 0% 0% 0%
Employee Referral 0 0 0 0% 0% 0%
intemal 0 0 0 0% 0% 0%
Source Yield Graph Columns
Field Description
Total volume Represents total number of resume/CV submissions received from the
source.

Note: If the same candidate has come in via multiple sources, he or she
will be attributed to each source he/she has come in from.

Total Not Returns, per source, the total number of candidates moved to one of
interested the “Not interested” statuses designated with the WB report setting

within the selected time frame.
[new in R11]
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Total hired Represents total number of candidates hired for the specified date
range.

Note: This is defined based on your organization's designated “Hired”
HR statuses.

% Total Not Return, per source, the % of candidates moved to the client-designated
interested “Not interested” statuses.
[New in R11]

% Diverse hires  Returns, for each source, the % of hired candidates that meet the
client's definition of a 'diverse' candidate as configured for the
[New in R11] “Diversity hires” report setting.

The calculation is # of total hires / # of diverse hires.
[(Number of total hires) divided by (Number of diverse hires) ]

(Note: This column was previously available in the report results but not
in the graph.)

This column displays only if you select Yes in the “Include % Diverse hires
column in report output?”” option on the report filter. If you selected No for
this filter, the column does not appear in the report output.

Changes to the Source Yield Panel

%
Total T'::ﬂ il 8 The Total not interested column replaces the “Total
Yok interested hiyes viewed column.
1.5 Indieh 16852 | gaze 27 10% The Total Not interested column returns, for each
Gabevsay .
source, the total number of candidates moved
e Golewey 85 " o 3 to one of the Not interested Statuses (configured in
Workbench for the client as part of the Report
settings) within the designated date range for
Employes T i 5 as 0s) g g
Referral the panel..
Internet - Hotjobs 33 28 1] 0%
Intemed - Monster 3rz 155 1 0%

Run the Source Yield Report
To configure and run this report:

1. In KRB, select Reports > Standard Reports.
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2. On the standard reports menu page, click source yield in the TRM dashboard reports area.
3. Select the date range filter.

4. Select the other filters.

5. Select the output format.

6. Select Generate report now. The default sorting/grouping option for the Source yield report is
Req ID (the client’s unique identifier for each requisition).

7. The report results are displayed in the output format you selected on the Report filter page.

8. Once the report is generated, you can select a different sorting/grouping option and the
report results will be redrawn to group the data by that selected option.

9. You can click Return to filter page to re-filter the report with another filter, Export to MS Excel, Or
Close window.

You can also configure and set up a schedule for the report to run once or on a regular
schedule. See the Kenexa Recruiter BrassRing online Help for more information.

Report Filters
With Release 11, the Source yield report includes a set of standard filter fields which are
exchangeable for other req fields: Department, Location/Division, Recruiter, and Hiring

manager. KRB users with access to this report will see the new standard filter fields.

Once Release 11 ships, clients must work with their Kenexa Technical Consultant to
configure other req fields in the place of the standard ones.

Description

Filter Options

Select date range The date range criteria are the same as for most other Standard
reports.

® Begin Date / End Date

= Month to date

® Previous calendar month
m Calendar quarter to date

® Previous quarter (for equivalent time period)
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Previous quarter (all)

Calendar year to date

Previous year (for equivalent time period)

® Previous year (all)

Req ID [or client’s  This filter is not required to execute the report.

custom label]
This is a multi-select list.

[New in R11]
You can pull the source data for a specific req or a group of
regs. Press down the ctrl key and select each additional item in
the list.

You can see a list of specific requisitions to which you have
access according to your user privileges.

[Note: The Client Setting Req Trigger determines how the req IDs
are designated. If Req Trigger IS Set to Auto Or No, the report
displays the KRB AutoReqID. If Req Trigger IS Set to Optional, the
report displays the client’s optional req ID for each requisition. |

KRB displays your organization’s custom label for the Req ID
field in the locale of the user accessing it. If the translated value
is unavailable for the user’s locale, the field name displays in
the base locale.

Org Group Security: You can see only the req IDs associated with
the Org Group(s) to which you belong. Org Group membership
controls which req templates you have access to.

For example, assume that a user is associated with Org Group A
and Org Group A has access only to Req Template A. When
that user launches this page, he or she sees only the requisitions
associated with Req Template A.

My/All Regs Security: You can see only the requisition IDs for
which you have the appropriate viewing privileges.

If you have access to view My regs — Open you can see the list of
open requisitions for which you are the hiring manager,
recruiter, or req team member.

Note: If you do not have access to view any requisitions, this
filter will be hidden and the report will return only generic
source data not tied to requisitions.
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Department [or This filter is not required to execute the report. It is always a

exchanged field] multi-select list, regardless of the field type of the form field it
pulls data from.

[New in R11]
Use this filter to restrict the report results to a specific
department(s), or the data category your organization uses in
place of department.

The Filter Label: The label for this filter is pulled from the
“Department” Reporting Label report setting in Workbench.
Your organization may have exchanged “Department” for a
different field, in which case the filter label would reflect that
change. [In Workbench, select Tools > Settings > Reports > Shared
settings tab. Scroll to the custom requisition fields section.]

If no label is specified in the Workbench setting, KRB Standard
Reports displays the first 25 characters of the configured field's
label for this filter.

KRB displays the label in the user’s locale. The translated
values come from the Workbench Reporting Label report
setting.

If no translation is available, KRB Standard Reports display the
first 25 characters of the field label in your organization’s base
locale (if that specific field label has not been translated).

The data pulled by this filter: This filter pulls data from either the
standard requisition “Department” field, or from a custom
requisition form field configured for your organization.

Org Group Security: If your organization uses the standard
“Department” requisition field with this filter, there is no
security impact because “Department” must appear on all req
templates.

If your organization uses a custom req field for this filter, this
filter option is visible only to users who belong to the Org
group associated with the req template in question. In other
words, if the field is not available on the req template assigned
to your Org group, it does not display as a filter option on this
report.

Field Level Security: If your organization uses the standard
“Department” requisition field with this filter, there is no
security impact because “Department” must appear on all req
templates.
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If your organization uses a custom requisition field for this
filter, this filter option is visible only to users with User Type
privileges to see this field on requisitions.

Location / Division This filter is not required to execute the report.

[New in R11] Use this filter to restrict the report results to specific
location(s)/division(s), or to a category represented by a custom
requisition field. The default selection is “All.”

This filter is always a multi-select list, regardless of the field
type of the form field it pulls data from.

The filter label: The label for this filter is pulled from the

“Location/Division” Reporting Label report setting in
Workbench.

Your organization may have exchanged “Location/Division”
for a different field, in which case the filter label would reflect
that change. [In Workbench, select Tools > Settings > Reports > Shared
settings tab. Scroll to the custom requisition fields section.]

If no label is specified in the Workbench setting, KRB Standard
Reports display the first 25 characters of your organization’s
custom field label (from your organization’s req template) for
this filter.

KRB displays the label in the language of the user’s locale. The
translated values come from the Workbench Reporting Label
report setting.

If no translation is available, KRB Standard Reports displays
the first 25 characters of the field label in the organization’s
base locale (if that specific field label has not been translated).

The data pulled by this filter: The data for this filter is pulled either
from the standard “Location/Division” requisition field or from
a custom requisition form field specified by your organization.

Org Group Security: If your organization uses the standard
“Location/Division” req field for this filter there is no security
impact because “Location/Division” must appear on all req
templates.

If your organization has replaced this field with a custom req
field on a req template, KRB users can use it as a filter only if
they belong to the Org group associated with the req template in
question.
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If the field is not available on the req template assigned to your
Org group, it does not display as a filter option on this report.

Field Level Security: If your organization has replaced this field
with a custom req field, users can use it as a filter option only if
they have User Type privileges to see this field on the

requisition.
Manager This filter is not required to execute the report.
[New in R11] Use this filter to restrict the report results to specific

manager(s), or to a category represented by a custom requisition
field. The default selection is “All.”

This filter is always a multi-select list, regardless of the field
type of the form field it pulls data from.

The filter label: The label for this filter is pulled from the “Hiring
Manager” Reporting Label report setting in Workbench. Your
organization may have exchanged “Hiring Manager” for a
different field, in which case the filter label would reflect that
change. [In Workbench, select Tools > Settings > Reports > Shared
settings tab. Scroll to the custom requisition fields section.]

If no label is specified in the Workbench setting, KRB Standard
Reports display the first 25 characters of your organization’s
custom field label (from your organization’s req template) for
this filter.

KRB displays the label in the language of the user’s locale. The
translated values come from the Workbench Reporting Label
report setting.

If no translation is available, KRB Standard Reports displays
the first 25 characters of the field label in the organization’s
base locale (if that specific field label has not been translated).

Org Group Security: If your organization uses the standard “Hiring
manager” req field for this filter, there is no security impact
because “Hiring manager” must appear on all req templates.

If your organization has replaced this field with a custom req
field on a req template, users can use it as a filter option only if
they belong to the Org group which can use the req template in
question.

If the field is not available on the req template assigned to your
Org group, this filter option does not display for this report.
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Field Level Security: If your organization has replaced this field
with a custom req field, users can use it as a filter option only if
they have User Type privileges to see this field on the

requisition.
Recruiter This filter is not required to execute the report.
[New in R11] Use this filter to restrict the report results to specific

recruiter(s), or to a category represented by a custom requisition
field. The default selection is “All.”

This filter is always a multi-select list, regardless of the field
type of the form field it pulls data from.

The filter label: The label for this filter is pulled from the
“Recruiter” Reporting Label report setting in Workbench. Your
organization may have exchanged “Recruiter” for a different
field, in which case the filter label would reflect that change. [In
Workbench, select Tools > Settings > Reports > Shared settings tab. Scroll
to the custom requisition fields Section.]

If no label is specified in the Workbench setting, KRB Standard
Reports displays the first 25 characters of your organization’s
custom field label (from your organization’s req template) for
this filter.

KRB displays the label in the language of the user’s locale. The
translated values come from the Workbench Reporting Label report
setting.

If no translation is available, KRB Standard Reports displays
the first 25 characters of the field label in the organization’s
base locale (if that specific field label has not been translated).

If the field is customized and it pulls data from the KRB user
table, you can select and order of “Last, First” or “First, Last”
for user names. If pulled from elsewhere, all data displays as it
does in KRB.

The data pulled by this filter: The data for this filter is pulled either
from the standard “Recruiter” requisition field or from a custom
requisition form field specified by your organization.

Org Group Security: If your organization uses the standard
“Recruiter” field on the requisition, there is no security impact
because “Recruiter” must appear on all req templates.

If your organization has replaced this field with a custom req
field on the req template, KRB users can use it as a filter only if
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Include % Diverse
hires within report
output? (Selecting
“Yes” may increase

report generation
timeframe.)

[New in R11]

Report Output

they belong to the Org group associated with the req template in
question.

If the field is not available on the req template assigned to your
Org group, it does not display as a filter option on this report.

Field Level Security: If your organization has replaced this field
with a custom req field, users can use it as a filter option only if
they have User Type privileges to see this field on the
requisition.

By default, No is selected

When No is selected, the % Diverse hires column is not included in
the report output.

When Yes is selected, the % Diverse hires column is the last column
in all formats of the report output and in the report graph.

Because of the data-intensive nature of the calculation to
determine diverse candidates, selecting Yes may have a
performance impact when generating the report.

The output formats for this report are:

= Acrobat (.pdf)

Excel Sortable (.xls)

Formatted Excel (.xIs)

Extensible markup (.xml)

Image file (.tif)

Office web (.mhtml)

= Tab delimited (.csv)

©Kenexa 2002 — 2008
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Each output format contains the fields listed below except where exceptions are noted.

Report Output Field Description

Req ID

[new in R11]

Title

[new in R11]
Department

[new in R11]

By default, the Source yield report is sorted by Req ID.

The Req ID column is controlled by [ReqTrigger] a client setting. If
the [ReqTrigger] client setting is set to “Auto” or “No”, the report
pulls and displays requisition data using the KRB AutoReqID.

If the [ReqTrigger] client setting is set to Optional, the report pulls
and displays requisition data using the client's optional req ID.

The report pulls this column’s label from the client-defined label for
either AutoReq ID or Optional Req ID based on the ReqTrigger client
setting.

The client-defined label for the standard “Title” field on the

requisition. The column displays the job title associated with the
listed requisition.

Your organization can use the standard “Department” req field or
exchange this standard field for either another standard req field or
custom req field.

Your organization’s configuration of the requisition fields report
settings determines what data displays in this field and how it is
labeled.
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Org Group Security: If your organization uses the standard “Department”
requisition field there is no security impact because “Department”
must appear on all req templates.

If a custom requisition field is substituted for this field, only those
users who belong to the Org Groups for which the source field is
visible on the requisition can see the data in this field.

If this field is not available on the requisition template associated with
the user's assigned Org Group, then the data in this column are
replaced with the “*” character.

Field Level Security: If your organization uses the standard
“Department” requisition field with this field, there is no security
impact because “Department” must appear on all req templates.

If your organization uses a custom requisition field for this field, this
field is visible only to users with User Type privileges to see this field
on requisitions.

If this field is not visible for the user's assigned User Type, then the
data in this column are replaced with the “*” character.

Location / Division Your organization can use the standard “Location/Division” req field
or exchange this standard field for either another standard req field or
[new in R11] custom req field.

Your organization’s configuration of the requisition fields report
setting determine what data displays in this field and how it is labeled.

Org Group Security: If your organization uses a custom req field for this
filter, this filter option is visible only to users who belong to the Org
group associated with the req template in question. If a custom
requisition field is substituted for this field, the data within the field
should appear only for users belonging to the Org Groups in which
the source field is visible on the requisition.

If this field is not available on the requisition template associated with
the user's assigned Org Group, then the data in this column are
replaced with the “*” character.

Field Level Security: If your organization uses a custom requisition field
for this field, this field is visible only to users with User Type
privileges to see this field on requisitions.

If this field is not visible for the user's assigned User Type, then the
data in this column are replaced with the “*” character.
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Manager Your organization can use the standard “Manager” req field or

exchange this standard field for either another standard or custom req
[new in R11] field.

Your organization’s configuration of the requisition fields report
settings determines what data displays in this field and how it is
labeled.

Org Group Security: If your organization uses the standard “Hiring
Manager” requisition field there is no security impact because “Hiring
Manager” must appear on all req templates. The Hiring Manager
name displays in “Lname, Fname” format.

If a custom requisition field is substituted for this field, only those
users who belong to the Org Groups for which the source field is
visible on the requisition can see the data in this field.

If this field is not available on the requisition template associated with
the user's assigned Org Group, then the data in this column are
replaced with the “*” character.

Field Level Security: There is no security impact for this field if the
standard Hiring Manager field on the requisition is used because this
field must appear on all reg. templates.

If your organization uses a custom requisition field for this field, this
field is visible only to users with User Type privileges to see this field
on requisitions.

If this field is not visible for the user's assigned User Type, then the
data in this column are replaced with the “*” character.

Recruiter Your organization can use the standard “Recruiter” req field or

exchange this standard field for either another standard or custom req
[new in R11] field.

Your organization’s configuration of the requisition fields report
settings determines what data displays in this field and how it is
labeled.

Org Group Security: If your organization uses the standard “Recruiter”
requisition field there is no security impact because “Recruiter” must
appear on all req templates. The Recruiter name displays in “Lname,
Fname” format.

If a custom requisition field is substituted for this field, only those
users who belong to the Org Groups for which the source field is
visible on the requisition can see the data in this field.
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If this field is not available on the requisition template associated with
the user's assigned Org Group, then the data in this column are
replaced with the “*” character.

Field Level Security: There is no security impact for this field if the
standard Recruiter field on the requisition is used because this field
must appear on all req. templates.

If your organization uses a custom requisition field for this field, this
field is visible only to users with User Type privileges to see this field
on requisitions.

If this field is not visible for the user's assigned User Type, then the
data in this column are replaced with the “*” character.

Total Not interested For each source listed, the report column displays the total number of
candidates moved to one of the client-designated “Not Interested”

[new in R11] statuses within the selected data range. (This is configured within the
“Not Interested Statuses” report setting in Workbench.)

Note: Candidates who have been moved to multiple “Not interested”
statuses within the selected time frame are counted only once per
source.

% Not interested This column displays, for each source listed, the % of candidates
moved to one of the designated “Not interested” statuses.

[new in R11]
The calculation is (Total Not interested/Total volume *100).
% Diverse hires This column returns the % of hired candidates (for that source) that
are considered “diverse” based on the client-defined diversity
[Renamed in R11] identifiers.

The definition of a “diverse” candidate is configured within the report
settings in Workbench.

The % Diverse hires column displays if you selected ves for the filter
Include % Diverse hires column in report output? On the report filter page.

If you selected No for that filter, this column does not appear in the
report output.

Total row This row totals categories for each individual req returned in the

report, either as a total number or a total percentage (%) value.
[new in R11]

For example, to calculate “Total % Not Interested”:

Total % Not Interested = Total not interested (63)/Total volume (67)
* 100 (94%))

This is calculated in the Diverse hires column as follows: Total # of
diverse hires / the total # hires *100.
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Note: The “# of diverse hires” is not visible within the report; it is the
result of an internal calculation.

How is Security Applied to the Report Output?

Users can see report results based on their specific User Type and Org group privileges that
determine data access.

Org Group Security: Only requisition data associated with Org Groups to which the user has
access privileges are returned in the report results. For example, Org Group A has access to
reg. template A. When a user belonging to only Org Group A executes this report, only data
for Org Group A requisitions is returned in the results.

Field Level Security: This report does not apply field-level security.

My/All Req Security: Only data associated with requisitions to which the user has viewing
privileges are returned in the report results.

Based on the user's User Type My/All req. privileges, the report displays data for requisitions
for which the user is a team member, recruiter or hiring manager. If the user has an “All reqs”
privilege selected, then all requisitions in that status appear in the report results. If the user
does not have privileges to view any requisitions, then this report does not return any data.

For example, User Type C only has privileges to view My Open regs. When a user associated
with User Type C runs this report, only data for that user's Open reqgs are returned in the
report results.

Sorting/Grouping Options

The sorting/grouping options for the report, prior to configuration, are: req ID (the default),
Department, Location/Division, Manager, and Recruiter.

You have access to sorting/grouping options for which you have the appropriate privileges
and group memberships of various types. You do not see sorting/grouping options in the list
if you do not have privileges for the specific field that relates to a particular sorting/grouping
option.

To use a sorting/grouping option that you do have access to:
1. Click one of the sorting/grouping options in the list.

2. The report results refresh and re-display the report data grouped by the sorting/grouping
option you selected.

The default sorting/grouping option is Req ID. This option breaks out the source data by
individual requisition. When you select a different sorting/grouping option, the report sorts
and groups all of the source data anew using the selected alternative sorting/grouping
criterion.
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The Location/Division sorting/grouping option breaks out the data by location/division. The
report returns all of the sources associated with the candidates by one or more specific
location/divisions (based on the requisitions to which the candidates are filed.). See the
example report in the screen capture below.

Example: Location/Division Sorting/Grouping Option

sortingf Grouping
| options

| ‘Rig D
Eoparkment

| Lotationivbiion bimy Uk
| Manager
| Fpcniites

Employes Rafeens ] 3 ¥ R % ¥
ksl 3 3 & 100 Ly %
Worstey a2 ] o 1007 8 1]
e Vol Tamas ] 7 T % % W
‘sble :Fd L] ¥ e % %
gkl onGe magaTve 3 2 ! Lo e Rl
Totd ael 15F ] Lt 5% it

How Security is Applied to Sorting/Grouping Options

Org Group Security: There is no security impact for the Department, Manager and Recruiter
sorting/grouping options if the standard requisition fields on the requisition are used because
these fields must appear on all Req templates.

If a client has configured another requisition field in place of Department, Manager, and/or
Recruiter, the sorting/grouping options related to each source field appear only for users
belonging to Org Groups for the applicable source field is visible on the Req template.

The Location/division sorting/grouping option appears only for users belonging to Org Groups for
which the source fields is visible on the Req template.

Field Level Security: If a client has configured another requisition field for Department,
Manager, and/or Recruiter, the sorting/grouping options related to each source field appear
only for users with User Type privileges which make the source field(s) visible on the Req
template.
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The Location/Division sorting/grouping option appears only for users with User Type
privileges which make the source field visible on the Req template.

Labels for the sorting/grouping options match labels for the filter and output column labels
based on each client’s configuration.

Where Does the Report Pull Source Data From?

The Candidate source report setting configuration in Workbench determines how the source
data how the Source yield report derives the report data. The report works slightly differently
depending on which source option your organization selects for the Candidate source report
setting. The source options are:

= Pull source from forms:

> Single per req

o]

Multiple per req

°  Single per candidate

o

Mulitple per candidate

= Pull source from code type

Pulling a Source from a Form Field

If the Workbench report setting for Candidate source is set to pull source from form, the report pull
sthe source from the form field designated by the client, as long as the form field has been
completed or populated.

Single-per-req Forms

In the first example, the candidate is filed to two regs and the single-per-req form is
completed for both regs.

Candidate A

REQ 123BR 456BR

Form type Single per req form attached  Single per req form attached
Form (from which Application data record Application data record

candidate source pulls
source data)

Form field “How did you hear about us?” “How did you hear about us?”
Completed / Not Completed Completed
completed
Data pulled Monster CareerBuilder
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What happens in the Candidate is counted in the Candidate is counted in the
report? “Monster” source row for Req “CareerBuilder” source row for
123BR Req 456BR

In the second example, the candidate is filed to two regs, but the single-per-req form is
complete for only one req. A candidate filed to a req who has not completed the specific form
for the req is counted in the None column for that req.

Candidate B

REQ 123BR 456BR

Form type Single per req form attached Single per req form attached
Form (from which Application data record Application data record

candidate source pulls
source data)

Form field “How did you hear about us?” “How did you hear about us?”

Completed / Not Completed Not completed

completed

Data pulled CareerBuilder None

What happens in the Candidate is counted in the Candidate is counted in the

report? “CareerBuilder” source row for ‘“None” source row for Req
Req 123BR. 456BR

Multiple-per-req Forms

If the form field data is pulled from a multiple per-req type form, then the most recent
specific correlated response for that requisition will be counted in the report.

That is, if the candidate has multiple forms completed for req 123BR, the source data is
calculated based on the most recent form completed for req 123BR.

If a candidate is filed to a req but does not have that specific form completed for that req, then
that candidate is counted in the “None” column for that req.

For example, a Candidate source is configured to pull source data from the multiple per-req
“Interview” form field = “How did you hear about us?”” Candidate A has this form completed
three times for req 123BR. The 123BR responses = “Monster”, “CareerBuilder” and
“Website”, with “Monster” being the response from the most recently completed form. When
the report is run, and req 123BR is returned, a source row for “Monster” would be returned
for 123BR.

Single-per-candidate Forms

If the form field data is pulled from a single per candidate form, then the same source data
would be returned for all regs within the report. This is not a recommended configuration
because source data is not being captured on a per req basis and the report would have
inaccurate information.
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Multiple-per-candidate Form

If the form field data is pulled from a multiple per candidate form, then the most recent
response for the configured source field would be returned for all regs within the report. This
is not a recommended configuration because source data is not being captured on a per req
basis and the report would have inaccurate information.

Pulling a Source from a Code Type

If the client is pulling source codes from code types, the code for the code type selected in the
Candidate source configuration accompanies the candidate’s submission against a specific
requisition.

For example, a Candidate source is configured to pull source data from the Specific Source code
type. When Candidate A applied to req 123BR, the specific source passed with the candidate
= “Website” and when they applied to req 456BR, the specific source passed with the
candidate = “Hot Jobs”. Within the report results, for req 123BR, the candidate is counted
against the “Website” source and, for Req 456BR, the candidate would be counted against the
“Hot Jobs™ source.

When electing to “Pull source from code type”, clients can also designate which instance of a
code should be considered for reporting, “First” or “Most recent.” This attribute now is
applicable only if the candidate made multiple submissions for the same requisition.

Example 1

® Candidate source pulls source data from the “Most recent” specific source code type.

m Candidate A applied three (3) times to Req 123BR.

Submission No. Source Selection
1st “Monster”
2nd “CareerBuilder”
3rd “Website”

® The candidate is counted against the source “Website” in the report results.
Example 2

® Candidate source pull its source data from the “First” specific source code type.

m Candidate A applied three (3) times to Req 123BR.
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Submission No. Source Selection

1st “Monster”
2nd “CareerBuilder”
3rd “Website”

® The candidate is counted against the source “Monster” in the report results.

Counting Jobless Submissions

The report pulls candidates based on their submission date. The candidate’s submission must
have both a requisition ID and a source code attached in order to be counted in the report
under a specific source for a specific requisition.

If a candidate did not apply to a specific position, but is later filed to a requisition, then the
candidate is reported against the source selected at time of submission, but is not reported
against a specific requisition. The candidate will appear under the “Req ID = <blank>*
section in the report unless a KRB user manually assigns a req code to the submission.

As of Release 11, KRB users can manually associate codes to specific candidate submissions.
See below on page 235 for more information.

Best Practice Recommendation: One Source Code Per Submission

Kenexa recommends that clients do not permit the assignment of more than one source code
to a single submission.

In the case where clients are passing more than one source code with individual submissions,
those submissions are counted for each source code passed. This means that totals within the
report will not be accurate.

For example, assume a client on their Talent Gateway is auto-passing a source called
“Internal” and allowing the candidate to select a source from a question “How did you hear
about us?”

Within the report, for that specific req, the candidate would be counted against both sources
since both came in with the submission. If that candidate ends up getting hired, the report
displays a “hired” count for the candidate against both sources as well. For this reason, it is
advised that clients do not pass multiple codes of the same code type within a single
submission.
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Use Web Enabled Mobile Devices for Approvals

With Release 11, Kenexa Recruiter BrassRing extends the ability to work with requisitions
and candidate forms using web-enabled mobile devices. Mobile device users can take an
extended set of actions on requisitions and candidate forms from their mobile device.

The total number of fields that can be designated for display on mobile devices is 200 (100
req standard fields and 100 custom fields).

Note: There are currently only twenty-nine (29) standard fields in the system. The additional
space allocated to standard fields will allow the set of standard fields to grow in the future.

Req custom fields: Clients can configure up to one hundred (100) fields for display on mobile
devices. These fields are common to all requisitions.

Candidate form fields: Clients can configure up to one hundred (100) fields per candidate form.
For example, if your organization has ten (10) forms defined, each of those 10 forms can
have up to 100 fields configured for display on the mobile device.

Benefits

Enabling form approvals for mobile devices will increase efficiencies and decrease approval
cycle times by allowing processes to continue even when approvers are away from the office.

Costs

There is no additional cost associated with this feature.
Availability

Release 11

Visible Changes

There are no visible changes associated with this project.

Limitations and Known Interactions

Users must enable Javascript on their mobile devices so that the OK button works properly in
the confirmation page which displays after the user approves the req.

The field order differs for mobile devices. The display groups standard fields at the top,
followed by custom fields underneath.

The view req link does not work for mobile devices. Users designated to receive notifications
of approvals still receive the eLinked notification of approval e-mail.

To ensure the proper user experience, elinks should be sent to an inbox that uses a mobile
device email client application such as Outlook or the Blackberry email client.

322
©Kenexa 2002 — 2008



Some devices are not able to launch the html page from the e-mail. In this case, clients may
wish to change their settings to send the link via an attachment. This change affects all
eLinks.

The system’s business rules for eLink expiration apply to eLinks accessed via mobile
devices.

The system’s eLink authentication rules work the same for Mobile device approvals.
Clients with Single Sign On (SSO) enabled cannot use mobile approvals.

Clients who use only elink authentication and not full SSO can use mobile approvals without
issue.

Mobile device users cannot edit form fields from their mobile devices.

Mobile devices users cannot use the mobile device to re-route approvals.

Rules for Form Fields on Mobile Devices

If the Req decline client setting is turned on, and a req is declined, addendum forms which
typically accompany req declines are not available to mobile approvals. For forms declined
through a mobile approval, there is no associated addendum form.

The “Decision reason” text field, which is a required field associated with candidate form
approvals, can be included as a field for Mobile approvals. The default text for this field is:
“Responded via Mobile Device.” Mobile device users can override the default text and add
their own reason.

The user privileges associated with req approvals are maintained.

Forms are displayed in the user’s locale, if the users locale is not available the form displays
in the clients base language.

Overview of Implementation

Kenexa personnel must enable, at a minimum, the client setting Mobile device approvals. Clients
may also configure the Mobile Device Display ELink Logo Setting if desired.

Certified Workbench Users must configure standard and custom req fields and candidate
form fields for display on web-enabled mobile devices.

The major configuration steps for this feature are:
1. Kenexa personnel: Enable the client settings.
2. Kenexa personnel or Certified Workbench Users (Tiers 2 and 3 only):

Define Standard req fields for display on mobile devices. See the Workbench 11 Release
Notes or the Workbench 11 Manual (available April 6, 2008) for more information.
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3. Kenexa personnel or Certified Workbench Users (Tiers 2 and 3 only):
Define Custom req fields for display on mobile devices. See the Workbench 11 Release
Notes or the Workbench 11 Manual (available April 6, 2008) for more information.

4, Kenexa personnel or Certified Workbench Users (Tiers 2 and 3 only):
Define Candidate form fields for display on mobile devices. See the Workbench 11 Release
Notes or the Workbench 11 Manual (available April 6, 2008) for more information.

5. KRB Users: Verify configured display in a mobile device.

KRB User Experience

When using the new mobile device features, user
will see a screen similar to the one depicted in the
screen capture.

Forms are displayed based on how the user accesses
them, either through a standard PC interface or
through a mobile device.

If the user accesses the form through a standard PC,

the full form displays with full functionality. If the '
user accesses the form through a mobile device, the
form displays the fields defined for mobile devices.
From their mobile devices, users can:

= View req forms for approval

m Take approve actions on req forms

m Take decline actions (if the “Req decline” client
setting is turned on)

= View candidate forms for approval

® Take approve actions on candidate forms
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