1. Please have applicant go to www.bc.edu/postdocresearchers and click on the below “link”.
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2. The applicant will be brought the BC Careers page where they will either need to Register, or Log –In (if a returning applicant)
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3.  The applicant will follow the instructions for uploading their resume and cover letter.  They do NOT need to apply to a specific job.  There are tips available for all applicants at: http://www.bc.edu/offices/hr/applicants/jobopps/eo-recruit_tipsapp.html
4. The hiring manager will log into PeopleSoft and use the following path: BC Custom > Post-doc/Research Hire.  Fill in the applicant’s name and click on the Search button.
[image: image4.png]* Self Senice
> Recruting
- Workforce Adrministration

> Benefts

> Payroll for North America

> Organizational Development
* Enterprise Leamning

» SetUp HRMS

Post-dociResearch Hire
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Applicant ID: -

gins Wi

Workdst
Repari Toos [seains wit =] [erai]

B0 Custorn | [oeamewi <[

~Tes

- BC Approve Offer
~ BC New Hire Selfery

EmpiD: egins with 7 Q

Anproval
_ BC New Hire Detaile

-doc/Research Hire

search || Clear | gasic searn B save searsh crteria





5. You will be brought to the below screen.  Your applicant’s name and address will populate.  You will need to complete all remaining information and click on “Save Changes”.  After the Save is successful, you will be given a job opening id #.

[image: image5.png]Search:

®

b el Sevice
b Recruiting
b Workforce Administration
> Benefts
b Payrollfor North America
b Organizational Development
b Enterprise Learning
b et Up HRMS
b Worklist
> Reporting Taals
b PeopleTools
> BC Custom
“Use
- BC Approve Offer
~ BC New Hire Selfery

Post-DociResearch Hire

[applicant Information

Appicant I: [— )
Your applicant's
Name: mam, L information will
Address Line 1;  SuS——— populate
Address Line 2
ci: m— State: — -—
Email Addres:

Telephon

Anproval

» Setup

© Interface2
b Inguire

b Reports
b Reports 3

Hire Information

“Gender: =
“Citizenship Status: =

*Applicant have SSN? (M) [v ssi: [ SSN Appication [
Refi:

[V create New Job Req

Createay: [CvslensinDavn Q12891111 Please complete.all

viing Manager: [—q information and then

B — click "Save Changes
*Position ,—Q

Number:

QRetunto Sesrch |+ previous nList | 4 et List | [ ety |





6. The Manage Applicant – Link to Job Opening page will pop up.  Follow the three steps below to proceed.
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7. You will be brought to the Job Opening page that will display the status of the job opening, the applicant information and the Take Action field where you can proceed to Prepare Job Offer page from the drop down menu.

[image: image7.png]Job Opening

[ You have successfully linked Applicant(s) to Job Opening.

Posting Title: Z:S:)D::"mim Hire ;: ‘I’;‘:; hg ID: é::d ;ﬁ\Verify status and Job Opening ID
PositionNumber: 00004347 Research Associate

BusinessUnit:  EAGLE

Company: BC  Boston Callege

Underutilization: AHANA: N, FEMALE: Y

Soae @Woione Efcreatenew  Previous Job Opening [ext.Job Opening [Relum to
Previous Page

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details.
View Applicants  Screen Applicants  Interview Schedule

araze ipicars
T —
ypicans

Applicant Name D [EmpliD Disposition Submitted Date Time Felony Resume] ‘Take Acti
E=—1 luea | hoswer B |[osamor

Select Group Action. - . Select Prepare Job Offer

to proceed.

SelectAll DeselectAll “Group Actior

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details.

Soae @Woione Efcreatenew  Previous Job Opening [ext.Job Opening [Relum to
Previous Page




[image: image8.png]|EmpID |Disposition Submitted Date Time [Resume Atiachments ‘TakeAcion

Eelony
5 R oW s | omer | [Prepare sovoter

[Add Applicant o New List
|Ada Applicantto Saved List
(Change Applicant Status
Forward Applicant

\Link Applicant o Job
Manage Applicant Checklists

Slactat Dessocthl “Grouphcton: SeGrupAcon = Go|

‘Manage Appiicants | Find Applicants | Actvity & Attachments | Job Opening Details

sae Wcione [Efcreatenew  Previous Job Opening INext Job Opening [Retumto
Previous Page





8. You will need to complete the job offer, beginning at the Job Offer Components section of the page.  Click on the “Submit” button and be sure you “Approve” it.
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9. Please check your “Pending Approvals”.  Click on the blue offer link, review the offer, and click “Approve”.  When this is completed, it will be sent over to your recruiter.

[image: image11.png]Search:

b elf Senvice
Recrulting

fation
b Pastings
L

~ Add New Applicant
- Applicant Lists

- Saved Searches
- Browse Job Openings

- Eind Job Openings

~ Create New Job Opening

Pending Approvals

Sender Receved ubie —
| — m— (O
| — | oter Agproval

SelectAll Deselectall | Select





