	TEAMS – Applicant Search Instructions
	Updated:  2011-11-16


	1. Log into TEAMS.  Find Entry Point 
HR-Applicant Search.  Click on Applicant Search.
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	2. There are 2 options to search for applicants.  The first is Basic Search, which you will need their name, SSN, or Applicant ID.  The second is Advanced Search, which is where you will find applicants based on certain criteria. 
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	3. The Advanced Search option is going to give you the ability to search using specific criteria.  

You can also save certain searches that are unique to your user profile.  
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	4. This is an example of using a Published Role as part of your search criteria.  Published Roles are the specific jobs that an applicant can indicate they are interested in.  Here, we chose Teacher – Elementary as our category, and 1st-4th grade and 5th grade as our published roles. 
	[image: image4.png]@) Advanced Search - -
(2 EEEISIEE] httpsy//cfb.teams.region10.0rg/apphire/NewAdvanceSearchAction.do

(0] -
w

Home ¥ | HR - Contract Maintenance ¥ | HR - Applicant Search ¥ | Help ¥ "j‘ mREG ION 10
EDUCATION SERVICE CENTER

-\ N

Basic Search || Advanced Search |

~
Profiles

Profile:

Search Criteria

Application Date * | published Role Category | Teacher - Elementary

Assessment publshed Roles  [[

Certifications E
. 1st - 4th Grade
Credit Hours —
L |sthe
Employee Transfer Type 'T €
Extra Curricular Activities Art - Elementary
Bilngual 1st-4th Grade
Languages ®
, Bilngual 5th Grade AND
Licenses -
Bilngual Prek/Kindergarten @
~ or
Counselor - Elementary. riteria

Search Data
Sort | Clear  Sorted by: (default)
Category Value

\ =

record count: 0 of 0

move
Search

151 PM
11/15/2011






	5. After you choose your search criteria, choose either “And” or “Or” to indicate how to search.  If you choose “And” the search will only produce applicants who have ALL of the criteria you have asked for.  If you choose “OR” the search results will show applicants with any of the criteria you have entered.  In other words, “OR” will always give you more applicants in your results.  Click on “Add Criteria” and it will appear in the Search Data Box below. 
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	6. At this point, you can run a search or continue to add criteria to your search.  Let’s add Certification.  
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	7. To add certifications to your search, you begin by choosing a level, then certification area.  Notice you will also choose the “AND” or “OR” function again.  Click ADD to insert the certification to your search.  In this example, I have added the most common Elementary certifications to the search using “OR” so that it will pull all applicants that have at least 1 of these certifications. Choose “OR” one more time at the bottom and hit Save and Continue.
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	8. The screen has now redirected back to the Advanced Search tab, and has brought over the Certifications Search Criteria that we established in the other window.  
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	9. Once you have your search criteria set, BEFORE you hit search, you can SAVE this profile so that you do not have to re-create the criteria in the future.  This is user specific so it will only appear on your profile.  Let’s call this Elementary Generalist. Click OK.   
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	10. Now it is safe to hit Search knowing that your search criteria are saved.  This search will bring up any applicant who has applied for the Published Role 1st-4th or 5th grade with any of the certifications we listed.  
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	11. This search yielded 25 results.  Select and view details of each applicant to start narrowing down the list. 
** The Gallup Score is listed under the Assessment column.  You can sort by this score if you hit “Assessment” and then “Sort.” 
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	12. You will be able to see the entire application from this page.  The tabs on the left represent all information that the applicant has entered. 
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	13. The first important thing to check is the ROLES they have applied for.  Here you see that this applicant chose 1st-4th and 5th grade which was part of our search. 
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	14. The second critical piece to look at is their certification.  Every applicant certification has been checked by HR and is either APPROVED or REJECTED.  If the applicant has an APPROVED certification, you will know that this is a viable candidate should you choose to interview them.  If their certification shows rejected, then PLEASE do not go further with this candidate.  HR is telling you that there is a problem with their certificate and that this applicant cannot be hired at this time. 
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	15.  As you are reviewing each applicant, you have the option to “PREFER” them.  Preferring an applicant simply adds them to your Preferred Applicants list.  This is a tool that will help you keep up with which applicants you have reviewed and are interested in.  Think of this tool as if you had a stack of resumes and you were separating them into “maybe’s” and “no’s.’  You may Prefer as many applicants as you wish. 
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	16.  When you choose to Prefer an applicant, you will choose your organization, then the role, and then the published role you would like to consider them for.  Hit Ok.  
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	17. To access your My Preferred Applicant List, go back to home and look under the HR-Applicant Search tab. 
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	18.  This will pull up all of the applicants you have preferred.  At this point, when you make a decision to recommend an applicant, please follow the same procedure as before when contacting HR.  Send the recommendation form to the appropriate HR secretary. 
	[image: image20.png]@) Preferred Applicants - - Mozilla Firefox W=l
< EECIBORLE https://cfb.teams.region10.0rg/apphire/EntryPointMyPreferredApplicantsAction.do?fromMenu=Applicant+ Hiring&selected + drop +down + menus=HR -+ Contract +Maintenance%2CHR +- +Applicant+ Search%2CHR +-+Applicant+ Search%2CApplicant+ Hiring%2CHR +-+ 77

Home ¥ | HR - Contract Maintenance ¥ | HR - Applicant Search ¥ | HR - Applicant Hiring ¥ | Help ¥ ’_AL‘ m REG Io N 10
EDUCATION SERVICE CENTER
Preferred Applicants

show Al = By Organization

Preferred Applicants
Sort | Clear  Sorted by: (default)

Name Type Organization PCN Position Role Published Role Status. Finalist Expires

\ =] =] = = =] =] =] =

Andrews, Tonine Applicant Blair Intermediate - 1st - 4th Grade Preferred B
henriques, vivienne Applicant Substitute - Plant Operations 7676 Substitute - Custodial Workers Substitute - Custodial Workers Approved v

Nusser, Lynn Applicant Substitute - Plant Operations 6794 Substitute - Custodial Workers Substitute - Custodial Workers Approved v -

record count: 3 of 3

Schedule Appointment N Check References

PM

11/15/2011






