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PROPRIETARY NOTICE
The material contained in this document is proprietary to iTacit Inc.

No part of this document may be reproduced or used by third parties without the
written permission of iTacit Inc.

www.iTacit.com

(This document was last revised on September 12, 2017)
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Introduction

Welcome to your Training Site powered by iTacit. This guide is designed to walk you through common
Set-Up and Maintenance activities in your Recruiting & Onboarding module.

For more information regarding regular Dashboard Tools and activities, please refer to the Welcome
iCourse for Employees or Managers, assigned to you in your "My Training” dashboard tool and available
in the Training Catalog.

Infrastructure Requirements

To provide a great customer experience, iTacit has some basic technology requirements and
recommendations for people using it. We do our best to provide support for popular computers,
laptops, tablets, and smartphones, using popular browsers.

If you have any issues with your device or browser, check our recommendations below, or contact your
iTacit representative or the helpdesk@itacit.com team.

Internet Browsers

e Microsoft Internet Explorer (IE) g (or newer)
e Mozilla Firefox 4 (or newer)

e Safari 5.1 (or newer)

e Google Chrome 10 (and above)

Plug-Ins

e Adobe Acrobat Reader

Adobe Flash (Supported Media File type)

Adobe Flash support has progressively declined in recent years making it incompatible with most
popular and modern browsers. Flash players are currently not supported foriOS and Android devices on
all modern browser versions.

It is still possible to consume flash-based media on desktops and laptops primarily using Chrome. If
using Internet Explorer, an IE8 compatibility mode is currently enforced in iTacit in order to enable
compatibility.

iTacit recommends avoiding the consumption of flash based media going forward due to the
diminishing level of support.

We're all about people.
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Looking to spice up your training courses with Media? Sending an attachment to a message to simplify your
Communication? Great! For best results in image quality and playback, please take a look at the guidelines below:

Images: Packaged Courses:

Formats JPG and .PNG Formats:

Resolution 72 dpi

| Size Recommendations (in pixels) e AlCC
Optimum Maximum e SCORM1.2

Employee Avatars (headshots) 6464 256x256 e SCORM 2004

L for Training C N ;

Ac:tgigls;sor raining Courses, News 256x256  s12x512 e TinCan

Images for course content 512X512 1024x768

Images for course content (which may HTML formats can also be used to import

800x600 1920x1080 . . L

be zoomed to full-screen course content into the iTacit iCourse area.

Video:

Format .MPg4, MOV, and .GIF

Codec (plug-ins) H.264, AAC

Maximum 1280 x 720 (720p)

dimension 720p is the recommended maximum size. If full screen video playback of a video is not
anticipated, then a size should be considered.

File Size Video files exceeding 20 MB should be assessed to see if they can be shortened.

Video Length Should be limited to 2 minutes or less, to prevent excessive file sizes.
Can your video be chunked/broken into chapters or sections? Learners will also benefit!

Processing Video is bandwidth-intensive. Videos should be processed through a compression utility
(such asVimeo, YouTube or similar), to ensure that it is as lightweight as possible. Direct
upload of raw-captured video should be avoided.

Attachments:

Format PDF Document Files (Optimal)

iTacit allows the uploading of other document types. Document types, other and Adobe Acrobat, require the

existence of software on the viewing device that is capable of opening the uploaded document type. For example,

if you upload a Microsoft Word (.doc) document, the viewing user must have Microsoft Word installed on their

device to view that document.

| Maximum Size Recommendations (in MB)

My Messages 10 MB due to mail server processing

iCourse Reference Documents, Training Catalogue ltem 20MB

Documents, Employee Documents

iTacit Quick Reference Guide
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Career Postings
Under this menu, is the ability to search existing career postings, as well as create, edit, or delete a
career posting.

Create a Career Posting

1. Select Menu > Recruiting & Onboarding > Career Postings.
2. Inthe Career Postings screen select New > Career Posting.

Enter the Job Title for the career posting.
Select the Manager of the career posting (if applicable).
Select the Business Unit for the career opportunity (if applicable).
Select the Job Classification (if applicable).
Enter the Salary range (if applicable).
Select Who can apply to this Career Posting:
i. Opento Everyone

ii. Internal Only

iii. External Only
g. Entera Competition Number (if applicable).

TSN T o

3. Select Apply to save

New = Activities  Wessages Apply Done

Career Posting Categories Banner = Documents Candidates Status History \\
Ay

12
"a—nT_ *Job Title: | Registered Nurse, Permanent Part-Time Competition Number: 5425\ |
Manager: Weston, Jim X v *Status: | Draft
Business Unit:  Embassy Hall (EMB) X v View Business Unit Publish Date: (]
Job Classification:  Registered Nurse X v Closing Date: [ w || Atlantic Standard Time v
Salary From: | 30,000 To: |60,000 per: year >
"Who can apply 1o 1S [ Gpen to Everyone . - JT Career posting available in:

Career Posting?:

Parmissions: X v

Who can edit this career posting?

Open - Acce: tions have not been applisd
Who can review candidates for this career posting?

Open - Access restrictions have not been applied

4. Choose a predetermined permission group by selecting the dropdown option by Permissions.

a. To set permissions without a predetermined permission group select Change.
i. Search forthe desired Group, Business Unit, Job Classification, Role and/or
Employee.
ii. Select Add to be add your selection to the desired section.
iii. Select Who does this include? to view the names of employees included in the
desired section.
iv. SelectX.

5. Selectthe career posting Status (for: status business rules and visibility see Appendix A on page
35)
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i. Draft—automatic setting when career posting is saved.
ii. Under Review —reviewing the career posting before it is published.
iii. Ready to be published —final step prior to publishing.
iv. Published to website — publishes career posting to career sites.
v. Removed from website — removes the posting from candidate view, and allows
access to view candidates.
vi. Interviews in progress — conducting interviews.
vii. Posting closed —removes access to review candidates.
viii. Posting cancelled — cancel a career posting.

Specify the Closing Date the career posting will automatically be removed from website.

For Career Postings with the setting Open to Everyone and External Only, in the Career posting
available in section select New and choose the career center to publish career posting to.

For Career Postings with the setting Internal Only, you can target career postings:

i. Select Change.
Search for the desired Group, Business Unit, Job Classification, Role

1.

and/or Employee.

Select Add in the section Who is this career posting targeted to.

Select X.

To make the posting visible to all employees select Include in show all.

"Who can apply to is [yt ma) oy
Career Posting?: 4

Permissions:

‘Who can edit this career posting?

®
E Lemmon, Harry
i

M Coyle, Owen
ﬁ Zeller, Leah
Q Weston, Jim
-

Who is this career posting targeted to?
[ Include in show all ___Jla

"y
ﬁ; $ CEC Graduate Nurse

*
@; $ AEC Graduate Nurse

~ ‘qﬁﬂ

X v
i change
| g chans
Who does this include?

Who does this include?

9. Select Apply.

iTacit Quick Reference Guide
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4 »r New ~ Applic ation Form Activities Messages Delete Apply Done
o)
*Job Title: | Registered Nurse, Permanent Part-Time Competition Number: | 8426 B
Manager. | Weston, Jim X | *Status: | Removed from website ¥ L‘S '
Business Unit: | Embassy Hall (EMB} X | ‘View Business Unit Publish Date: | 21 Jul 2014 [
Job Classification: | Registered Nurse X | Closing Date: |31 Jul 2014 [ |10:00 PM  ~ || Atlantic Standard Time ~1
Salary From: | 30,000 To: 60,000 per: |year N
*Who can apply 1o tis [ 5pen 1o Everyone - Career posting available in: New
Career Posting?:
QA - Career Center 7
Permissions: X v
Change...
‘Wheo can edit this career posting? Who does this include?

!‘ Lemmon, Harry
m Coyle, Cwen

10. In the Description section enter the details of the career posting.
11. To include a logo to your career posting, select Upload.

12. Select Apply to save changes.

41/» @ Engish || Application Form Activities Done

Description:

B I U Paragraph  ~
¥ h e

E =

The Registered Nurse provides professional nursing care to residents and also supervises and teaches Personal Support Workers. The incumbent plans, directs and coordinates all activities
necessary for the care of the residents

Education:

Four year nursing diploma or Baccalaureate or Nursing (BScN) from a recognized college or university

License/Designation: 110
7/‘_'
Current registration as a Registered Nurse with the College of Nurses of Ontario #
7
#
Current Heart Save Level of CPRIFirst Ald Certificate //

Current Certificate of Medication Administration

Experience:

Two years of experience in nursing, preferably in a long term care setting

Knowledge:

Skills associated with geriatric-gerontology practices
Principles of activation and rehabilitation in gerontological nursing
The needs of the long-term care client and the aging process
Activation, rehabiltation and palliative approaches
Basic knowledge of applicable legislation and regulations such as, Regulated Health Professions Act, Health Care Consent Act, Nursing Act, Mental Health Act, Professional
Misconduct and Controlled Act, Professional Standards, Code of Ethics, practice expectations
Infection control guidelines
Medication administration standards
Nursing documentation standards
Principles of verbal and non-verbal communication
Transfer and positioning techniques for persons requiring long term care
« Infectious diseases and preventive measures
« Equipment operation specific to specialty area
» General understanding of computer applications, such as MS Office, etc
J 1]
A e

#

Skills/Abilities:

Logo:

3
13. You may include an Application Form with the career posting. Select the Application Form button
to add one.

Upload Clear

*For best results:
1. Ensure that your logo image is square (i2. has the sama height snd width)
2. Keep yourimage szes small (L2, no larger than 512x512 picels)
3. If your image has & white background, consider making it transparent
4. Use the populsr PNG or JPG formats for your images

We're all about people.
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a. Choose a predetermined application form by selecting the Standard Application.

Set the Desired % (if applicable).

c. Place a checkmarkin the box by Active to ensure application form is presented to

candidates.

14. Select Done.

E'Registered Nurse, Permanent Pa..
EInlemal Career Posting
Hauatfications 250
1. Are you currently employed int...

2. Do you possess all the necess..

4. Are you available to work all shi...

3. Please indic ate below the reaso.

4

» New = Delete Apply

Candidate Application:

*Name:
Registered Nurse, Permanent Part-Time

Description:

B IUS|=E===

Paragraph ~ FontFamily ~ FontSizes -
XMoo wm M =SE ==6&
S 2 U Mo O~

BHr —LE|x ¥ Q6|& 532
Desired %
80 b
Active
—)

3

15. In the Notification Messages section select the desired notifications:

a. Enterthe Subject of the message.
b. Enter the details of the Message.

16. Select Apply.

iTacit Quick Reference Guide
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4 » | 15 |° New - Applic ation Form Activities Messages Delete Apply Done
—
— AR ==
Notification Messages 16 l/

Career Posting Messages

Send message to anyone who can review candidates when new candidate applies to this posting. J
a

\} Subject | Registered Nurse - Permanent Part-Time —

15

Message: | A new applicant has applied for this posting, please review

I it B I o
applican ﬂ

[F] Send message to anyone who can review candidates when this posting is changed to ‘Ready to be published’
end message to anyone who can review candidates when this posting is changed to ‘Under Review’
Send ¢ h i didates when thi ting is ch d to Under R i
end message to anyone who can review candidates when this posting is changed to ‘Published to website’.
Send ¢ h i didates when thi ting is ch d to ‘Published t bsite”
end message to anyone who can review candidates when this posting is changed to 'Removed from website'.
Send ¢ h i didates when thi ting is ch dto 'R d fi bsite’
[C] Send message to anyone who can review candidates when this posting is changed to Interviews in progress’
[[] Send message to anyone who can review candidates when this posting is changed to ‘Posting closed”.

[] Send message to anyone wha can review candidates when this posting is changed to ‘Posting Cancelled’

Candidate Messages

Internal Employse Candidates

Send message to candidate when application is received

\-\\ Subject: | Registerad Nurse - Permanant Part-Time
H 5 Message: | Your resume has been received, thank you for your interest in our
g
company |

[F] Send message to candidate when application status is changed to ‘Successful’.

[7] Send message to candidate when application status is changed to 'In Review”.

17. You can add additional information in the remaining sections:

a. Categories —associates the posting to a division/department. Candidates have the ability
to search by category.

b. Documents — displays to managers who have access to view the career posting profile
(hiring guide, detailed job descriptions, etc.)

¢. Candidates — displays all candidates that have applied and withdrawn

d. Status History — displays when the posting was created, posted to website and closed.

18. Select Done to save your Career Posting.

Creating links and inserting images
1. Select the desired career posting and navigate to the Description section.

Creating a Link

2. Toinserta link:

a. Highlight the desired text.

b. Select the Insert/edit link button.

c. Enterthe web address in the Url text box.

d. Enterthe Text to display that will be visible in the news article.
e. Select Ok

3. Select Done to save

We're all about people. M
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Insert link

Url
Text to display
Title

Target

| httpz/www.desk.com/blog/customer-service-philo | = |

| Philosophy of Service

I New window

Page |11

Inserting an image

4. Place your cursor where you would like the image to appear:

o0 oo

Select Ok.

5. Select Done to save.

Select the Insert/edit image button.
Select the Browser button to the right ot the Source option.
Enter an Image description.

Insert/edit image

Source

‘ T2MCoreServices?ACTION=ASSETEAS! R |

Image description ‘ |

Dimensions

‘ 78 | X ‘ 78 | |w| Constrain proportions

iTacit Quick Reference Guide
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This area provides the ability to manage and review internal and external candidates for any career

posting, including theability to search, edit, delete, count, and export candidates. New candidates can

also be created manually in this area.

Viewing Candidate Responses

B

Open Career Postings.

Select Menu > Recruiting & Onboarding > Open Career Postings or go to the dashboard item My

2. Search forand select the desired career posting to view associated candidates.

3. Select View Candidates.

+

Enter your search criteria and select Search.

Nova Scotia (Comp # 6262)

Search ..-f'—"@

Ranking of at least
All »

Have a status of...

New

In Review

Eligible

Mot Eligible

Successful

Unsuccessful

Withdrawn —_
Applied on E—ti__}

| |

Mare search options ==

O FE S A PE A (W

69%

65%

65%

63%

59%

Candidate

Ross, Ulrich

Whitehead, Corinne

Duncan, Gemma

Vanwinkle, Viviana

Thatcher, Ursula

Zimmer, Kasper

Rasmussen, Fiona

Gibbons, Nigel

Zielinski, Butch

Candidate Databank - Registered Nurse, Full Time, Part Time & Casual, Halifax and Dartmouth Region,

Review candidate applications and update their status from here. To view a candidate's profile or to start the intake process dlick on a candidate's name. Change
the search criteria on the left to view only candidates who match the specified criteria.

Status

In Review

Eligible

Eligible

New

New

Action -
Applied on Seniority Hours
1.Jan2014 1819

3Dec201312:40

19.Jan 2014 2:14

15.Jan 2014 15:32

13 Jan 2014 9:40

3 Feb 2014 19:47

1dJan 2014 21:49

3 Jan 2014 14:21

17 Jan 2014 1123

5. Click directly on the desired candidate to view their Candidate Profile.

6. Inthe Positions Applied To section; select View application.

a. Toview the entire job application select Details.

b. Select Xto close popup window.

c. Select Done to close popup window.

iTacit Quick Reference Guide
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Whitehead, Corinne
25801 @itacit com
English (Fluent), Frangais (Fluent)

Reqgistered Nurse, Full Time Applied On: 3 Dec, 2013
Part Time & Casual, Halifax Current Status: Eligible
and Dartmouth Region, Nova

Scotia (Comp # 6262)

Work Experience

Position Applied To \fiew other positions this candidate has applied to

View application _—:@

Messages Create Employee

Registered On 25 Mar, 2015

Add Document

=)

o Whitehead, Corinne Job Appication

S

Cq
Please identify your highest level of education:
University Degree

Yes

Yes

Do you have any experience working with or helping seniors?

Print Details Done

@/

A clean criminal record is a condition of employment. If you were the successful candidate can you provide us with a clear record?

ay/14

ities

Exporting Candidates

1. Select Menu > Recruiting & Onboarding > Open Career Postings or go to the dashboard item My

Open Career Postings.

All Candidates

2. Select Search an Issue Alert message will appear, displaying the total number of candidate profiles,

select OK.

3. Select Action > Export.

4. Place a checkmark by the Select Values to Export, select Download Exported Values.

iTacit Quick Reference Guide
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Candidate Databank

Select Values to Export Download Exported \Values

E O

(9]
=
@
@

Value
4

First Name

=

Display Name

Address

Email Address

@ @ O O

Mentor

=

Status Type

]

Requests Motification

Last N

Select Values to Export

|
Applied on 5_;;_{‘3

Candidate First Mame

Candidate Last Name

[F] Candidate Display Name
[F] Candidate E-mail Address
[[] Candidate Home

[F] Candidate Work
Candidate Cell

O

Employse #

Downioad Exported “alues Close

Value
4

5. The Export confirmation pop-up displays select Yes.

\’) Details are exported to an Excel document.

Selected Candidates

6. Entersearch criteria to narrow list of candidates; select Search.

7. Place a checkmark by the candidates to export.

8. Select Action > Export. Repeat steps 4 —&.

iTacit Quick Reference Guide
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Candidates
: i'=__ Search MNew o Edit Delete Action -
Last Name First Name City Name Province/State Requests N Row count
Ontario X v | (A
1 Export
/@ Name Address . Email Address
Budaker, Heather 874 Smith Street, Oakiown, ON EQWTY9 HBudaker@mail.com
Harris, Tanya 123 Smith Street, Westfield, ON EQCB5F tharris@bellaliantnet
Smith, Glenn 832 York St, Hometown, ON ESIB3R gsmith@demo.com

Candidate Databank

Candidate Databank
Review candidate applications and update their status from here. To view a candidate's profile or to start the intake process dlick on a
candidate's name. Change the search criteria on the left to view only candidates who match the specified criteria.
Search “—_’j\@ Action -
Search for candidate by name Rank Candidate Row count
Ranking of at least 845 Baine, Mark Certified Mursing Assis| Export
50% w Fredericton, NB
' Set Status
Have 3 status of... X . i .
64% McAllister, Keith Certified Mursing Assistant (CNA)

New Richmand, CA

In Review

Eligible 63% Muise, Janet Certified Nursing Assistant (CNA)}

Alameda, CA

Mot Eligible

Successiul 63% Smith, Sue Certified Nursing Assistant (CNA)
Unsuccessful TEETEL TR

Withdrawn 58% Fleming, Ethan Certified Nursing Assistant (CNA)
Applied o Albuguergue, NM

— : : 58%  Stewart Melissa Certified Nursing Assistant (CNA)
Applied on

o & | & 56% Johnstone, Jennifer Director of Operations

Phoenix, AZ

More search OEtions >

We're all about people.
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Managing Candidates

Status Change (Status of a Candidate’s Application)

1. Select Menu > Recruiting & Onboarding > Open Career Postings or go to the dashboard item My
Open Career Postings.

My Open Career Postings
2. Entersearch criteria to narrow list of candidates; select Search.

3. Place a checkmark by the candidates to modify.
4. Select Action > Set Status.
a. Select new status and Enter Reason for Status Change (if applicable).

5. Select Done.

Candidate Databank - Registered Nurse, Full Time, Part Time & Casual, Halifax and
Dartmouth Region, Nova Scotia (Comp # 6262)

) DN
Search Actio -
| /}Z@ Candidate Status Applied on =

Ranking of at least v T1% Duncan, Gemma New 9 Jan 2014 2:14
All b
Have 3 status of... 7] T1% Vanwinkle, Viviana New 5 Jan 2014 15:32
New
. =S s 42 1o 2014 0:4

In Review Set Status for %
Eligible 2014 19:47
Not Eligible Set Status To "Enter Reason for Status Change"
Successiul N Meet requirements| 2014 14:21

CCESS cw

Unsuccessful

2014 11:23
Withdrawn In Review /44 ' -
p B

Applied on Eligible

Not Eligible

Done "'T‘@

Status Change (Status of a Candidate)

Candidates

6. Select Menu > Recruiting & Onboarding > Candidates

7. Enter search criteria to narrow list of candidates; select Search.

8. Place a checkmark by the candidate(s) to modify and select Edit.

We're all about people. M
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9. Modify the desired data and select Done.

MNew Delete Apply Done

Y

—
Candidate Details | 9 f

+_ast Name| Jung] Employment Information

*First Name: Lee Prefarred Language:
Middle Name: Mentor: 3 [
Contact Information Requests []
Natification:

Address: | 124 Smith Street
Status Information

Candidate Status: |Rejected w
City:
MNotes: | Client Abuse
Province/State: | New Brunswick X v

ZIF/Postal:

Home # Access Information

Work #: *Email: | lee jung@amail.com

Mabile #:

*Password:

"J Setting the Candidate Status to Rejected will prevent their application from being visible to
hiring managers. This may be used when a candidate would never be considered for
employment.

Create Candidate

1. Select Menu > Recruiting & Onboarding > Candidate

2. Select New
3. Inthe Candidate Details section:

Enter the Last Name and First Name of the candidate.

Enter their Contact Information (if required).

Enter their Preferred Language (if applicable).

Place a check mark by Preferred Contact Method (if applicable).

Enter their Preferred Work City and Preferred Province/State (if applicable).
Select if they are Willing to Relocate.

Enter their Email address and Password.

@ hp o0 oo

We're all about people. m
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4. Select Apply.

4| New
Languages = Positions Applied To  Status History ‘;‘
+Last Name: Smith Vi g Candidate Preferences
*First Name: Jed Preferred Contact Language: | English
Middle Name Preferred Contact Method: ) Email
Contact Information (CPhone: | (506) 256-7468
Address: | 140 West 5th Strest Preferred Work City: | Fredericton
Preferred Province/State: | New Brunswick
City: | Fredericton Willing to Relocate: [7] __@
Province/State: | New Brunswick x> —_ Status Information
ZIP/Postal: | E2G4L2 ‘-“Jﬂ Candidate Status: |Registered
Home #: | (506) 526-8454 Notes:
Work #: | (506) 356-4526
Maobile #: | (506) 256-7483

Access Information

*Email: | jed smith@amail.com

*Password:

5. Inthe Positions Applied To section, select New.

a. Searchforand select the desired career posting.

for ranking purposes.

You can add additional information in the remaining sections:
a. Languages
b. Status History — display the effective date of any status changes.

7. Select Done.

Page |18

Apply Done
Ic
o X v
4]
A
e =.°© )
la|
/”;|

If there is an application form attached, the candidate will be required to login and complete

4 » MNew Delete Apply Dene
7
@ Search Mew
Job Posting Rankj}/ Status Applied On MNotes (F,/
Continuing Care Assistant, Part Time  88% Successful 18 Mar, 2011 @
and Casual, Halifax

Delete Candidate

1. Select Menu > Recruiting & Onboarding > Candidate.

2. Search for and select the desired candidate.

iTacit Quick Reference Guide
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3. Place a checkmark by the candidate and select Delete.

4. A confirmation pop-up appears select Yes.

P -
Last Name First Name City Name Pravince/State Fl_:?-f‘ts Notification
w

Email Address

Delete X|| tuior@gmail.com

vicconnell, Maite 92 ‘:/ Do you want to delete the selected Candidates? maite.mcconnell@gmail.cor
-

-

lontgomery, Isabelle 59 4_L__ s = sabelle.montgomery@gmail.com

Transition Candidate to Employee

1. Select Menu > Recruiting & Onboarding > Candidate or go to Menu > Recruiting & Onboarding >
Candidate Databank.

Messaging within a Career Posting

1. Select Menu > Recruiting & Onboarding > Career Postings.

2. Searchforand select the desired career posting.

3. Select the Messages button.

Send a message

1. Select New Conversation

Enter the topic of your message.

Enter the content of your message.

Select Add Recipients to choose who should receive the message.

Select Attach to add an attachment.

Select the calendar icon by Request that recipients read by to set a date when the
message must be read by.

Poon oo

2. Select Send.

We're all about people. M
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| a Re: Job Posting: Nurss Supenisor
All Current Candidate Review
B T UL A
I need to acton [0] ) = b
Hi James, /f-"'
Waiti Please review the candidates with the status of 'In Review', once you have completed your review we will begin scheduling
Wvaiting on 0] interviews. -
Daone [ 0] JFI
| have received |?_n=-—— Add Recipients = Shared with 1 person = Attsch =
| have sent _J'E Request that recipients read by: |29 apr2015 |3 .
Send Cancel \\LE_]
System Messages - =
- 25
The Archive

Reply to a message

4. Select Reply to all to reply to everyone in the distribution list or select Reply to NAME to reply only
to the individual that sent the message.

5. Enterthe content of your message.

6. Select Send.

New Conversation

s_ Jones, Paul Facilty Administrator Taday @ 2:04 pm
'; Candidate Review

All Gurrent

Ineedto acton [0}
Re: Career Posting: Nurse Supervisor
Waiting on (0] Hi James —
Done [ 0] /4 '
| have received [1] / Rzad More
ReplytoPaul » Replytoall « Archive = Shared with 1person = 1person has read this
I have sent [0} Hi Paul
The Archive

I have reviewed all the candidates with the status of In Review', please proceed with interviews for those five
[5—/,/ candidates.

J Thank you,
Jameg|
EL . .
__.\,.‘\ This message will be sent to Jones, Paul
Send Cancel

Create a Standard Question

Create questions that will be used in Standard Forms. Your Standard Question bank provides the ability
to reuse questions across multiple career postings.

1. Select Menu > Recruiting & Onboarding > Standard Questions.

2. Select New.
3. Select the desired question type:

a. Single Line Text: Questions which require a response in the form of short text.

b. Multiple Choice: Questions which require the selection of only one predefined answer
from multiple options.

We're all about people. M
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c. Muiltiple Select: Questions which require the selection of one or multiple predefined
answers.

Paragraph: Questions which require a response in the form of longer text.

Date: Questions which require a response in the form of a date.

Date and Time: Questions which require a response in the form of date and time.
Numeric: Questions which require a response in the form of a numeric value.

e "o a

4. Inthe Question section enter the desired question.

5. Inthe Classification section enter classification for the selected question, this allows you to
search for questions by a keyword.

6. Place a checkmarkin the box by Active.

7. Choose a predetermined permission group by selecting the dropdown option by Permissions.
a. To set permissions without a predetermined permission group select Change.
i. Search forthe desired Group, Business Unit, Job Classification, Role and/or
Employee.
ii. Select Add to be add your selection to the desired section.

iii. Select Who does this include? to view the names of employees included in the
desired section.
iv. Select X.

8. Select Apply.

{ » MHew Delete Apphy Done
Question Options -—‘w"‘/

B f

*Question

B 7 U S = |Paragraph ~ FontFamily ~ FontSizes ~ | A ~
X On & W == 66(x X O~

B~ | — L < & 2

|=
4

Area of interest:

~)

*Classification:
Area of interast

)
15)
Permissions:

w

\'x

g M—
Active: 6 F
|

i

Who can edit this standard question?

Change.

9. For Multiple Choice or Multiple Select questions select the Answer Options tab.

a. Select New.
b. Enter an answer option.
c. Select Apply.

We're all about people. m
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d. Repeat Steps a - cto create additional answer options.

10. Select Done.

MNew Delete Apply Dione

=2 o P @

MHew Delete
/__@ *Option
Management /I/
Clinical Therapy (OT, PT, Dietician, Recreation, Music, Social Work)
MNurse (Registered or Licensed)
Care Provider
Administrative (HR, Payroll, IT, Admin)

Maintenance

Support Services (Housekeeping, Laundry, Food Services)

Create a Standard Form

Once Standard Questions are created, they may be added to a standard form. This form may then be
used in Standard Applications. Like standard questions, standard forms may be copied and used across

career postings.

1. Select Menu > Recruiting & Onboarding > Standard Forms.
2. Select New.

a. Enterthe Form Title and Instructions.
Place a checkmark in the box by Active.
Choose a predetermined permission group by selecting the dropdown option by
Permissions.
d. To set permissions without a predetermined permission group select Change.
i. Search forthe desired Group, Business Unit, Job Classification, Role and/or
Employee.
ii. Select Add to be add your selection to the desired section.
iii. Select Who does this include? to view the names of employees included in the
desired section.
iv. SelectX.
e. Select Apply.

We're all about people.
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f. Select New > Section.
g. Enterthe Name and Narrative.
h. Place a checkmark in the box by Active.

3. Select Apply.

a. Select New > Copy Standard Question.
b. Search for and select the desired standard question from the list.

4. Repeat step 3to add additional questions to the form.

5. Select Done.

When copying a standard question all responses, desired %, weights, etc. will be automatically
populated. These can be edited by selecting the desired item and editing the question,
had weight, etc. However any changes are only reflected in the current form and will not be
changed in the template question.

Create a Standard Application

Application forms are created by combining standard forms and standard questions. Standard
Applications are then attached to Career Postings for evaluation purposes.

1. Select Menu > Recruiting & Onboarding > Standard Applications.

If you create a form following these steps it will not be able to be used again in another
application. If you want to reuse a form, it should be created in the Standard Forms area and
then copied into your application.

e

2. Select New.

Standard Application (One time only)

Enter the Name of the application.
Enter a Description if applicable.
Enter the Desired % if applicable.

Choose a predetermined permission group by selecting the dropdown option by
Permissions.

an oo

i. To set permissions without a predetermined permission group select Change.
ii. Search forthe desired Group, Business Unit, Job Classification, Role and/or
Employee.
iii. Select Add to be add your selection to the desired section.
iv. Select Who does this include? to view the names of employees included in the
desired section.

We're all about people.
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v. SelectX.
e. Place acheckmarkin the box by Active.

3. Select Apply.
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—
{ > MNew - Delete:
./ra—

*Name: ~

General Application

Please fill out this application to the best of your abilities.

Desired %:
60 _.__'-——-—-‘—{C—h

Permissions:

Active:
—_
=)

Who can edit this standard application?

Who can use this standard application in a career posting?

Description:

B 7 U & |= = = = |Paragraph ~ FontFamily ~ FontSizes
Xhoe B B =SES=é 4 LA T ) >
mHm~|— L BH|x ¥ ® s A

Apply Cancel Done

4. Select New > Form.

Enter the Form Title and Instructions.
Select Apply.

Select New > Section.

Enter the Name and Narrative.

Place a checkmark in the box by Active.
Select Apply.

@ "m0 oop T o

Select New > then choose your question type.

i. Copy Standard Question: to add existing question from list of standard questions
ii. Single Line Text: Questions which require a response in the form of short text.
iii. Multiple Choice: Questions which require the selection of only one predefined

answer from multiple options.

iTacit Quick Reference Guide
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Multiple Select: Questions which require the selection of one or multiple
predefined answers.

Paragraph: Questions which require a response in the form of longer text.

Date: Questions which require a response in the form of a date.

Date and Time: Questions which require a response in the form of date and time.
Numeric: Questions which require a response in the form of a numeric value.

h. Enter the details of your Question.
i. Toensure a candidate must answer a question place a checkmark in the box by Required.
j. Inthe Answer Options section select New.
i. Enterthe answer Options.
ii. Specify the Weight of each answer if applicable.

k. Select Apply.

5. Repeatsteps Cto K to create new sections.

6. Repeat steps G to K to create new questions.

7. Select Done.

[=lgeneral Application FK 7
" == BN .
EGenera\AppHcatlon 4 b New = Delete Apply Cancel Done
E Area of Interest
*Question:
Please identify your area of interest. B 7 U S |= = = = |Paragraph ~ FontFamily ~ FontSizes - i - A -
Elzaucaton 3 Xhed B =E|(==e6x X0
- | s
Please identify your highest level ... |h_L\ B — L <> | N [ = i34
EF‘HSN‘B' ! * Do you have any experience working with or helping seniors?
A clean criminal record is a condit...
EExpsnsn:s 4
Identify your years of experience ...
Required: Answers that are not required but have a score, are treated as a bonus
sk T (e
Describe what equipment you ha... Answer Options
=
Elcient centerea 1 L_l““—'-- New Delete
Do you have any experience wor... “Option i b Weight
Yes }
[i—L==w——
- No 0

Y) Select Preview at any time to view the application from the candidate’s perspective.

___ When it comes to scoring there are two question types that are scored in iTacit; these are

y) Multiple Choice and Multiple Select. A multiple choice question is scored out of the highest
possible score (highest weighted response option), and a Multiple Select question is scored
out of the total possible score (all response options added together).

iTacit Quick Reference Guide
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1) Anexample for a basic question with 2 response options:

Example Multiple Choice:
Response options: Yes =5, No =0
Total possible scoreis 5

Example Multiple Select:
Response options: Yes=5; No=5
Total possible score is 10

2) Anexample for a question with 3 response options:

Example Multiple Choice:

Response options: Beginner = o; Intermediate = 10; Advanced = 15
Total possible score is 15

Example Multiple Select:

Response options: Beginner = o; Intermediate = 10; Advanced = 15
Total possible score is 25

3) If you have a negative weight, this will lower the score:
Example Multiple Choice:
Response options: Yes =0; No = -5
Total possible scores is o
Example Multiple Select:

Response options: Beginner = -10; Intermediate = 10; Advanced = 15
Total possible score is 15

Standard Application - Copy Standard Form

1. Select New > Copy Standard Form.
2. Select the desired standard form.

When copying a standard form all questions, responses, desired %, weights, etc. will be
automatically populated. These can be edited by selecting the desired item and editing the

question, weight, etc. However any changes are only reflected in the current application and
will not be changed in the template form.

3. Select Done.

We're all about people. m
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Create an Activity Template

Activity Templates can be used to create a workflow for recruiting activities - from career posting
approval processes to candidate onboarding.

1. Select Menu > Recruiting & Onboarding > Activity Template.
2. Select New (for understanding recruiting activities see Appendix B on page 37)

a. Enterthe Name and Description.
Select the dropdown option by Category to select Task Category.

¢. Choose a predetermined permission group by selecting the dropdown option by
Permissions.

i. To set permissions without a predetermined permission group select Change.
ii. Search forthe desired Group, Business Unit, Job Classification, Role and/or
Employee.
iii. Select Add to be add your selection to the desired section.
iv. Select Who does this include? to view the names of employees included in the
desired section.
v. SelectX.

3. Select Apply.

{ > Mew Delete: Apply Done
h e
Template ?,,./,- )
B Jb
_Ja | /\j
*Name: =

Exitinterview —

Category: |Employee Management >
*Description:
Exit Interview
Permissions:
X|wv
Change...
Who can edit this activity template? Who does this include? HE]

o Human Resource Assistant

) Human Resource Coordinator

° Human Resource Manager

4. Select the Activities tab.

a. Enterthe Name of the activity.
b. Selectthe dropdown by Priority to set the priority level of the activity.

5. Select Apply.
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’) 4 New Delete Apply Done
Activities [l 1:} [l

Exit Interview Normal i » MNew Delete Apply Cancel

EIL_____ *Name: | Exit Interview

Instruction: | Fill out this exit interview

I
@_J“’-‘-&*Friorir-,-: Normal »

Dependant On: X

6. Select the Assignment/Ownership tab.

a. Assign the task to a Job Classification, Business Unit or Employee.
b. Assign ownership of the task by selecting the dropdown option by Employee.

7. Select the Documents tab.
Select New.
Enter a title for the document in What is in this document text box.

Select Browse to upload the desired document.

a
b.
C.
d. Select Done.

8. Select the Assessments tab.

a. Select New.
b. Selectthe desired assessment to add.

y) To add additional tasks to an activity, repeat step 8.

9. SelectDone.

New Delete Apply Done
p——
Activities (9F
Exit Interview Normal {1 r New Delete Apply Cancel
New Delete Action
[} Assessment
[ ExitInterview

Create Activity Template Permissions
Specific permissions are created which can be utilized when creating activities in the activity template. A
data bank of reusable permissions may be created here.

1. Select Menu > Recruiting & Onboarding > Activity Template Permissions.

2. Select New.

We're all about people. m
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a. Enter the Name of the permission group.
b. Search for the desired Group, Business Unit, Job Classification, Role and/or

Employee.

c. Select Add to be add your selection to the desired section.
d. Select Who does this include? to view the names of employees included in the desired

section.

e. Place acheckmarkin the box by Active.

3. Select Done.

If you accidentally add the wrong individual or group(s) select the individual or group then

select Remove.

Activity Template Permissions

\’E,E\

*Name: | Human Resources Management

Active: ]
ad
Group

Business Unit

X v
Job Classification

X W
Role

X v
Employes

X W

)

Permissions .

Add ==

Remove

Add ==

Remove

Add ==

Remove

MNew Delete Apply Done
iy
BF

Who can edit this activity template? Who does this include?

@  HumanResource Manager

0%

Who can use this activity template? Whao does this include?

£ Human Resource Assistant
£ Human Resource Coordinator

£ Human Resource Manager

Who can analyze assessment results created from this activity Whao does this include?
template?

@  HumanResource Manager

o Human Resources Pariner

£ Human Resources Vice
President

Create Activity Categories

1. Select Menu > Recruiting & Onboarding > Activity Categories.

2. Select New.

a. Enterthe Name of the category.

iTacit Quick Reference Guide
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b. Select the dropdown option by Sub Category to select an additional category.

c. Enterthe Display Order.
d. Place a checkmarkin the box by Active.

3. Select Done.

Task Category

B

*Name: | External Front Line - Intake
Sub Category of:

*Display Crder: 31 )
d ¥ "'-'—c_—._\_hlg

= Active:

@\ X

Apply Done

vl f-”@

iTacit Quick Reference Guide
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Create Recruiting Assessments

1.

2. Select New.

an oo

Select Menu > Recruiting & Onboarding > Recruiting Assessments.

Enter the Title of the assessment.
Enter an Introduction if applicable.
Entered the Desired % if applicable.

Permissions.

3. Select Apply.

Page |31

Choose a predetermined permission group by selecting the dropdown option by

To set permissions without a predetermined permission group select Change.
Search for the desired Group, Business Unit, Job Classification, Role and/or

Employee.
iii. Select Add to be add your selection to the desired section.
iv. Select X.
4 MNew - Delete Apply Cancel Done
,.'_:.Ja =

*Title: /:] @__r

Candidate Questionnaire

Introduction:

B J7 U S |= = = = |Paragraph ~ FontFamily + FontSizes

A~ A~

XD & B =EEsE=66x X0

Br|— LB |4 0|55 L

Thank you for showing an interest in our company.

‘We are committed to fostering positive relationships with employees through respect, enhanced
communication and the promotion of a healthy work life balance. We believe that competent and
caring employees are the foundation of our organization

‘We offer rewarding part-time and full-time career opportunities in each of our facility locations
throughout the Maritimes. Please take a moment to complete the following survey by chosing the

Desired %: _
0 _._—jJ:_:_j

-

Permissions:

Who can edit this assessment?

4. Select New > Form.

a. Enterthe Title of the form
b. Enterthe Instructions if applicable.

5. Select Apply.

6. Select New > Section.

iTacit Quick Reference Guide
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a. Enterthe Title of the section.
b. Enterthe Narrative if applicable.

7. Select Apply.

8. Select New > then choose your question type.
i. Single Line Text: Questions which require a response in the form of short text.
ii. Multiple Choice: Questions which require the selection of only one predefined
answer from multiple options.
iii. Multiple Select: Questions which require the selection of one or multiple
predefined answers.
iv. Paragraph: Questions which require a response in the form of longer text.
v. Date: Questions which require a response in the form of a date.
vi. Date and Time: Questions which require a response in the form of date and
time.
vii. Numeric: Questions which require a response in the form of a numeric value.

a. Enterthe details of your question in the Text box.

When it comes to scoring there are two question types that are scored in iTacit; these are Multiple
Choice and Multiple Select.

In the Value section select New.

Enter the Answer Value.

Specify the Value of each answer if applicable.

Repeat Step 8 to create additional questions.

Repeat Steps 6 — 8 to create additional sections within the assessment.

me o0 o

9. Select Done.

Answers that are not required but have a score are treated as a bonus question.

Create Recruiting Assessment Permissions

1. Select Menu > Recruiting & Onboarding > Recruiting Assessment Permissions.

2. Select New.

Q

Enter the Name of the permission group.

b. Search for the desired Group, Business Unit, Job Classification, Role and/or
Employee.

c. Select Add to be add your selection to the desired section.

d. Select Who does this include? to view the names of employees included in the desired
section.

e. Place a checkmarkin the box by Active.

We're all about people.
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3. Select Done.
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5,) If you accidentally add the wrong individual or group(s) select the individual or group then

select Remove.

Recruiting Assessment Permissions

4 ) =
_-a
e
*Name: |Human Resources Assessment Permissions

Active: —_

X v
Business Unit

X v

|’H‘L—:=~"'

Job Classification J

X v
Role

X v
Employes

X v

Permissions \@_] c
Group

Add ==

Remove

Add >=

Remove

%
New Delete Apply Done
BF
g—)\

Who can edit this assessment? Who does this include?

£ Human Resource Assistant

) Human Resource Coordinator

£ Human Resource Manager
Who can use this assessment when creating a Recruiting Who does this include?
Template?

) Human Resource Assistant

] Human Resource Coordinator

£ Human Resource Manager

Candidate recruiting configuration

1. Select Menu > Recruiting & Onboarding > Candidate Recruiting Configurations.

2. Select New.

External Career Centre

a. Selectthe dropdown option by System.
b. Select the dropdown option to choose Who is the contact for any career posting

inquiries.

c. Place a checkmark by Send a message to a candidate when they create a profile.

3. Select Done.

\’,J If there is no career posting chosen the general application link will not be displayed.

G Ifthereis no contact chosen the Need Assistance link will not be displayed.

iTacit Quick Reference Guide
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4 | 2 MNew Apply Done

/
p
e CF

.
@)

‘Which assessment is to be used for the candidate survey?
K ow __fl b I
Naote: if there is no assessment chosen the candidate surv ey will not be o‘-’c,c-'a',-ed.

“System

Which career posting is to be used for the general applications? _Ja
—C
X v |

not be displayed.

Whao is the contact for any career posting inguiries? f
x|+ —=d

Note. if there fs no contact chosen the Weed Assistance’fink v

not be displayed.

Mew candidate profile welcome message:

B 7 US Paragraph = FontFamiy - FontSizes ~ A ~ A ~
XMoo w& | H = 66 S RAME O O~

Br —LEx X QO &H

c'_;‘_;j@

Naote: this message will be displayed in the external career centre when a candidate creates a profile for the first time.

[7] Send a message to a candidate when they create a profile i_—@

Internal Career Centre

4. Select New.

a. Selectthe dropdown option by System.

b. Select the dropdown option to choose Which career posting is to be used for general
applications.

c. Enterthe number of days to Allow recruiter access to employee candidates.

5. Select Done.

4 » New Apply Done

EF

‘Which career posting is to be used for the general applications? Ip i
KW —

Note: ifthere is no career posting chosen the general application link will not be displayed.

Allow recruiter access to employee candidates for: 10| days ———— JC
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Appendix A
Visibility
Career Posting | MyOpen | External/
Configuration Career Internal
Career Posting Manual Business Automated Screen Postings Career
Status Rule Business Rule Centres
(for those with (for those
edit access) with review | (Candidates/
access)
Employees)
Draft - Career When this status is N/A —the system will Yes No No
postings are selected, the career not automatically
automatically posting is not posted | update this status or
saved with this to the website. do anything based
status if the on a Posted On date
status is not or Expires On date.
updated.
Under Review When this status is N/A —the system will Yes Yes No
selected, the career not automatically
posting is not posted | update this status or
to the website. do anything based
on a Posted On date
or Expires On date.
Ready To Be When this status is If a Posted On date is Yes Yes No
Published selected, and a added, the career

Posted On date is
entered, an
automated process is
triggered (see
Automated Business
Rule).

Note: Career Postings
with a null or
backdated Posted On
date with this status
will also be
automatically
published. To
backdate a career
posting and not have
it published, a

posting will be
automatically
published on the
date entered.

If a Posted On date is
entered, the career
posting will be
published at 0o:01 on
the Posted On date
and the career
posting status will be
changed to
Published to
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Removed from Website.
Website, Posting
Closed, or Posting
Cancelled status may
be used.
Removed from When this status is N/A —the system will Yes Yes No
Website selected, the career not automatically
posting is removed update this status or
from the website. do anything based
on a Posted On date
or Expires On date.
Interviews in When this status is N/A —the system will Yes Yes No
Progress selected, the career not automatically
posting is not posted | update this status or
to the website. do anything based
on a Posted On date
or Expires On date.
Posting Closed When this status is N/A —the system will Yes No No
selected, the career not automatically
posting is not posted | update this status or
to the website. do anything based
on a Posted On date
or Expires On date.
Posting When this status is N/A —the system will Yes No No
Cancelled selected, the career not automatically
posting is not posted | update this status or
to the website. do anything based
on a Posted On date
or Expires On date.
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