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1. Introduction

Welcome to the ALTs Recruit’s (The Next Gen Recruitment Solution) orientation. This orientation is
designed for major stakeholders who are responsible for using the system via different roles.
Throughout this user guide we will be covering things like terms and concepts, going over the user
experience.

The majority of this guide will take a look at the end views of process and the configuration
decisions that are going to come up in your system usage.

recruit

The Next Gen Recruitment Solution
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Customer Specific

Pin-Code level Search on Application Tracking
Jobs & Profiles Assessments
|
- s C
Video Interviewing Collaboration with Candidates Social Recruiting — Facebook
and Vendors & Twitter

2. Who is the Audience?

This orientation is designed for the major stakeholders who are responsible for using the system.
These stakeholders will majorly include — Recruiters, Delivery Manager, HR Team and CXOs.

3. Recruitment Process for HCLI

Below is the overall high level process flow that is followed at HCLI on ALT Recruit from raising a
requisition till candidate’s joining. The process assists the users to keep a track of the candidate
pipeline and help in evaluating recruiter’s performance at each stage. The process also assists in
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reducing the administrative work currently being done by the recruiters WRT maintaining of data in

offline excel sheets.

1

HCLI Workflow.jpg

Recruitment Process @ HCL Infosystems

Hiring Manager

Manager

L2

BU HR Head

Reauiting Lead

4. ALT Recruit Workflow
a. Raising a Requisition

Logging in - All grades P3 and above and X5 and X6 have been given a default
access for the role of a hiring manager. The hiring manager needs to login to the
below mentioned URL https:\\hrmypal.peoplestrong.com with the standard
USER Name and Password.
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| Login
USERNANE

PASSWORD

| Forgot password?
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PAYROLL

Login the portal with
your user ID and
password.

REIMBURSEMENT HELPDESK Bxm

Important Links

User Guides & Supporting Forms

I Requisition Creation Walkthrough I

My

Yo

Click on hiring tab to raise a
requisition

\

Voice over for hiring managers —_
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My Requisitions

REQUISITION STATUS COUNT

Pending Hiring Manager Review

Pending Interview 1

Pending Interview 2

Pending Interview 3
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Home Page — On logging in the hiring manager needs to click on the “Hiring” tab
on the top for raising a new requisition. The hiring manager can also access the
voice over guide prepared to assist them while raising the requisition.

. Dummy ALT User
Last Login : 05 Mar 2015, 12:14

Events

[ MARCH 2015 [

SU MO TU WE TH FR SA

12 3 o4 s

Birthdays - Mar 06

Prashant Kumar Pandey (40968)
Hema Rani (15779) o
Neeraj . (11003928)

Siva Prasad V (11005470)

(-]~ ]

Joining Anniversaries - Mar 06

Sachin Sharma (14136) 7

Hiring Home Page — On the left side of the hiring home page the page is divided
into 2 sub sections: Employee Self Service and Manager Self Service. Under
Employee service one can check Jobs posted for employee referral, applicants
against the same (in-case referred), jobs posted for Internal job posting and
openings against which the individual would have applied. Under Manager Self
Service the hiring managers have an option to check/ view all the applicants
against the jobs raised by them, requisitions raised by the hiring manager,
reports & dashboards and option to create a new requisition.
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Hc. . Dummy ALT User

Last Login : 05 Mar 2015, 12:14

HOME PROFILE HIRING PAYROLL REIMBURSEMENT HELPDESK EXIT

Self Service Referral Jobs 211
JOB TITLE ¥ JOB CODE ¥ LOCATION ¥ GRADE % OPENINGS ¥ ACTION
MY REFERRALS
INTERNAL JOB POSTING No records found
MY APPLIED JOBS \
— Employee Self Service
APPLICANTS

MY REQUISITION

MANAGER REPORTS \

NEW REQUISITION Manager Self Service

DASHBOARD

APPROVAL STATUS

iv. Raising a new requisition — On clicking the “New Requisition” tab under
manager self-service, a blank requisition form opens up for the hiring manager
to complete. All fields marked with “*” are mandatory and have to be
mandatorily filled. The system is also enabled with search functionality for every
field which has a drop down/ multiple values in it.

Ff<”TE Pre-defined requisition template [l ooy LT User

Last Login : 06 Mar 2015, 16:15

HOME PROFILE HIRING PAYROLL REIMBURSEMENT HELPDESK EXIT

Self Service
P REFERRAL Please Selecta Job Template Choose - Requisition form tO be fi”ed

MY REFERRALS
INTERNAL JOB POSTING NEW REQUISITION
MY APPLIED JOBS
JOBTITLE" NO. OF OPENINGS *
Manager Self Service PINCODE * Select Location ry &Lf;‘;ﬁf Rs v Min. |To|Max. | Thd =
APPLICANTS ORGANIZATION UNIT * Select Qrganisation Unit p GRADE* Choose -
MY REQUISITION INDUSTRY * Select Industry FUNCTIONAL AREA * Choose -
ROLE * Choose - MIN QUALIFICATION * Select Min Qualification
SKILLS * Select Skills Eﬁ;&;‘;’fc‘; Min - | Max -
DASHBOARD REQUISITION TYPE Choose -
APPROVAL STATUS HIRING MANAGER * Dummy ALT User-ALT123 INTERVIEW PANEL " Select Interview Panel
START DATE " 06 Mar, 2015 CLOSING DATE* Select Closing Date
NEW reqUiSition tab COMPETENCY LEVEL Choose - PROJECT NAME "
I WBS NO* EMPLOYMENT TYPE Choose -
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HOME  PROFILE MGG
Self Service

EMP REFERRAL

MY REFERRALS

INTERNAL JOB POSTING

PAYROLL

Please Select a Job Template

REIMBURSEMENT

HELPDESK EXIT

Choose

Define behavioral and technical

NEW REQUISITION

assessment (if required)

. Dummy ALT User
Last Login : 06 Mar 2015, 16:15

MY APPLIED JOBS
JOBTITLE * NO. OF OPENINGS *
Manager Self Service PINCODE * Select Locali r CTC RANGE Rs| ~ || Min ol Ma Tho =
B {per annum) *
APPLICANTS
pr— 1. Check on the no. of applicants against the requisitions
2. Report templates
NEW REQUISITION .
3. Live dashboards
APPROVAL STATUS HIRING MANAGER * Dummy ALT User-ALT123 INTERVIEW PANEL * Select Interview Panef
START DATE* 06 Mar, 2015 CLOSING DATE * Select Closing Date
COMPETENCY LEVEL Choose - PROJECT NAME *
WBS NO* EMPLOYMENT TYPE Choose -
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HOME

PROFILE

HIRING

Text area to copy paste
job description from any
existing template or
typing it afresh.

PAYROLL

NOTE:

REIMBURSEMENT

SUB EMPLOYMENT TYPE *

JOB DESCRIPTION *

Upload any requirement document

HELPDESK

EXIT

UPLOADADDITIONALDOCUMENTS + Choose

Choose =

I U abe x, X T-1FH-Tg B L =
[ & &«

| =

Only doc,docx,rif b pdf xls xIsx are supported. File size can not be more than 2 MB

. Dummy ALT User
Last Login : 06 Mar 2015, 16:15

SAVE ﬁ CANCEL

Option to save, submit or cancel the requisition

v. Requisition Approval — Once the requisition is submitted it follows a 2 level
approval before getting assigned to a recruiting lead. Approver 1 is the L2
manager for the hiring manager (L2 manager here is referred to Reporting
Manager’s Manager). Approver 2 is the BU HR Head based on the Company
code or a combination of company code & LOB. The approvers also have an
option to reject the requisition, in-case the details filled in by the hiring manager
are in-appropriate. In this situation, the workflow again goes back to the hiring
manager for editing and on re-submission the approval workflow needs to
happen again.
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Hc. .nummynuuw

Mo
o [P ——
REQUISITION APPROVAL -
B Requisition details
P P q
SKILLS® Snciosmop EXPERIENCE Favews
o

W need fo hire people good in gheleshieg version G52

0B DESCRIPTION *

Approve/ Reject
option

HoTe: Oty dos doc it et p s ssx are supparted Flle €22 can ot bmare in 2 WS

Approval/ Rejection comments

Comment:

b. Candidate Processing
i. Assigning the requisition to Lead Recruiter — The Approver 2 while validating the
requisition also has an option to map the requisition to a Lead Recruiter. In-case
the lead recruiter is not mapped, the default recruiter mapped to the company
code or “company code + LOB” mapping” receive the requisition to process.

K Wwiscron

LastLogin - 25 Fen 2015, 1024

CCVCNl PROFILE  HRIS  HIRING  PAYROLL  REMBURSEMENT  HELPDESK  EXT

Jo0B TMLE* HO. OF OPENINGS * 1 =
PINCODE* CTC RANGE Re4055LEN
ORGANIZATION UNIT = GRADE® =t
INDUSTRY~ m FUNCTIONAL AREA * m
RoLE* System Administator MIN GUALIFICATION * ke =
. Exchange server, Actve Direciory, Windows Senver EXPERIENCE .
SHILLS S e uEH Fsves
REQUISITION TVPE New
HIRING MANAGER * Aotishek R2jput-11004358 INTERVIEW PANEL * Aotishek Rojput- 11004355
STARTDATE" 17080, 2014 GLOSNGDATE® 3100201
COMPETENGY LEVEL ) PROJECT NAME® moc
wasno* MoT13001 EMPLOYMENT TYPE Bermansnt
SUBEMPLOYMENTTYPE  £OB UPLOADADDITIONALDOCUMENTS 4 Chiooss
Administration of S Exchenge, mailbox administration, Blackberry and Office Communication &

server administration
2.nstall, secure, maintain, troubleshoot, administer, manage users and upgrads Micrasoft
108 DESCRITIC nduding Exchange mail stores
£ nderstanging of SMITP constructs and

Bhumika Sisot
Bipin Lipadhayay-
Ekta Bhardwai 83
P

* tein developing and maintaining backup and recovery procedures and

the technical i g g2 in platform design p -
| ] 4

supporian Flle 528 3 10t DS More FAN2 NS,

Selection of Lead Recruiter

LT g =
Wanagen) P
‘Commant (Roquisition Approval-BU HEAD): %

Comment: * | =

ii. Recruiter’s login page — For recruiters, they need to click on the URL:
“https:\\hclirecruit.peoplestrong.com”. On clicking the URL, the recruiter needs
to enter the USER ID and Password to login in the system
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 Login to Hired ‘

USERNAME
ALT127

| User needs to enter the User ID and

Password

Forgot password?
Remember me

Powerad by
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Waiting for helirecruit peoplestrong.com..

iii. Recruiter’s home page — On logging in the system, the recruiter sees the below
screen. The screen has a menu bar on the top and a quick snapshot of planned
interviews on the right. There are 2 dashboards also available for the recruiters/
lead recruiter. The first one “Org unit wise requisitions” will assist in keeping a
track on the demand universe and no. of offers and joiners against the same.
The second one “funnel chart” gives a view of % of candidates available at each
stage across the candidate funnel. This chart gives an org. wide view of the
candidates under processing across all stages.

HcL ‘ Menu Bar o L Kalinohi Jamial

CANDIDATES ~ VENDORS  INTERVIEWS  REPORTS

Useful Links Calendar
Org Unit Wise Requisitions.
o

Org Unit Requisitions  Openings  Remaining Positions Interview  Offer  Joined Dashboard 1 wowo Tu we TH mRsa
ADMINISTRATION ] ] 0

12 3 4 s
ADMINISTRATION ] ] 0 P T

SYSTEM o 0 2
reemtTion — 2 1 0 0 0 15 16 17 18 19 W o

Scheduled Interviews

e —— Ho records found

More.

Dashboard 2

Interview calendar g
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Jobs Page — On clicking the jobs tab on the top menu, the recruiter will be able
to see all the assigned jobs. There are other options available for the recruiter
on the left side pane to check on the active jobs/ un-active jobs. The recruiting
lead has an option to check the jobs assigned to the recruiters by click on the
recruiter jobs. There is also an option given to the recruiter/ lead recruiter to
add more columns/ demand parameters in the view grid on the page. The lead
recruiter can also put the requisition on hold, un-hold the hold requisition,
export the grid view in excel. The recruiter can also perform a search on the grid
parameters available.

Search option =

FACL

HOME  WORKSPACE [ENGCMN  CANDIDATES

o | & Kalindhi Jamwal
-

JOBUIST

NEW TEMPLATE

TEMPLATE LIST

ACTIVE JOBS

ko

INACTIVE JOBS

RECRUITER JOBS

»
F
&
5

*a * *p *E
F

NOIDA-FUNCTIONAL  Softvare Enginesr

test job

Configure the job
view, hold/ un-
hold job, export to

cL ADMINISTRATION Desktop Al Urb: excel
Left menu _ Check HOLISMY :iﬁ; NOKI A-DEVICE>NOIDA>GENERAL Sakes manager Dummy ALT User-ALT Mar:
On aCtive/ in‘ ®  HOUT/iOSR2 '::;:’ TomAEES ke T are-ALT! Ur
active jobs - ' Job Grid view
T TEaTen (R P
& 2014 PeopiSirang HR Services vl Lid recruit
v. Candidate’s Page — On clicking on the candidate’s tab the user will be able to

see the complete list of candidates in the ALT Recruit database. On clicking on
the icon on the left side of the candidate name; the user can check the list of
demands against which the candidate is attached/ in process and can
accordingly take action to proceed ahead. This gives the user a view on the
candidate history and also helps in validating with its peers on processing the
candidate. Like the jobs page, the user can customize the grid by selecting the
columns. The user can also do a search on the output fields. The user also has
an option on the top right to select the candidate and add the candidate to a
specific position to process.

Search option
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HCL o | £ Kalindhi Jamwal
-
HOME WORKSPACE Joas 'CANDIDATES

(CANDIDATE LIST Wiews a1 LAF:] I Select Columns. MILICAE SN I
NEW CANDIDATE & Candidate Name 2 Primary Email

<Industry

LEADS

EULK PARSING

Link2akhig@gmail.com
PARSED CANDIDATES

883 anuj@gmail.com
MY APPLICANTS

rajui5. chote@gmail com

ja@redifmail. com

@gmail.com

@gmail com

grid to excel

@ ARUNTHOMAS

Option to select column,
attach a candidate to
requisition and export the

© Bukparsed 4 Duplicate

Applied Joboode

oy s Job Grid view T reciuit

vi. Interviews Page — On clicking the interviews tab, the recruiter/ lead recruiter
will be able to see all the candidates which are at interview scheduled stage
wherein the interview date and time has passed or yet to be conducted.

l o [ o= &= o e s
&

HOME  WORKSPACE  JOBS

0
SCHEDULED

Menu to search for Scheduled candidate grid
completed/ scheduled
interviews

APPLICANT LIST

Applicant Name & Mobile & Position & Start Time ¢ End Time & Interview Type & Status &

2314 Secpresiong 1R Sevess B L recruit

vii. Adding a new candidate — Under the candidates tab, the recruiter/ lead
recruiter has an option to add a new candidate in the system. A candidate can
be uploaded either via resume parsing or via manually adding the details of the
candidate in the system. The recruiter needs to click on “Parse Resume” icon
and browse the candidate resume. Once the resume is uploaded, the system
parses the candidates details and the fields on the left side are auto filled based
on the resume uploaded. The details which are not auto filled needs to be

alt
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added manually by the recruiter. Any resume parser in general has an accuracy
range from 0% to 80% based on the resume format. Once the candidate is
added, it starts reflecting in the candidate data base grid.

The system also gives you an option to add candidates in bulk for parsing.
However once the candidates are parsed in bulk, the same needs to be
reviewed by the recruiter before it is added against any particular demand.

o £ Kalindni Jamwal
-

HOME  WORKSPACE  JoBS [ESCULINNMN VENDORS  INTERVIEWS  REPORTS

Views : | Al
NEW CANDIDATE ¢ Candidate Name

BULK PARSING

PARSED CANDIDATES

Click on this tab to add a new
candidate in the system

@ ARUNTHOMAS

]

© GBukpsrsed g Duplicate

=& Select Columns ™ gl |E

&Primary Email Mobile: SExperience Industry &Location

inkar@gmail com

Lini gmail com
ui@gmail com
rajuls.chote@gmail.com

mail.com

fhee@gmail com

imohammed 128D@gmail com

ahos.com

gaurav_

arun. netgesk@gmail.com

= Applied Jobcode

© 2014 Reopras oy HR Sarvices P L.
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o Kalindni Jamwal
-

HOME  WORKSPACE  JoBs [EPCUGIVUZNN VENDORS  INTERVIEWS  REPORTS

New Candidate

WORK || EDUCATION

CANDIDATE SODE
FIRSTHAME:

LASTNAME

MOELEND.

oo [Pl |

Click here to browse resume

To check both text view and for resume parsing

HTML view of the resume

Candidate details grid — 4

©2014 PaopieSirong HR Services VL LiL

Personal/ Work/ Education

g recruit
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viii. Lead — The system has a feature of generating leads and converting them to
candidates as and when required. Leads are also shown against any particular
demand. Any candidates once applied via career portal or ER portal or IJP enters
the system as a lead. The recruiter is then expected to view the lead; check the
suitability and accordingly add the same as a candidate if the workflow needs to
be processed for the same.

ix. Editing a requisition — The recruiting lead can any point in time edit a requisition
to edit the job details, view the applicants against it, post the requisition to
vendors, 1JP and Employee referral, and assign it to multiple recruiters. There is
list of icons along with description present at the bottom of the page which
symbolize different actions on the requisition.

FNCL o g v
-
HoME  woRsPACE [NSEEMM CANDIDATES  VENDORS  INTERVIEWS  REPORTS
JOB UST Select Columns. o nlxw 1 more -

NEW TEMPLATE 2 Job Code < ORGANIZATIONUNIT ¢ JOBTITLE < HIRINGMANAGER $LOCATION

TEMPLATE LIST

ACTIVE JOBS

INACTIVE JOBS

RECRUITER JOBS ®  HCUTi1188

Different actions that can be

performed on a demand

> Icon legend

& Mew Requisition & Confidential # PostedonlP o Posted on Candidate Portal &  Posted on Employee Referral 4  Assigned to Recruiter
@ Mot Assignedto Recruiter »  Posted to Vendor

©2014 PaopreSong MR Sarvices P L recr

X. Workspace — This is the tab wherein the recruiter needs to work on the
candidate workflow. The recruiter will have a view on all the jobs and the
applicants against the same. On clicking the job, the applicants against that job
will be displayed on the lower half of the page. The recruiters can then, select
the candidate and update the candidate status to appropriate candidate status.
Multiple candidates can also be selected if they have same status and stage. The
recruiter here also has an option to attach the candidate to another job if
required.

2alt
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AL

ﬂ WORKSPACE CANDIDATES ~ VENDORS  INTERVIEWS  REPORTS
View: | My Jobs - @ |_|
Job Cone & Job Title & city ¢ Organization Unit & Openings © Target Date & status & Resumes ¢ Leads &
GavtamBuddha  SIODRESEARCH AND g
e Softvare £ Nagar-Noi DEVELOPMENT>SOLUTIONS-RESEARGH AND 3 open s 0
£t DEVELOFMENT-JAIFLR
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HOLTIT 168 test Estate Gurgaon- >ADMINISTRATION on ol ] 0
S300-5YSTEM
HousE Softvare Eng INTEGRATION-TELECOMSNOIDA>FUNCTIONAL 3 open ] 0
SUPPORT
HOLTUI11073 ezt >FINACSSOLUTIONS-FINAG Open 2 0
w1 2] [w]m] [ ¥
Aiacoio e | o
Candicate Name & Email & Wokile & Job Code & Stage & Status & C d d d . L.
Vinest Sarchs - APP 101143057 1157 4| vineetsaroha@gmai.com 910000100288 HOUSET1ET Interview 1
Shothna Bansrg] Singh - APP1011483421 187 (4| singh dakshoesp@gmaii.com HoUsE e Joining
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©2014 PaopreSong MR Sarvices P LA
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0 T Kalindhi Jamwal
-

m [[GERET JoBS  CANDIDATES ~ VENDORS  INTERVIEWS  REPORTS

My Jobs v ®
Job Code & Job Title & City & Organization Unit & Openings & Target Date Status & Resumes & Leads &
Gautam Buddha 33D0>RESEARCH AND
DEVELOPMENT>SOLUTIONS-RESEARCH AND 3 Open 4 0
d h 301 DEVELOPMENT=JAIPUR
Icon to update status or attacha - .
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30 SUPPORT ‘Attach To Other Job H
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RPNRISE B - to another requisition
Attach to other job Update Status
Email & Mobile & Job Code & Status &
Desktop - HCUDV11053
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Candidate tracking — Once the candidate is filed to a requisition, it by default

comes at Screening Pending stage. The candidate tracking happens with a

combination of Stage and Status. We have multiple stages and statuses

configured for HCLI. The stages are configured in a loose structure which implies

that one can move from stage A to Stage C in-case there is no need of stage B.

However the recruiting lead/ BU HR Head need to take the responsibility for

ensuring compliance in the candidate pipeline.

Stages/ Statuses configured for HCLI are

a. Screenin

Pending — this is the default stage that a candidate
comes up once it is attached against a requisition.
Screened — this confirms that the candidate has been
selected in the screening round by the recruiter.
Rejected — this means that the candidate is rejected in
the screening round.

b. Hiring Manager Review

Pending — the candidate has been shared with the
delivery organization to review and confirm. Once the
status is changed to pending, the candidate starts
reflecting in the hiring manager logon for rejection/
shortlisting. There is also an option given to the
recruiter to send an email to the hiring manager to
intimate them about the candidates.

Shortlisted — this stage is changed by the delivery
organization if they fine the resume to be suiting their
requirements

Rejected — candidate has been rejected by the delivery
organization

c. Interview 1

Pending — candidate is pending to be scheduled for
interview

Schedule — candidate has been scheduled for interview.
Once scheduled, the system asks the recruiter to enter
the start date and time and end date and time for the
interview. The recruiter also needs to mention the
venue and hiring manager’s name for the interview.
Once these details have been added, the system sends
an email to both the hiring manager and candidate
confirming on the interview details. There is also a



iv.
V.
vi.
vii.
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calendar which goes to both the hiring manager and
candidate blocking their time slots.

Re-schedule — candidate was initially scheduled but due
to some constraints had to be re-scheduled. Once
scheduled, the system asks the recruiter to enter the
start date and time and end date and time for the
interview. The recruiter also needs to mention the
venue and hiring manager’s name for the interview.
Once these details have been added, the system sends
an email to both the hiring manager and candidate
confirming on the interview details. There is also a
calendar which goes to both the hiring manager and
candidate blocking their time slots.

In progress — candidate interview is in progress
Qualified — candidate has been selected in the Interview
Rejected — candidate has been rejected in the interview
No Show — candidate did not turn up for the interview

d. Interview 2

Pending — candidate is pending to be scheduled for
interview

Schedule — candidate has been scheduled for interview.
Once scheduled, the system asks the recruiter to enter
the start date and time and end date and time for the
interview. The recruiter also needs to mention the
venue and hiring manager’s name for the interview.
Once these details have been added, the system sends
an email to both the hiring manager and candidate
confirming on the interview details. There is also a
calendar which goes to both the hiring manager and
candidate blocking their time slots.

Re-schedule — candidate was initially scheduled but due
to some constraints had to be re-scheduled. Once
scheduled, the system asks the recruiter to enter the
start date and time and end date and time for the
interview. The recruiter also needs to mention the
venue and hiring manager’s name for the interview.
Once these details have been added, the system sends
an email to both the hiring manager and candidate
confirming on the interview details. There is also a
calendar which goes to both the hiring manager and
candidate blocking their time slots.

In progress — candidate interview is in progress
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Qualified — candidate has been selected in the Interview
Rejected — candidate has been rejected in the interview
No Show — candidate did not turn up for the interview

e. Interview 3

iv.
V.
vi.
vii.

Pending — candidate is pending to be scheduled for
interview

Schedule — candidate has been scheduled for interview.
Once scheduled, the system asks the recruiter to enter
the start date and time and end date and time for the
interview. The recruiter also needs to mention the
venue and hiring manager’s name for the interview.
Once these details have been added, the system sends
an email to both the hiring manager and candidate
confirming on the interview details. There is also a
calendar which goes to both the hiring manager and
candidate blocking their time slots.

Re-schedule — candidate was initially scheduled but due
to some constraints had to be re-scheduled. Once
scheduled, the system asks the recruiter to enter the
start date and time and end date and time for the
interview. The recruiter also needs to mention the
venue and hiring manager’s name for the interview.
Once these details have been added, the system sends
an email to both the hiring manager and candidate
confirming on the interview details. There is also a
calendar which goes to both the hiring manager and
candidate blocking their time slots.

In progress — candidate interview is in progress
Qualified — candidate has been selected in the Interview
Rejected — candidate has been rejected in the interview
No Show — candidate did not turn up for the interview

f.  HR Assessment

Pending — candidate is pending for HR discussion

Schedule — candidate has been scheduled for HR
discussion. Once scheduled, the system asks the
recruiter to enter the start date and time and end date
and time for the interview. The recruiter also needs to
mention the venue and hiring manager’s name for the
interview. Once these details have been added, the
system sends an email to both the hiring manager and
candidate confirming on the interview details. There is
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also a calendar which goes to both the hiring manager
and candidate blocking their time slots.

Re-schedule — candidate was initially scheduled but due
to some constraints had to be re-scheduled. Once
scheduled, the system asks the recruiter to enter the
start date and time and end date and time for the
interview. The recruiter also needs to mention the
venue and hiring manager’s name for the interview.
Once these details have been added, the system sends
an email to both the hiring manager and candidate
confirming on the interview details. There is also a
calendar which goes to both the hiring manager and
candidate blocking their time slots.

Qualified — candidate has been shortlisted post HR
discussion

Rejected — candidate has been rejected in the HR
discussion

No Show — candidate did not turn up for the HR
discussion

Offer Pending — candidate is pending for offer release
with the shared services team. The existing process of
releasing process is followed by the recruiter.

Offer Made — once the offer is sent by the shared
services team, a copy of the same is also shared with
the recruiter. The recruiter then needs to upload the
offer letter in the system and mention the date of the
offer, Grade, Competency and COG/ NON COG.

Offer Accepted — On changing the status to offer
accepted, the recruiter needs to mention the expected
joining date and can also upload the proof of
acceptance shared by the candidate.

Drop — candidate offer has been dropped by the
employer

Rejected — candidate has rejected the offer shared by
the employer

Join — on changing the status to join, the recruiter needs
to enter the actual date of joining along with the
employee code of the candidate who is joining the
employer.
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Rejected — candidate has rejected the offer post
acceptance. This is ideally knows as Renege.

Recruiter needs to select the candidate by clicking on the check box on the

extreme left side of the candidate record and click on “Update status” to update

the status of the candidate. At every stage/ status, the recruiter has an option to

upload the feedback file and the same can be seen in the candidate history at

any given point in time.

Once the candidate is moved to joined status, the balance position in that

requisition is reduced by 1 and in-case of 0 balance positions the requisition

gets closed. The requisition closure scheduler runs once in 24 hours in night.

0 | £ Kalindhi Jamwal
-

ﬂ [N JoBS  CANDIDATES ~ VENDORS  INTERVIEWS  REPORTS

View: | My Jobs . ®
Job Code 3 Job Title city & Organization Urit Openings & Target Date 3 Status & Resumes Leads §
3300>RESEARCH AND
HOUSEN 117 Softvare Engineer DEVELOPHENT-SCLUTIGNS RESEARCH AND 3 2015022 Open 4
DEVELOFMENT=JAIFUR
HELITI1 1188 test 3300-ADMINISTRATION 2015022 On Hold
TEM
HOUSEN 1132 Softwars Engineer ORSTELECOMSNOIDASFUNCTIONAL 3 2015-02:2 Open
HELITI11073 tast job 2015-02:2 Open 2
12 4w
Attach to other job | Update Status.
Candidate Name ¢ Email & Wobile & Job Code 3 Stage & Status &
inast Saroha - APP 1011480571187 4] vineetsaroha@gmail com HCL/SE/M 1187 Interview Candidate StatUS
Shabhna Bansrsj Singh - APP 1014834211187 4 desp@gmai.com HCUSEN 1187 Jsining
Jawshar kumar pekaia - APP 1011454441187 [ a.shi@ncl.com HOUSENT 1187 offer
Dakshdeep - APP10114803711187 2] dskshdsspsinghZB@gmailcom GO0 HOLUSEN 11T Sersening
2014 Paopreson HR Servicas P Lt recruit
H‘ : . o | £ Kalingh Jamwal
-
ﬂ [CIUIV J0BS  CANDIDATES  VENDORS  INTERVIEWS  REPORTS
View: | My Jobs - @
Job Code 3 Job Title 3 city Unit & o = el T i = Leads ¢
Update Status x
S300-RESEARCH AND
HCL/SE/1 1187 Softvars Enginesr DEVELOPWENT>SCLUTIONSHRESE .
DEVELOPMENT=JAIPUR Select Stage -
Select Status :| S - .
HCLTI 11168 test 3DTADMINISTRATION W]dget to Schedule
Comments
= . . .
HoUSEN TR Softvare Enginesr i onsTELECCMNe
: + rome interviews with
Uplasd Document:
HELITUI11073 test job 3D0-FINAC>SOLUTICNS FINS ] h . r n anager a nd
INTERVIEW DETAILS Ir g m g
1
Start DateTime End DaterTime d 'd t
Attach to other job | Update Status. candidate
e * Intervien Typs ;| Choose. -
Interview Fans!
Candidate Name % Email § Mobile
Vinest Sarcha - APP10114805711187 vineetsaroha@gmail com m ey
Shobhna Bansrsj Singh - APP 1011463421187 4| singh jeep@gmail com HCL/SENM1T18T Joining
JEWanar Kumar pakala - APP 1011444411187 (| pooja.sivi@hel som oo 03581420 HOLUZE/ 1187 Gifer
v Dakshdeep - APFI01 14803711167 dakshdeepsingh2B@gmall.eom  QUODSEREY HCUSEN 1187 Hiring Manager Review
© 2014 PeopieSirong HR Servioss P L drecruit
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Hc. o | £ Kalingh Jamwal
-
-
Viewr: | My Jobs - =
Job Code & Job Tite city & orgllia:
Send | Cancel
Gautam Buddha 30RE  Tempizte For ! on Shert .
HOLSEN 11T Seftrars Enginss: gar-Hoid o=vfor .
S - By Widget to schedule
HOLTI 1188 test suden  FROM Do you want to Send this Emsi? : ¥ . . .
interviews with
HCUSE/ 1132 Seftvars Enginesr il | Subie are Eng| BOG .
i b ) hiring manager and
B/ U *xTTu-HLIl SSREFEEIAEI - =a% e«
HOLTII 1073 test b sadfen ~ .
candidate

Dskshdesp's profiie for the position Software Engineer is awatting your feedback.

B e s Kindly login 1o the Business partal of At platiarm for further action. Here is the Link

https:/ihmypal pesplestrang.com
Candidate Name & Email & .

Vinest Sarona - APP 1011480571187

Shobhna Bansrsj Singh - APP 1011483421187 4 multipie Emai IDs.

Jewshar kumsr peksla - APP10114844411187 (4]  pocja.shr@hel.o

Dakshassp - APP10T14883711187

& 2012 Pacpizorong #m Senves o U recruit

c. Reports & Dashboards
i. Demand Universe — There are reports available in the systems at every role to
check the demand status vs. the candidate pipeline. The reports are available
based on organization unit, Project, WBS and Hiring Manager wise. Different
roles which have these reports enabled are Hiring Manager, BU HR Partner, BU
HR Head, CHRO, Recruiting Lead and Recruiter. Attached are the report
templates available at different roles.

Reports.zip

ii. Supply Universe — These are the reports which are available in the system to
check the candidate pipeline. Below is the report template which is available for
Recruiter, Recruiting lead, CHRO, BU HR Head.

Enabling Enabling PARENT |Nagendr
Function| Function ACCOUNTS | aSingh

26-Nov-14 |9-Jan-15( 44 |19-Feb-15| 41 P4 [Joined| Non COG ca

iii. Demand vs. Supply dashboard
iv. Formula’s used in reports
1. Pendency — this is referred in the system in 2 ways: offer pendency and
joining pendency.
a. Offer pendency = No. of open positions — (candidates on or
ahead of offer made stage)
b. Joining pendency = No. of open positions — (candidates on
joined stage)

alt
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2. Beyond the SLA
a. If Offer Made Date is not arrived, then Offer TAT is NA, then
Skipped SLA is NA
b. If Offer TAT is not NA, then if Offer TAT > SLA, calculate (Offer
TAT- SLA)
c. If Offer TAT not >SLA, value will be zero
3. Offer TAT — (offer date — requisition approval date — hold days)
4. Joining TAT — (Joining date — requisition approval date — hold days)
5. Hold days — (Un-hold date — hold date)
d. Career Portal
Below is the URL for the career portal: http://hclicareers.peoplestrong.com/
i. Recruiter view

1. Post requisition approval by the BU HR Head; the demand gets assigned
to the Lead Recruiter
2. Lead Recruiter needs to go to “Jobs” tab to check the list of jobs

Hc . 0 £ Kalindni Jamwal
1 oDbs ta -
JOBUST Select Columns o nlx ] Mo -
NEW TEMPLATE 2 Job Code SORGANIZATIONUNIT 2 JOBTITLE 2 HIRINGMANAGER S LOCATION
TEMPLATE LIST
ACTIVE JoBS 2 Kulkip Chouhan-ALT1Z28
INACTIVE JOBS
RECRUITER JOBS ®  HOUT/11188 Kukdip Chouhan-ALT128
2 Dummy ALT User-ALTIZ3
2 woum Dummy ALT User-ALTIZ3
®  HOLY Dummy ALT User-ALTIZ3
¢ wousw — Sakes manager Dummy ALT User-ALTIZ3 Moradabad
- 3400>SERVICES CORPORATE>SERVICES shar Gonbare-ALTIZY an Estate Gurga
*HCLT s Tes Tushar Gonbare-ALTIZ3 Urban Estate Gurgaon
4 »
1
& Mew Requisition 5 Confidential & PostdonlUP o Postedon Candidite Portal @ Posted on Employes Referral % Assigned to Recruiter
@ Mot Assigned to Recruiter Posted to Vendor
© 2014 Pecgeesiong MR Senvss PAL L. recruit

3. Click on the small icon next to the Job ID to open the job menu (Small
triangle on the right of the job ID)


http://hclicareers.peoplestrong.com/
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HOME  WORKSPACE (NGCDMN CANDIDATES ~ VENDORS  INTERVIEWS  REPORTS

JOB LIST

Menu option next to the job code

NEW TEMPLATE 2 Job Code SORGANIZATIONUNIT
TEMPLATE LIST
. SEARCH AND
LE 520 2 0 oemneusmenmens sssEalleiAND Softuare Engineer Kubdip Chouhan-ALT128 Noida Complex
INACTIVE JOBS oE
. . & Copy
RECRUITER JOBS »  HOUT/11188 P tast Kukdip Chouhan-ALT128 Urban Estate Gurgaon

@View appiicants

@Fost to Employes Refersl

. . SFICTIONSL  Software Enginger Dummy ALT User-ALT1Z2 Neida Comples:
#Fostto P

f HOUTJ/11073 4| 2Fostto Cand test job Dummy ALT User-ALTi23 Moida Complex
e Assign to s

®  HOLD1053 Deskiop Dummy ALT UserALT123 Urban Estate Gurgaon

SMI10850

#Fost to Vendor

CRATE-SERVICES

Sales manager

& Mew Requisition
@ Mot Assigned to Recruiter

Confidential & Postedon P o
Posted to Vendor

Posted on Candidate Portal

Dummy ALT User-ALTIZ2

Tushar Gonbare-ALTI23

& Posted on Employes Referral

Meradabad

Urban Estate Gurgasn

#  Assigned to Recruiter

®

o | £ Kalindhi Jamwal
-

noH 4 Mo

©2014 PaopreSong MR Sarvices P L

4. In the menu that pops up, click on post to candidate portal

recruit
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HOME  WORKSPACE (NGEUMN CANDIDATES — VENDORS  INTERVIEWS  REPORTS

J0BUST Select Columns © [nla s || Mo |-
NEW TEMPLATE 4 .Job Code 4 ORGANIZATIONUNIT 4 JOBTITLE S HIRINGMANAGER $LOCATION
TEMPLATE LIST
S3DIRESEARCH AND
LELELLES a2 FIEVE] ADMEATSEA | MIAME SESEARCH AND  Software Engineer Kuldip Chouhan-ALT128 Maids Complex
INACTIVE JOBS #Edt
. . & Copy
RECRUITER JOBS *  HCLUT/11188 . test Kuldip Chouhan-ALT128 Urban Estate Gurgaon

QView appiicants

@ Fost to Employ:

i p SEUNCTIONAL  Softwars Engineer Dummy ALT User-ALT123 Noida Complex
I test job Dummy ALT User-ALT12E Neida Complex
Deskiop Dummy ALT User-ALTIZ3 Urban Estate Gurgaon

HCLISMI10850

#Post to Vendor

TRADE

Option to post to candidate portal

SERVICE CRATE=SERVICES
RATE

Sales mansger

Test

@ Mew Requisition
@ Mot Assigned to Recruiter

Posted on lIP 2

Confidential 8
Posted to Vendor

Fosted on Candidate Portal

Dummy ALT User-ALT1Z23

Tushar Gonbare-ALTIZ3

& Fosted on Employee Referral

Morsdabad

Urban Estate Gurgaen

*  Assigned to Recruiter

o £ Kalindni Jamwal
-
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5. Mention the end date of job posting
6. Press submit
7. The job gets posted on the candidate portal.

ii. Candidate view
1. Click on the candidate portal URL - http://hclicareers.peoplestrong.com/

alt
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Search for job

JOBS BY LOCATION JOBS BY BUSINESS UNIT

No records found

Jobseekers Login | Register

UserName: [singh.dskshdeep@gmailcom

Password:  eeeeeees

2. Click on “register” to create your profile

“Email Id (User Name)

*Password!

*Canfirm Password

*First Name

Middle Name:

*LastName

*Mabile No

Phone No

“Date of Birth;

*Pincode

Create your account

Enter your active Email ID

e YOUr passworc

Confirm your password

four First Name

Enter Your Middle Name

Last Name

"our Mobile Name

ame

REGISTER CANCEL

Password Policy

- Password must contain atleast 6 characters.

3. On clicking register an email goes to the email ID mentioned to validate
the login and create the user details.

4. Login with the email ID and password created

alt
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Search for job

JOBS BY LOCATION JOBS BY BUSINESS UNIT

No records found

Jobseekers Login | Register

Password:  eeeeeees

Mention the username and password

UserName: [singh.dskshdeep@gmailcom

5. Update your candidate profile to apply to candidate jobs

FACCL

HiDS § | Change Password | Logout

Click here to see the iobs posted

A wor (TERVIEWS

Search for job

JOB RECOMMENDATION

APPLICATION STATUS

e = stage

MeTecords found

Click here to check the application status

Dss
Applicant Status Job Status

B4
singh.dakshdeep@amail com

& (+01)-9999659928

10% IUpdale Review I
Profile

Complete

Click here to update the profile

alt
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l g [ o= &=

ﬂHDME [4.JOBS  #9) INTERVIEWS

Done Editing

c Dss £
4 Contact Number:

” Email ID

B coverieTer: ’

(+91}-9999559928
singh.dakshdeep@gmail.com

E WORK EXPERIENCE 0 years 0 months  Add Experience

T& EDUCATION

Add Education

~

Update the profile

LI

HiDS § | Change Password | Logout

Click here to Upload Resume
<+ Upload Resume

Upload more documents

Upload candidate resume

I

docx and pdf_

Upload other documents

feclasizd Lo cert

,ipeg, gifand zip H

File Type File Name

6. Job search/ view for candidates

No records found
——

Download Delete

View documents uploaded

FACCL

ff HOME (3 JOBS ) INTERVIEWS

Refine your Search

HiDS § | Change Password | Logout

(0-00f0)

No records found

= Jobs by Location

Delhi
Chennai
Bangalore

Mumbai
Hyderabad

Your Location

= Jobs by Experience

Min - Max

o Search filters for iobs

Jobs displaved based on the search
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