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1. Goto the applicant tracking system and log in (continue to step 2);

OR

Click the “Direct Link” in the system email that was sent to you, log in, and the system will take you directly

to the posting (skip to step 5 below).

NOTE: If this is the first time you are logging into the new applicant tracking system, you should have

already received an email from jobs@miracosta.edu with your username and a link to create a
password.

If you cannot remember your password, please reset your password.

Page 2 of 25



https://jobs.miracosta.edu/hr/sessions/new
mailto:jobs@miracosta.edu
https://jobs.miracosta.edu/hr/users/request_password_reset

2. From the “User Group” dropdown menu, select “Search Committee Member” or “Search Chair.”

Note: Search Chairs can screen an applicant pool as a “Search Committee Member” or “Search Chair;”
however, as a “Search Chair” you can change applicant statuses to “Interview Pending” and view additional

details (instructions for these features begin on page 18).

B e‘ MiraCosta HR Site :: Use X | + v

= O o] jobs.miracosta.edu

Yt MiraCosta Applicant! Y¥ MiraCosta SB : Login

Welcome, Shawna Souriv==" vy Profile e logout

User Group:
Search Committee Member v

Postings ¥ Shortcuts ~

0 Filled Postings
Last 30 days

0

I Faculty NI StafiAdmir

B Associate Faculty

Inbox Postings Users Hiring Proposals Special Handling Lists

SEARCH

There are no results to be displayed.

Watch List Postings ~ Hiring Proposals

SEARCH
Applicants Per Day

Unwatch Postings Last Week

there are no results to be displayed.
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3. Click the “Postings” dropdown menu and select the “type” of position (Faculty or Staff/Admin).

Note: Administrator positions are under “Staff/Admin” postings.

B e‘ MiraCosta HR Site :: Ust X |+ v = a X
< O @ 8 jobs.miracosta.edu ¢ = 7 @

Y¢ MiraCosta Applicant! ¥ MiraCosta SB : Login

Hire Welcome, Shawna Sourivanh My Profile  Help  logout
User Grou
- P
MRACOSTA
b 7 Search Committee Member

Postings ¥ Shortcuts ~

Faculty
Staff/Admin

0 Filled Postings
Last 30 days

Postings Users Hiring Proposals Special Handling Lists

Inbox

SEARCH

There are no results to be displayed. O

Watch List Postings  Hiring Proposals

SEARCH

‘ Applicants Per Day

there are no results to be displayed.
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4. Click on the “Job Title” of the position that you are screening.

Note: You may see other positions listed for which you previously served or are currently serving as a
committee member.

B e|| B3 MiraCosta HR Site = Pos X ‘ + v

<« O ] miracosta-sb.peopleadmin.com;

¢ MiraCosta Applicant: ¥ MiraCosta SB : Login

Welcome, Shawna Sourivanh My Profile He\' Iauu[

E MiraCosta User Group:

Search Committee Member W

Home Postings Shortcuts ~

Postings / Staff/Admin ¥

Staff/Admin Postings

To add a new column to the search results, select the column from the drop down list

Saved Searches v m Q More Search Options v

. . jon? )
Postings” () Selected records () * Clear selection Actions v

(Actions)
Posting Active Workflow State
| Job Title Number Department Applications  Workflow State Owner Last Status Update
geTechnician  S_18/19_004_P Fiscal Services 1 Closed/Removed from Web Human Resources June 28, 2019 at 12:00 AM Actions w
O Sample Job Posting S_18/19_005_P Human Resources 0 Posted Human Resources June 29, 2019 at 03:58 PM Actions v
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5.

In the “Summary” tab, you can scroll down and review the “Posting Details” to refamiliarize yourself with
the representative duties, desirable qualifications, minimum qualifications, etc.

Note: HR strongly recommends that you take a moment to review the posting before screening
applications. It is also recommended that you either print the posting summary or save it as a pdf so you
can refer back to it as you screen applications.

e >

O ] 3 t miracosta-sb.peopleadmin.com t m

Yt MiraCosta Applicant! ¥y MiraCosta SB : Login

Hire Welcome, Shawna Sourivanh My Profile  Help  logout
B MiraCosta User Group:
Search Committee Member v
Home Postings Shortcuts ¥
Postings / Staff/Admin / Sample Job Posting (Posted) / Summary Search Results: Previous
(-

Posting: Sample Job Posting (Staff/Admin)

Current Status: Posted f See how Posting looks to Applicant

Position Type: Staff/Admin Created by: Shawna Sourivanh & Print Preview (Applicant View)
Department: Human Resources Owner: Human Resources g Print Preview

[ Add to Watch List

Please review the details of the Posting below. Page titles prefaced with an X and highlighted in RED have errors or missing data. Page titles prefaced with a checkmark and highlighted in
GREEN have validated successfully. Once all pages have validated successfully, you may take action on the Posting using the actions listed in the Workflow actions for this posting pane.

@ Posting Details

Posting Summary

Job Title Sample Job Posting
Type of Assignment Classified/ Staff Scroll down to view
Assignment Category Regular Position the entire posting.
Salary Range 20
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6. When you are ready to screen applications, click on the “Applicants” tab.

- 5 MiraCosta HR Site :: Pos X
& 3

O o] 8 htt ‘miracosta-sb.peopleadmin.com/h

Y MiraCosta Applicant ! Y MiraCosta SB : Login

Welcome, Shawna Sourivanh My Profile  Help  logout

g MiraCosta User Group:
Search Committee Member N
Home Postings Shortcuts ¥
Postings / Staff/Admin / Sample Job Posting (Posted) / Summary Search Results: Previous

| Posting: Sample Job Posting (Staff/Admin)

Current Status: Posted W See how Posting looks to Applicant
Position Type: Staff/Admin Created by: Shawna Sourivanh & print Preview (Applicant View)
Department: Human Resources Owner: Human Resources & Print Preview

[ Add to Watch List

 £1¥ Jin}

Summary

Please review the details of the ng below. Page titles prefaced with an X and highlighted in RED have errors or missing data. Page titles prefaced with a checkmark and highlighted in
GREEN have validated successfully. Once all pages have validated successfully, you may take action on the Posting using the actions listed in the Workflow actions for this posting pane.

© Posting Details

Posting Summary

Job Title Sample Job Posting
Type of Assignment Classified/ Staff
Assignment Category Regular Position
Salary Range 20
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7. From the “Applicants” tab, you can see the list of applicants, including their last and first names, and the
attached documents in the first three columns. “Evaluative Criterion Status” is in the fourth column.

Note: Once you evaluate an applicant, the “Evaluative Criterion Status” will change to “Complete.”

< - 0O @ 8 https/miracosta-sb.peopleadmin.com/hr/postings/1540/job_applications ¥ = 42 &

Y% MiraCosta Applicant! ¢ MiraCosta SB : Login

™| Posting: Sample Job Posting (Staff/Admin)

Current Status: Posted W see how Posting looks to Applicant

Position Type: Staff/Admin Created by: Shawna Sourivanh & Print Preview (Applicant View)
Department: Human Resources Owner: Human Resources & Print Preview

[ Add to Watch List
Summary History Applicants Reports

To add a new column to the search results, select the column from the drop down list.

Saved Searches v Q More Search Options v

Evaluation Status Committee... 3

"Evaluation Status Committee Member" o Selected records o Clear selection?
O Applicant Last Name  Applicant First Name  Documents Evaluative Criterion Status
O Applicantl Test Cover Letter, Resume/Curriculum Vitae Evaluate’ Appita Actions v
O Applicant2 Test Cover Letter, Resume/Curriculum Vitae Evaluate Applicant Actions v
O Applicant3 Test Cover Letter, Resume/Curriculum Vitae Evaluate Applicant Actions v
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8. Click on the orange “Actions” button and select “Evaluate Applicants.”

& = O @ & hitps//miracosta-sb.peopleadmin.com/hr/postings/1540/job_applications

iﬁ? MiraCosta Applicant ! jﬁ’ MiraCosta SB : Login

A

™| Posting: Sample Job Posting (Staff/Admin)

Current Status: Posted

Position Type: Staff/Admin Created by: Shawna Sourivanh
Department: Human Resources Owner: Human Resources
Summary History Applicants Reports

To add a new column to the search results, select the column from the drop down list.

Saved Searches v

Evaluation Status Committee... %

"Evaluation Status Committee Member" o Selected records o Clear selection?

O Applicant LastName  Applicant First Name  Documents

O Applicant1 Test Cover Letter, Resume/Curriculum Vitae
O Applicant2 Test Cover Letter, Resume/Curriculum Vitae
O Applicant3 Test Cover Letter, Resume/Curriculum Vitae

* % L.

X See how Posting looks to Applicant
& Print Preview (Applicant View)

& Print Preview
[ Add to Watch List

Actions v

Evaluative Criterion Status

Evaluate Applicant Actions v
Evaluate Applicant Actions v
Evaluate Applicant Actions v
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9. This will take you to the “Evaluative Criteria” screen, which includes an evaluation for each applicant.

B 'Ell 5 MiraCosta HR Site :: Eve X | + v
« -5 O MW & https;//miracosta-sb.peopleadmin.com/hr/postings/1540/evaluation_scores/114/edit?page=1

Y% MiraCosta Applicant: Y MiraCosta SB : Login
=

Home Postings ™
Postings / ... / Sample Job Posting (Posted) / Applicant Review / Enter Evaluative Criteria Evaluations

Workflow State:

Evaluative Criteria

Under Review by Searc|

View Detailed Entries owing 3 of 3 Applicants

Evaluations

Test Applicant1
Applicable Education/Training: Please rate the applicant's education/training.

Evaluation for Test [Prease select V]

Applicable Work Experience: Please rate the applicant's work experience.

Applicantl. lPlease select \/|

Applicable Job Knowledge: Please rate the applicant's job knowledge.

[Piease select VI

ﬁ‘ Quality of Diversity St 1t: Please rate the quality of the applicant’s diversity stateme

[Please select

Quality of Application Materials: Please rate the quality of the application materials.

lPlease select

Overall Applicant Rating: Please rate the applicant's overall potential.

lPIease select

Comments

Test Apj
Applicable Edu ining: Please rate the applicant’s e ~ aining.

Please select VI
Applicable Work Experience: Please rate the applicant's work experience.

lPIease select \/|
Applicable Job Knowledge: Please rate the applicant’s job knowledge.

lP(ease select \/I
Quality of Diversity Statement: Please rate the quality of the applicant's diversity

Overall: N/A

[F‘!ease select

Scroll down to view
all applicants.

Quality of Application Materials: Please rate the quality of the application materials.
I
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10. To view an applicant’s application, documents, etc., click on the applicant’s name.

B -,El 5 MiraCosta HR Site : Eve X | + v - a

<« 2> O ® £ https;//miracosta-sb.peopleadmin.com/hr/po

Y% MiraCosta Applicant ! ﬁ MiraCosta SB : Login

~ ~
Home Postings ¥
Postings / ... / Sample Job Posting (Posted) / Applicant Review / Enter Evaluative Criteria Evaluations
Evaluative Criteria Workflow State: Under Review By Search Committee -
View Detailed Entries Showing 3 of 3 Applicants
Test Applicant1 Overall: N/A
Applicable Educationgfaining: Please rate the applicant's education/training.
V]
Applicable Work Experience: Please rate the applicant's work experience.
IP(ease select v
Applicable Job Knowledge: Please rate the applicant's job knowledge.
[P(ease select \/l
Quality of Diversity Statement: Please rate the quality of the applicant's diversity statement.
|Please select V|
Quality of Application Materials: Please rate the quality of the application materials.
lPIease select \/I
Overall Applicant Rating: Please rate the applicant's overall p
[P(ease select V|
C
Test Applicant2 Overall: N/A
Applicable Education/Training: Please rate the applicant's education/training.
IPlease select v|
Applicable Work Experience: Please rate the applicant's work experience.
|Please select &5
Applicable Job Knowledge: Please rate the applicant's job knowledge.
!P!ease select ¥
Quality of Diversity Please rate the quality of the applicant's diversity
|F’Iease select v
!Quality of Application Materials: Please rate the quality of the application materials. ; L
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11. This will open a new browser tab. You now have two browser tabs open; one is the evaluations for all
applicants; one is the application that you are currently evaluating.

® ﬂ| 5 MiraCosta HR Site : Evaluat ‘ 5 MiraCosta HR Site = Job X | + v

Y¢ MiraCosta Applicant ! ¥ Mirdgosta SB : Login

O @

‘miracosta-sb.peopadmin.com

Posti g5~

Postir

Tab 1 - Evaluative Criteria Screen
Tab 2 — Test Applicant1’s min)
Application

Full name: Test Applicant1 Created by: Test Applicant1
Address Owner: Search Chair
1 Barnard Drive

Oceanside 92056
Username: TestApplicant1
Email: miracostahr@gmail.com

Phone (Primary): (760) 757-6854
Phone (Secondary):
Position Type: Staff/Admin

Department: Human Resources

Summary Documents Recommendations (0 of 0) Supporting Documents History

®@ Personal Information

Contact Information

First Name Test
Middle Name
Last Name Applicant1

Preferred Name

\der Review by Search Committee

Shortcuts ~

W View Posting Applied To
* Preview Application

W Evaluate Applicant

Search Results: Next
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12. You can view the applicant’s application and materials from the screen below. The application is in the
“Summary” tab, application documents are in the “Documents” tab, and letters of recommendation (if
requested through the system) are under the “Recommendations” tab.

Note: As you view the application and application materials, you can move back and forth between the two
browser tabs and complete the evaluation for this applicant.

& el 5 MiraCosta HR Site : Evaluat ‘ B3 MiraCosta HR Site : Jot X | + v - 8 x
O @ a ‘miracosta-sb.peopleadmin.com m %= 7. &

Y¢ MiraCosta Applicant! ¥ MiraCosta SB : Login

Home Postings Shortcuts ~
Postings / / Sample Job Posting (Posted) / Applicant Review / Test Applicant1 Under Review by Search Committee Search Results: Next
-

Job application: Test Applicant1 (Staff/Admin)

Current Status: Under Review by Search Committee * View Posting Applied To
Application form: Application
PP P * Preview Application
* Evaluate Applicant
Full name: Test Applicant1 Created by: Test Applicant1
Address Owner: Search Chair

1 Barnard Drive
Oceanside 92056

Username: TestApplicant1

Email: miracostahr@gmaj
Phone (Primary)

Phone (Seconda

Summary Documents Recommendations (0 of 0) Supporting Documents History

®@ Personal Information
Contact Information

First Name Test
Middle Name
Last Name Applicant1

Preferred Name
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13. To complete the evaluation, click the dropdown menu for each evaluation criteria and select your rating.
You can also make any comments by typing directly into the “Comments” box.

@ sharePoint Portal Home - MiraC: X @ MiraCosta HR Site : Evaluation = X+

<« C @ hitpsy//miracosta-sb.peopleadmin.com/hr/postings/1546/evaluation_scores/114/edit?page=1

Apps  #= MiraCosta College -.. #= MCCA-ZIndex [ Accreditat

:Univ.. @} Class Climate S.. @ PAT.O MiraCosta (D) PATOPowerSource @ PATO Sandbox
Hire Welcome, TestUser2 My Profile Help logou
le2MiraCosta User Group:
Search Committee Member v
Home Postings

Postings / I Sample Job Posting 2 (Posted) / Applicant Review / Enter Evaluative Criteria Evaluations

Evaluative Criteria Workflow State: Under Review By Search Committee

1=
Under Review by Searcl

Showing 3 of 3 Applicants

Evaluations

Test Applicant1

Applicable Education/Training; Please rate the applicant's education/training,
Please select M

POOR: Little evidence of applicable education/training.

BELOW: Entry-level quality education/training.

AVERAGE: Meets minimum requirements as defined by the position.

GOOD: Above average, mid-level to leadership quality education/training. tement
EXCELLENT: Far exceeds requirements of the position. P s

Please select M
Quality of Application Materials: Please rate the quality of the application materials.

Please select M
Overall Applicant Rating: Please rate the applicant's overall potential.
Please select
Comments

Comments can be
-~ typed here.

Test Applicant2

Applicable Education/Training: Please rate the applicant's education/training,
Please select M
Applicable Work Experience: Please rate the applicant's work experience.

Please select M
Applicable Job Knowledge: Please rate the applicant's job knowledge.

Please select M
Quality of Diversity Statement: Please rate the quality of the applicant's diversity statement.

Please select M
Quality of Application Materials: Please rate the quality of the application materials.

Please select M
Overall Applicant Rating: Please rate the applicant's overall potential.
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14. As you complete the evaluation for each applicant, remember to periodically click the blue “Save” button.

Note: You do not have to complete all evaluations in one sitting — just be sure to save before logging out.

@ sharePoint Portal Home - MiraC: X @ MiraCosta HR Site : Evaluation = X+

&« C @ hitpsy/miracosta-sb.peopleadmin.com/hr/postings/1546/evaluation_scores/114/edit?page=1 + @
31 Apps 2= MiraCosta College -.. #= WCCA-Z Index Accreditation: Univ... €} Class Climate @) Oracle PeopleSoftS.. @) PA7.0 MiraCosta (D PATOPowerSource [l PAT.0 PowerSchool.. @ PAT.0 Sandbox
Hire

Welcome, TestUser2 My Profile Help logou
lsZMiraCosta User Group:

Search Committee Member v

Home Postings ~

Shortcuts ¥
Postings / I Sample Job Posting 2 (Posted) / Applicant Review / Enter Evaluative Criteria Evaluations

Evaluative Criteria Workflow State: Under Review By Search Committee

oo [ e
Under Review by Seardl

Showing 3 of 3 Applicants

Evaluations

Test Applicant1

Applicable Education/Training; Please rate the applicant's education/training,
Please select M

POOR: Little evidence of applicable education/training.

BELOW: Entry-level quality education/training.

AVERAGE: Maats minimum requirements as defined by the position

GOOD: Above average, mid-level to leadership quality education/training. tement
EXCELLENT: Far exceeds requirements of the position. P s

Please select M
Quality of Application Materials: Please rate the quality of the application materials.

Please select M
Overall Applicant Rating: Please rate the applicant's overall potential.

Please select M
Comments

Test Applicant2
Applicable Education/Training: Please rate the applicant's education/training,
Please select M
Applicable Work Experience: Please rate the applicant's work experience.
Please select M
Applicable job Knowledge: Please rate the applicant's job knowledge
Please select M
Quality of Diversity Statement: Please rate the quality of the applicant's diversity statement.
Please select M
Quality of Application Materials: Please rate the quality of the application materials.
Please select M
Overall Applicant Rating: Please rate the applicant's overall potential.
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15. From the posting page, in the “Applicants” tab, you can see which applicants you have already evaluated
and which applicants you still must evaluate.

B OE| 5 MiraCosta HR Site :: Jok X | + v — X
“< 4 O iy 8 htt ‘miracosta-sb.peopleadmin.com/hr/postings/15 b_applicatior pxg 3= 7. =4

f{ MiraCosta Applicant ! 7‘}{ MiraCosta SB : Login

A

Postings / Staff/Admin / Sample Job Posting (Posted) / Applicant Review

"] Posting: Sample Job Posting (Staff/Admin)

Current Status: Posted * See how Posting looks to Applicant
Position Type: Staff/Admin Created by: Shawna Sourivanh & Print Preview (Applicant View)
Department: Human Resources Owner: Human Resources &= Print Preview

[N Add to Watch List

1 lin}

Summary History Applicants Reports

To add a new column to the search results, select the column from the drop down list.

Saved Searches v m Q More Search Options v

Evaluation Status Committee... X

“Evaluation Status Committee Member" o Selected records o Clear selection? Ao

Acti
O Applicant Last Name  Applicant First Name Documents Evaluative Criterion Status heions)

L] Applicant1 Test Cover Letter, Resume/Curriculum Vitae Actions v
u Applicant2 Test Cover Letter, Resume/Curriculum Vitae Evaluate Applicant Actions v
] Applicant3 Test Cover Letter, Resume/Curriculum Vitae Evaluate Applicant Actions v
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16. Once you have evaluated all applicants, you can export a report to Excel that incudes your rating for each
criteria and your comments for each applicant. To do this, click the orange “Actions” button, select
“Download Applicants Evaluations,” select “Download active applicant materials,” and click “Submit.”

B dal MiraCosta HR Site :: Jok X |+ v - g X
&« -> O 0 8 https://miracosta-sb.peopleadmin.com/hr/postings/1540/job_applications ‘ﬂ' fE L

Y¢ MiraCosta Applicant: ¢ MiraCosta SB : Login

eval

® Download active applicant evaluations

Submit Cancel
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17. To calculate your total evaluative criteria score for each applicant, insert a column to the left of the
“Comments” column, copy and paste the following formula into the first cell, and then copy the formula
by dragging the fill handle down the column.

Formula: =(F3/5*16)+(H3/5*16)+(J3/5*16)+(L3/5*16)+(N3/5*16)+(P3/5*20)

Save this report and/or print to use at your committee meeting to select interview candidates.

test_posting_september_evaluations_export_6086_3122_20_06_15_112450 - Excel
Page Layout Formulas Data teview View  Acobat  J/ Tellme w Sign in ;‘ Share
= X Ccut R Mg Ein The S X AutoSum -+ A
1A = - . === #- =7 - €m o
| | )2 capy + ArialMT 14 hA A = ®- EFWrapText General ) EE ’ . _# Normal Bad ot & _-ix ,l_ e 2‘1 F%
aste ‘ B I U- - - - EEE == Em & C = - 04 9 &0 00 Conditional Formatas Good Neutral nsef bt & Fin
- Format Painter - A- ESE £E EvegesConer - § e Formatting - Table - : -1 1. Insert column ler - Select -
Clipboard n Font 0 Alignment " Number " .
a3 - fo | =(F3/5%16)+(H3/5*16)+(13/5*16}+(L3/5* 16)+(N3/5*16)+(P3/5°20) ™ | 2. Paste formula .
(o] P R
1
2
3 |AVERAGE 3 63.2|Good football player, but nol
4 |GOOD 4 73.6|Excellent entertainer. We sh;
S
6 4
7
8
9| 3. Drag fill handle down
10
11|
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IMPORTANT: Remember to delete the file from your computer. YOU CANNOT RETAIN A COPY OF ANY
APPLICANT OR RECRUITMENT INFORMATION. Human Resources will retain all necessary documentation

and your evaluations will remain in the system.

Note: Human Resources recommends that, if possible, each committee member brings a laptop to the
committee meeting to select interview candidates. This will allow you to log back into the system and easily
view your applicant evaluations, including comments, as you discuss each applicant.
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Additional Instructions for Search Committee Chairs

1. From the “User Group” dropdown menu, make sure you have selected “Search Chair.”

O [} 8 htt ‘miracosta-sb.peopleadmin.com/h w ¥ L =3

Yt MiraCosta Applicant: Yt MiraCosta SB : Login

Welcome, Shawna Sourivank . 70’ Halc logout

User Group:

B MiraCosta

Search Chair

Postings ¥ Hiring Proposals > Suvrwuts ¥

0 Filled Postings
Last 30 days

Inbox Postings Users 1 Hiring Proposals Special Handling Lists

SEARCH

|

There are no results to be displayed. O

N Facuty WM Staf/Admin
I Associate Faculty

Watch List Postings ~ Hiring Proposals

SEARCH

Applicants Per Day

there are no results to be displayed.
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Once all committee members have evaluated all applicants, you will export the overall evaluative criterion

score, the average out of 100 possible points, for each applicant to Excel. To do this, click the orange

“Actions” button and select “Export results.”

B SharePoint Portal Home - MiraC- X
<« c

3 Apps o2

@ MiraCosta HR Site : Job applicat X =+

8 hitps;//miracosta-sb.peopleadmin.com/hr/postings/1546/jcb_applications

MiraCosta College ..« MCCA-Zindex [ Accreditation: Univ.. () Class Cimate @ Oracle PeopleSoftS.. @ PA7.0 MiraCostaz.. () PA7.0 PowerSource PA 7.0 PowerSchool..

@ PA7.0 Sandbox

Welcome, Shawna Sourivanh
l#MiraCosta User Group:
Search Chair

Home Postings ~ Hiring Proposals >

My Profile

Shortcuts ~

Postings / Staff/Admin / Sample Job Posting 2 (Posted) / Applicant Review

5

Posting: Sample Job Posting 2 (Staff/Admin)

Current Status: Posted

W See how Posting looks to Applicant
Paosition Type: StafffAdmin

Department: Human Resources

Created by: Shawna Sourivanh

& Print Preview (Applicant View)
Owner: Human Resources

Summary History Applicants Reports Hiring Proposals

To add a new column to the search results, select the column from the drop down list.

Saved Searches v

Search Chair x

"Search Chair” @) Selected records ()

Q More Search Options v

Clear selection?

Applicant Last Name Applicant First Name Documents Evaluative Criterion Status Evaluative Criterion Score

Applicantl Test Cover Letter, Resume/Curriculum Vitae

Complete 5320 Actions v
Applicant2 Test Cover Letter, Resume/Curriculum Vitae Complete 73.60 Actions v
Applicant3 Test Cover Letter, Resume/Curriculum Vitae Complete 78.40 Actions v
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3. The Excel spreadsheet will look like the picture below. Delete the “Documents” and “Evaluative Criterion
Status” columns. Filter “Evaluative Criterion Score” from highest to lowest. Save this report to use at
your committee meeting to select interview candidates. It is recommended that you have a laptop to use
at the committee meeting.

IMPORTANT: Remember to delete the file from your computer. YOU CANNOT RETAIN A COPY OF ANY
APPLICANT OR RECRUITMENT INFORMATION. Human Resources will retain all necessary documentation
and your evaluations will remain in the system.

File  Home Insert Draw  Pagelayout Formulas Data  Review View Help O Search & Share
t " | == = AutoSum ~ A
e e an [ EeE e e - B B EBBE I O
[BCopy - e
. . A === } g €0 go  Conditional Formatas Cell | Insert Delete Format - Sort & Find &

S Format Pinter | B I Y (& A EE= ZE ElMegescens $-% 9 W8N Formatting = Table = Styles - - - - © Cha Filter ~ Select ~

Clipboard 3 Font Aligrment Number 3 Styles Cells Editing ~
Al a fi Applicant Last Name -

C

Delete columns.

2 Applicant1  Test <a href="/hr/documents/906/view?signature=BAh7CDoKY 2xhc3NJIgSTMORVY 3VEZWS50BjoGRI Complete  43.20
3 Applicant2  Test <a href="/hr/documents/308/view?signature=BAh7CDoKY2xhc3NJIgTMORYY 3VIZW50BjoGRI Complete  83.20
4 Applicant3 Test <a href="/hr/documents/910/view?signature=BAh7CDoKY2xhc3NJIg8TMORYY 3VIZW50BjoGRI Complete  83.20

@~ @ o

| |
" These are averages based on
o the entire committee’s
18 evaluations.

Job applications
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https://support.office.com/en-us/article/insert-or-delete-cells-rows-and-columns-6f40e6e4-85af-45e0-b39d-65dd504a3246
https://support.office.com/en-ie/article/quick-start-filter-data-by-using-an-autofilter-08647e19-11d1-42f6-b376-27b932e186e0

4. As the “Search Chair,” you can also export a report that includes each committee member’s rating for each
criteria and each committee member’s comments for each applicant. To do this, click the orange
“Actions” button, select “Download Applicants Evaluations,” select “Download active applicant
materials,” and click “Submit.” Save this report and/or print to use at you committee meeting to select
interview candidates.

IMPORTANT: Remember to delete the file from your computer. YOU CANNOT RETAIN A COPY OF ANY
APPLICANT OR RECRUITMENT INFORMATION. Human Resources will retain all necessary documentation
and your evaluations will remain in the system.

B ql MiraCosta HR Site = Job X |+ v = o X
€ » O @ £ https//miracosta-sb.peopleadmin.com/hi/postings/ 1540/job_application * = 7 @

¢ MiraCosta Applicant * ¥ MiraCosta SB : Login

O Download all applicant evaluations

® Download active applicant evaluations
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5. After the committee selects interview candidates, the “Search Chair” must change the status of those
selected to “Interview Pending.” To do this, check the box to left of the name of those selected to
interview. Then click the orange “Actions” button and select “Move in Workflow.”

® ﬂ‘ £ MiraCosta HR Site : Jok X l + v

< O @

miracosta-sb.peopleadmin.com

Y¢ MiraCosta Applicant ! ¥ MiraCosta SB : Login

Posting: Sample Job Posting (Staff/Admin)

Current Status: Posted

Position Type: Staff/Admin Created by: Shawna Sourivanh

Department: Human Resources Owner: Human Resources

Summary History

Applicants Reports Hiring Proposals

To add a new column to the search results, select the column from the drop down list

Saved Searches v

Add Column: | Add Column

Evaluation Status Committee... X All Applicants

m Q Hide Search Options v

%
g
»
[0S

W See how Posting looks to Applicant
f

& Print Previe

& prine P

Applicant View)

Add to Watch List

R/
 £] ¥ lin}

2. Click the orange “Actions”
button and select “Move in
Workflow.”

“"Evaluation Status Committee Member/Chair" o Selected records o Clear selection?

1. Check the box next to those selected to interview.

U Applicant Last Nam: pplicant First Name Documents
%) Test Cover Letter, Resume/Curriculum Vitae
O Applicant2 Test Cover Letter, Resume/Curriculum Vitae

Applicant3 Test Cover Letter, Resume/Curriculum Vitae

Evaluative Criterion

Status

Complete Actions v
Complete Actions v
Complete Actions v
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6. In the next screen, confirm that you have selected the correct applicants, then select “Interview Pending”
from the top drop-down menu for “Change for all applicants.” Click the orange “Save changes” button.

&« - O @ 8  https//miracosta-sb.peopleadmin.com/hr/postings/1540/job_applications/edit_transitions?a=&uresult[18]=1&uresult[22]=1

Y¢ MiraCosta Applicant! Y MiraCosta SB : Login

A~ A

Home Postings ¥ Hiring Proposals ~ Shortcuts ¥

Postings / ... / Sample Job Posting / Applicant Review / Bulk Workflow Status Change

\I\-‘ | Editing: Workflow States for 2 Applicants

2. Select “Interview

(LI LTI UICHN Select a workflow state... : »”
Interview Pending ™ Pendlng'
Group
Applicant Current State New State Reason Prompt
User

1. Confirm the correct |=——yp .
applicants are selected.

Under Review by Search Committee ‘Select a workflow state... |

» Test Applicant3 Under Review by Search Committee lSeIect a workflow state... vl

3. Click “Save
changes.”

Ea—
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