TRCA Performance — Quick Tips - Manager
How to Access and View Candidate Application

Log into Dayforce under your Manager user role.

Select Role

® Manager

(") Employee - Time Entry

Select Recruiting form the menu.
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The Job Requisition screen is the first screen that displays when you access Recruiting.
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Click on the Job Requisition Title to access the Candidates screen.
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TRCA Performance — Quick Tips - Manager

How to Access and View C

andidate Application

= @

Q Search & € JobRequisitions

()b R=gmses Assistant Environmental Technician, Wildlife

v Recently Viewed Coordination & Ecosystem Management (CREM) 54
Assistant Environmental Tec...
Environmental Technologist, A.. Candidates Job Description Details Activity Postings

Test Site (60.3) Recruiting

O Refresh | ¢ Favorites v [ Fiter @ View | [F]Profle (ONotes () Starus ~

2 Q @ 9 =m @

Lorraine Lawrence @ Irz Lioyd @

e+ L) Decine (@ Contact ~ [ Add to Talent Pool -

+ Al @ In-Pro; 2 | MM Declined 1 | i) Offer Pending Appr ® Testing/Evaluation 1 @ 11

O [ ] Candidate Name Indicators Status Source Date Applied Scare Locatia
] | *  Jennifer Billingtan [ Y~} @ In-Progress Client Careers Site 220021, 45 Windingeown
[ [ » SuzyHayes [ T~ New Client Careers Site 220021, 4:5. Toronta, ON
[0 [ * CEricMendoza [T~ il Offer Pending Approval Client Careers Site 202021, 41.. MOntreal
J M * Monalisa [oF ¥~ © Testing/Evaluation Client Careers Site 202021, 41... Happyville, €
] [ » RobynWallaster [oF ¥~/ New Clignt Carsers Site 2020021, 43... Toronto, ON
[ P *  Jeannie Westbrook (=3 N~ © in-Frogress Client Careers Site 2/20/21, 41.. Toronto, ON
O | »  uiieHok [=F ¥~ © Interview 1 Careers 222/21,10-. BRAMPTON,
O [ * YadyMarkham [oF ¥~ M Declined Client Careers Site 61/21,102... Toronta, ON
[] [ * Samanths Chilkowski [oF X New Client Careers Site 2020021, 41 Bolton, ON

How to Access Application Information

Click on the candidate’s name in the Candidates list

. The Candidate Record screen displays.

Recruiting

4 Job Requisition: Assistant Environmental Technician, Wildlife

o
Jennifer
Billington

~A N

1189 Winding Road
Windingtown, L4KEZ3
CAN

W +1(4161442-6655
B b1486362@gmail.com
Most Recent Job Title
Engineering Manager
Most Recent Employer

Company 2

-

Actions

o Update Candidate Status

@Cur:act

Ex’ Mark a5 Unviewed

0 Hire Candidate
Q Decline Candidate

M Remove from Shordist

X

Q) | senniter Bitington = 7efs @)
ob Requisition Assistant Environmental Technician, Status @ Openings  Recruiter
ildlifes 54 Open 1
Application Applied Jobs
Resume Candidate Info Questionnaires Additional Documents

Download

Lorraine Lawrence B&

Jennifer Billington
2 1189 Winding Road, Windingtown, ON L4k6Z3
p:(416) 444-6655 - email: b1486362@gmail.com

Profile
Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et

dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation
ullamco laboris nisi ut aliquip ex ea commeodo consequat. Duis aute irure dolor.

Torem ipsum dolor sit amet, consectetur adipisicing elit, sed do efusmod tempor ineididunt ut labore et
dolore magna sliqua. Ut enim ad minim veniam, quis nostrud exercitation

Experience

Company 3 - Senior Engineering Manager (2009 =)

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididuntut labore et
ea

commodo consequat, Duis sute frure dolor.

Ut enim ad minim veniam, quis nostrud exercitation ullamco laberis nisi ut aliquip ex ca commodo
consequat. Duis aute irre.

Company 2 — Engineering Manager (2007 > 2009)

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et

dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris nist ut aliquip ex

Hiring Manager
Ira Lloyd &=

e The candidate’s resume is available for viewing.

e Click

to download a file copy.

e At the top left is the Candidate Information panel with contact number email address.
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TRCA Performance — Quick Tips - Manager
How to Access and View Candidate Application

Click on [ Additional Documents |to view any other file that was uploaded (e.g., Cover letter,
Reference letters, Transcripts, etc.)

& Job Assistant T Wildlife Q) | senniter Bilington v EEI > ]
o I,_ Job Requisition Assistant Environmental Technician, Status @ Openings  Recruiter Hiring Manager
A Wildiife- 54 Open 1 Lorraine Lawrence B Ira Lloyd ==
Jennifer
Billington Application  Applied Jobs
AN Resume Candidate Info Questionnaires Additional Documents
elete & Wi
1188 Winding Rose = Add [ Delete & Download
Windingtown, L4K6Z3 [ lennifer Bilington- cover.docx (docx, 20.0 KB} Candidate 212012021

CAN
W +1 (41614446655
B b1426362@gmail.com
Most Recent Job Title
Engineering Manager
Most Recent Employer

Company 2

Actions

o Update Candidate Status

Click LQuestionnaires| ' iey the Questionnaire the candidate completed for the application.

€ Job Assistant T Wildlife @ | senier Bitington v 7of9 ©
o Job Requisition Assistant Environmental Technician, Status @ Openings  Recruiter Hiring Manager
. Wildlife- 54 Open 1 Lorraine Lawrence &S IraLoyd &=
Jennifer
Billington Application  Applied Jobs
~AM Resume Candidate Info Additional Documents
= Print ]

1188 Winding Road
Windingrown, L4K6Z3
CAN

W +1(416)-444-6655 A Assistant Environmental Technician, Wildlife - 54
B8 b1486362@gmail.com

External Position - Questions 06 - with Driver License + Travel

o Are you legally entitled to work in Canada? *

Most Recent Job Title
Engineering Manager

Most Recent Employer Ves
Company 2 N
o

Actions As per TRCA's Nepotism Policy, do you have a relative or close personal relationship with someone that works at

TRCA? If yes, please provide the employee's name.
*

(2]

o Update Candidate Status

@Cur:act

Yes

£
x
lﬁ Hire Candidate

l;) Decline Candidate

P Remove from Shordist
P
Ax
¥

Mark as Unviewed

©

No

Do you have the required certification / designation for this position? If you answer Yes, please identify what

certification / designation you hold.
*

Not applicable. No specific certification / designation required for this position.
No

Yes

Designation

Do you hold a valid driver's license that would allow you to legally operate a vehicle in Ontario? If you answer Yes,
please identify what type of license you hold (G, G2, DZ, etc.).
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TRCA Performance — Quick Tips - Manager

How to Access and View Candidate Application

How to Shortlist a Candidate

If you want to shortlist a candidate, you can:

1. Click the dedicated “Shortlist” flag next to their name in the grid list.

B Job Requisitions

+ Recently Viewed

& 4 lobRequisitions

Assistant Environmental Tec...

Assistant Environmental Technician, Wildlife D
Coordination & Ecosystern Management (C&EM) 54 Open @
Candidates Job Description Details Activity Postings

Lorraine Lawrence @

O Refresh | 9 Favorites = ﬂFiher @ View | mpmﬁle QNoles 05tatu5 - ﬁHire l@ Decline @Ccnla:l - -

Ira Lioyd @

+ Al New @ InProgress 1 | Ml Declined 1 | il Offer Accepted 1 | @ Interview 1 1
= N Candidzte Name ndicatars Location Status Date Applied Source Scare
[J [ * leannieWestbrook [_F ¥~ Toronto, ON @ InProgress  2/20/21,416FM  Client Careers Site 9
[A * LillieHolt [} ¥~ BRAMPTON, ON @ Incerview 1 2/22/21, 10:07 P Careers
[1 *  RobynWallaster o Toronta, ON New 2/20/21,437PM  Client Careers Site
[ *  YadyMarkham [oF ¥~ Toronto, ON M@ Declined 61/21,1024AM  Client Careers Site
Q| *»  SuzyHayes l 1~ Toronta, ON wly Offer Accept.. | 2/20/21,450PM  Client Careers Site
b Samantha Chilkowsk (o8 X Bolton, ON New 220121, 413PM  Client Careers Site
[ﬁ » Jennifer Billingeon (ol Windingtown New 2/20/21,452PM  Client Careers Site
[ *  Monalisa oL Happyille, ON New 220121, 419PM  Client Careers Site
[d * EricMendoza [ _J~i) MOntreal New 2/20/21,418PM  Client Careers Site

2. Another option is to access the Candidate Record and check the “Add to Shortlist”
checkbox in the Actions panel. Click the candidate’s name in the grid list to access their
Candidate Record.

= &
Jennifer
Billington
[~
1189 Winding Road
Windingrown, LAKEZ3

CAN

W #1(416)-444-6655
B b1486362@gmail.com
Most Recent Job Tide
Engineering Manager
Most Recent Employer

Company 2

Actions

=== More Actian
o Update Candidate Status

@ Contact

& Maricas Unviewed

=
0 Hire Candidate

) Decline Candidzre

[ Add to Shordist

P 4

€ Job Requisition: Assistant Environmental Technician, Wildlife

Test Site (60.3) Recruiting
@ |sennier siingion - tofs @

Status @
Open

Job Requisition Assistant Environmental Technician,
Wildlifes 54

Openings ~ Recruiter
1

Application

Candidate Info Additional Documents

Liwriie

Resume Questionnaires

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt utlabore et
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation

ullamoo laboris nisi ut aliquip ex 2 commedo consequat. Duis aute irure dolor.

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt utlabore e¢
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercication,

Experience
Company 3 - Senior Engineering Manager (2009 > )

Lorem ipsum dolor sit amet, eonsectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex
e

commodo consequat. Duis aute irure dolor.

Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris nisi ut aliquip ex ca commodo
consequat. Duis aute irure.

Company 2 — Engineering Manager (2007 > 2009)

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut lsbore et
delore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris mist ut aliquip ex
ea

commeda consequat. Duis aute irure dolor.

Ut enim ad minim veniam, quis nostru exercitation ullameo laboris nisi ut aliquip ex ea commoda
consequat. Duis aute irure.

Company 1 - Technical Analyst (2004 > 2007 )

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris misi ut aliquip ex
ea

commodo consequat. Duis aute irure dolor.

Ut enim ad minim veniam, quis nostrud exercitation ullamea laboris nisi ut aliquip ex ea commodo
consequat. Duis aute irure,

Lorraine Lawrence B3

2 Q0 0 m @

Hiring Manager
IraLloyd &=
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TRCA Performance — Quick Tips - Manager

How to Access and View Candidate Application

How to Update Candidate Status

As the recruiting process for the job requisition develops and you need to organize a

candidate’s standing, update the status accordingly.

1. Check the box to the left of the candidate’s name in the grid list. Then expand the

“Status” list and make a selection.

= # Test Site (60.3) Recruiting

& Q © O =m O

Q Search

& Job Requisitions

+ Recently Viewad

Envirenmental Technologist, A...

& 4= JobRequisitions

Assistant Environmental Technician, Wildlife o

Assistant Environmental Tec...

Coordination & Ecosystem Management (C&EM) Lorraine Lawrence @ Ira Lloyd @

Candidates Job Description Details Activity Postings
O Refresh | P Favorites ~ [ Fiter @ View | [f]Profle  (ONotes | @ status ~  fYHie| LY Decine (@ Contact ~ [ Add to Talent Pool ~

+ A New 3| | @ In-Progress 2| | M Declined 1) | ull Offer Pending Approva Hew © Interview 1 1

= N Candidate Name Indicators In-Progress Source Date Applied Score Locatia
M *  Jennifer Billingron [T~ oOffered 2/20/21, 45... windingtown “|
[ W *» SuzmHayes [ Il Client Careers it 2/20/27, 45... Toronta, ON
— Phone Screen

O [A *  EricMendoza [ T~ Client Careers Site 2020/, 4. MOntreal
. Testing/Evaluation

[ M * Menalisa [eF ¥~ 9/ Client Careers Site 2020, 40... Happyville, €
[ [ » RobynWallaster [oF ¥l Interview 1 Client Careers Site 272021, 43. Toronto, ON
[J M * leannie Westbrook [eF ¥~ Interview 2 Client Careers Site 2020, 40... Toroma, ON
O [ v LilieHol [eF ¥~ Coreers 2/22/21,10-. BRAMPTON,
- Interview 3

O W *  YadyMarkham [eF ¥~ Client Careers Site 6/1/21,102... Toronte, ON
[J [ * SamanthaChilkowski [oF X~ S Client Careers Ske 22021, 41... Boran, ON

2. Another option is to access the Candidate Record and make the selection through the
“Status” field in the Actions panel.

= L

=) k-
Jennifer
Billington

]|

1189 Winding Read
Windingtown, LAKGZ3
can
W +1(416)}-443-6655
B b1486352@gmail.com
Mast Recent Job Title
Engineering Manager
Most Recent Employer

Company 2

"

o Update Candidate Status
New
In-Progress
Offered
Phone Screen

Testing/Evaluation

& Job Requisition: Assistant Environmental Technician, Wildlife

= Job Requisition Assistant Environmental Technician,

Test Site (60.3) Recruiting

Q | senniter sitngton v 1of0 @

Status @
Wildlifes 54 Open

Openings Recruiter
1

Lorraine Lawrence BN

Application

Resume Candidate Info Questionnaires Additional Documents

& Download

Jennifer Billington
a 1189 Winding Road, Windingtown, ON L4k6Z3
p:(416) 444-6655 - email:b1486362@gmail.com

Lorem ipsum dolor sit amet, consecterur adipisicing elit, sed do eiusmod tempor incididunt ut labore et

dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation
ullameo laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor.

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do efusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation

Experience
Company 3 - Senior Engineering Manager (2009 > )

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris nisi ut aliquip ex
ea

commado consequat, Duis aute irure dolor.

Ut enim ad minim veniam, quis nostrud exercitation ullameo labaris nisi ut aliquip ex ca commodo

2 Q 6 © m @

Hiring Manager
IraLloyd &=

Interview 1 consequat. Duis aute irure.
Inerview 2 . .
Company 2 — Engineering Manager (2007 > 2009)
Interview 3
Lorem psum dolor sit amet, consestatur adipisicing elit,sed do ciusmod tempor incidichunt ut labore et
T dolore magns aliqua. Ut emim ad minim veniam, quis nostrud exercitation ullameo laboris nisi ut aliquip ex
ca
LA concaer commodo consequat. Duis aute iture dolor.
S Torentoand Region
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TRCA Performance — Quick Tips - Manager
How to Access and View Candidate Application

Filter Candidate Grid List

If the number of candidates is high, you also use the Filter to limit the list. As an example,
below the list is filtered for candidates flagged for Interview 1.

Test Site (60.2) REVIT

Q, Search & 4 lobRequisitions

&2 Job Requisitions

Assistant Environmental Technician, Wildlife Status Openings Recruiter ng Manage
54 Open @ 1 Lorraine Lawrence @ Ira Lioyd @

+ Recently Viewed Coordination & Ecosystem Management (CAEM)

Assistant Environmental Tec...

Candidates Job Description Details Activity Postings

42} Refresh | *Favnriles @ View ‘mproﬁle QNntes ostatusv (bHire QDec\ine @Contactv -

Indicators Select Indicators - 9
Decline Reason | Select a Decline Reas ]
Status in - Intervievr 1 % | LN < ]
Source Select a Source ‘ | 9
Site Name Site Name - 9
Applied Date gl - [5] | During | Select a Time Period v %)
Candidate Name [x]
Shertlisted O [x]

Y6 Add Fiter ') Resetto Default Match Al Match Any Apply Filter Clear Filter

+ Al @© In-Progress | | W Declined | | il Offer Accepred @ Interview 1 1
O M Candidate Name ndicators Location Status Date Apglied Source Score
] [Q *  LillieHolt [oF ¥~ BRAMPTON, ON | @ Interview 1 2/22/21,10:07 PM | Careers “

For more detail instructions about accessing and viewing candidate applications, please refer to
the Manager User Guide — Dayforce Recruiting and the Candidate Profile section.
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