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| TRCA Recruiting

Purpose of Manager User Guide

This user guide will help you understand important features of Dayforce Recruiting, including:
¢ Job Requisitions
e Job Postings
e Job Application Sections and Questions for Candidate Applications
e Approval Processes
¢ Messaging — Candidate and Recruiter
e Candidate Management
e Offer Letter Process

e Candidate Hire Process - External Hire, Internal Hire, Rehire
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Dayforce Recruiting

Dayforce Recruiting supports TRCA'’s recruitment processes to attract and hire candidates. It
includes features such as:

* Integrated Job Requisitions.

* Approval Workflows.

* Application templates and questions.

» Candidate Management features to help track and organize candidates.

» Office productivity features, such as the capability to instantly email candidates and

download and forward resumes.
* Integration into Dayforce Messaging and business email.
+ Letter Management module for the processing and delivery of offers.

As a hiring manager, you will be able to:
e Submit Job Requisitions.
e View Postings.
¢ View Candidate applications and update status and related.
e Record Notes about candidates in their profile record.
e Approve Offer Letters.
¢ Initiate Hire transactions for successful candidates

Toronto and Region Conservation Authority 6



| TRCA Recruiting

Launching Ceridian Dayforce
You launch Dayforce by clicking on the Dayforce link on TRCA’s Staff Hub.

@ TRCA Staff Hub -v3 X  + = o %
€ > cole o
I Apps @ TRCAStafHub—v3 @ Documents-OneD.. [ Ceridion Education.. =) Dayforce test

St ff “‘ Torontn and Region Hub Spaces | Staff Directory | Tools & Resources | Logout
d Conservation

Hub Authority

Home News Human Resources Support ~

Recent News TRCA's Mission, Vision and Core Values (PDF)
-
TRCA's Strategic Plan (PDF)
sible to r f

Quick Links

| 2| C |® v

Blog Posts from TRCA Staff
docebo L TE SNNCECTE =
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HR Business Partner Login Role

To access Recruiting as a hiring manager, log into Dayforce under your Manager user role.

#
Select Role

@& Manager

Employee - Time Entry

When you log into Dayforce, it opens with the Home screen displayed. Click the Recruiting

icon screen to the access the module.

Test Site (59.4) Zllu

Lorraine Lawrence
HRES - Human Resources Business Partner

Profile & Settings
@ *
Performance

Recruiting

Reports

@

Onboarding
Employees

A

Actions

1

Balances

[

2 |

Earnings Bookmarks

Events

Pending Actions

2 Q00m @

Please complete your TeamRelate Profile

@

Explorer

Analytics

View all actions in Message Center

You can also click on the Menu button ((=]) at the top left-hand corner

the screen and select Recruiting from the menu to access.

EX of

HO/D&ES - ES
Home
Schedules
Timesheets

Onboarding

Profile & Settings

F 2 Q & b 2

-

Reporting

Performance

Pay Approve Checklist

Hh B »

Reauiting
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Job Requisitions Screen — Manager
When you access Recruiting, the application displays the Job Requisitions screen by default.

# Q002 ®-

Test Site (60.2) [RCETITT

O Refresh | 9l Favorites ~ ﬁFilter @ View | 4 New Reports !, Export

Q Search &
& Job Requisitions + 4l ©o0cch  ©@onHod @ pendinefporovel W Filleg M Cosed Y Canceled € Rejeged
v Recently Viewed Job Requisition Title D ndicators Hiring Manager  Days Open Candidat New @ Assigned Recruite]
Analyst, Property Assets
Rentals Agent Rentals Agent 2 @ Vijay Madduranj 155 1 0 Lorraine Lawrd...
Analyst, Propery Assets T @6 Vijay Madduran] 131 1 0 Lorraine Lawrd..

Side Panel
Click the icon to collapse the side panel and thereby expand the view of this (and any other)

screen.

Q, Search | &«

-] Job Requisitions

~ Recently Viewed
Analyst, Property Assets

Rentals Agent

In the image below, the side panel is collapsed, and the Job Requisitions screen is expanded.

Toronto and Region Conservation Authority
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_.I O Refresh | J Favorites = ﬁFiller @ View | o New Reports &Expon

@ Open © On Hold @ Pending Approva ® Filled 2 W Closed | | ¥ Cancelled © Rejected

Job Requisition Title D ndicators HiringManager | DaysOpen  Candidat... New @ Assigned Recruiter
2 QO Vijay Madduran] 155 1 0 Lorraine Lawre...
Property Assets 7R Vijay Madduran] 131 1 0 Lorraine Lawre...

Click the "'I button on the left to restore the side panel.

Q Search I‘_ Q¥ Refresh | Yl Favorites + ﬁ Fiter @ View | = New Reports 3 Export
& Job Requisitions ©Open | @ OnHold | @ Pending Approval | | W Filed 2 | Wl Closed | 8 Cancelled | | © Rejected
+ Recently Viewed Job Requisition Title D ndicators HiringManager | Days Open Candidat. New @ Assigned Recruiter

Analyst, Property Assets
Rentals Agent 5% @ Vijay Madduranj 155 1 o Lorraine Lavre.
Rentals Agent o

Anzlyst, Property Assets TR Vijay Madduranj 131 1 [ Lorraine Lavire...
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Search

You can click Search to do a quick high-level search for Job Requisitions and Candidates.

Q, Search <4

= Job Requisitions
» Recently Viewed
Analyst, Property Assets

Rentals Agent

When you click Search, a search box appears.

Below, “Property” is entered and job requisitions that contain “Property” in the job requisition
title result.

e [T st
- |~}
All Candidates Job Requisitions
Candidates

0 results found

Job Requisitions

Analyst, Property Assets %
ID 57

Property Assets (PA)

Days Open 131

Hiring Manager
Vijay Madduranj &
Recruiter

Lorraine Lawrence ©E
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Below, the name “Garnan” is entered and a candidate results in the list.

All Candidates Job Reguisitions

[ ) Gamanl

Candidates

Prince Garnan L

Storybook, ON, ON [ +1 (456)-777-1245

PMEL Bentals Agent H pgarnant429@gmail.com
Toronto and Region Conservation

Authority (TRCA)

Job Requisitions

0 results found

Additional features available with Search results include:

e Clicking the ellipsis at the top to carry out additional actions.
e Clicking a candidate email address to send an email.
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All Candidates Job Reguisitions

‘ Q Gaman B Add to Talent Pool

¢ Notes
Candidates B4 Contact

Prince Garnan L El

Storybook, ON, ON W .1 (45617771245

PME&L Rentals Agent = pgarnanﬁdZB@gmail.cun*
Toronto and Region Conservation
Authority (TRCA)

Job Requisitions

0 results found

(The feature option “Add to Talent Pool” is reserved for future use.)
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Job Requisition Form
This section describes the TRCA Job Requisition form and how to submit one.

The job requisition form is initiated and submitted by the hiring manager.

Submitting Job Requisition Form
To begin the process of submitting one, first access Recruiting.

=

HO/D&ES - ES
Home
Schedules
Timesheets
Onboarding

Profile & Settings

#
2
L]
€
@
B

Reporting

Performance

Pay Apprave Checklist

H B »

Recruiting

The Job Requisition screen displays as the default.

Test Site (60.2) REEOTIH

« O Refiesh | ok Favorites + ﬁFHlel @ View Reports  {# Export

® Open1) (@ OnHold | | @ Pending Approval | (¥ Filled | (¥ Closed | | ¥8 Cancelled | | © Rejected

¥ Recently Viewed Job Requisition Tide D ndicators Hiring Manager Staws  DaysOpen  Candidstes @
Assistant Environmental Techn...
Assistant Environmental Technician, Wildlife 4 ﬂ Ira Lioyd @ Open 155 9
Toronto and Region Conservation Authority 14
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Click +New.
Then select “TRCA Job Requisition”.

Recruiting £ Q0 Q 9+| ® v
« O Refresh | Y Favorites ~ ﬁ Fiter <@View | = New v Reporls 3 Export
% Talent Community ®Open @ OnHold | | @ Pending Approval | TRCA Job Requisition
Job Requisition Title TRCA Job Requisition - Government and Community Relations New @ Assigned Recruiter

&5 Job Requisitions

&0 Talent Pools

» Pinned

The Job Requisition form displays, as shown on the next page.
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There are three main sections that make up the form.

¢ Job Requisition Details
e Job Rationale
e Position Details / Job Details

Hiring Manager View

TRCA Job Requisition

Job Requisition

Job Requisition Details

Request Date* Reason For Opening

6/24/2021 Select an Optlion. A
Location™ Position Title*
Select an Option.. L Select an Option... L

Job Requisition Title*

Provide details for the new job requisition. Fields marked with an asterisk are required values.

Justification For Request

Select an Option X

Hiring Manager* Submitter

Anyana Lawson ® v‘ Anyana Lawson v‘
Recruiter

Select an Opfion... L

Job Rationale I
[yt posToTTER

VR e d at this point?

* Is there a risk if the position is not approved?
= What is the funding strategy?

* Please list the account codes.

Job Rationale (Mandatory) Additional Notes Job Description

Position Details I

Number Of Openings*

-

Employment Indicator

Select an Opfion... L

Weekly Hours

Numbers only

Job Details

Provide details for the new Job Requisition's Position. Fields marked with an ast

erisk are required values.

Selected Job Details
Hiring Range Minimum Hiring Range Maximum

Numbers only Mumbers only

Job Requisition Additional Users

Select additional users who should have access to this job requisition.

Contract Employment Duration™

Work Location® Division™

D Internal Posting D External Posting

Business Unit®

:

Toronto and Region Conservation Authority
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Process One Requisition at a Time

You can only process one Job Requisition at a time.

If you need to process multiple forms, you need to submit the current one and then draft and
submit the next one.

Save Draft
You can do Save Draft.

To close the form, click Cancel.

The next time you click “New” to load the job requisition form it will contain the same details.

You can also load the job requisition form from your Message Centre. You will find it in your
Drafts folder.

Test Site (60.2) QUEERC g
o x

Compose

@ ~pprovals } i .
E Job Req Custom form with tab inserted for Job Rationale
& Inbox
Messages To: 777121, 8:57 AM

E Reports .
Job Requisition
O Nosfications

Job Requisition Details
A Actions
Provide details for the new job requisition. Fields marked with an asterisk are required values.

Request Date* Reason For Opening Justification For Request.

A Sent TiT2021 N Hew P New Complement % +Y
] Trash Empty Location* Position Title* Hiring Manager* Submitter
Property Assets (PA) x X PA-Analyst, Property As._. % R Vijay Madduranj x X Vijay Madduranj X
Joh Requisition Title* Recruiter
PA - Analyst, Propery Assets | Lomaine Lawrence B |

Job Rationale
“Why is this position needed at this point?

*Is there a risk if the position is not approved?
- What is the funding strategy?
» Please list the account codes.

Job Rationale Additional Notes Job Description

Due to increased workloads over the past several years due to increased responsibility.. N

Position Details

Provide details for the new Job Requisition’s Position. Fields marked with an asterisk are required values.

Number Of Openings*

A |

Employment Indicator

Discard a Saved Job Requisition

If you did a Save Draft, after when the form is loaded, the Cancel button only closes the form.
It does not delete the form.

If you want to delete the draft version and start a new one, you must access the form in your
Drafts folder in your Message Box and take the following step.

e With the form loaded, click the Discard button at the top.

Toronto and Region Conservation Authority 17
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Job Requisition Approval Workflow
When you submit a job requisition it is routed to four approvers.

Approvers

e Your Manager

e Your Director

o Jenifer Moravek (Manager, Strategic Business Planning and Performance)
e Human Resources Business Partner

Resubmit or Withdraw
The approvers have the option to Accept or Reject the form. They can also record a comment.

If they Reject the form, it does not cancel the workflow. Instead, the form is routed back to you
the submitter and you have the option to:

i.  Update the form and Resubmit. In this case, the form is routed through the first
approver and the process repeats, still with the Reject button available to them.

i. Withdraw the form. In this case the workflow automatically cancels.

Job Requisition Details Section

TRCA Job Requisition O X

Job Requisition
Job Requisition Details

Provide details for the new job requisition. Fields marked with an asterisk are required values.

Request Date* Reason For Opening Justification For Request
6/24/2021 [5 Select an Opfion... hd Select an Opfion... hd
Location® Pasition Title® Hiring Manager® Submitter
Select an Opfion... L2 Select an Opfion... - Nicola Grossi ® 1’ Nicola Grossi 1’
Job Requisition Title® Recruiter
Select an Cplion... -
Job Rationale

* Why is this position needed at this point?

* Is there a risk if the position is not approved?
* What is the funding strategy?

* Please list the account codes.

1. Request Date

The date defaults to the current date when the form is loaded the first time.

Update the date as needed.

Toronto and Region Conservation Authority 18
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7/20/2020 N
q 2020 b
2 3 4
s 6 7 & 3 10
2 13 14 15 16 17 18
21 22 23 24 35
26 27 28 29 30

2. Reason for Opening

These are system values.

Record “New” for any position that is being filled for a new position that been added to

TRCA Complement.

Record “Replacement” for any position that is being filled as a replacement of a vacant

position under existing TRCA complement. (“Replacement” the same previous “Fill
Vacant” terminology used with previous recruiting system.)

f‘\. W

Replacement

3. Justification for Request

Select a value to describe the reason why the position is being filled. Please select
based on the combinations in the table below.

Acting Assignment
Approved Leawve

Extension of Termp Contract
Mew Complement
Promation

Resignation

Retirement

Termination

Reason for Justification for Request
Opening
“New” New Complement

“Replacement”

Acting Assignment

Approved Leave

Extension of Temp Contract

Promotion

Resignation

Retirement

Termination

Toronto and Region Conservation Authority
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4. Location

This drop-down list displays the On-site Department(s) (sometimes referred to as the
“Sub-unit” under Business Unit) associated with you and your team.

You can submit a job requisition to hire for only for a position associated with the listed
On-site Department(s).

Although Location is displayed as the label, the values do not represent physical sites.

Location™®

Q

Water Resources Engineering (WRE)

Select a value for this field before a selection is made for the Position Title field below.
This will ensure that only position titles associated with your team’s On-Site(s) will be
listed.

5. Position Title
Select the position that you want to hire for from the drop-down list.

Please note: As explained above, please ensure you select a Location before choosing
a value from this list.

AF - Archaeologist/GIS
AF - Crew Leader
AF - Service & Support Staff
AF - Supervisor, Archaeology (Field)
| AF - Technician
AF - test position
AHCA - Crew Leader
AHCA - General Office Or Tech Grad
AHCA - Junior Service & Support Staff

AHCA - Lead Hand, Albion Hills Conservation Area =

Toronto and Region Conservation Authority 20
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6. Job Requisition Title

This defaults to what is populated into in the Position Title field above, but it is editable.
You can change the title to meet your requirements.

The abbreviation at the beginning of the populated values represents the On-site
Department — ensure you remove it.

As an example, below, the “WRE — Analyst, Water Resources Engineering” is edited by
removing the “WRE” abbreviation at the beginning of the value.

Position Title* Job Requisition Title*

WRE - Analyst, Waler Re... X » Analyst, Water Resources Engineering - Durham

WRE - Analyst, Water Resources Engineering

7. Hiring Manager

The value defaults to your name.

The drop-down list includes your direct reports — ensure your hame is recorded.
Phil Walker x a‘ Phil Walker

| Q

Alicia Alston
WRE - Senior Engineer, Water Resources
Employee #000156

Cathy Deneuve
WRE - Senior Engineer, Water Resources
Employee #001683

Dan Houghton
WRE - Senior Engineer, Water Resources
w| Empioyee #002610

Ethan McStewart
WRE - Senior Engineer, Water Resources

8. Submitter

This value defaults to the current user and cannot be edited.

submitter

b |

Phil Walker

i
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9. Recruiter

Select the recruiter that will handle the Job Requisition. The recruiter is the assigned
Human Resources Business Partner for your Division.

|5&Ie-::t an Option... 'Y l

| Q|

Remona Francis
Carmnen Larm

Alison Pendrith

Job Rationale Section

The Job Rationale field is a mandatory field. If you leave this field blank Dayforce will prevent
you from submitting the job requisition.

As indicated in the panel instructions for this section, the field needs to be updated with:

o Why is this position needed at this point?

e Isthere arisk if the position is not approved?
o What is the funding strategy?

¢ Please list the account codes.

TRCA Job Requisition B X

Job Requisition

Job Requisition Details

Provide details for the new job requisition. Fields marked with an asterisk are required values.

Request Date* Reason For Opening Justification For Request
62472021 |“3 Select an Option.... v Select an Option... L
Location® o Pasition Title* Hiring Manager* Submitter
Select an Option... L Select an Option. .. A Anyana Lawson »® v‘ Anyana Lawson v‘
Job Requisition Title* Recruiter
Select an Opfion... -
Job Rationale |

* Why is this position needed at this point?

* |s there a risk if the position is not approved?
* What is the funding strategy?

* Please list the account codes.

Job Rationale (Mandatory) Additional Notes Job Description

Toronto and Region Conservation Authority 22
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Position Details Section

Position Details

Provide details for the new Job Requisition's Position. Fields marked with an asterisk are required values.
Number Of Openings*

Employment Indicator

Select an Option -

Weekly Hours

Job Details

Selected Job Details
Hiring Range Minimum Hiring Range Maximum

1. Number of Openings

Record the number of hires required for the requisition.

Number Of Openings™®

|

2. Employment Indicator

Select the position type.

Employment Indicator

| Select an Oplion. .. & l

| a

Co-Op/intern
Permanent Full-Time
Permanent Part-Time
Seazonal

Summer Student
Temporary Contract
Temporary Part-Time

Trainee

Toronto and Region Conservation Authority 23
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3.

Weekly Hours

Record the standard number of weekly hours for the position.
For Full Time positions this is either 35 or 40 hours.

Weekly Hours

Hiring (Pay) Range

Record the minimum and maximum amount.

Hiring Range Minimum Hiring Range Maximum

The values recorded here are integrated into the Job Posting wizard used to display the
position on the internal Careers site or the external Client Careers site.

Contract Employment Duration

Record the length of the contract, e.g., “6 months”.
Record “N/A” if the position is “Full-Time”.

Contract Employment Duration®

Work Location

Record the position’s work-site site location. This will be included in the job posting
advertised on the careers sites.

Work Location™

Division

Record the Division associated with the position, e.g., “Development and Engineering
Services”.

Division*

Toronto and Region Conservation Authority 24
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8. Business Unit

Record the Business Unit associated with the position, e.g., “Professional Services”.

Business Unit*

9. Internal Posting

Check if the positing is to be posted internally.

Internal Posting

10. External Posting

Check if the positing is to be posted externally.

External Posting

11. Submit

Click EEEEE. The form will be routed to approvers.
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Job Requisition Additional Users

Job Requisition Additional Users

eleClh ddItonal USers Who s

= Add Delete

Contract Employment Duration*®

Work Location™ Division™

Internal Posting External Posting

Business Unit*

T

Job Requisition Additional Users

If necessary, when submitting the job requisition form, you can request that additional
employees be assigned to the job requisition. This gives them visibility to the job
requisition and all related activity, including job postings and candidates. (In the job
requisition form this feature is not visible to managers.)

Any Additional User can also be added after the job requisition is approved. This can be
done in the Details screen of the approved job requisition. The Details screen is
described in a section below. Please click Details to navigate to the section

Please note any additional user that is added will require the Manager user role to
access the job requisition. Without this role, access is not possible.

In either case — the job requisition form, or the Details screen — only administrators can
add additional users. Please follow up with your HRBP if want an additional user

assigned to the job requisition.
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Submit Job Requisition

When you finish recording all the required fields click EEEA. The form will be routed to the
applicable approvers.

TRCA Job Requisition 0O X

Job Requisition

Job Requisition Details

Provide details for the new job requisition. Fields marked with an asterisk are required values.

Request Date*® Reason Fer Opening Justification For Request
6/24/2021 |“3 Select an Opfion... A Select an Opfion... A
Location® o Position Title* Hiring Manager* Submitter
Select an Option... X Select an Option... X Anyana Lawson x b | Anyana Lawson -
Job Requisition Title® Recruiter
Select an Opfion... A

Job Rationale

* Why is this position needed at this point?

* Is there a risk if the position is not approved?
* What is the funding strategy?

* Please list the account codes,

Job Rationale (Mandatory) Additional Notes Job Description

Position Details

Provide details for the new Job Requisition's Position. Fields marked with an asterisk are required values.

Number Of Openings*®

b

Employment Indicator

Select an Opfion... v -

You can check for the status of your job requisition by accessing the Recruiting module and
viewing the associated Indicators and Status columns in the Job Requisition screen. This
feature is described in a following section.
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Once finally approved, you will receive applicable notifications in your Dayforce Message Box,
as well as your business email.

40008m 0
€ Back  [i] Delete & Mark as Unread BPrint 1ofz » X
@ Approvals
0 TRANSACTION APPROVED: position 13 / CL&T - Coordinator, Conservation Lands
& inbox (5]
Messages From: Carmen Lam 6/24/20, 217 PM
B Reports To: Matt Kenel
@ toicatons The Job Requisition submitted by
Actions 6756 on 6/24/2020 12:00:00 AM was approved.
(¢ Drafes This Job Requisition is for the position of 13 / CL&T - Coordinator, Conservation Lands.
oA sent
T Trash Empty

TRANSACTION APPROVED: Job Req. 79 / Coordinator, Ontario Climate Consortium

notify@dayforce.com
To Nick Grossi

The Job Requisition submitted by Myron Russell
on 6/10/2021 12:00:00 AM was approved.

This Job Requisition is for the position of Coordinator, Ontario Climate Consortium.

Requisition ID = 79.

Please note:

If during the approval process the form is rejected by an approve and then you Withdraw the
form, approvers will receive related notifications in their Dayforce Message Box, as wells as

their business emaiil.
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Job Requisitions Screen

Job Requisitions

You can click a column in the grid to sort the entire list accordingly. This can be helpful if the
number of job requisitions that you have submitted is high.

Here the “Job Requisition Name” column is sorted.

Test Site (60.2) [LEIT] 2 Q0 O +| @~

& v Refresh | Y Favorites = ﬁFHler @ View | = New Reports &Expon

& Job Requisitions + All3) @Open | @ OnHold | @ Pending Approva WFilled 3 % Closed | | € Cancelled | € Rejected

~ Recently Viewed

lob Reguisigion Ty D ndicators HiringManager | Days Open Candidat.. New @
Superviser, Procurement
Coordinator, Procurement Car... | Coordinator, Pracurement Cards and Anslysis s OB Linda Martin 8 2 Jessica Choi
Project Caordinatar, Procurem... || p, .o Procurement “ O Linda Wartin 123 g 0 Lorraine Lawrence
Supenvisor, Procurement EdlloT) Linda Martin 178 2 0 Lorraine Lawrence
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Toolbars

At the top of the Job Requisition screen are two toolbars each containing buttons to allow you
to complete various actions.

The first toolbar includes the Filter button - you can use it to choose filter criteria as needed.

23 Refresh | g Favorites + ﬁFiIter @ View | = New~ Delete | Repors 4 Export

The second toolbar has defined buttons that you click to filter the list of job requisitions. These
buttons are pre-defined, and you cannot change the associated filter criteria.

Ii'# All ‘IJ_:I @ Cpen 10 © On Hold Pending Approval 1 ¥ Fillec %t Closed ¥} Cancelled € Reject 1
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Filter button on 15t Toolbar

The Filter button allows you to carry out a detailed search of job requisitions. This can be
helpful if the number of job requisitions that you have submitted is high.

Click the Filter button to open the search feature.

Test Site (60.2) R0 £ Q002 @

& ¥ Refresh | *Fa\mrilesv @ View | o New

& Job Requisitions + All3) & Open ending Approva ) Fillad 3
v Recently Viewed D ndicators Hiring Manager Days Open | Candidat... New @
Supervisor, Procurement
45 Linda Martin g 2 1 essica Choi
Coordinator, Procurement Car... ow !
Project Coordinator, Procurer... “ @ Linda Martin 123 H 0 Lorraine Lawrence
0 @ Linds Martin 178 2 0 Lorraine Lawrence

Test Site (60.2) [RE g4

& ¥ Refresh | ok Favorites + @ View | o New Reports &Expnn

£ Job Requisitions ) ~ || Enler a job requisiion I 10 Search. 10 search for mUMpIE j0b reqUISIIoN's by 10, Separals the 1D's by a comima [X]
» Recen ved b Re s
LDl contains v <)
Supervisor, Procurement Title
Coordinator, Procurement Car... Position in - . a
Project Coordinator, Procurem...
Location in v - Q
Status not in v Select Status(es Py
Assigned o . e
Recruiter
Evergreen o
Hiring Manager  in v | [Select Manage J o

o AddFicer ') Reset o Default Match Al Match Any ApplyFilter Clear Fiter

Open | (@ OnHold ) @ Pending Approval | (¥ Filled 3 (¥ Closed | | ¥ Cancelled | | @ Rejected

D ndicators HiringManager  Days Open  Candidat New @

ol Linda Martin & 2 Jessica Chai
44 @‘g Linda Martin 123 -3 0 Lorraine Lawrence
30 @f\}, Linda Martin 178 2 0 Lorraine Lawrence

Update the search feature with values as need, then click Apply Filter to execute the search.
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You can click the Add Filter button to bring additional fields into the search feature if needed.

Test Site (60.2) [REl

&  *O Refresh |k Favorites + ﬁFiher @ View | o New Reporis A Export

Evergreen
Hiring Manager

i £ Job Requisitions D = v Enter a job requisition ID to search. To search for multiple job requisition’s by 1D, separate the ID's by a comma [x]
: Job Requisition —— . o
1 Tide

f Coordinater, Procurement Car.. | oo o0 - - N ]
3 Project Coordinator, Procurem...

. Location in v N ]
1 Status not in - J o
] Assigned = . o
] Recruiter

: Evergreen Q
. Hiring Manzger | in = e
H o Acd Filter et to Defaul Matzh 41 Match Any ‘Apply Filter Clear Fiter
: D } Hold @ Pending Approva o re

3 ob Requisition Title |sition Tive Hiring Manager Days Open  Candidat.. New @

: I Position

g hnalysis Linda Martin 8 2 1 Jessica Choi

3 Location

3 Status Lindz Martin 123 8 0 Lorraine Lawrence

d Assigned Recruiter Linda Martin 178 2 0 Lorraine Lewrence

To restore the full list of job requisitions, click the Clear Filter button and the Apply Filter
buttons.

Test Site (60.2) [RE g4

& ¥ Refresh | ok Favorites + (@ View | o New Reports G Export
£ Job Requisitions D = v Enter a job requisition ID to search. To search for multiple job requisition's by ID, separate the ID's by a comma [x]
- Rece: wed s
Job Requisition Jo—— . o
Supervisor, Procurement Title
Coordinator, Procurement Car.. | po oo - - e
Project Coordinator, Procurem...
Location in v - Q
Status not in v . Q
Assigned n . Yo
Recruiter
Evergreen [x]
Hiring Manager in - - D

o AddFicer ') Reset o Default Match Al Match Any I ApplyFilter Clear Fiter

Job Requisition Title Hiring Manager en Candidat New @

Coordinator, Procurement nd Analysis Linds Martin 8 2 Jessics Choi
Project Coordinator, Pracurement Linda Martin 123 8 0 Lorraine Lavrence
Supervisor, Procurement Lind Martin 178 2 0 Lorraine Lavrence

Click the Filter button again to close the search feature. Then click Refresh.
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2"d Toolbar with Status Buttons
This toolbar includes buttons you can click to quickly filter job requisitions under a specific
Status.

Each button includes an identifying indicator icon as well as a related number to reflect the
applicable number job requisitions under that status.

42008 ©

& O Refiesh | Y Favorites ~ ﬁFHIer @ View | = New Reports i Export

& Job Requisitions I + All3) @ Open © On Hold @ Pending Approva ®Filled 3 W Closed ¥ Cancelled © Rejecied
+ Recently Viewed
Job Requisition Title D ndicators Hiring Manager Days Open  Candidat. New @
Supervisor, Procurement
Coordinator, Procurement Car... | Caordinater, Procurement Cards and Anclysis = Q8 Linda Martin 8 2 Jessica Chai
Project Coordinator, Procurem... Praject Coordi “ O Linda Martin 123 5 ) Lorraine Lawrence
Supenvisor, Procurement ElloT Lind Martin 178 2 0 Lorraine Lawirence
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Click the indicator button with the desired status to immediately filer submitted job requisitions
under that status.

Test Site (59.4) [LEITLT %2 QO O !.;.| @~

Q search & O Refresh | J Favorites = ﬁ Fiter @ View | = New v Copy Delete | Reports A Export

£ Talent Community A Open On Hold Pending Approval 1 Filled Closed cancelled Rejected

3 Talent y 44 @of ] \I@ ding Approval 1| | ® Flled % CI ] led @

22 Overview Job Requisition Titie D v | Indicatars Number Hiring Days Open Candidates..  Assigned Recruiter | Resume Shoi
BGBM - Service & SUDPOI Staff 7@ 1 Juno Cartarignt 0 0 Jessicachoi

& Job Requisitions

- Recent
PA-

lyst, Property Assets
Advisor
Project Manager, Corporate Su...
Assistant Environmental Techn...
WRE - Analyst, Water Resource...
&2 Candidate Management

» Pinned

. + A13) . . . . - :
Click the All indicator icon button to immediately restore the fill list of job

requisitions.
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Job Requisitions - View
The View button allows you to customize and add contextual columns that are displayed in the
status grid.

$2008% ©

& 42} Refresh \ *Fa\mritesv ﬁFHI | =+ New Reports @ Export

& Job Requisitions + Al2) @ Open @ Pending Approval | | ¥ Filled 3| | B Closed | | ¥8 Cancelled | | € Rejected
v Recently Viewed
1o} ndicators Hiring Manager Days Open  Candidat. New
Supervisor, Procurement — e
Coordinater, Precurement Car... | Coordinator, Procurement Cards and Andlysis =@ Linda Martin 5 2 Jessica Cha
Project Coordinator, Procurem... | | projec: Caordinasar, Procurement “ @O Linda Martin 123 8 Lorraine Lawrence
Supeniisor, Procuremant ENCT Linda Martin 178 2 o 0 Lomaine Lawrence

Click button to open the feature, then click the Choose Columns button. See next page.
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&5 Job Requisitions

~ Recent

Superviser, Procurement

Coordinator, Procurement Car...

Project Coordinator, Pracurem...

Columns

& Job Requisition Title an & Indicators

& 42» Refresh | *’Fa\mritesv ﬁFi\ter

Hiring Manager

&= New Reports 3 Export
DaysOpen | Candidates | Mew | Assigned Recruiter Choose Columns

Job Requisition Title

tor, Procurement

Procurement

4 Cancelled
Hiring Manager Qpen  Candidat... New @
Linda Martin 8 2 1
Linda Martin 123 8 0 Lorraine Lawrence
30 @ﬂ Linda Martin 178 2 0

Jessica Choi

Lorraine Lawrence
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Select columns from the Available list and move them to the Selected list to display them in the
grid.

Conversely, select columns from the Selected list and move them to the Available list to
remove them from the grid.

In this example, the “Status” and “Assigned Recruiter” columns are moved into the Selected list.
The “Status” column is also moved up to be positioned below “Indicators” column.

Column Options

AVAILABLE SELECTED

Column Name A Column Name Mandatary
-~ v -
Position Job Requisition Title o
>

Location

D +
Number Of Openings Indicators v
Date Approved Status
In-Progress Hiring Manager

Offered Assigned Recruiter

Hired Days Open

Declined Candidates

When the desired columns have been set, click the Select button.
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Then click the Apply button to set the view. Then click Refresh.
Recruiting

&

& Job Requisitions

d

Supervisor, Procurement

~ Reces

Coordinator, Procurement Car..

Project Coordinator, Procurem...

QRefresh| | e Favorites ~ ﬁFilter ‘ @ View “ =+ New Reports 3 Export
Columns
&JobRequisifon Tle @D @indicators | Status || Hiring Manager || Assigned Recruter || DaysOpen | Candidates | New Choose Columns
-
Wrled3 W Close T3 Cancelled | | @ Re
D dicators Hiring Manager pen | Candidat. New
= @O Linds Martin 8 2 Jessica Choi
“ @O Linda Martin 123 H 0 Lorraine Lawrence
30 @ﬁ, Lindza Martin 178 2 o Lorraine Lawrence

As shown below, the “Status” and “Resume Short Listed” columns are now displayed in the
status grid.

&5 Job Requisitions
d

r, Procurement

- Rece

Sup
Coordinator, Procurement Car...

Project Coordinator, Pracurem...

& ¥ Refresh | ok Favorites + ﬁ Fiter @ View | = New Reports & Export
@ Cpen OnHold | | @ Pending Approval W Filled 3 Clos * Cancelled
Job Requisition Titke D ndicetprs Staws  Hfping Ma. Assigned Recruiter Days Open
Coordinator, Procurement Cards and Analysis 45 @ﬁ, '} Filled Lind.. Jessica Choi 8
Praject Coordinator, Procurement 44 @F,J; w}Filled Lind.. Lorraine Lawrence 123
0 9K wFilled Lind. Lorraine Lawrence 178
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Column Description Additional Information

Some columns have a small question mark icon “ next to the column name. Hover your

mouse pointer over it to view an associated description.

Below, the additional information is displayed for the “Candidates” column.

Test Site (60.2) [REEHIES 2 Q0 O 9+| @~

& O Refresh |k Favorites ~ ﬂFilter @ View | = New Reports A Export

& Job Requisitions ©® Open | (@ OnHold | | @ PendingApproval | | ® Filled 3] | Closed | | Cancelled | | € Rejected

wed Job Requisition Title D ndicators Status Hiring hla. Assigned Recruiter Days Open Candidstes @ v

- Recently
Superviser, Precurement 1
_ Project Coor :Ine tor, Prq
Coordinator, Procurement Car... e d for o i =pending igned to t be diff
Project Coordinator, Procurem... Coordinator, Procurement Cards and Analysis 45 @ﬂ ﬂF\IEd Lind. Jessica Choi 8

Superviser, Procurement 0 Ow w}Filed Lind, Lorraine Lawrence 178
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Job Requisition Indicators

Depending on the status of each job requisition, the screen will display meaningful icons in the
Indicators column.

$2008% ©

& O Refiesh | o Favorites ~ ﬁFHler @ View | = New Reports i Export

& Job Requisitions © Open | (@ OnHold | | @ PendingApproval | W Filled 3| (W Closed | | ¥ Concelled | | @ Rejected

v Recently Viewed

Job Requisition Title D iz Hiring Manager Days Open  Candidat. New @
Supervisor, Procurement
Coordinator, Procurement Car... | Coordinator, Pracurement Cards and Analysis 4 @ Linda Martin ] 2 Jessica Choi
Project Coordinator, Procurem... | | projec: Caordinasar, Procurement 4 0w Linda Martin 123 8 0 Lorraine Lawrence
Sugenvisor, Procurement 1 o Lind Martin 178 2 0 Lomaine Lawrence

Hover over the Indicators column header label and a list of all available indicators with a brief
description will be displayed.

Test Site (60.2) [RENl0y

« Q¥ Refresh | Yl Favorites = ﬁFHler @ vView | = New Reports GExpon

&= Job Requisitions + All3) @ Open © OnHold | | @ Pending Approval ® Filled 3 6} Closed ® Cancelled © Rejected
+ Recently Viewed Job Requisition Title D —oes — - Days Open Condidates @ v
Supervisor, Procurement
~ Project Coardinatar, Pracurement ence 123 H
Coordinator, Procurement Car...
# of ope
Project Coordinator, Procurem... ment Cards and Analysis o
Supervisor, Procurement ence| 178
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Hover over the icon associated with the specific job requisition to make the information bubble
appear.

In the example below, the user hovers over the ¥ icon.

D | B Calender-k X | @ UAT-Recruit X | [ EditCase X | D) Dayforce X | D Recruiting-L X | D) Recruiting-L X | ) Recruiting-| X | _) Dayforee X | 4

&« C (%) https//canpreext60.dayforcehem.com/MyDayforce/u/XuCMzD8sEkG-Fnb55FgogQ/Common/# % ,_;J

[ Corporate Templates  (C Ceridian Community _) TRCA Test-Dayforee [0 Microsoft 365 Grou..

@ OneDrive [ Ceridian Zoom Con.. TU Ceridian Support C..  (C Ceridian Dayforee 5. (C aha - Dayforce Pro...

Test Site (60.2) GREENIT

& ¥ Refresh | o Favorites = ﬁ Fiter <@ View | = New Reports ‘!, Export
e . . Fi c
(+ 413) (@0pen | (@OnHold | (@ PencingApproval | (W Filled 3| (® Closed | | W Cancelled | | @ Rejecsed
Job Requisition Title D ndicators Staws | Hiring Ma Assigned Recrutar Days Cpen Candidstes @ v

Project rdinator, Procurement 44 tion in status | Lind.. Lorrgne Lawrence 123 8
Coordinator, Procurement Car... B ' 913 | Job requisition n  filled status
Project Coordinater, Procurem...  Coordinator, Procurement Cards and Analysis 5 @R TFTed T =wis Chot 8

Supenvisor, Procurement ENGT w}Filled Lind. Lorraine Lawrence 178

Other examples of Indicator information bubbles include:

When hovering over the @icon, the corresponding bubble appears

Workflowed job requisition in an approved status

Job requisition that has job postings

When hovering over the ¥ icon, the corresponding bubble appears.

Job requisition in a filled status

When hovering over the ¥ icon, the corresponding bubble appears.
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Below is a detailed list of available Indicators and descriptions.

MNote: The application does not display this icon for evergreen job requisitions or
Job requisitions that have open positions remaining.

Indicator Description
Indicates that there are additional users assigned to the job requisition. Click the
icon and the application opens a dialog box displaying the list of additional users:
Edditional . Job Req ID: 3 - District Sales Senior Manager - Asia Pacific X |
sers '
ﬂSSig"IEd Full Mame Date Added Added By
* | Kenneth, Christensen 223208 Maccn, Burke
ACton, Short 2RI E Iacon. Burke
| Christine, {acciaarm 21282018 Iaccn, Burke 1
Job Indicates evergreen job requisition. Evergreen job requisitions are used in
Requisiionis | continuous hiring situations where employers want to allow candidates to apply at
Evergreen all imes.
¢ 3 For more information, see Create Evergreen Job Requisitions on page 58.
Workflowed
Job
Requisition
FPending
Approval ) o ) .
Indicates the workflow state for the associated Job Requisition form (i.e., Pending
(o] Approval, Approved, or Rejected). Click the icon and the application opens the
Workflow State dialog box in which you can view the approval history for the form:
Workflowed
Job Workflow State x
Requisition
ah Reguisiion Form X6 Qpen
prmh’ed mpprol Hetery
E‘} 1, Dehorah Wikor JAINE Approad
WJDI;WECI For more information, see Workflowed Job Requisitions on page 24.
Requisition
Rejected
®
Indicates job requisitions for which all open positions have been filled. Click the icon
and the application opens a dialog box displaying the names of the hired
candidates, along with their start date, and pre-start date (if configured):
Job
Requisitionis | Hired Candidates - 3 - District Sales Senior Manager - Asia Pacific x
Filled Candidate MName Start Date Pre-Start Date
ﬂ Roert smich 3300Aane Hia
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Requisition is
Posted

Indicates job requisfions with one or more achive job poshings. Thick the icon and
the application opens a dialog box displaying a summary of the job postings,
including where each job was posted, job location, posting date, and language:

Postings - 2 - Mid Market Account Manager - Asia Pacific x
Posting Titde Client Career 3ite  LoCation Posting Date  Language
Iid Markeat Account Mamager - 4. Cient Careers St Sam Francisoo/CA ETR R en-Us

W Martsat Account Mamager - 4. Carears San FrancsmCA RN A an-L1%

MNote: Job postings that were deleted or have expired are not displayed in the
Postings dialog box.
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Job Requisition Indicator — Additional Details

In addition to the information bubble, you can click on a specific indicator recorded for the job
requisition to view associated details in a pop-up window.

Example 1

The user selects a job requisition and then clicks on the © Approval Status indicator value. The
indicator means “Approved”.

Test site (60.2) REATL0 2Q00B @-
& O Refresh | Favorites ~ ﬂ Fiter @ View | = New Reports ‘!‘ Export
2 a3 - - - - -
(# A13) ®Cpen | @OnHold | | ® PendingApproval | | WFiled 3| W Closed | | W Concelled | | @ Rejecced
Job Requisition Ti D ndicators Staus | Hiring Ma Assigned Recruiter Days Open Condidates @ v
- = N
c s 'l?, il Lind. Lorraine Lawrence 123 8
Project Coordinator, Procurem... ards and Analysis s Q8 ) Filled Lind.. Jessics Chot 8
0 @8 wFiled Lind. Lorraine Lawrence 178

As a result, a box pops-up to display individuals who have approved the job requisition.

Workflow State ) 4
Jeb Requisition Form 10/20/2020 Open

Approval History

1. Lorraine Lawrence 10/2062020 Approved

2. Shelly Brady 10/20/2020 Approved

3. Michael” 10/20/2020 Approved
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Example 2

The user selects a job requisition and then clicks on the @ Approval Status indicator value. The
indicator value means “Pending Approval”.

Test Site (60.2) [RELTTT]

Q Search & 3 Refresh | Y Favorites ﬁ Fiter @ View | = New Reports 3 Export
& Job Requisitions © Open1) (@ OnHold | | @ Pending Approval 1) (€ Filled | (W2 Closed | | ¥ Cancelled | | @ Rejected
SReciviiiceed Job Requisition Title D ndicators Hiring Manager

Research Analyst, Ecology
Research A yst, Ecology 68 O will (o]
Research Scientisty, Aquatic Eco.. || oo o d s FCOI0Y o mar Willis ®0pen

Research Scientist, Aquatic Ecology Omar Willis @ Pending

As a result, a box pops-up to display the current approver and any previous approval history.

Workflow State ) 4

Job Requisition Form 1/30/2021 Pending Approval
Approval History

1. Shelly Brady 13072021 Pending Approval
2. Laurie Melson 1/30/2021 Approved
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Example 3

The user selects a job requisition and then clicks on the ¥ Posting indicator. The indicator
means the job requisition has postings.

Test Site (60.2) RELOIILT ’®$ Qe o 9| @~
Q search & O Refresh | o Favorites + ﬁFHlel @ View | = New Reports 3‘ Export
& Job Requisitions 4 Al2) @Open1 (@OnHod | @ PendingApproval 1 € Filled | % Closed | | % Cancelled | | @ Rejected
© e d Job Requisiion Title D sojcators Hiring Manager Status
Research Analyst, Ecology
Research Scientist, Aquatic Ecg... || oo Analyst, Ecology &8 ({Iﬁl Omar Wilis ©0pen
Resesrch Scientist, Aquatic Ecalogy % G Omar Willis @ Pending

As a result, the box below appears to display details of the associated postings.

Postings - 68 - Research Analyst, Ecology ®
Posting Title Posting ID External Job Board Job Board Location Posting Date Language

Research Analyst, Ecology 147 Mo Client Careers Site Concord,ON 4/20/2021 en-Us

Research Analyst, Ecology 148 MNo Careers Concord,ON 42042021 en-lUs
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Example 4

The user selects a job requisition and then clicks on the ® Additional User indicator. The
indicator means that an individual other than hiring manger or recruiter has been assigned to
the job posting.

10001 0

& A Refresh | Yl Favorites + ﬁFHlel @ View | o New Reports ‘!, Export
TR . 5 - -
(# A1) (@0pen1 (@OnHold | | @ Pendinghpproval | | WFiled | W Closed | | W Cancalled | | @ Rejectsd
Job Requisition Title D ndicators Status Hiring Ma... DaysOpen  Candidates @ New @ Ass
alyst
FPER - Finandial Analyst I .I & Open Peyt.. &78 1 0

As a result, the box below appears to display details of the additional user that has been
assigned to the job posting.

Job Req ID: 4 - FP&R - Financial Analyst ®
Full Name Date Added Added By
Lauren, Fulmer ar7i2020 Micola, Grossi

Indicators vs. Status Column

Indicators are displayed only if job requisition was subject to an approval workflow. In the small
chance where it was not (i.e., manually entered job requisition), you can view the “Status”
column value for similar information as this column does not depend on approval workflow.
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Job Requisitions — Associated Screens

Click on a job requisition to view associated screens, view additional details, and to carry out
actions.

Test Site (60.2) [LETLdY
& ¥ Refresh | Y Favorites ~ ﬁ Fiter <@ View | o New Reports ‘!, Export
& JobR qu Al 1) © Open 1 @ On Hold Pending Approval | W Filed %l Closed | | %3 Cancelled | €@ Rejected

istant Environmental Technician, Wildife 51 Oyt Ira Lioyd @ Open 155 Ia

In this example, the job requisition “Assistant Environmental Technician, Wildlife” is selected.

The indicator listed for this requisition include © , which means the job requisition is in
“Approved” status and the ¥, which means the job requisition has postings.

When the job requisition is clicked, the screen changes and the following screens become
available:

¢ Candidates (displays the default)
e Job Description

e Details

e Activity

e Postings
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Candidates
The Candidates screen lists any internal or external candidates that applied to the job posting.

Test Site (60.2) [REe Lyl

& 4= JobRequisitions

a8 .
Job Requisitions . . - S
= Assistant Environmental Technician, Wildlife
© [z Coordination & Ecosyster Management (CREM) 54 Open @ 1 larare ez )
Assistant Environmental Tec...
Candidates ob Description Details Activity Postings
¥ Refresh |k Favorites + ﬁ Filter @ View | mF‘sf e DMhoates OStalus - ﬁ Hire @(‘-:nia-:t ~  [=yAddto Talent Pool -

+ Al New 6

n Candidate Name Status Date Applied Source Score
[l *  Lillie Holt [=F ¥~ BRAMPTON, ON | @ Interview?1  2/22/21,10:07 PM  Careers

[d *  RobynWallaster (]~ Taranto, ON New 220021, 437PM Client Careers Site

(RS [oF ¥ Toronto, ON M@ Dedlined 6/1/21,10:24AM  Client Careers Site

(RS o Toronto, ON il Offer Accept.. 2/20/21,450PM  Client Careers Site

o oL Toranto, ON New 2/20/21,416PM  Client Careers Site

o [oF X~ Bolton, ON New 2/20/21,413PM  Client Careers Site

[d |  JenniferBillington [T~ Windingrown New 2/20/21,452PM  Client Careers Site

[d| * Monalisa [eF N~ Happyville, ON New 2/20021,479PW  Client Careers Site

[d * EricMendoza [ I~ MOntres: New 2020021, 418PM | Client Careers Site

The Candidates screen is described in greater detail in a following section.

Toronto and Region Conservation Authority 49



| TRCA Recruiting

Job Description
Click on Job Description tab.

The content here is linked to the “Job Description” notes field that is included in the related job
requisition that was submitted. In the job requisition submission step this is not completed and
is left blank.

Any job description / requirements content that is included in postings on the careers sites is
handled through a wizard that ensues in the recruiting process. It is handled by the HRBP after
having collaborated with you to confirm job requirements.

1000m o

Q search & 4 JobRequisitions

3 Talent Communiy ineeri
alent Community Analyst, Water Resources Engineering

Lorraine Law Phil Walk
22 Overview Water Resources Enginaering (WRE) g Open @ L e R )
& Job Requisitions Candidates Job Description| Details Activity Postings
» Recently Viewed -
[ e —— F 5ave O Refresh 42 GetLatest Description @
Advi = m s e | = = = = | B « W
aeer @ o |B I U S |E = = &€|= = = =| | &~ »° A~ B~ ront|ana v sizefts v || W

Project C-QC?’U\I'E[CH', Procurem...
coordnator, Procurement car.. | 1 1NIS cONteNt is here is linked to the Job Description note field that is included in the related job requisition
assistant Environmental Techn.. - SUDMItted by the hiring manager. In the job requisition this is intentionally left blank.
&2 Candidate Management
» Pinned Do not enter enter any content at this point either
o Talent Poals

» Pinned
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Details
Click on the Details label.

The information here is linked to the information you recorded when you submitted the job
requisition.

There are additional fields here that are not in the job requisition that you submitted — the
reason is that and the Details screen displays all fields associated with the standard system
job requisition form, however, TRCA’s job requisition form is a custom / condensed version of
that form.

#Q00® @

Test Site (60.2) RELIS

& % JobRequisiticns

Assistant Environmental Technician, Wildlife

Ira Lloyd

Hiring Manager =

Ira Lioyd

Candidate Status Mapping

Select a Mapping

Position Details

Targes Start Date Number Of Openings = Pay Class *
mm/ddyyyy FT
Pay Type = Full Time Equivalent Position Term
Hourly v Regular
Pay Group Employment Indicatar Weekly Hours

A Select a Justification for Reques!

Assigned Recruiter

v Lomaine Lawrence

" @ sackground Sereening Packaze

Select an Option

d Lorraine L Ira Lioyd
d Coordination & Ecosystem Management (C&EM) 54 Open @ 1 arelele ) Bl
nvironmental Tec...
Candidates Job Description Details Activity Postings
Save 4% Refresh | Problems
Job Requisition Details
Job Requisition Title * Evergreen Locatien *
Assistant Environmental Technician, Wildlife = Coordination & Ecosystem Management (CAEM) v
Position Title * Status * Request Date *
G&EM - Assistant Environmental Technician, Wildiite v Open v |1zez021
Submitter Justification For Request Reason For Opening

Select a Reason

Include E-Signature for Offer Letter

o

Background Screening Billing Code

Select an Option
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Activity

Click the Activity label.

The Activity tab displays a reverse chronological list of select related activities, each of which is
dated, and time stamped.

Q Search

£ Talent Community
22 Overview

& Job Requisitions

w Recently Viewed
Survey Technician, Survey a...

Lead Hand, Albion Hills Conser...

BGBM - Service & Support Staff

Lead Hand, Construction Servi...

Advisor

&2 Candidate Management

» Pinned

&« 4 JobRequisitions

Survey Technician, Survey and Drafting Services
Surveying and Drafting Services (S&DS)
Candidates

Job Description Details

Show events from to
Larmen Lam  HKES - HUMAN KeSOUTes BUSINess Farmer

1 candidate application status(es) were changed to References

Carmen Lam HRES - Human Resources Business Partner

1 candidate application status(es) were changed to In-Progress

Nicola Grossi HRES - Human Resources Business Partner

1 candidate application status(es) were changed to Declined

watsonlin2283@gmail.com

LINDA WATSON submitted an application.

arthurhansall233@gmail.com
Arthur Hansall submitted an application.

Wendy Sanderson WRE - Senior Engineer, Water Resources
Wendy Sandersen submitted an application.

Kate Giulio CE - Program Manager, Communications and Engagement

Kate Giulio submitted an application.

jaylenchak2267@outlook.com
Jay LENCHAK submitted an application.

Terry Monohan 5&D5 - Survey Technician, Survey and Drafting Services
TERRY MONOHAN submitted an application.

Jessica Choi HRES - Coordinater, HR and Employee Services

Careers posting "Survey Technician, Survey and Drafting Services" has been modified

Pastings

39 Filled ¥ o Jessica Choi @ Nabeela Johnston @

Uz, 2020 Yi2

Frudy, Utloues

Friday, Octobet

2020817 PM

Thursday, October 01, 2020 7:38 PM

October 01, 2020 4:30 PM

01,2020 2:59 PM
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Candidates

To view candidates that have applied to a job posting, you first click on the job requisition.

& ¥Refresh |k Favorites ~ ﬁFiher @ View | = New Reports b Export

& Job Requisitions ©@o0pen 1 @OnH @ Pending Approval | | W Filed | Wl Closed | | ® Cancelled | @
~ Recently Viewed T v T ficators Hiring Manager Ststus  DeysOpen  Candidates @
Assistant Environmental Tec...
seistant Environmental Techniclan, Wildife @ Ir2 Loyl ®0pen 155 3

Then, the Candidates screen becomes active and lists people who have applied to the related
posting.

& & lobRequisitions

& Job Requis . . 4 TR
. Assistant Environmental Technician, Wildlife

- Recently Viewed 54 Open @ 1 Lorraine Lawrence @ Ira Lioyd @

Caordinaticn & Ecosystem Management (C&EM)
Assistant Environmental Tec...

Candidates Job Description Details Activity Postings

42 Refresh \ *Favarilesv ﬁFHler @ View \umﬂ\e DNo:es os:amsv (bHile @Can:actv [F=>Add to Talent Pool v

+ 4l New 6 | M Dec! ] 1 @t iR

n Candidate Name ndicators Location Status Date Applied Source Score
[d * Lillie Holt oL BRAMPTON, ON @ Interview 1 222/21,1007 PM | Careers

[d * RobynWallaster [l Toronto, ON New 2/20/21, 437PM | Client Careers Site
[ [oF ¥~ Toronto, ON M Declined 6/1/21,1024 AM | Client Careers Site
[N [~ Toronto, ON uly Offer Accepr..  2/20/21, 450 P Client Careers Site
[1 * Jeannie Westbrook [_F N~ Toronto, ON New 2/20/21, 416 FM | Client Careers Site
[d * Samantha Chilkowsk O Boiton, ON New 220021, 413FM Client Careers Site
[d *  Jennifer Bilingeen o Windingtavin New 2/20/21, 452FM  Client Careers Site
[A * Monalisa oL Happyville, ON New 2/20/21, 413PM | Client Careers Site
[d * EricMendoza [ I~ MOntrea: New 272021, 418PM  Client Careers Site
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Toolbars

At the top of the Candidates screen are two toolbars each containing buttons to allow you to
complete various actions.

A third toolbar is activated when a candidate is selected and then you right-click.
1% Toolbar

The first toolbar includes contextual buttons that perform various actions. This toolbar by
default displays one row of buttons, but it can be expanded to show more.

| 4 Refresh | *Favoritesv ﬂFiIter @& View | EP':-fe QNCZES os:atusv @'SC'SB’ hd ﬁH'e @Decine J+i.ss gn 6?\_’<

T |

To expand the toolbar to display all the buttons, click the button with the ellipsis and downward
arrow -~ ] at the end. The bar expands to include another row of buttons, as show below.

A2} Refrash | * Favorites + ﬁ Filter @ View ‘ mP':f e QNC',ES OS:atus - @Sc'ee’ - ﬁ Hire Q Decline J+ Assign c.?L nk -
@ Contact + [/ Add to Talent Pool EX’ Mark as Unviewed E’ Mark as Viewed Jx Do Not Hire 3 Export

2" Toolbar

E Send Resume 2% Offer

The second toolbar has defined buttons that you click to filter the list of candidates based on the
“Status” of their application. These buttons are pre-defined, and you cannot change the
associated criteria.

+ all New 1 uly Offer Expired 1 @ Interview 11

M Declined 4

3" Toolbar

This is activated when you select a candidate and right click your mouse.

Test Site (60.2) RELOLDF

tQaeom @

& 4 JobRequisions

Assistant Environmental Technician, Wildlife

Coerdination & Ecosystem Management (CREM)

54 Open @ 1 Lorraine Lawrence @ Ira Lioyd @

Assistant Environmental Tec...

Candidates Job Description Details

¥ Refresh | Yk Favorites + ﬁFiher @ View | mpmﬁle ¢ D Notes

Activity Postings

oSIatus A 0 Hire @Conlaﬁ ~ [>AddioTalentPool ..~

+ Al ew 6 M Declined.] e Offcc Accepied 1 [ M|
m M Candidate Name ndicators Location Status Date Applied Source Score
[d * LilieHolt m T BRAMFTON,ON @ Interview1  2/22/21,10:07 P Careers
Profile
[ *  RobynWallaster Toronto, ON New 2/20/21, £37FN Client Careers Site
€D notes i 5
o Toronto, ON B Declined 6/1/21,10:244M  Client Careers Site
o o St e Toromo, ON uly Offer Accept.. 2/20/21, 430PM  Client Careers Site
[1 * Jeannie Westbroo @ Contact 4 Toronto, ON New 2/20/21, 416FN  Client Careers Site
[d *  Samantha Chilkow: = Baltan, ON New 220021, 413FN Client Careers Site
[d *  Jennifer Billingron Windingrown New 2/20/21, £52FN Client Careers Site
[ * Monalisa Happyville, ON New 220021, 418FN Client Careers Site
M) marcas viewed
[d *  EricMendoza HiOneres New 2/20/21, 41BFN Client Careers Site
ﬁ Hire
G Export
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Filter button on 15t Toolbar

The Filter button allows you to carry out a detailed search of candidates. This is especially

useful when the number of candidates is high.

Click the Filter button to open the search feature.

& € JobRequisitions

&8 Job Requisitions

Assistant Environmental Technician, Wildlife

. v View )
Recentyliensd Coordination & Ecasystern Management (C&EM)

Assistant Environmental Tec...

Candidates lob Dascrintion Dotail it

54

Posting:

Open @ 1

Lorraine Lawrence @

Ira Lioyd @

4 Refresh | Y Favorites =

Indicators Sele

@ View | mpmﬁle DNoles oSlatus - aHire @Cunlad ~ [y Addto Talent Pool

e

Decline Reason | Select a Decline Reason )
Status notin v - Q
Source Select a Source - 9
Site Name Site Name -0
Applied Date During | Select a Time Period v [x]
Candidate Name [x]
Shortlisted O [x)

+ Al New 6 M@ Declined 1 | e Offer Accepred 1) | @ Interview 1 1

= N Candidate Name ndicators Location Status Date Applied Source Score

[ * Lillie Holt [oF ¥~ BRAMPTON, ON @ Interview 1 2/22/21,10:07 PM  Careers

] [ * RobynWallaster [~ Toronts, ON New 2/20/21,437PM  Client Careers Site

(RN [oF ¥~ Toronts, ON B Deglined 6/1/21,10:24AM  Client Careers Site

R (o~ Toronto, ON ly Offer Accept..  2/20/21,4:50 M Client Careers Site

] [ * Jeannie Westbrook oL Toronto, ON New 2/20i21,416PM  Client Careers Site

[J [ *  Samantha Chilkawsk [oF N~ Boltan, ON New 2/20/21,413PM  Client Careers Site

[0 [ " | JenniferBilingen [el~) Windingrown New 2/20/21,452FM  Client Careers Site

[ [ * Monalisa [} N~ Happyville, ON New 2/20/21,419PM  Client Careers Site

] [ * EricMendoza [ I} MOntrea! New 2/20/21,478PM  Client Careers Site
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Below, the “Status” drop-down is expanded — you can select values to search on.

Q, search &« & |obRequisitions
£} Talent Community . .
Project Coordinator, Procurement 4 i
essica Choi Linda Martin
2= Overview Procurement (PROC) £ Open @ L J o °
& Job Requisitions Candidates Job Description Details Activity Postings
« Recently Viewed
- . O} Refresh Favorites + @ View mpmﬁ\e (' D Notes OSXams - ®5creem - ﬂ] Hire [Q Decline Assign D Link -
Project Coordinator, Procure... o | * | J* Assig C
Technologist, Water Resources.. Indicators sela -
Coordinator, Procurement Car...
Decline Reason
Project Manager, Corporate Su... Q
Analyst, Water Resources Engl.. Status in v a g
&2 Candidate Management - New
= & Source Select a Source 0
» Pinned In-Progress
Site Name Offered [x]
Applied Date Hired [ x]
Dedlined
Candidate Name Ofter Initated [x]
Shortlisted O Offer Cancelled Q
Offer Pending Approva
Yo 2dd Fiter  *D) Reset to Default
Offer Rejected - Workflow
Offer Sent o
+ Al New 1 L
0 N Candidate Name ndicators Location Status Date Applied Source Score »
O [ * VvalentinaRibero [~ Toronto, ON New 1430021, 9:4... | Client Caree. b
O [ uzy Hayes (o]~ Toronto ed 10/22/20, 10...  Client Caree. Ped
O [ NDA WATSON [ I~ Mississauga, ON ed - Interviewed - N... | 10/22/20, 10... Client Caree. jed
O [ ¥ Martywillardson [F ¥~ Smalltown, ON 10/22/20, 10...  Client Caree. Fed
O [d " Kategidio [oF ¥~ Whatever City, ON | gy Offer Expired 10/22/20, 10... Client Caree. ped
O [d ¥  JenniferBillington [ I~ Windingtown B Declined - Interviewed - N-.. | 10/22/20, 11... Client Caree. Fed
O [d *  Lauren]Fulmer oL SCHOMBERG, ON D Interview 1 10/22/20, 10... Careers bed

Below, the list is filtered to include candidates whose “Status” = New.

& 4= lobRequisitions

& Job Requis . . .. TR
(b s Assistant Environmental Technician, Wildlife

) v View .
Recently Viewed Coardination & Ecosystem Management (CREM) = Ee=pe !

Lorraine Lawrence @ Ira Lioyd @
Assistant Environmental Tec...

Candidates Job Description Details Activity Postings

@ View ‘ mFmﬂ\e DNmas ostalusv ﬂ]Hire @Cnmactv [F= Add to Talent Pool -

Dy Refresh | Yk Favorites

Indicators v D
Decline Reason Select a Decline Reason . v D
Status in v | [newx - 9
Source Select a Source v a
Site Name Site Name - Q
Applied Date - During | Select a Time Period - [
Candidate Name [x]
Shortlisted (] o .

+ A - WP Declined | ol Offer Accepred | @ Interview 1

T M Candidate Name ndicators Locatior T Date Applied Source Store
[1 [A * RobynWallaster o Toranta, ON New 2/20/21, 437PM  Client Careers Site
1 [Q * Jeannie Westbrook oL Toronte, ON New 2/20/21, 416PM  Client Careers Site
[0 [ * SamanthaChilkowsk [oF X~ Bolton, ON New 2/20/21,413PM  Client Careers Site
[J [ * lenniferBilingen O Windingtown New 2/20/21, 432PM  Client Careers Site
[J [ * Monzlisa [=F ¥~ Happyville, O New 220021, 419FM  Client Careers Site

To restore the full list of candidates, click the Clear Filter button and the Apply Filter buttons.
Click the Filter button again to close the search feature. Then click Refresh.
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2"d Toolbar with Status Buttons
This toolbar includes buttons you can click to quickly filter candidates under a specific status.

Each button includes an identifying indicator icon and a related number to reflect the
applicable number job requisitions under the status.

Test Site (60.2) [RESTIUIT

& € JooRequisitions

& Job Requisitions

Assistant Environmental Technician, Wildlife
Coordination & Ecosystem Management (CREM)

« Recen wed 54 Open @ 1 Lorraine Lawrence @ Ira Lioyd @

Assistant Environmental Tec...

Candidates Job Description Details Activity Postings

4 Refresh | J Favorites ~ ﬁFHler @ View ‘Eleﬂ\e € Notes OStamsv (bHile @Cnntactv [ Add to Talent Pool

+ 4 Mew 6| | M Declined 1 | ulp Offer Accepted 1) | @ Interview | 1

4

Candidate Name ndicators Location Status Date Applied Source Score

»  Lillie Holt [eF ¥~ BRAMPTON, ON @ Interview 1 2/22/21,10:07 P Careers

»  Robyn Wallaster (o]~ Toronto, ON New 2/20/21, 437PM | Client Careers Site

n

[

[

[ »  YadyMarkham [oF ¥~ Toronto, ON ¥ Declined 6/1/21,10244M  Client Careers Site
[ o Toronto, ON ulf Offer Accept..  2/20/21, 450 PN | Client Careers Site
[1 * Jeannie Westbrook eL Toronto, ON New 2/20/21,416PN  Client Careers Site
[d *  Samantha Chilkowsk Ode Boiton, ON New 2/20/21,413PW Client Careers Site
[ *  Jennifer Bilington o Windingtavin New 2/20/21,452PW  Client Careers Site
[A *» Monalisa [wF N~ Happyville, ON New 2/20/21,413PM | Client Careers Site
[ » EricMendoza [ _Jn) MOntrea! New 2/20/21, 418PM  Client Careers Site

Below, the Interview 1 status button is clicked to show candidates under the status.

Test Site (60.2) [RELUTITES

& 4 JobRequisitions
& Job Requisitions i ) B N
e Assistant Environmental Technician, Wildlife

L L Ira Lisyd
Coordination & Ecasystem Management (CAEM) 54 Open @ 1 e e () ra Loyd @

wed
Assistant Environmental Tec...

+ Recently

Candidates Job Description Details Activity Postings

QRefresh | g Favorites + [ Fiter Notes (@statvs » gYyrie (@ Contact [ Add to Talent Pool -
+ A Mew | | M Declined | | il Offer Acchpred | (@ Interview 1 1

n Candidate Name ndlicatars Location Status Date Applied Source Score

» | Lillie Holt [oF N ERAMPTON,ON @ Interview1  2/22/21,10:07 PM  Careers

Click *“' to restore the list of candidates.
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Candidates Indicators

The Candidates screen displays meaningful icons in the Indicators column next to the

candidate’s name.

& 4= JobRequisitions

& Job Requisitions

. y View )
ReceqtiviVieed Coordination & Ecasystem Management (CREM)

Assistant Environmental Tec...
Candidates

Job Description Details

42} Refresh | *Favnrilesv ﬂFilter @ View ‘umﬂle DNntea ostatusv ﬂ]Hire

Assistant Environmental Technician, Wildlife

54 Open @ 1 Lorraine Lawrence @ Ira Lioyd @

Activity Postings

@Cnntac{ ~ [ Add to Talent Pool -

+ Al New 6 | MpDeclined 1) | e Offer Accepred 1 | @ Interview 1 1

[ | Candidate Name poicarors Location Status Date Applied Source Scare
[J [ * LillieHolt [oF N~ BRAMPTON,ON @ Imerview1  2/22/21,10:07 PM  Careers

[} [d * RobynWallaster [ ]~ Toranto, ON New 2/20/21, 437PM  Client Careers Site.
o [ [oF ¥~/ Toronto, ON M@ Deciined 6/1/21,10:24 AM  Client Careers Site
[ (ol Toromo, ON il Offer Accept..  2/20/21,4:50PM  Client Careers Site
0 mor [ _F N~ Torante, ON New 2/20/21,416PM  Client Careers Site
- [ [oF A~ Eolton, OW New 2/20/21,413PM  Client Careers Site
[~ (o1~ Windingtown New 2/20/21, 452 PV Client Careers Site
o[ (o3 ¥~ Happyville, ON New 2/20/21, 419 P Client Careers Site
[0 [ *  EricMendoza [ T~ WQntreal Newr 2/20/21, 418PM  Client Careers Site

Hover over the Indicators column header label and a list of all available indicators with a

related description will be displayed.

& 4 Job Requisitions

& Job Requisitions
v ly View -
RecsptviViewed Coordination & Ecasystem Management (CREM)
Assistant Environmental Tec...

Candidates Job Description Details

4 Refresh |
+ 4 New 6 M Declined 1

Candidate Name

Activity

*Favnrilesv ﬂFilter @ View ‘umﬂle DNntea ostatusv ﬂ]Hire

ul Offer Accepted 1

Assistant Environmental Technician, Wildlife

54 Open @ 1 Lorraine Lawrence @ Ira Lioyd @

Postings

@ Interview 1 1

ndicators Location Status Date Applied Source

@Cnntac{ ~ [ Add to Talent Pool -

Score

¥ Lillie Holt

¥ RobynWallaster

¥ Samantha Chilke

| Jennifer Billington

¥ Mona Lisa

¥ EricMendoza

d3 003030303030 A

2/22/21, 10:07 PV Careers

2/20/21, 437 PM Client Careers Site
5/1/21,1024 AM  Client Careers Site
2/20/21,4:30PM  Client Careers Site
2/20/21, 416 PM  Client Careers Site
- 2/20/21,413PM  Client Careers Site
2/20/21,432PM  Client Careers Site
2/20/21, 419 PN Client Careers Site

2/20/21, 418 P Client Careers Site
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For each candidate, hover over any displayed icons to make the information bubble appear.

Below, the user hovers over the < icon.

Test Site (60.2) REEIT:

& 4= |obRequisiticns

D= Assistant Environmental Technician, Wildlife
lficcentlylfievied Coordination & Ecosystem Management (CREM) 54 Open @ 1 Lorraine Lawrence @ IraLloyd @
Assistant Environmental Tec...
Candidates Job Description Details Activity Postings
42} Refresh \ * Favorites ﬁ Filter @ View \ m Profile Q Notes o Status = ﬁ Hire @C-:n:a:t ~ [=AddwoTalkentPool .. ¥

+ Al New 6 M Declined 1 | Ml Offer Accepred 1| | @ Interview 1 1
n Candidate Name Location Status Date Applied Source Scare
[d * LilieHolt [eF ¥ BRAMPTON, ON @ Interview 1 2/22/21,10:07 P Careers
[1 * RobynWallaster O Toronto, ON New 2/20/21, £37FK Client Careers Site
[N O A Y < Candidste has applied for other positions 6/1/21,10:24 AM  Client Careers Site
o Oy Toronto, ON il Offer Accept..  2/20/21, 450PM  Client Careers Site
[1 * Jeannie Westbrook [ _F N~ Toronto, ON New 2020/21, 416K Client Careers Site
[d *  Samantha Chilkovsk [oF X~ Boltan, ON New 2020021, 413K Client Careers Site
[J *  lennifer Billington (o~ Windingrown New 2/20/21, £52FK)  Client Careers Site
[J *» Monalisa [oF Y] Happyville, ON New 2020/21, 413K Client Careers Site
[J| » EricMendoza [T~ MOntres: New 2020/21, 418K Client Careers Site

Other examples of Indicator bubbles include:

Y Candidate record includes notes

When hovering over the # icon, the corresponding bubble appears .

When hovering over the “ icon, the corresponding bubble appears.

Candidate has applied for other positions |

- .
k. Candidate is a current employee

When hovering over the e icon, the corresponding bubble appears.
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Candidates Indicators — Additional Details

Click on a specific indicator recorded for the candidate to view associated details in a pop-up
window.

Example 1

The user clicks on the < icon in the row for the candidate “Jeannie Westbrook”. The indicator
means “Candidate is a current employee’.

Test Site (60.2) [GELOTTES

& 4 JobRequisitiens
D Assistant Environmental Technician, Wildlife
ShRece d Coardination 8 Ecosystem Management [CSEM) 54 Open @ 1 el () RO
Assistant Environmental Tec...

Candidates Job Description Details Activity Postings

¥ Refresh | Pl Favorites + ﬁ Filter @ View | m Profile O Notes oSIatus b 0 Hire @Conlam ~ [ Addto Talent Pool -

+ Al Mew 6 | M Declined 1 | il Offer Accepted 1) | @ Interview 1 1

= M Candidate Name ndicatars Location Status Date Applied Source Score
[ *  Lilie Holt [=F ¥ BRAMPTON, ON @ Interview 1 2/22/21,10:07 PM | Careers
[ *  RobynWallaster (ol Toronte, ON New 2/20/21,437PM  Client Careers Site
[ » YadyMarkham [=F N~ Toronts, ON B Declined 611/21,10:24AM  Client Careers Site
[ y oy Toronto, ON wly Offer Accept..  2/20/21, 4:50PM  Client Careers Site

[ * JeannieWestbrook (=) Toronto, ON New 2/20/21, &£16PM  Client Careers Site
[ *  Samantha Chilkowsk [@F N~ Boitan, ON New 2/20/21,413PM  Client Careers Site
[ *  JenniferBillington o Windingtown New 2/20/21,4:52PM  Client Careers Site
[d| * Monalisa [F ¥~ Happyville, ON New 22021, 419PM  Client Careers Site
[d| v EricMendoza [ I~ MOntres New 2/20/21, 418 P Client Careers Site

As a result, a box pops-up to display basic employment status information for the employee’s
profile.

Jeannie Westbrook »®
GE Senior Engineer, Geotechnical

HO/D&ES - ES

Employee Profile

Employee Number Eligible for Rehire
100083 Not Answered
Location ermination Reason
HO/D&ES - ES N/

Position Tide Original Hire Date
GE Senior Engineer, 5/24/2021

Geotechnical o
First Day Worked
Primary Job 52472021

Senior Engineer, Geotechnical T
Effective From

Department 52472021

GE -
Effective To

Manager NFA

Marguis Denney .
Rehire Date

Annual Salary NFA
Not Authorized
Termination Date
Status N/&
Active
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Example 2

The user clicks on the # icon in the row for the candidate “Suzy Hayes”. The indicator (it is a
full blue colour) means “Candidate record includes notes”.

Test Site (60.2) [REOI0T

& 4 JobRequisitions
Assistant Environmental Technician, Wildlife
Coordination & Ecosystem Management (CREM) 54 Open @ ezl R
Assistant Environmental Tec...
Candidates Job Description Details Activity Postings
42} Refresh ‘ * Favorites v ﬁ Filter @ View ‘ m Profile D Notes oSlatus - ﬁ Hire @Conlaﬁ v [P AddtoTalentPool ..+
+ Al New 6| | M Declined 1 il Offer Accepted 1 | @ Interview 1 1
= M Candidate Name ndlicators Location Status Date Applied Source Score
[ * LillieHolt [oF ¥ BRAMPTON,ON @ Interview 1 2/22/21,10:07 P Careers
[l * RobynWallaster (o~ Toronto, ON New 2/20/21, 437PM  Client Careers Site
[ *  YadyMarkham [oF N~/ Toronto, ON M@ Declined 61121, 1024 AM  Client Careers Site
[ * SuzyHayes C ] Toronto, ON il Offer Accept...  2/20/21,450PM  Client Careers Site
[l * Jeannie Westbrook [ _F N~ Toronto, ON New 2/20/21, 416 PN Client Careers Site
[ *  Ssmantha Chilkowsk [oF X~ Balon, ON New 2/20/21,413PM  Client Careers Site
[ *  lennifer Billingon (o]~ Windingtown New 2/20/21,452PM  Client Careers Site
[ * Monalisa [oF N~ Happyville, ON New 220121, 419 PM  Client Careers Site
[ *  EricMendoza [ T MOntres: New 2/20/21,418PM  Client Careers Site

As result, the Add/View Notes box pops up to display notes recorded for the candidate.

Add/View Notes

3 Refresh | W Filter g% Sort »

Ira Lloyd
Good interview. Highly qualified. Great match

I!_]l | Reply

Job Req 1D: 54 - Assistant Environmental Technician, Wildlife | Visibilig: Only Me
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Download List of Candidates under Job Requisition
You can download EXCEL list of the candidates under a job requisition — this is very useful.

Recruiting £ Q 0 O pg.‘ @~

Q search & 4 |obRequisitions

3 Talent Community . .
B Project Coordinator, Procurement

I Procurement (RO0 m Open @ 1 Jessica Choi @ Linda Martin @
18 Overview
& Job Requisitions Candidates Job Description Details Activity Postings
~ Recently Viewed
) i i rofile ote s - Jeciine n Contac
e R REE 4 Refresh | iy Favorites ﬁFIhET @ view | mP ofle ¢ Notes o_.ams - ﬁ Hire Q Decline CQLM @ Contact ¥ .. ~¥
Coordinator, Procurement Car... | 4 oy S SendResume [ AddtoTalentPool  A2¥ Offer &, varkasUnviewed &) Mark a d, Dotothire b Expon

Project Manager, Corporate Su...

n Candidate Name ndicators Location Status Date Applied source Store »

Assistant Environmental Techn..
Analyst, Property Assets M *  Valentina Ribero [ _F M~ Toronto, ON New 1/30/21,94. Client Careers Site =
&2 Candidate Management [ *» Lauren)Fulmer [_F N~ SCHOMBERG, ON B Declined - Did not meett... | 10/22/20,10... Careers F4d
» Pinned [N [ I~ Torante © In-Progress 10/22/20, 10... Client Careers Site &
&¢ Talent Pools [N [ I} Mississauga, ON M Declined - Interviewed - N... | 10/22/20, 10... Client Careers Site Fed
» Pinned [ [eF ¥~ Smalitown, ON B Declined 10/22/20,10... Client Careers Site ke
[ *» KateGiulio [eF ¥~ Whatever City, ON g Offer Expired 10422420, 10...  Client Careers Site =&
[ *»  Jennifer Billingtan [ I~ Windingtown M Declined - Interviewed - N... | 10/22/20, 11... Client Careers Site &

First expand the toolbar to display all the buttons, click the button with the ellipsis and downward
arrow [~] at the end. The bar expands to include another row of buttons, as show below.

4% Refresh | * Favaorites + ﬁ Filter <@ View ‘ mp':f e Qf-l-::ss os;atus - {}}S-:'ee’ A ﬁ Hire Q Decline J+.ﬁ.ssgw C\?L nk ..v

@ Contact = @ Send Resume [ Add to Talent Pool £y Offer Ex Mark as Unviewed 5’ Mark as Viewed J,‘ Do Not Hire 3 Export

The click the button. An EXCEL file will result with content similarly structured as
below.

Candidate Name Location Status Date Applied Source Score
BRAMPTON,

Lillie Holt ON Interview 1 2/22/21, 10:07 PM | Careers

Client Careers
Robyn Wallaster Toronto, ON New 2/20/21, 4:37 PM Site

Client Careers
Yady Markham Toronto, ON Declined 6/1/21, 10:24 AM Site

Client Careers
Suzy Hayes Toronto, ON Offer Accepted | 2/20/21, 4:50 PM Site

Client Careers
Jeannie Westbrook Toronto, ON New 2/20/21, 4:16 PM Site

Client Careers
Samantha Chilkowski | Bolton, ON New 2/20/21, 4:13 PM Site

Client Careers
Jennifer Billington Windingtown New 2/20/21, 4:52 PM Site

Client Careers
Mona Lisa Happyville, ON New 2/20/21, 4:19 PM Site

Client Careers
Eric Mendoza Montreal New 2/20/21, 4:18 PM Site
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Notes
You can record notes for a candidate. Please ensure always that any note you record is:

e Display to = Me
e Attach to = Job Requisition

This is to ensure that any note recorded for a candidate is visible to only the person that
recorded it.
To record a note, first click on the row for the candidate, then click the COMNotes pyytton. The

Add/View Notes box pops up.

In certain situations, the history might be blank even though there are notes recorded. Click
Refresh in this situation.

Add/View Notes B X

Q¥ Refresh | P Filter 4% Sort

Ira Lloyd Wednesday, June 30, 2021 at 2:3°
Good interview. Highly qualified. Great match
oY | reply Job Req ID: 54 - Assistant Environmental Technician, Wildlife | Visibilite Only Me

Click in the Notes filed.

Add/View Notes B X

A Refresh | P Fiter 4% Sort =

Display to: 0 Everyone - Attach to :| Job Requisition - Cance!
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The Display to contextual feature will appear.

e Next to the Display to label click the drop down to select the “Only Me” visibility for
the note.

e The system does allow you to select “Everyone” and “Tagged People Only” — but
TRCA process is to avoid these - they cannot be disabled. Do not select these
values as we want to ensure that recorded comments are visible to only the person

that recorded them.

Display to: € | Everyone &

Tagged People Only

anlky Me

e For Attach to select “Job Requisition”

e The system does allow you to select “Candidate” — but TRCA process is to avoid this
- it cannot be disabled. Do not select this value as we want to ensure that recorded
comments are visible only for the job requisition in question and that the comments
do not follow the candidate into other possible job applications.

Attach to :| Job Requisition -
Job Requisition
Candidate

Notes Made by Candidate

Any note a candidate records — for example, an optional comment for a Reject response to an
offer, will also appear in the Add / View Notes pop-up box.

Delete Note
You can delete a note that you have recorded.

To do so, hover over the note you recorded. An “x” will appear at the top right-hand corner, next

to the date timestamp. Click the “x” to delete.

Add/View Notes B X

O Refresh | Y Filter 4% Sort ~

Lorraine Lawrence
Decent experience

IE? | Reply Job Req ID: 44 - Project Coordinator, Procurement | Candidate Status: Resume Short Listed | Visibility: Tagged People Only
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Email Candidate
Recruiting links with your email client application to facilitate direct email communication with a
candidate. Select the candidate, then click the @ et ~ o 5 sentems

$000® ®

&« 4= JobRequisitions

Assistant Environmental Technician, Wildlife

+ Recent

L L Ira Lloyd
Coordination & Ecosystem Management (C&EM) 54 Open @ 1 orraine Lavrence @ ra Lloyd @

Assistant Environmental Tec...

Candidates Job Description Details Activity Postings

4 Refresh | *Favurilesv ﬁFiher @ View | umﬂle DNDlES oSIamsv (jHire @Cunlactv [ Add 1 Talent Pool v

B2  send emall

+ 2 6 | M Declined oy Offer Accepred 1. @ 1

m N Candidate Name ndicators Location Status Date Applied Source Score
[d ¥ Lillie Holt [F ¥~ BRAMPTON, ON @ Imterview 1 22 O7TFM  Careers
[d * RobynWallaster (o1~ Toronto, ON New 2/20/21, 437PM  Client Careers Site
[d * | YadyMarkham [oF ¥~ Toronto, ON MR Declined 6/1/21,1024 AM  Client Careers Site

[d * SuzyHayes (@]~ Toronto, ON uly Offer Accepr..  2/20/21,450PM  Client Careers Site
[d *  Jeannie Westbrook oL Toronto, ON New 2/20/21, 476 P Client Careers Site
[d *  SsmanthaChilkowsk: [eF X~ Boltan, ON New 2/20/21,413PM  Client Careers Site
[ *  lenniferBillingon [T~} Windingtown New 2/20/21,452PM  Client Careers Site
[A * Monalisa [=F N Happyville, ON New 2/20/21, 419 PM  Client Careers Site
[d *  EricMendoza [ _I~] MOntrea: New 2/20/21, 418PM  Client Careers Site

Your default email editor will appear with the candidate’s email address inputted.
Ensure you set your default Windows email application for the above feature to work.

To do so, in Windows Search, key in “Default” and open the Default Apps feature and then set
the default email application.

Candidate Status

Every candidate has a Status value recorded for their application at any time and it is updated
depending on circumstances for the candidate.

You update Status values to organize and prioritize candidates.

In addition to manual updates you make to Status, Dayforce updates Status values when
certain events take place. This is referred to as a System Status value. For example, if a
candidate accepts an offer (through the automated Offer Letter process), then Dayforce
changes the existing Status value (one that you might have manually recorded) to “Offer

Accepted”.

When a candidate applies, Dayforce sets their Status = “New”. As well, their name in the
Candidates screen is bolded.

For an external candidate who answers “No” to the question “Are you legally eligible to work in
Canada?”, Dayforce automatically sets their Status to “Declined”. (This is an auto-trigger
enabled update that is applied to the question.)

Toronto and Region Conservation Authority 65



| TRCA Recruiting

Candidate is a Former Employee — Candidate Linking

If a candidate you intend to hire is a former employee, you must inform your HRBP before
submitting the candidate hire form (explained in a following section). Dayforce’s Recruiting
module includes a - Link Candidate feature that they will use to link a candidate to a
previous Dayforce employee record.

After being linked and then being hired, the candidate’s existing “Employment Status” record in
Dayforce will be updated instead of a new account being created.

Failure to link a candidate to a previous record will prevent the candidate hire form submission
from being completed successfully because Dayforce will detect a duplicate SIN and issue an

alert when the HRBP records the SIN in the candidate hire form and then proceeds to approve
it.

When a candidate is linked to their previous Dayforce record, their SIN will already be in
Dayforce, and the related field can be left blank by the HRBP when they proceed to approve the
candidate hire form.

Linked Candidate

Once candidate is linked, the 4« icon is displayed next to their name in the Candidates list in Job
Requisitions. The icon means “Candidate is a former employee”.

If desired, before submitting the candidate hire form, you can view details such as last work
assignment, last rate / salary, last termination reason, etc. by clicking the 4« icon.

Valentina Ribero b4
LSG General Office Or Tech Grad
LSGFC/ERT - E&T

Former Employee Profile

Most Recent Work Assignment

Employee Number Eligible for Rehire

Mot Answered

~ i A Tarrmimaricam Besemm
Location ermination Reasor

LSGFC/E&T - E&T MNFA
Position Title Original Hire Date
LSG General Office Or Tech 732018
Grad

First Day ked
Primary Job 7/3/2018

General Office Or Tech Grad

Department
Effective To
Manager NIA
NJ.I'A R e
Rehire Date
Annual Salary NIA
$32,591.52 _ ~
ermination Date
Status 8772018
Terminatad
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Update Candidate Status

To update a candidate’s status manually, select the candidate. click the Osens - button, then
select a value.

The following values are available:

e In— Progress

e Offered

e Phone Screen

e Testing/Evaluation
e [nterview 1

e [nterview 2

e Interview 3

e References

Please note — the Candidates list includes a dedicated “Shortlisted” check-box — this can also
be used as a status value.

Below the candidate’s status is updated to “In Progress”.

Test Site (60.2) [REEUIIT

Q Search & 4 lobRequisitions
Assistant Environmental Technician, Wildlife
Lorraine L Ira Lloyd
Coordination & Ecosystem Management (C8EM) 54 Open @ 1 el rErEE() BlEEO)
Candidates Job Description Details Activity Postings
42» Refresh | * Favorites « ﬁ Filter <@ View \ m Profile Q Notes oSIatus - ﬁ Hire Q Decline @Comacl - -
+ 4 New 4| | @ InProgress 1 M Deciined 1 @ Testing few)
w D Candidate Name |In*Pr09\'ess | Status Dat..  Sou... Score
[d »  lennifer Billington (@]~ Offered hort Listed 272.. Clie.
b EricMsndoza (] 22 Cle
W » Phone Screen
W * Monalisa [} ¥~ faluation 22 Clie
Testing/Evaluation
M ' SuzyHayes [ I~ e 22 Clie..
[J *  RobynWallaster [oF N~ Interview 1 22 | cie
M ' Jeannie Westbrook ®L> Interview 2 is 22 Cle
» Lillie Holt [~ 1 z. Car.
n fene oL Interview 3 -
[ % YadyMarkham oL &/1/... Clie.
References
[d %  Ssmantha Chilkowsk [wF A~ 22 Clie.

When you update a candidate’s status, you are given the option of adding a note to the
candidate record:
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Candidate Status Change B X

Adding a note is optional for a candidate status change. Close this note to exit or add a note and save. If the status change is for multiple candidates the note entered will
be added to all of the candidates.

Selected Candidates

Jeannie Westbrook

Refresh | ? Filter Sort =

Click to view notes history

If you do not want to record a note, simply click the ‘X’ at the top right-hand corner to exit the
wizard.

Click the label Click to view notes in history to view any existing notes.

Candidate Status Change 8 X

Adding a note is oprional for a candidate status change. Close this note to exit or add a note and save. If the status change is for multiple candidates the note entered will
be added to all of the candidates.

Selected Candidates

Jeannie Westbrook

Refresh ‘ ? Filter Sont v

Great resume, great experience]

Display to: o Only Me A Aftach to : | Job Requisition - | Post Cance!

Click to view notes history

As explained in an earlier section, any recorded comments for a candidate should always have:

e Display to = Me
e Attach to = Job Requisition

This is to ensure that any note recorded for a candidate is visible to only the person that
recorded it and that it does not follow the candidate into any possible other job applications.
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Decline
You can Decline a candidate in any situation. To Decline the candidate, select the candidate,

then click button.

Test Site (60.2) [0 #QOo® @

& 4= lobRequisitions
Assistant Environmental Technician, Wildlife
cc Coordination & Ecosystem Managemant (CREM) 54 Open @ 1 lerarale e ) R
Assistant Environmental Tec...
Candidates Job Description Details Activity Postings
42} Refresh | * Favorites ﬁ Fiter @ View ‘ umﬁle O Notes oSlatus - é@dine @Comacl - S
+ Al New 5 | @ In-Progress 1| | Ml Declined 1 | g Offer Accepted 1 | @ Interview 1 1
=/ M Candidzte Name ndicetors Location Status Datz Apglied Source Score
[ *  Jeannie Westbrook oL Toronto, ON @ In-Progress 220021, 4716PM  Client Careers Site
[d *  Lillie Holt [eF ¥~ BRAMPTON, ON @ Incerview 1 2/22/21,10:07 PM  Careers
[N * RobynWallaster (1] Toronts, ON New 2/20/21,437PM  Client Careers Site
[ * | YadyMarknam [=F ¥~ Toronto, ON M@ Dedlined £1/21,1024 AM  Client Careers Site
o [ Tn) Toronto, ON il Offer Accept.. 2/20/21,4:508M  Client Careers Site
[ *  Ssmantha Chilkowsks Ode Baiton, ON New 2/20/21,413PM  Ciient Careers Site
[ * lennifer Billington o Windingtown New 2/20/21,452PM  Client Careers Site
[1 * Monalisa oL Happyville, ON ew 2/20/21,419PM  Client Careers Site
[ *  FEricMendozs [ T2 MOntrea New 2/20/21,4718PM  Client Careers Site

Every time you Decline a candidate, you must record a Decline Reason.

You record the Decline Reason in the resulting Decline Candidates box that pops up after you

click button.

Decline Candidates B X

Decline Reason =

Incomplete application X

Selected Candidates

Jennifer Billington

Q Refresh | P Filter 4% Sort =

s

Attach to :| Job Requisition ¥ | Displayto: 0 Tagged People Only v

Click to view notes history

You can optionally record a note.

You can optionally click the caption Click to view notes in history.
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Click to complete the Decline update.
Please note that performing a Decline action generates a corresponding Status value update.

Decline - Automated Job Application Status Message — Regret Message

If you want Dayforce to send out an automated message (i.e., “Regret”) to an unsuccessful
candidate about the status of their application, you need to select the “Interview — Not Selected”
Decline Reason.

When you do this, the message is sent to the unsuccessful candidate.

No message is sent out under any other Decline Reason.

. the candidate.

e Select “Interview — Not Selected” from the Decline Reason list.

Select an Option al

Did not meet the minimum gualifications

Incomplete application

Interviewed - Mot Selected

Minimum salary requirements outside the available range

Mo show for interview

e This is the message that is sent to external candidates.

We would like to thank you for your time during the recent recruitment for the position of Job
Posting Title.

After careful consideration, we have decided to go with a candidate that more closely matched the
qualifications of the position. We encourage you to consider applying for open jobs at TRCA that
match your experience and qualifications in the future.

All the best in your future endeavors.
Hiring Manager

e This is the message that is sent to internal candidates.

We would like to thank you for your time during the recent recruitment for the position of Job
Posting Title.

After careful consideration, we have decided to go with a candidate that more closely matched the
qualifications of the position. We encourage you to consider applying for open jobs at TRCA that
match your experience and qualifications in the future.

If you would like to receive feedback, please do not hesitate to contact me.

All the best in your future endeavors,
Hiring Manager
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Candidate Profile
When you click directly on a Candidate Name, the candidate’s Candidate Profile will load.

(In Recruiting and related reference material, the term Candidate Record is used
interchangeably with Candidate Profile.)

Q, search

Talent Community

22 Overview

& Job Requisitions

~ Recently
Project Coordinator, Procure..
Coordinator, Procurement Car.
Technologist, Water Resources.
Project Manager, Corporate Su

Analys

ter Resources Engi...

&2 Candidate Management

» Pinned

Project Coordinator, Procurement

& 4= JobRequisitions

Procurement (PROC) a4 Open @ 1 Jessica Choi @ Linda Martin @
Candidates Job Description Details Activity Pastings
4} Refresh | * Favorites ﬁ Filter @ View | m Profile DNoles oSlatus - ﬂ) Hire Q Decline ‘_'_Assign Cg Li @ Contact + -
+ 4l tew 1 | @ In-Progress 1 | Mp Declined 4 | uly Offer Expired 1
O] [ | Candidate Name ndicators Location Status Date Applied Source Score
M *  valentnaRibero [ _F N~ Toronte, ON New 1/30/21, 94...  Client Careers Site
[ *  Lauren]Fulmer ®oL SCHOMBERG, ON | M Declined - Did not meett.. 10/22/20,10... Careers
[ [ I~ Toronto @ In-Progress 10/22/20, 10... Client Careers Site
[d *  LINDAWATSON [ I~ Mississauga, ON M Declined - Interviewed - N... | 10/22/20, 10... Client Careers Site
[ *  Martywillardson Q; [~] smalitown, ON M@ Declined 10/22/20, 10... Client Careers Site
[d *» KateGiulio QLr:’_; Whatever City, ON |yl Offer Expired 10422/20, 10... Client Careers Site
[J *+  Jennifer Billington L I~ Windingtown M Deciined - Interviewed - N 10/22/20, 11... Client Careers Site

The Candidate Profile screen displays, as per below.

It is important to note that that job requisition from which you started continues to be referenced
in the Candidate Profile. This gives context to potential actions you can take through the

Actions panel.

= -
Jennifer
Billington
(]
1189 Winding Road
Windingtown, L4KEZ3
CAN

W +1 (4164245655
B b1426362@zmail.com
Mast Recent Job Title
Engineering Manager
Most Recent Employer

Company 2

Actions

o Updare Candidate Stats

)
Ex Mark as Unviewed

ﬂ] Hire Candidate
@ Decline Candidate

[ Add 1o Shertiist

@Cur:act .

4= Job Requisition: Assistant Environmental Technician, Wildlife

7 of 9

©

o Jennifer Billington v

ob Requisition Assistant Environmental Technician
ildlifes 54

Recruiter

Status @
Open

Openings
1

Lorraine Lawrence B

Resume

Application

Applied Jobs

Candidate Info Questionnaires Additional Documents

. Download

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

Lovem 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 commode consequat, Duis aute irure dolor.

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.

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
en

commodo consequat. Duis aute irure dolor.

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

~ . . ;
Company 2 — Engineering Manager (2007 > 2009)

Hiring Manager
Ira Lloyd ==
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Candidate Profile(s)
Another way to access the Candidate Profile is to check the box next to a candidate’s name

and then click the button.

& 4 JobRequisitions

&8 Job Requisitions

Assistant Environmental Technician, Wildlife

EdBcceniyiiewed Coordination & Ecosystem Management (CREM) 54 Cpen @ 1 lomamelrErs ) el
Assistant Environmental Tec...
Candidates Job Description Details Activity Postings
4} Refresh ‘ * Favorites + ﬁ Filter @\l’leﬁle ONolea oSlatus - é Hire Q Decline @Cuntacl - v

+ Al New 5| | @ InPr 1., ed 1l cepted 1) | @ Inte 1

= N Candidate Name ndicators Location Status Date Applied Source Score
[d *  Jeannie Westbrook ®oL Toronto, ON © In-Progress  2/20/21,4716PM  Client Careers Site
[d * Lillie Holt [=F ¥~ BRAMPTON, ON @ Interview 1 2/22/21,10:0T PM Careers
[ *  RobynWallaster o Toronto, ON New 2/20/21,437PM  Client Careers Site
[d *  YadyMarkham [wF ¥ Toronte, ON M@ Declined 6/1/21,10:24AM  Client Careers Site
[ ayes [T~ Toranto, ON wly Offer Accepr..  2/20/21,450PM  Client Careers Site
[d | * | samantha Chilkowski [eF N1 Balton, ON New 2/20021,413PM  Client Careers Site

E [ * lennifer Billington o Windingtown New 2/20/21,452PM  Client Careers Site

[ * Monalisa oL Happyville, ON New 202021, 419PM  Client Careers Site
[ *  EricMendoza [ I~ MOnireal Mew 2/20/21,418PM  Client Careers Site

If you select multiple candidates and click the button, the Candidate Profile screen
loads with all the selected candidates, and you can flip between candidates one at a time.

Test Site (60.2) U=y

& 4 lobRequisitions

& Job Reguisitions

Assistant Environmental Technician, Wildlife

- Recently Viewsd e e M) 54 Open @ 1 Lorraine Lawrence @ Ira Lioyd @
Assistant Environmental Tec...
Candidates Job Description Details Activity Postings
42 Refresh ‘ * Favorites = ﬁ Filter @ View ‘ m Profile Q Notes 0Slatu5 A 6 Hire '@ Decline @Comacl A -

+ Al New 5 | @ In-Prog d 1 pted 1 11

®m N Candidate Name ndicators Location Status Date Applied Source Score
[ * JeannieWestbrook oL Toronta, ON @ In-Progress 2/20/21, 4716 PM  Client Careers Site
[N * LillieHolt [oF N~/ BRAMPTON, ON @ Interview1  2/22/21,1007PM  Careers
[ * RobynWallaster (o] Toranto, ON New 2/20/21,437PM  Client Careers Site
[ [oF N~/ Toronto, ON M Declined 6/1/21,1024AM | Client Careers Site
[N % SuzyHayes [ T~ Toronto, ON il Offer Accept.. 2/20/21,450PM  Client Careers Site
[ *  Ssmantha Chilk [oF X~ Balton, ON New 2/20/21,413PM | Client Careers Site
[J * Jennifer Billingron (o] Windingrown New 2/20/21,452PM  Client Careers Site
[d % Monalisa [oF N~ Happyville, ON New 2/20/21,419PM | Client Careers Site
[d %  FEricMendoza [ T} MQntreal New 2/20/21, 418PM | Client Careers Site
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Click the scroll selector to flip between candidates.

Recruiting
& Job Requisition: Assistant Environmental Technician, Wildlife O Jennifer Billington v 10f3 0
o Job Requisition Assistant Environmental Technician, Status @ Openings  Recruiter Hiring Manager
q Wildiife- 54 Open ! Lorraine Lawrence & Ira Lloyd &=
Jennifer
Billington Application  Applied Jobs
I~ Resume Candidate Info Questionnaires Additional Documents

& Dovnload
1189 Winding Road

Windingtown, L4K6Z3
CAN

| +1 (41614446655 Jennifer Bi]lin.gton

B\ b1486362@gmail.com a 1189 Winding Road, Windingtown, ON L4k6Z3
Most Recent Job Ticle p:(416) 444-6655 - email:b1486362@gmail.com
Engineering Manager
Most Recent Employer o,

Company2 Profile

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

dolere magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation

Actions ullamco laboris nisi ut aliquip ex ea commode consequat. Duis aute frure dolor.
@ vrese Conaive Stars o 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.

@Cur:act .

)
Ex Mark a= Unviswed

Experience

Company 3 - Senior Engineering Manager (2009 > )

= Lovem ipsum dolor sit amet, consectetur adipisicing elit, sed do efusmod tempor incididunt ut labore et
delore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris nisi ut aliquip ex
'y Hire Condidare e
commodo consequat. Duis aute irure dolor.
Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ca commodo
) Decline Candidate consequat. Duis aute irure.

[l Add to Shortist

Company 2 — Engineerine Manager (2007 = 2009)
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Candidate Information and Actions Panels
On the left are the Candidate Information panel and the Actions panel.

®
Jennifer
Billington
(e
1189 Winding Road

Windingtown, LAK&Z3
CAN

M +1(216)-444-6655
B b1436362@gmail.com
Most Recent Job Title
Engineering Manager
Most Recent Employer

Company 2

Actions

o Update Candidate Status

@Cnr:act

=)
S Send Resume

() o,
EX Mark as Urviewed

=

=== Nore Action

N .

I...

The ®icon indicates that there are notes recorded for the
candidate. You can click it to display them.

The % icon indicates that the candidate has applied for
other positions / job requisitions.

Contact information is visible. Click the email address to
instantly email the candidate.

You can take actions by clicking these buttons.
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Application Tab
The candidate profile includes the Application tab.

= @ Test Site (60.3) Recruiting
= Job Requisition: Assistant Environmental Technician, Wildlife o Jennifer Billingion v 1of9 o
o Job Requisition Assistant Environmental Technician, Status @ Openings  Recruiter
Jennifer wilclifes 54 Open ! Lorraine Lawrence
Billington
) Resume Candidate Info Questionnaires Additional Documents

& Dounload
1189 Winding Road

Windingrown, L4K&6Z3

CAN
W +1(416)-444-6655 ]ennlfer Bll]mgton
[ BlEEEEly e a 1189 Winding Road, Windingtown, ON L4k6Z3

Mast Recent Job Title p:(416) 444-6655 - email:b1486362@gmail.com

Engineering Manager

Most Recent Emplayer ..

—— Profile
Lorem ipsum dolar sit amet, consectetur adipisicing elit, sed do eiusmad tempor incididunt ut labare et
dolore magna aliqua. Ut enim ac minim veniam, quis nostrud exercitation
Actions ullameo laberis nisi ut aliquip ex ea commode consequat. Duis aute irure dolor.

@ edore Candidate Searus < Lorem ipsum dolar sit amet, consectetux adipisicing elit, sed do eiusmod tempor incididunt ut labore et

dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation.

@ Contact . .
Experience
&7, Viarkc as Unviewed T .
x COI“P:—IHY 3 - SCH]OI [_'.Hgll]ﬂ&![il’lg Nlanager (2009 > )
= 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

I’jHire Candidate € _
commedo consequat. Duis aute irure dolor.

Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris nisi ut aliquip ex ea commodo

Q Decline Candidate consequat. Duis aute irure.

A Add to Shortisz . .
Company 2 — Engineering Manager (2007 > 2009)

Larem ipsum dolor sit amet, consecterur adipisicing elir, sed do eiusmod tempor incididunt ut labore et
delere magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameo laboris nisi ut aliquip ex
ca

commode consequat. Dui

ute irure dolor.

EPN | JUNER | FUNUUR. )X ST SCTIVUR TN 1

&4 Q @ @0 m O

Hiring Manager
Ira Lloyd &=

Under this tab heading are buttons you click to display associated information and features.

Application

Resume Candidate Infol Questionnaires Additional Documents
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Resu

RCA Recruiting

me

The resume that the candidate uploaded for their application to the job requisition is

displayed.

e Click to download the file.

Candidate Info

Information that was recorded during the application process is displayed here.

Candidate Details

Personal Information

TeamRelate

Candidate Source

Work Experience = Add

Lf Edit

Jennifer Billington
+1(416)-444-6655
b148a362@gmail.com
1189 Winding Road

Windingtown, L4K6Z3
CAN

There is no available data for this section.

Lf Edit

Client Careers Site

Client Careers Site

Engineering Manager
Company 2

R Delete

Lorem ipsumn dolor sit amet, consectetur adipisicing elit, sed do elusmod
tempor incididunt ut labore et dolore magna aligua. Ut enim ad minim
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Questionnaires

Addit

Candidates’ answers to questions that were part of the application are displayed here.

Application Applied Jobs

Resume Candidate Info Questionnaires Additional Documents

= Print

A Assistant Environmental Technician, Wildlife - 54

External Position - Questions 06 - with Driver License + Travel
Are you legally entitled to work in Canada? *

Yes
No

As per TRCA's Nepotism Palicy, do you have a relative or close personal relationship with someone that works at
TRCA? If yes, please provide the employee's name.
*

Yes
Ne

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

certification / designation you hold.
*

Mot applicable. No specific cerrification / designation required for this position.
No
Yes

Designartion

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.).

ional Documents

All supporting documents / files that the candidate uploaded during the application
process are displayed here.

Examples include “Resume”, “Cover Letter” and “Additional Documents”.

Application

Resume Candidate Info Questionnaires Additional Documents
4 Add T Delete & Download

Jennifer Billington- cover.docx (docx, 20.0 KB) Candidate

2/20/2021
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Edit Candidate Details
If necessary, you can click “Add”, “Edit” or “Delete” and update candidate details.

>
Jennifer
Billington
=)
1189 Winding Road
Windingtown, L4K6Z3

CAN

W +1(416)-244-6655
B b1436362@gmail.com

Most Recent Job Title
Engineering Manager
Most Recent Employer

Company 2

Actions

o Update Candidate Status
@ Contact
ﬁ send Resume
A
EX Mark as Unviewed
:+ Aszign to Requisition
o
=== More Action

¥ [ add

Application

& Job Requisition: Project Coordinator, Procurement

44

Resume Candidate Info

=4 Print
Candidate Details

Personal Information

TeamRelate

Candidate Source

Work Experience

o Jennifer Billington

Project Coordinator, Pracurement*

Applied Jobs

Questionnaires

Jennifer Billington

+1 (416)-444-6655
b14g6362@gmail.com

1189 Winding Road
windingtown, L4K6Z3
CAN

Open 1

Additional Documents

There is no available data for this section

Client Careers Site

Client Careers Site

Engineering Manager
Company 2

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

stz @

Lorraine Lawrence &= Linda Martin B8
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Offer Letters

Dayforce Recruiting includes the Letter Management feature that automates the Offer Letter
process. Offer letters are based on pre-configured templates stored in Dayforce that are
updated with TRCA standard offer letter content

Offer letters for a candidate will be prepared by the Human Resources Business Partner.
Before an offer letter is sent to a candidate it is first sent you and you must approve it.
Once approved, Offer letters are forwarded to candidates through:

o Email for external candidates.

e Dayforce Message Centre and TRCA Business email for internal candidates.

Candidates accept or reject their offer letters electronically by clicking a related button that is
included in the offer letter that they receive.

An expiry date is applied to offer letters, after which they cannot be accepted by the candidate.

Hiring Manager: Offer Letter Approval
You receive the offer letter for approval to your Dayforce Message Centre.

A related notification of the offer letter is sent to your business email.

A message has been sent to you in Dayforce

notify@dayforce.com
To Nick Grossi

A decision request is pending your approval. Please log into Dayforce to view and process the request.
A lob Offer will be forwarded to Tika Khaotum.
This offer is for the position of Job Req. # 79 / Coordinator, Ontario Climate Consortium.

Please review and provide your approval or rejection as soon as possible.

You can also access it through a Pending Actions notification on the Home screen.

At the bottom of the letter are the standard Accept and Reject buttons included in Dayforce
approvals
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Pending Actions Notification

Actions Events Balances Bookmarks
Pending Actions view all actions in Message Center
| A Lorraine Lawrence  Offer Letter Approval Request Suzy Hayes: Analyst, Water Resources Engineering 2/11/2021 2:08 PM Accept  Reject |

When you click on the notification on the Home screen, the Offer Letter pop-up box appears,
as per below. This view of the offer letter is constricted. The only way to view more of the letter
is to drag the splitter bar downwards and scroll, but it is still constricted.

Offer Letter b 4

Id Val
Offer Letter V/
a|B I U S |Esxel====R| # &2 A v h
o Toronto and Region
< Conservalion

>

NOte. UICKINE FITWIT Onny princwnal displays ontne sandﬁ_. YoU can ;UD TITE Dol UTIeT 1Te Text Samor 1o

expand the full letter and then click Print.

Comment

B Response

© History (1)
Response Time User Name Response Response Comment
2/11/21, 2:08 PM Lorraine Lawrence Submission

You are better off accessing the letter through Message Centre, as explained next.
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Message Centre

The offer letter is not as constricted here.

You still need to drag the splitter bar below the content window and scroll to see more.

Test Site (59.4) LUESEhElaIC

Approvals a 3

& A Offer Letter Approval Request Suzy Hayes: Analyst, Water Resources Engineering
I & Inbox 35
Messages From: Lorraine Lawrence

B Rreports To:  Phil Walker

0 BoUietb [35] A Job Offer will be forwarded to suzy .

& Actions
[# Drafts This offer is for the position of Job Req. # 56 / Analyst, Water Resources Engineering.
A sent Please review and provide your approval or rejection as scon as possible.
Tl Trash Empty

February 11, 2021

Private & Confidential

Offer Letter
@« B I U ====|B| #~ 2 A~ P~ rfont v size | =
"5 Torontoand Region
<« Conservalion
Authority

B Print 1ofas » X

211721, 2208 PM

Deli Vig-Email

Suzv Haves

Note: Clicking Print will only print what displays on the page. You can drgg'.'ve bar under the text editor to expand the full letter and then click Print.

Comment
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For a better viewing experience, you can scroll down to the bottom of the offer letter message

Print Form

and click

- the standard Print window appears.
Message Center

# Q0 Oom| @-

Compose (- Back &= Mark as Unread & Print 10f1 X
@ Approvals
& Inbox Offer Letter
Messages
B Repors Oldvalue :
@ Norifications Offer Letier ‘
A Acsions @B I U 5§ |E: X A~ v Font v |see| | &
[ Drafis Robyn Wallaster
10 Doritos St
A senc Toronto, Ontario
T Trash Empty M4H 8G4
Dear Robyn

Re: Offer of Employment with Toronto and Region Conservation Authority (“TRCA”)

Congratulations, TRCA is pleased to offer you employment for the full-time position of Senior Manager, Water Resources Engineering reporting
to Dan Houghton, Senior Engineer, Water Resources. The terms and conditions of your employment are set out below. When you counter-
sian this lefter it will form a hindina emnlovment aareement (the “Aareement™ between vou and TRCA

Note: Clicking Print will anly print what displays on the page. You can drag the bar under the text editor to expand the full letter and then dlick Print.

Comment

ﬂ Response

Z

Reject Pnn{Fﬂm .
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The letter can be printed manually or alternatively saved as a PDF file.

Print
Total: 3 sheets of paper

Adobe PDF

Copies

1

Layout
o Portrait

:7_.‘ Landscape

Pages
O A

O | eg.1-5.811-13
Color
Color

More settings

Print using system dialog (Ctrl+Shift+P)

“ Cancel

211172021 Dayforce
Offer Letter
Toronto and Region
7 Conservation
Authority

February 11, 2021
Private & Confidential

Delivered Via Email
Suzy Hayes

123 Any road
Toronto, Ontario
M5B 9K1

Dear Suzy:

Re: Offer of Employment with Toronto and Region Conservation Authority ( TRCA)
Congratulations, TRCA is pleased to offer you employment for the full-time position of Analyst,
Water Resources Engineering reporting to Phil Walker, Senior Manager, Engineering. The terms
and conditions of your employment are set out below. When you counter-sign this letter, it will

form a binding employment agreement (the Agreement ) between you and TRCA.

1. Position Information and Start Date
This position is part of the business unit in the division, and is located at Head Office, Concord.

Your start date in this position is currently scheduled for March 22, 2021 (the Start Date ). TRCA

To exit the Print window, you need to click Cancel.
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To view the Accept and Reject buttons, you need to scroll down using the outer bar.

Once decided, click either Accept or Reject.

If Accept is chosen, the offer letter is then automatically sent to candidate using the email
address in their profile for external candidates. For internal, the offer letter goes to Message
Centre for the employee with a related notification to business email.

MessageCenter 2 Q 0 O Pgo‘ @~

€Buck ks Uread B P 1otas | covas

@ Approvals
I &2 Inbox
Messages
B Reports
ﬁ Notifications
Actions
[ Drafts
A sent
W Trash

Empty

3. Hours of Work
You will be working 35 hours per week. Your work schedule will be from 9:00am fo 5:00pm. Your hours of work may change from time to time depending on
operational requirements

4. Benefits

Effective as of your Start Date, you will be eligible to participate in the group benefit plans made generally available to TRCA s full-time employees. We
reserve the right to change, add or delete coverage, at any time, based on changing business needs. Should you have questions regarding the benefits plan
prior fo signing this agreement, please contact Human Resources at hr@frca.ca

5. OMERS Pension Plan

Full-Time TRCA employees are required to participate in the OMERS pension plan, subject o OMERS terms and conditions. The contribution rates are 9% to
the yearly maximum pensionable eamings (which is $58,700 in 2020). Contributions on any earnings after this threshold will be at a rate of 14 6%. OMERS
contribution rates are subject to change

Note: Clicking Print will only print what displays on the page. You can drag the bar under the text editor to expand the ful letrer and then click Print
Comment
ﬂ Response
A
==
(@ History (1)
Response Time User Name Response Response Comment
2M12, 2:08 PM Lorraine Lawrence Submission
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Offer Letter Approval: Notification

When you approve the offer letter a related notification is also sent to the HRBP’s Message
Centre in Dayforce, as well as to their business email.

& Approvals

& Inbox
Messages

B Reports

O notifications

M Actions

(# Drafis

A sent

Tl Trash

@

Empty

Message Center £ Qe o FS.‘ @~
€ Back [ Delete % Mark as Unread Srit 1of133 P X

0 Offer to Candidate APPROVED - Req. ID 56, Analyst, Water Resources Engineering

From: Phil Walker 2/11/21, 217 PM

To: Lorraine Lawrence

The Offer Letter to Candidate submitted by Lorraine Lawrence was approved.
This Offer Letter is for the position of Job Req. ID 56, Analyst, Water Resources Engineering.

Intended candidate is Suzy Hayes.

OldValue

Dear Suzy:
Re: Offer of Employment with Toronto and Region Conservation Authority ( TRCA )

Congratulations, TRCA is pleased to offer you employment for the full-time position of Analyst, Water Resources Engineering reporting to Phil Walker,

Senior Manaaer. Enaineerina. The terms and conditions of vour emplovment are set out below. When vou counter-sian this letter. it will form a binding | =
|
Note: Clicking Print will only print what displays on the page. You can drag the bar under the text editor to expand the full letter and then click Print.
Comment
n Response

From: notify @dayforce.com <notify@dayforce.com>

Sent: Thursday, February 11, 2021 2:18 PM
To: Lorraine Lawrence <Lorraine.Lawrence@trca.ca>
Subject: A message has been sent to you in Dayforce

The Offer Letter to Candidate submitted by Lorraine Lawrence was approved.
This Offer Letter is for the position of Job Req. ID 56, Analyst, Water Resources Engineering.

Intended candidate is Suzy Hayes.

As well, the Status for the candidate automatically updates to “Offer Sent”.
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8 Qe 9

Q Ssearch & 4= JobRequisitions

3 Talent Community . . )

Analyst, Water Resources Engineering 3 enings ed o g ‘k- 3
2% Overview Water Resources Engineering (WRE} 56 Open @ 1 Lorraine Lawrence @ Phil Walker

& Job Requisitions Candidates Job Description Details Activity Postings

R O Refresh | W Favorites ~ @ Fiter @ View | [F]Pofie  (Ototes (@ stats - e L) Decine

Analyst, Water Resources En...

Assign @ Link (@) Contact ~ -

Project Coordinator, Procurem... + 2l New 6
Coordinator, Pracurement Car...
n ndicators Location Status Date Ap Source Score *
Project Manager, Corporate Su
v | Suzv Haves —, — Az N =
Analyst, Property Assets N Suzy Hayes (el Toronto, ON | il o T |d\ 1/21,12... | Client Careers Site 4
4 illi It [ 3 ol - tt. | 211/21,12.
28 Candidate Management ] Lillie Holt [=F ¥~ BRAMPTON, ON B Declined - Did not meett. | 2/11/21,12:. | Careers 4
» Pinned [ *  Samantha Chilkowski o Bolton, ON New 21721, 140... | Client Careers Site 4
&0 Talent Pools [d *  JayLlENCHAK [~ Vaughan New 2M1/21,12-... | Client Careers Site 44
» Pinned [ * | LINDAWATSON [e]r] Mississauga, ON New 2M1/21,12-... | Client Careers Site e
[A * | EricMendoza (o]~ Montreal New 2A11/21,12:.. | Client Careers Site 44
4 * | Jennifer Billington [~ Windingtown New 2A1/21, 1= | Client Careers Site e
[4 »  valentina Ribero [oF ¥ N~ Toronto, ON New 1/31/21,75... | Client Careers Site 2
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Candidate - Offer Letter

External

External candidates receive the offer letter to the email address they used to apply for the job.

= M Gmail

I- Compose
3 Inbox

% Starred
© Snoozed
> Sent

B orfts

v More
Meet

W New meeting

& Joina meeting

Hangouts

& syzy
b

Q  Search mail

~ @

@

B- 80 0 & 0o ¢ b e ot 10 -

Q Primary A% Social @ Promotions

Lorraine Lawrence Offer of Employment - Your response is required by February 18, 2021 Suzy Hayes You have received a letter from trca View Let.. 2:17PM
notify Job Application Confirmation from Toronto and Region Conservation Authority: Req. ID 56 - Analyst, Water Resources Engine.. 12:03 PM
Jessica Choi Offer of Employment - Your response is required by February 18, 2021 Suzy Hayes You have received a letter from trca View Let 231 AM

[J +¥r Google Important policy changes for Google Account storage - New inactive and over quota storage policies g & =« 0
Google Help strengthen the security of your Google Account - Add ways for us to make sure it's you shayes5544@gmail.com Users wi 10/13/20
Carmen Lam You rejected the letter from trca - Suzy Hayes You rejected the letter from trca View Letter 10/6
Carmen Lam Offer - Your response is required by October 13, 2020 Suzy Hayes You have received a letter from trca View Letter 10/6/2!
notify Job Application Confirmation from Toronto and Region Conservation Authority - Req. ID # 41 / Supervisor, Accounting Services 10/5/20
trca.careers Your account has been created - Thank you for registering your account with Toronto and Region Conservation Authority (TRCA. 10/5/20
Google Community Te. Finish setting up your new Google Account - Hi Syzy, Welcome to Google. Your new account comes with access 1o Google pro. 10/5/20

0 0%) of 15 GB used Terms - Privacy - Program Policies Last account activity: 0 minutes ago

Manage

Currently being used in 1 other location Details

<]

In the example, the sender’s name is that of the HRBP. This is based on the selection made

when the offer process was initiated, where the choice was either the HRBP or hiring manager’s

name.

The candidate opens the email and clicks the button to view the offer letter.

= M Gmail

| compose
O inbox

% Starred
© Ssnoozed
> Sent

B Drafts

~  More
Meet

B New meeting

B Joina meeting

Hangouts

@) 5,7
- Syzy

No recent chats
Start a new one

Q, Ssearchmal

« 8 0 §

o € [+ I 10f10 >

Offer of Employment nbox

Lorraine Lawrence <nolify@dayforce coms

tome =

Your response is required by February 18, 2021
Suzy Hayes

You have received a letter from trca

Z17PM (1 hour age) ¥ -
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At the top of the letter is the response due date, consistent with the “Expiration in Days”
specified when the offer was initiated in the related wizard.

Toronto and Region
Careers | ‘@ Conservation CAREERS ABOUT TRCA

Job Offer for: Req #56 Analyst, Water Resources Engineering

m Your response is required by February 18, 2021

Toronto and Region

</ Conservation

Authority

February 11, 2021
Private & Confidential
Delivered Via Email
Suzy Hayes

123 Any road

Toronto, Ontario

M5B 9K1

Dear Suzy:

Re: Offer of Employment with Toronto and Region Conservation Authority ( TRCA)

Congratulations, TRCA is pleased to offer you employment for the full-time position of Analyst, Water Resources Engineering reporting to
Phil Walker Senior Manaaer Enaineerina. The terms and conditions of vaur emplovment are set out below When vou counter-sian this

The candidate has the option to download the letter.

Toronto and Region Conservation Authority 88



TRCA Recruiting

At the bottom of the letter the candidate clicks the Accept or Reject buttons to electronically
respond to the offer.

(d) Deductions

TRCA may withhold from any amounts payable under this Agreement such federal, provincial or other taxes and/or deductions as are
required to be withheld pursuant to any applicable law or regulation, including any customary contributions to the costs of insured and/or
pension benefits.

Conclusion
Please review the contents of this Agreement carefully. If the terms of employment as set out in this Agreement are acceptable to you,
please sign below to indicate that you accept this offer of employment and return this document to Phil Walker by February 18, 2021.

Welcome to TRCA .If you have any questions regarding this offer, you may contact your <Supervisor/Manager/Directar name> Phil Walker
at <Phone Number, ext. X>

Yours truly,

Phil walker

Toronto and Region Conservation Authority
cc: Human Resources File
I, the undersigned, have read, understood and accepted the terms and conditions of employment as outlined above. |

acknowledge that | have had the opportunity to obtain independent legal advice with respect to the terms and conditions of
employment.

Suzy Hayes

Date

[E acknowledge that | have read and understand the terms of the letter

Accept | ‘ Reject
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Internal

Internal candidates receive the notification of offer letter to both their Message Center in
Dayforce and their business email. They can download the letter as well.

)] Message Center

€ Back [0 Delete &= Mark as Unread SPint 1077 P X

&3 Inbox
Messages 0 Offer of Employment
B repors From: Makayla Christensen HPEIRLCRE
I O Notifications 21
A Actions.
(# Drafts
A sent

Tl Trash Empiy

To: Lillie Holt

Toronte and Region

<« Conservalion
Authority

‘Your response is required by July 11, 2021

Lillie Holt

‘You have received a letter from trca

This letter may contain personal information. Please de not forward this
email

File  Message Help ESET LASERFICHE Acrobat @ Tell me what you want to do

o " 4 <ne 0,
S lanore m Ei = = E ] @] %Muu \_/) o Manager D\L 2, Rules F?:] ('E FH P] o A"' g% Q "
2 J Team Email [s! . .
ambma o Mave Bb’\rllnrﬁ . Assign  Mark Categorize Follow & Read Translate Zoom Reply with Send to Insights

Policy ~ Unread  ~ Up~ | [r~ | Alouwd Meeting Poll ~ OneNate

Delete Archive | Reply Reply Forward Share to M
58 Junic~ it (= € Reply & Delete ¥ Create New

Teams

a

Delete Respond Teams Quick steps Move Tags & Ediing | Speech | Language | Zoom FindTime Qnenete | Add-in

Offer of Employment
- y % Re A > Forw:
o Lorraine Lawrence <notify@dayforce.com> 3 Reply > Reply Al orward

To Nick Grossi Sun 6,

(3) This is the most recent version, but you mare changes to another copy. Chick here to see the other versions.

; Toronto and Region
2 Conservation
Authority

“Your response is required by July 11, 2021

Lillie Holt

‘You have received a letter from trca

This letter may contain personal information. Please do not forward this email.
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Just like the external candidate, at the bottom of the letter the internal candidate clicks the
Accept or Reject buttons (see previous section) to electronically respond to the offer.

(d) Deductions

TRCA may withhold from any amounts payable under this Agreement such federal, provincial or other taxes and/or deductions as are
required to be withheld pursuant to any applicable law or regulation, including any customary contributions to the costs of insured and/or
pension benefits.

Conclusion

Please review the contents of this Agreement carefully. If the terms of employment as set out in this Agreement are acceptable to you,
please sign below to indicate that you accept this offer of employment and return this document to <Supervisor/Director/Manager name=
by <Date=.

Welcome to TRCA (Remove this if it's a promotion for an internal staff). If you have any questions regarding this offer, you may
contact your =Supervisor/Manager/Director name= Makayla Christensen at <Phone Number, ext. X=

Yours truly,

<Insert Signature>

<Hiring Manager or HR Business Partner=

<Job Title of Hiring Manager or HR Business Partner=

Toronto and Region Conservation Authority

cc Human Resources File

I, the undersigned, have read, understood and accepted the terms and conditions of employment as outlined above. |

acknowledge that | have had the opportunity to obtain independent legal advice with respect to the terms and conditions of
employment.

<Name of New Hire=
Lillie Holt

Date

[

cknowledge that | have read and understand the terms of the letter

Toronto and Region Conservation Authority
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Confirmation: Accept

Both you and the HRBP receive a related notification in Message Centre.

Messagecanler £ Q0 9 pg.‘ @~

€ Back [ Delete @& Mark as Unread SPint 1of136 P X

@ Approvals
I & Inbox 108

Messages From: CandidateUser

o Candidate Offer Letter for Suzy Hayes is accepted
2111121, 11:49 PM

E REPDI’(S To: Lorraine Lawrence
@ notifications Offer Letter submitted o Suzy Hayes has been accepted
Actions
[ Drafts
oA sent
T Trash Empty

(As of September 2021, the related message to business email is NOT generated for an Offer
Accept decision by the candidate. This has been identified by Ceridian Dayforce as a system
bug and is marked for development as Bug Fix.)

Correspondingly in the Candidates tab, the Status for the candidate updates automatically to
“Offer Accepted”.

sae00m o

Q, search & 4 JobRequisitions
£ Talent Community . N
. Analyst, Water Resources Engineering At
Larraine Lawrence Phil Walker
22 Overview Water Resources Engineering (WRE) =0 Open @ L o o
& Job Requisitions. Candidates Job Descriptian Details Activity Postings
v Recently Viewed
; Q) Refresh Favorites + Filter view | [g]Profile  §ONotes Status ~ screen v JHie ) Deciine Assign  Blink ..+
Analyst, Water Resources En... o | * ﬁ @ ‘ o G} ‘* = &
Project Coordinator, Procurem... | o, cd 1) ol OFf a1
Assistant Environmental Techn.
n andidate Name ndicators Location Status Date Applied Source Score -
Research Scientist, AQUatic ECo...
Project Manager, Corporate Su... [N []~/] Toronto, ON ly Offer Accepted 2011/21,12:... | Client Careers Site 5
olt [ X edined - t n 211721, 121 | Caree
22 Candidate Management [ » LlieHol [eF N~ BRAMPTON, ON M Declined - Did not mest the minimu... | 211/21,12:.. | Careers el
» Pinned [d r samantha Chilkowski (o] Baiton, ON New 2011/21,1:0... | Client Careers Site Fed
&0 Talent Pools [d *  JayLENCHAK [l Vaughan New 2011/21,12:.. | Client Careers Site Fed
» Pinned [y ou (ol Mississauga, ON New 2011/21,12:.. | Client Careers Site i
[ o MOntreal New 211721, 121 | Client Careers Site &
[ ennifer Billington [~ windingtown New 211421, 11=... | Client Careers Site Fed
[d * valentnaRibera [} ¥ N~ Toranto, ON New 1131721, 75... | Client Careers Site Fed
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Hiring
The hiring manager submits the hire form for the candidate.

There are two forms that are used to hire a candidate, depending on the situation:

Hire Type Form Name

External Candidate External Candidate Hire / New Hire
External Candidate (former employee)

Internal Candidate Internal Candidate Hire

You can hire a candidate on any status, except for a “Decline” or “Do Not Hire” status.

An offer letter is not a predetermining factor — you can hire a candidate without them having
received or without them having accepted an offer letter.

Hire Approval Workflow
When you submit a Hire form, it is routed to two approvers.

Approvers

¢ Human Resources. The form is routed to the Human Resources Business Partner
because they need to update it with confidential information and related items.

o Payroll. The form is routed to Payroll as they need to confirm various Employment
Status fields, as well as Onboarding and User roles. (As hiring manager submitting the
of the form, you will not be able to assign these User roles.)

Resubmit or Withdraw
The approvers have the option to Accept or Reject the form. They can also record a comment.

If they Reject the form, it does not cancel the workflow. Instead, the form is routed back to the
hiring manager with the option to:

i.  Update the form and Resubmit. In this case, the form is routed through the starting
approver and the process repeats, still with the Reject button available.

ii.  Withdraw the form, in which case the workflow automatically cancels.
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Initiate a Candidate Hire
From the Candidates tab in Job Requisitions, you initiate a hire in one of three ways:

Select a candidate and click the

button. (If you do not see the

button, click

the ellipsis with downward pointing triangle [.~Tto expand the toolbar first.)

Test Site (59.4) iEedi

Q, search

£} Talent Community
28 Overview

& Job Requisitions
v Recently Viewed
Project Coordinator, Procure...
Coordinator, Procurement Car..
Analyst, Property Assets

Analy

/ater Resources Engi...
Assistant Environmental Techn..
22 Candidate Management
» Pinned
¢ Talent Pools

» Pinned

& 4 JobRequisitions

Project Coordinator, Procurement

Procurement (PROC) a4 Open @ 1

Candidates Job Description Details Activity Postings

Jessica Chol @

Linda Martin @

QRefresh | o Favorites + [ Fiter @ View | [[]Profle {DNotes () Status Decine By assign (Dlink (@ Contact v v
. o &) sendResume [ Add to Talent Paol 2% Offer ?x‘ Mark as Unviewed &) Mark as Viewed Jx Do Not Hire & Export
=/ M Candidate Name ndicators Location Status Date Applied Source Score *
O [d »  valentina Ribero [ _F X~ Toronto, ON New 1/30/21,9:4... Client Careers Site bl
O [4 »  Lauren)Fulmer oL SCHOMBERG, ON M@l Declined - Did not meet .. 10/22/20, 10... Careers bl
[4 *» SuzyHayes [ I~ Toronto @ In-Progress 10/22/20, 10... Client Careers Site Fed
O [d »  LNDAWATSON [ I~ Mississauga, ON L ] - Interviewed - N... 10/22/20, 10... Client Careers Site i
0 [ *»  Martywilardson [oF ¥~ Smalitown, ON M Declined 10/22/20, 10... Client Careers Site ed
[1 [ * KateGidio [oF ¥~ Whatever City, ON g Offer Expired 10/22/20, 10... Client Careers Site b
O [d » | JenniferBillington [ I~ Windingtown M Declined - Interviewed - N... 10/22/20, 11... Client Careers Site ed

loaded for the candidate.

Click the button in the Actions Panel when the Candidate Profile is

= A

»
Suzy Hayes
[~
123 Anyroad
Teronto, ON M5B 9K1

CAN

[ +1(216)11233322

B shayesS544@gmail.com

Most Recent Job Title

Recruiting Manager
Most Recent Employer

Company 2

Actions

o Update Candidate Status .

@Cur:e:t .

ﬂ Mark as Unviewed

=

l@uedrne Candidate

[ Add to Shordist

4 Job Requisition: Assistant Environmental Technician, Wildlife

Test Site (60.3) Recruiting

O [ 5wz Hayes - 300 ©
Job Requisition Assistant Environmental Technician, Status @ Openings  Recruiter
Wildlifes 54 Open ! Lorraine Lawrence
Application
Resume Candidate Info Questionnaires Additional Documents

& Download

4 Q @ ©

Hiring Manager

=

= Ira Lloyd &=

Suzy Hayes
a 1145 Anystreet, Anytown, ON L467H4
p:(416) 123-3322 - email: shayess544@gmail.com

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

dolore magna aligua. 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 eiusmod tempor incididunt ut labore et
dolore magna aligua. Ut enim ad minim veniam, quis nostrud exercitation.

Experience

Cumpany 3 - SCH]‘OI‘I'H]CH I\fli!.]’]ﬂ.gﬂr (10 I0> )

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 cansequat. Duis aute frure dolor.

Ut enim ad minim veniam, quis nostrud excreitation ullameo laboris nisi ut aliquip ex ea commodo
consequat. Duis aute inure.

Company 2 — Recruiting Manager (2008 > 2010)

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

commado consequat. Duis aute irure doler
11 i L i, i youpn | i 10 lobosie sici s alini 1
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3. Click the button in the fly-out menu that is enabled when a candidate is selected
and then you right-click.

Q search & 4= JobRequisitions

£ Talent Community N .
Project Coordinator, Procurement

22 Ouervien Procurement (PROC) a1 Open @ 1 Jessica Choi @ Linda Martin @
& Job Requisitions Candidates Job Description Details Activity Postings

+ Recently Viewed

projuct Conndinator, Procure.. 0¥ Reesh | Favories = Erier @view | [flrrotie Onotes @@ stetws v ¢Yrie L Decine  Jyassion ik (@ Contact = -

Coordinator, Procurement Car... + 2l 1 ® In-Fro 1 I' Declined 4 I‘ Offer
Analyst, Prop
: w n Candidate Name ndicators Location Status Date Applied Source Score -»
Analyst, Water Resources Engi...
v | valen I 2 o 21,94
P T E e ] Valentina Ribero [ _F X~ Toronto, ON New 1/30/21, 4.  Client Careers Site F+d
4 n ] Fulmer [ 2 M ) eclined - Did tt.. /22/20, eel
22 Candidate Management ] Lauren ] Fulmer [ _F ¥~ SCHOMBERG, ON M@ Declined - Did not meett..  10/22/20,10... Careers b
» Pinned [d * suzyHayes - Toronto ® In-Progress 10/22/20,10... Client Careers Site b
i Profile
20 Talent Pools [d * | LINDAWATSON Mississauga, ON M@ Declined - Interviewed - N... 10/22/20,10... Client Careers Site ped
» Pinned [ Willardsan Q Hotes () Smalitown, ON M@ Deciined 10422/20, 10... Client Careers Site Pl
[ *  KateGiulio o Status [ ) Whatever City, ON g Offer Expired 10/22/20, 10... Client Careers Site id
[A *  Jennifer Bilington @ SR » Windingtown M@ Declined - Interviewed - N... 10/22/20,11... Client Careers Site b
G} send Resume

Mark as Unviewed

!

Q Decline

2. Assion

& unk

¥ offer

Jx Do Net Hire
o Pin Candidate
& oo
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Candidate Hire — External Candidate Hire Form
The name of the form that is displayed is: External Candidate Hire Form.

The form is displayed below. It is split across five pages.

When the form loads many of the fields are automatically populated with information that
originates from the candidate’s profile and related application.

External Candidate Hire Form

Personal Details

Onboarding Policy

Select an Oplion... L

Address

Provide perscnal details for the new employee. Fields marked with an asterisk are required values.

First Name* Middle Name Last Name*
Suzy Hayes
Gender Marital Status SIN
Select an... v Select an... v
Birth Date Citizenship Language*
[ Select an__ v English ... X v

Preferred First Name

SIN Expiry Date

Hire Date®
6262021
Onboarding Date

B/262021

By (i (@

Country™
Canada X~ Ontario
Address Line 3 City*
Toronto
Phone Number Type*

Mobile X~

LinkedIn URL

Location and Position

State / Province™

Phone Number®

4161233322

Provide address information for the new employee. Fields marked with an asterisk are required values.

Address Line 1%

X 123 Anyroad

County

Business Email

Address Line 2

Pastal Code*
M5B 9K1
Personal Email

shayes3344@gmail.com

Location®

Coordination & Ecosyste... X v

Indicate the employee’s location and position. Fields marked with an asterisk are required values.
Position Title®

C&EM - Assistant Environ... % v
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Manager

The employee will have the below derived managers, to add a direct manager select one from the list below.

Manager

Assignment Method

Ira Lioyd

Direct Manager

Direct

Select a manager to add to the employee.

Ira Lloyd

Status and Compensation

Indicate the employee’s status and

required values.

Status*

Active 4 1‘
Time Off Policy
Default » 1‘

Schedule Rule Policy
Default 4 1‘-‘
Weekly Hours

35

Base Rate*

274752

Pay Grade
N/A
Compa Ratio

NfA

Pay Type*
Hourly X~
Punch Policy
Select an... v
Shift Trading Policy
Default x v‘
Semi Meonthly Hours (Tep)

35

Annual Salary*

50,004 364

Min
MAA
Control

/A

Pay Class*
FT X
Pay Policy
Selectan... v

Overtime Group

Select an...

v

Semi Meonthly Hours (Bottom)

Numbers only

Pay Group®

TRCABI... %

assign various policies that affect the employee's scheduling and pay. Fields marked with an asterisk are

b |

Holiday Group

Canada-... X
Payroll Policy

Select an...

Max
MAA

B

v
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Emergency Contacts

Provide the primary emergency contact for the employee.

Primary Contact Phone Number
Send First Time Access Email First Time Access Email
(email required) Template

] % | Belect an Option. ..

Comment

0

Compensation Grid

Email Relationship

Select an... v

Employee Band or Range Employee Step or Level

Default Labour - Account Code

Provide the default account code where 100% of the employee's wages and benefits will be charged to. If
wages to be charged to multiple projects, that must be done on timesheets,

Sub Project Number (Business
World)

Toronto and Region Conservation Authority
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Surcharge Account

Capital Surcharge (if
applicable)

Shift Schedule

If this employee works on capital prejects, record in the box what surcharge account is to be assigned to
the employee. Otherwise leave blank.

+ Cap. Staff - 901-97-777

* Plan Greensp Cons Division - 902-04-77

+ Development and Engineering Services - 902-06-777

» Major contracts and Construction Staff - 902-07-777

+ Corporate Sustainability and Community Transformation - 902-08-

777

Shift Schedule (if applicable)

For prepopulated timesheets, record in the box what imesheet schedule is to be assigned to the employee.

With a blank timesheet, all shifts manually created or prepopulated when employee clocks in and out.

Day Shift, From, To

Monday to Friday - 7 Hours per Day
» 75on/2off 1/ 7:00 7 15:00

* 7honf2off 2/ 7:30 1 15:30

» 75on/2off 3/ 8:00 7 16:00

» 75onf2off 4/ 8:30 7 16:30

» 75on/2off 5/ 9:00 7 17:00

» 75enf2off 6/ 9:30 7 17:30

+ 75on/f2off 7/ 10:00 / 18:00

Monday to Friday - 8 Hours per Day
* B5onf2off 1/ 7:00 / 16:00

* 85on/2off 2/ 7:30 / 16:30

v 85on/2off 3/ 8:00 / 17:00

* 85onf2off 4/ 8:30 / 17:30

» 85on/2off 5/ 9:00 / 18:00

v B5on/2off 6/ 9:30 / 18:30

* 85on/2off 7/ 10:00 / 19:00

* Blank Timesheet
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Additional Management Assignments

List the name(s) of additional manager(s) / supervisor{s) that need to be assigned to the employee.

Please record a line for each manager: | Name | Title | User Role |

Additional Dayforce User Roles

Please indicate any additional roles that are requried (e.g., Manager, Supervisor, Admin = Time Sheet
Reviewer, etc.).

Employee Expenszes User Roles Required

Indicate any user expense role that is required - i) Manager (Final approwval - Bands 10+), or i} Supervisor
(Preliminary approval - Bands 1 to 9)

:
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External Candidate Hire Form — Save Draft

Click and exit the form if you need to return to it later with the details saved.

When you click for the candidate again, it will populate with the same information you

saved previously.

External Candidate Hire Form — Print

Click to generate a print preview.

The standard Print window displays, and the letter can be printed manually.

Alternatively, the form can be saved as a PDF file.

The PDF file can be useful if the form needs to be forwarded to someone else for reference,

support, or confirmation purposes.

Print ?
Total: 1 sheet of paper

Printer
Adobe PDF ~

Copies

1

Layout
o Portrait

( ) Landscape
Pages
O
()| eg. 1581113

Color

Color ~

More settings -

Print using system dialog (Ctrl+Shift-P)

“ Cancel

2152021

Personal Details

Dayforce

Provide personal details for the new employee. Fields marked with an asterisk are required values.

First Name* Middle Name
Suzy

Gender* Marital Status
Birth Date* Citizenship

Onboarding Policy
Onboarding Palicy - Full Time

Last Name* Preferred First Name
Hayes

SIN SIN Expiry Date
Language* Hire Date*

English (US) 2112/2021

Onboarding Date

201272021

Provide address information for the new employee. Fields marked with an asterisk are required values.

Employee
Address
Country* State / Province*®
Canada Ontario
Address Line 3 City*

Toronta
Phone Number Type* Phone Number*
Mobile (416)123-3322
Linkedin URL

Location and Position

Address Line 1% Address Line 2

123 Anyroad

County Postal Code*
MSB 9K1

Business Email Personal Email

shayes5544@gmail.com

Indicate the employee's location and position. Fields marked with an asterisk are required values.

Location™ Position Title*

Water Resources Engineering ~ WRE - Analyst, Water
(WRE) Resources Engineering,
Engineering Services

Manager

The employee will have the below derived managers, to add a direct manager select one from the list below.

Manager

Phil Walker

Direct Manager

Assignment Method

Direct
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These fields need to be updated before the form is submitted.

1. Hire Date
e This field defaults to the Offer Date in the offer letter. Update as required.

2. Pay Type
e Record “Hourly”.

3. Pay Class
e Select the value consistent with the approved Job Requisition.

e FT ="“Full Time”, OCC = “Occasional”’, PTN/PTY = “Part Time”, SL =
“Seasonal”’, TERM = “Contract”

4. Payroll Policy

e Record “El Reduce Rate RP001” for Full — Time, Permanent hires.
e For all other hires, record “El Full Rate RP002”

5. Weekly Hours

e Record either “35” or “40”, as required.

6. Base Rate

e Record the hourly rate.

e Caution — The $ Annual Salary amount recorded in the Offer letter is
sometimes erroneously loaded into the Base Rate field, depending on Pay
Type recorded in job requisition.

¢ You can determine the Hourly Rate by reviewing the offer letter that was sent
to the new hire, as it was recorded by the HRBP when they drafted the letter.

e To view the offer letter, you need to access Message Centre and open the
related message that contains the offer letter for the new hire. The subject
line for the message will include “Candidate Name” + “Position”

7. Employee Band or Range

¢ You can determine the Band or Range by reviewing the offer letter that was
sent to the new hire, as it was recorded by the HRBP when they drafted the
letter.

e To view the offer letter, you need to access Message Centre and open the
related message that contains the offer letter for the new hire. The subject
line for the message will include “Candidate Name” + “Position”

8. Employee Step or Level
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e You can determine the Step or Level by reviewing the offer letter that was
sent to the new hire, as it was recorded by the HRBP when they drafted the
letter.

e To view the offer letter, you need to access Message Centre and open the
related message that contains the offer letter for the new hire. The subject
line for the message will include “Candidate Name” + “Position”

9. Sub Project Number (Business World)

e Provide the Lotus Notes and Business World (Project + Sub Project) account
codes.

10. Capital Surcharge Account
e Record in text box a value listed to the right.

11. Shift Schedule
e Record in text box a value listed to the right.

12. Additional Management Assignments

¢ Record names of any additional managers that need to be assigned to new
hire.

13. Additional Dayfoce User Roles

¢ Record any additional roles that are required for the new hire (e.g., Manager).

14. Employee Expense User Roles

¢ Record any additional expense roles that are required for the new hire (e.g.,
Manager).

External Candidate Hire Form — Rehire Former Employee

If you initiate a candidate hire for a candidate who is a former employee and whose candidate
profile is linked to an existing Dayforce account, the External Candidate Hire described in the
preceding section displays.

The name of the form that is displayed is still the same: External Candidate Hire form.

Required information is entered following the same instructions in the preceding section.

Once you click m alert warnings will be displayed. This is hormal behavior. Do not think
that there is a problem.

click HEIN
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Please Confirm x

Warnings were found during form rule validation
To continue with the warnings please click okay or to correct the warnings please click cancel below.
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Candidate Hire Approval Notification

Once approved, notifications are sent to your Dayforce Message Centre, with a related
notification to your business mail.

Test Site (60.2) LSS

€ Back T Delete & Mark as Unread SPrint € 2029 » ><

® Approvals

& Inbox
e

Messages

o TRANSACTION APPROVED: The External Candidate Hire Form transaction for Yady Markham was approved.

From: Caris Massey 6/9/21, %13 AM

B Reports To:  Vijay Mdduranj
O Notfications a The External Candidate Hire Form transaction for Yady Markham submitted by Vijay Mdduranj on 6/8/2021 9:12:20 AM was approved
A Actions

(# Drafis

4 Sent

Tl Trash Empry

Personal Details

Provide personal details for the new employee. Fields marked with an asterisk are required values.

First Name* Middle Name Last Name* Preferred First Name
Yady Markham
Gender Marital Status SIN SIN Expiry Date
Femals - Select an - 482441573 =]
Birth Date Citizenship Language*® Hire Date*
107711974 ) Selectan.. ¥ English (.. v TH212021 =]
Onboarding Policy Onboarding Date
Permanent Employsss - ~ 6/972021 =]
Address
Provide address information for the new employee. Fields marked with an asterisk are required values.
Country* State / Province™ Address Line 1% Address Line 2
Eagadd z B = 20 Flower Street St
Address Line 3 City* County Postal Code*
Toronto MBC 8UT

Phone Number Type* Phone Number* Business Email Personal Email

Home - 4169552283 N markhamyady445@gmai col
LinkedIn URL

TRANSACTION APPROVED: The External Candidate Hire Form transaction for Yady Markham was approved.

notify@dayforce.com
To Nick Grossi

The External Candidate Hire Form transaction for Yady Markham submitted by Vijay Mdduranj on 6/9/2021 9:12:20 AM was approved.
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Internal Candidate Hire

If you initiate a candidate hire for a candidate who is a current employee, a different form
displays. The name of the form that is displayed is: Internal Candidate Hire.

The form is displayed below and is continued on the next page.

Please note — if the position will be the employee’s Secondary position, do NOT use this hire
form. Instead, please submit a PTF — Secondary Position form.

Internal Candidate Hire | X

Employee Details

Hire Date™ Employee Number Onboarding Policy
Lillie Holt 000006 T -

Location and Position

Indicate the employee's location and position. Fields marked with an asterisk are required values.

Location™ Position* Reason
Coordination & Ecosystem Management (C&... X v C&EM - Assistant Environmental Technician, ... X v Select an Option .
Managers

The employee will have the below derived managers, to add a direct manager select one from the list below.

Manager Assignment Method

Ira Lloyd Direct
Direct Manager Select a manager to add to the employee. | Ira Lioyd X

Status and Compensation

Indicate the employee’s status and assign various policies that affect the employee's scheduling and pay. Fields marked with an asterisk are required values.

Status* Pay Type* Pay Class* Pay Group™®

Select an Option - Hourly v FT v Select an Option A
Time Off Policy Punch Palicy Pay Policy Haoliday Group

Select an Option A Select an Option A Select an Option v Select an Option A
Schedule Rule Policy Shift Trading Policy Overtime Group Payroll Policy

Select an Option ¥, Select an Option - Select an Option v Select an Option A
Weekly Hours* Average Daily Hours Semi Manthly Hours (Top) Semi Monthly Hours (Bottom)

40

Base Rate™ Annual Salary®
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Compa-Ratio Pay Grade Control Pay Grade Pay Grade Minimum
MN/A /A MNiA NIA

Pay Grade Maximum
N/A

~ Additional Rates

If the employee is entitled to additional rates, enter additional rate information.

Wacation Rate Alternate Rate Overtime Rate

~ Compensation History

View a historical summary of the employee’s position and compensation changes.

Effective Start Base Amount Wacation Rate Alternate Rate Overtime Rate Pay Class Pay Group
412019 34.59 Full Time TRCA BiWeekly Pay 5...
6/3/1991 3424 Full Time TRCA BiWeekly Pay S...

~ Comment

Add comment to the employee's file.

5 oern | 4

This form does not include all the TRCA unique specific fields (e.g., Employee Band or Range,
Sub Project Number, etc.), but they are still required to complete to update to the employee’s
profile.

The TRCA Internal Candidate Hire Payroll Form has been developed and includes the
required fields that are missing from the Internal Candidate Hire form above. This form is
attached in Appendix 2 - TRCA Internal Candidate Hire Payroll Form. Complete this form and
forward to TRCA Payroll (mailto:payroll@trca.ca) after submitting the form. In the Subject line
of the email, please include:

Internal Candidate Hire Payroll Form, First Name + Last Name, Position
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Internal Candidate Hire Form — Save Draft

Click and exit the form if you need to return to it later with the details saved.

When you click for the candidate again, it will populate with the same information you

saved previously.

Internal Candidate Hire Form — Print

Click to generate a print preview.

The standard Print window displays, and the letter can be printed manually.

Alternatively, the form can be saved as a PDF file.

The PDF file can be useful if the form needs to be forwarded to someone else for reference,

support, or confirmation purposes.

Orboarding Policy

Assignment Method

Full Time

Full Time

Pay Group®

TRCA BiWeskly Pay Schedule
Holiday Group

Payrol Policy

Semi Monthly Hours (Bottom)

Fay Grade Minimum
MiA

TRCA BiWWeekly Fay Schedl,

TACA BiWeekly Pay Sched

: ?
Print ‘
Total: 1 sheet of paper
Employee Details
Hire Date* Emplayee Number
Printer 712612021 Nathan Fields 005515
Location and Position
Adobe PDF ~
Indicate the employee's location and positicn. Fields marked with an asterisk are required values
. Leeation® Pasition” Reason
Copies Accounting Services [AS) AS - Supervisor, Accounting Services
1 Managers
The empicyee will have the below derved managers, to add a direct manager select ane from the list below.
Manager
Layout
Kira Mason Direct
© Fortrait Direct Manager Seect 8 manager 0 290 1o the EmIEyeS. Kica boson
— Status and Compensation
() Landscape
Indicate the employee's status and assign various policies that affect the emplayee's scheduling and pay. Fields marked with an asterisk are required values.
Status* Pay Type* Pay Class*
Pages active Hourly T
Time Off Policy Punch Palicy Pay Palicy
0 All Schedule Rule Palicy Shift Trading Policy Overtime Group
Weekly Haurs* Average Daily Hours Semi Monthly Hours (Top)
~ a5
eg. 1-5, 8 11-13 Ease Rate* Annual salary*
50,000.00 91,000,000.00
Compa-Ratio Pay Grade Control Pay Grade
Color NiA A A
Pay Grade Maximum
Color ~ NA
Additional Rates
More settings ~
I the employee is entitied to addionsl rates, enter additional rate information,
Print using system dialeg (Ctrl+Shift+P) Vazation Rate flemate Aate Ouertime fate
Troubleshoot printer issues
Compensation History
Vi 2 BiStOrCal Summary of The employes's pOSIGN and EGMPERSANIN thanges.
anaos s
azanons un
m Cancel e
[ ] Add comment to the employee's file.
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These fields need to be updated before the form is submitted.

1. Hire Date
e This field defaults to the Offer Date in the offer letter. Update as required.

2. Status
e Set the value equal to “Active”.

3. Pay Type
e Record “Hourly”.

4. Pay Class
e Select the value consistent with the approved Job Requisition.
e FT ="Full Time”, OCC = “Occasional’, PTN/PTY = “Part Time”, SL =
“Seasonal”’, TERM = “Contract”

5. Time Off Policy
e Select “Default”

6. Holiday Group

e Select “Canada - Ontario”

7. Schedule Rule Policy
e Select “Default”

8. Shift Trading Policy
e Select “Default”

9. Payroll Policy

e Record “El Reduce Rate RP001” for Full — Time, Permanent hires.
e For all other hires, record “El Full Rate RP002”

10. Weekly Hours
e Record either “35” or “40”, as needed.

11. Base Rate
e Ensure the hourly rate is entered correctly.
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e Caution — The $ Annual Salary amount recorded in the Offer letter is
erroneously loaded into the Base Rate field (it Pay Type = “Hourly” in the in
requisition.)

e You can determine the Hourly Rate by reviewing the offer letter that was sent
to the new hire, as it was recorded by the HRBP when they drafted the letter.

e To view the offer letter, you need to access Message Centre and open the
related message that contains the offer letter for the new hire. The subject
line for the message will include “Candidate Name” + “Position”.

These fields are not in the form, but they are business process required - they are required by
downstream by Payroll to ensure the employee’s profile is complete. See next section for
instructions.

12. Employee Band or Range

e You can determine the Band or Range by reviewing the offer letter that was
sent to the new hire, as it was recorded by the HRBP when they drafted the
letter.

e To view the offer letter, you need to access Message Centre and open the
related message that contains the offer letter for the new hire. The subject
line for the message will include “Candidate Name” + “Position”

13. Employee Step or Level

e You can determine the Step or Level by reviewing the offer letter that was
sent to the new hire, as it was recorded by the HRBP when they drafted the
letter.

e To view the offer letter, you need to access Message Centre and open the
related message that contains the offer letter for the new hire. The subject
line for the message will include “Candidate Name” + “Position”

14. Sub Project Number (Business World)

e Provide the Lotus Notes and Business World (Project + Sub Project) account
codes.

15. Capital Surcharge Account

¢ Record in text box a value listed to the right.

16. Shift Schedule
¢ Record in text box a value listed to the right.

17. Additional Management Assignments

¢ Record names of any additional managers that need to be assigned to new
hire.
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18. Additional Dayfoce User Roles

e Record any additional roles that are required for the new hire (e.g., Manager).

19. Employee Expense User Roles

e Record any additional expense roles that are required for the new hire (e.g.,
Manager).

Click IN—
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Additional Required Details Not Included in Hire Form

As mentioned earlier, complete the TRCA Internal Candidate Hire Payroll Form (Appendix 2 -
TRCA Internal Candidate Hire Payroll Form) and forward to TRCA Payroll
(mailto:payroll@trca.ca) after submitting the system Internal Candidate Hire form. In the
Subject line of the email, please include:

Internal Candidate Hire Payroll Form, First Name + Last Name, Position

Internal Candidate Hire Approval Notification

Once approved, notifications are sent to your Dayforce Message Centre, with a related
notification to your business mail.

Message Center ® Qe 9 ‘ @~
(- Back [ﬁj Delete @& Mark as Unread &= Print < 20f26 ) x
@ Approvals i ) . )
o TRANSACTION APPROVED: The Internal Candidate Hire transaction for Nathan Fields was approved.
& Inbox [10]
Messages From: Caris Massey 6/28/21,9:07 AM

B Repors To:  Kirs Mason

O Notifications The Intemal Candidate Hire fransaction for Nathan Fields submitted by Kira Mason on 6/28/2021 9:07:18 AM was approved

A Actions
[# Drafis
4 Sent
Tl Trash Empty

Employee Details

Hire Date* Employes Number Cnboarding Policy
712612021 N Nathan Fields 005515 Onboarding Policy - Seasonal ¥

Location and Position

Indicate the employee's location and position. Fields marked with an asterisk are required values.
Location® Position* Reason

Accounting Services (AS) x4 [As- Supervisor, Accounting Services X ¥ [selectan Option... v
Managers

The emplayee will have the below derived managers, to add & direct manager select one from the list below.

Manager Assignment Method

Kira Mason Direct

Direct Manager Select a manager to add to the employee. | Kira Mason xv

Status and Compensation

Indicate the employee's status and sssign various palicies that affect the employee's scheduling and pay. Fields marked with an asterisk are required values.

Status* Pay Type* Pay Class* Pay Group™
Active v Hourly A\ FT v TRCA Biweekly Pay Schedule -
Time Off Policy Punch Policy Pay Policy Holidsy Group
- - - -
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Q  Tell me what you want to do

ESET  LASERFICHE  Acrobat

File  Message Help
9 | Y aspe — To Manage =[] gl ) ek
ignore m B 58 XEa @ a.special o Manager 0¥ Birutes ] == E M)
Delete Archis ?\ R(_J\ Fi %ﬂ Shi =1 Team Eril 1 bere M A: (-)Mrk G - Foll =- Read Ta\.
. Delete Archive | Reply Reply Forward m | Shareto | o 000 gz O Move o . Asign Mark Categorize Follow ead | Tramslate
53 unk il ] — D Reply & Delete % Create New T [B Actions Poliy + Unread Upe Aot =
Teams Quick Steps [ Mave Tags G| Editing | Speech | Language

Delete Respond

TRANSACTION APPROVED: The Internal Candidate Hire transaction for Nathan Fields was approved.

The Intemal Candidate Hire transaction for Nathan Fields submitied by Kira Mason on 6/28/2021 9.07:18 AM was approved

notify@dayforce.com
To Nick Grossi

Q

Zoom

Zoom

€ Reply

Replywith | Sendto  Insights
Meeting Foll | OneNote
FindTime OneNote | Addin
% ReplyAll | — Forward
Mon 6/28/2021 3:08 AM

Job Requisition Status: Filled

When the hire event is complete, the job requisition status updates to “Filled” if the number of

openings equals the number of hires completed under the requisition.
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Job Requisition — Additional Hire to Replace a Previous Hire That Terminates

In cases when a hire terminates soon after being hired and an additional hire is required under

the same job requisition, you can use the same job requisition. Section 5.50 of the Recruitment,
Selection & Onboarding policy allows a hiring manager to go back to a previous job competition
to fill a role of the same job title within 6 months of finalizing that job competition.

If the Status of the job requisition is “Filled” and the Number of Openings in the Details screen
equals “0”, your HRBP can reopen the job requisition and allow you to complete an additional
hire from the existing pool of candidates.

You HRBP will update the Job Requisition Status to “Open” and will increase the Number of

Openings by 1 (or by the number of hires that need to be replaced.). They will also record a

related note in the Additional Notes field of the Job Requisition.

#

Q Search

2} Talent Community

22 Overview

~ Recen d

Lead Hand, Construction Ser...

&% Candidate Management
» Pinned
&o Talent Poals

» Pinned

Test Site (60.3) Recruiting

& € lobRequisitions

Lead Hand, Construction Services

Construction Services (CS) 92 Open & 1

Lorraine Lawrence @

Candidates Job Description Details Activity Postings
H save  Q Refresh | Problems
“ | PayGroup Employment Indicator Weekly Hours

Select a Pay Group v | | Permanent FuiTime xv
Semi Monthly Hours (Top) Semi Monthly Hours (Bottom) Average Dally Hours
Job Details
Job FLSA Status Pay Grade

Lead Hand, Construction Services Not Specified] NiA
Pay Grade Control Pay Grade Minimum Pay Grade Maximum

NiA N
Hiring Range Minimum Hiring Range Maximu m
50000.00 60000.00
Additional Notes
T T 5 F & 2 €= = = =18 7 & &~ W& Ton & v Sze 0 v |

August 9, 2021 - re-opened Job Requisition and set Number of Gpenings to 1. New hire required to replace previous hire under requisition that terminated

‘W

2

Montell Shah @

Q @ © m @
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With the update to the “Status” and ‘Number of Openings” fields, the Offer and Hire button will
be enabled thereby allowing you to complete the replacement hire.

= @

Q, Search & € JobRequisitions

nt Community

Lead Hand, Construction Services

Canstruction Services (CS)

Candidates Job Description Details Activity

Lead Hand, Construction Ser...

Test Site (60.3) Recruiting

Postings

o Talent Pools

» Pinned

Assistant Environmental Techn + Al New 1 il Hired 3
[ e @ . Candidate Name Indicators
Pro dinator - Ontario ...
_ [d » EdnaOlivarez (w] Blugjaytown ON, . New

Coordinator, Community Enga...

[J »  StellaDumont (¥ ¥~ North Pole, ON, ON | gl Hired

22 Candidate Management
[1 *  BrunoNeffren [=F § Bluejzytown ON, .. | uly Hired
» Pinned
[d * HannahTotten [oF § Bluejayown, ON g Hired

Open @

[ Addto Talent Poo

3, Do Not Hire

EX2

& Export

L]

)

Lerraine Lawrence @

d Q- Refiesh | Favorites v [ Fiter @ View | [§]Profile ¢ Notes oSIalus ) Decline 3y Assign @ Link (@) Contact ~
& Mark as Unviewed

8012/21, 9:53PM

8012/21, 9:56 PH

&12/21,9:54PM

Qe o m

Mentell Shah @

& send Resume
&) Mark as Viewed

T e
TRCA Job Board
TRCA Job Board

TRCA Job Board

@

For the replacement hire, record a note to Candidate Record explaining that the hire is a
replacement for a previous hire who terminated.

Add/View Notes B X
QRefresh | Y Fiter 4% Sort ~
August 9, 2021 - replacement hire for previous candidate Hire Bruno [IEfiay that terminated soon afier being hired |
4
Display to: €} | Only Me * | Awach to:| Job Requisition v Cancel
T n rersations to disg
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As well, when you submit the External Candidate Hire form, please record a clarifying comment.

External Candidate Hire Form

O X

Status and Compensation

-

required values.

Indicate the employee’s status and assign various policies that affect the employee's scheduling and pay. Fields marked with an asterisk are

Status® Pay Type* Pay Class* Pay Group™®
Active 4 v‘ Hourly X FT X~ TRCABI... X w‘

Time Off Policy Punch Policy Pay Policy Holiday Group
Default x T‘ Select an... v Select an... v Canada-... X 1‘

Schedule Rule Policy Shift Trading Policy Overtime Group Payroll Policy
Default x v‘ Default x 1’ Select an... hd Selectan... -

Weekly Hours Semi Monthly Hours (Top) Semi Monthly Hours (Bottom)
Mumbers only Numbers only Numbers only

Base Rate* Annual Salary*

Pay Grade Min Max

N/A NiA NFA

Compa Ratio Control

N/A NIA

Emergency Contacts

Provide the primary emergency contact for the employee.

Primary Contact Phone Number Email Relationship

Select an... L

Send First Time Access Email First Time Access Email

{email required) Template
[ < | Select an Option.... v
Comment

"iugust g, 2021 - replacement hire for previous candidate Hire Bruno Meffren that terminated soon after being hired

.
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Appendix 1 - Job Posting Template

About TRCA:
With more than 60 years of experience, Toronto and Region Conservation Authority (TRCA) is one of
36 Conservation Authorities in Ontario, created to safeguard and enhance the health and well-being
of watershed communities through the protection and restoration of the natural environment and
the ecological services the environment provides.
TRCA works to protect the integrity and health of the rivers and creeks in the jurisdiction, develop a
system of green and natural spaces that sustains local ecosystems, and advance sustainable practices
that improve people’s lives within our growing region.
How you will contribute as part of the TRCA team:
Insert paragraph describing the specific work environment and purpose of the position (no more than 4
sentences - concise and simple language)

Major Responsibilities:

¢ Identify major responsibilities (concise and simple language and bullet point form - no more
than 5-10 bullet points)
Point 1
Point 2
Point 3
Point 4
Point 5
Etc.

What will you need to succeed:
e Insert list of position qualifications, designations, certifications, critical knowledge, education,
experience, skill and ability requirements (concise and simple language and bullet point form)
e Successful completion of a Vulnerable Sector Screening is required for this position
(only include if this is a confirmed requirement by the hiring manager and is a position

listed in the VSS Policy)
Point 1

Point 2

Point 3

Point 4

Point 5

Etc.

What TRCA has to offer you:
As part of a progressive team, you will have the opportunity to make a positive impact to preserving
and protecting nature, while maintaining a balance between the natural environment and built
environment. Working with experts within our field, you will join a team of colleagues that are
committed to TRCA’s core values of integrity, collaboration, accountability, respect, and excellence
(icare).
You will be part of a diverse and inclusive organization that:

e Makes a positive difference in the communities we serve.

e Fosters high performance and collaborative teams.

e Provides continuous learning and development opportunities.

e Offers a comprehensive compensation and benefits program (including Defined Benefit

Pension Plan — OMERS/OTPP).
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e Provides unique TRCA Perks.
e Provides flexible work arrangements.
e Offers potential for career growth and advancement.

Position Details:

Employment type: xx (Temporary or Full -Time/Permanent)

Duration of employment: xx (years, months or weeks - only include if "temporary" position)
Hours of work: xx (40hrs/week or 35hrs/week or Variable dependent on operational need)
Work Location: xx

Division: xx

Business Unit: xx

To apply to this posting, click on the “Apply” icon. Please submit your resume and cover letter quoting
job posting TRCA-xxx-20 prior to midnight on xx, 2020.

While the Toronto and Region Conservation Authority (TRCA) thanks all applicants for their
interest, only those under consideration will be contacted for interviews. Please be advised that
successful incumbent(s) may be required to undergo a vulnerable sector screening and/or
driver’s abstract check as a part of the final step in the hiring process.

TRCA is an equal opportunity employer. We embrace diversity and are committed to creating an
inclusive workplace. Our goal is to attract, develop and retain highly talented employees from
diverse backgrounds, allowing us to benefit from a wide variety of experiences and
perspectives. In accordance with the Ontario Human Rights Code, Accessibility for Ontarians
with Disabilities Act, 2005, and TRCA Policies, accommodation will be provided at any point
throughout the hiring process, provided the candidate makes their accommodation needs
known to the TRCA. We welcome applications from all qualified persons.

Personal information you provide through the TRCA recruitment, selection and onboarding
process is collected under the authority of the Conservation Authorities Act, R.S.0. 1990, c.
C.27. Collection of this personal information is necessary for the proper administration of this
recruitment process for employment and volunteer positions with TRCA. Personal information
is protected from disclosure pursuant to the Municipal Freedom of Information and Protection
of Privacy Act. Any questions regarding this collection activity should be directed to the
Supervisor of Records, 101 Exchange Avenue, Vaughan, Ontario, L4K 5R6, (416) 661-6600
extension 5216.
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Appendix 2 - TRCA Internal Candidate Hire Payroll Form

Employee
Enter Employee Name here Enter the new Position name here
Enter the Hire Date. Submitter: Enter Your Name and Title

Compensation Grid

Employee Band or Range Employee Step or Level

Enter Band or Range Enter Step or Level

Default Labour - Account Code

Provide the default account code where 100% of the employee’s wages and benefits will be charged to. If wages
will be charged to multiple projects, that must be done on timesheets.

Sub Project Number (Business World)

Surcharge Account

If this employee works on capital projects, record what surcharge account is to be assigned to the employee.
Otherwise leave blank.

+ Cap. Staff - 901-97-777

* Plan Greensp Cons Division - 902-04-77

* Development and Engineering Services - 902-06-777
* Major contracts and Construction Staff - 902-07-777

« Corporate Sustainability and Community Transformation -
902-08-777

Capital Surcharge (if applicable)

Shift Schedule

For prepopulated timesheets, record what timesheet schedule is to be assigned to the employee.
With a blank timesheet, all shifts must be manually created or prepopulated when employee clocks in and out.

Day Shift, From, To

Monday to Friday - 7 Hours per Day
» 750n/20ff 1/7:00 / 15:00

» 750n/20ff 2/7:30 / 15:30

» 750n/20ff 3/ 8:00 / 16:00

* 750n/20ff 4 / 8:30 / 16:30

» 750n/20ff 5/9:00 / 17:00

* 750n/20ff 6 /9:30/ 17:30

Shift Schedule (If applicable) « 750n/20ff 7/ 10:00 / 18:00
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Monday to Friday - 8 Hours per Day
+ 850n/20ff 1 /7:00 / 16:00

+ 850n/20ff 2 /7:30/ 16:30

» 850n/20ff 3/8:00/17:00

+ 850n/20ff4/8:30/17:30

+ 850n/20ff 5/9:00 / 18:00

+ 850n/20ff 6/ 9:30 / 18:30

+ 850n/20ff 7 /10:00 / 19:00

* Blank Timesheet

Additional Management Assignments

List the name(s) of additional manager(s) / supervisor(s) that need to be assigned to the employee.

Please record a line for each manager/supervisor: | Name | Title | User Role |

Enter Names of additional management assignments here.

Additional Dayforce User Roles

Please indicate any additional roles that are required (e.g., Manager, Supervisor, Admin. etc.).

Enter additional Dayforce user roles here.

Employee Expenses User Roles Required

Indicate any user expense role that is required - i) Manager (Final approval - Bands 10+), or ii) Supervisor
(Preliminary approval - Bands 1 to 9)

Enter additional user expense roles here.

Additional Comments

Comments

Toronto and Region Conservation Authority

120



