TRCA Performance — Quick Tips - Manager
How to Submit Candidate Hire

From the Candidates tab in Job Requisitions, you initiate a hire in one of three ways:

1. Select a candidate and click the button. (If you do not see the
the ellipsis with downward pointing triangle [-~]to expand the toolbar.)
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2. Click the button in the Actions Panel when the Candidate Profile is
loaded for the candidate.
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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.
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Either the External Candidate Hire or Internal Candidate Hire form will display, depending on
whether the candidate is external or internal.
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External Candidate Hire Form

Personal Details

First Name* Middle Name

v | |
Gender Marital Status
rw— e —

Birth Date Citizenship

| EIE=r
Onboarding Policy

| Select an Opfion... b |

Address

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

Last Name*

Preferred First Name

|Ha3res | | |
SIN SIN Expiry Date

| | | El
Language* Hire Date*

|Englisn(.. X v | |81282021 @

Onboarding Date

|81282021 @

Country* State / Province™

| Canada X | | Ontario X |
Address Line 3 City*

| | |Tomnlo |
Phone Number Type® Phone Number®

|Mobile % v | |a161233322 |
Linkedin URL

Location and Position

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

Address Line 1% Address Line 2
| 123 Anyroad | | |
County Pastal Code®

msE a1 |

Business Email

Personal Email

shayess544@gmail.com

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

Location® Peosition Title®

Coordination & Ecosyste... X v | | C&EM - Assistant Environ... 3 v
= Toronte and Hgg\'un
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Internal Candidate Hire

Employee Details

Hire Date™ Employee MNumber Onbearding Policy

=Mid > =] Lillie Holt 000006 Select an Option... A
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&... ¥ v CEEM - Assistant Environmental Technician, ... ¥ » 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 Lloyd Xv
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... hd Hourly v FT v Select an Option. .. A
Time Off Policy Punch Palicy Pay Policy Haoliday Group

Select an Option... A Select an Option. .. v Select an Option.... v Select an Option... A
Schedule Rule Policy Shift Trading Palicy Qvertime Group Payroll Policy

Select an Option... hd Select an Option... v 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*

For more detailed instructions about how to update required fields and submit, please refer for
the Manager User Guide — Dayforce Recruiting and the Hire section.
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