Cornerstone - Add Applicant to a
Requisition

Cornerstone Add Applicant to Requisition Overview:

Various employment transactions don’t currently require a search, so applicants do not apply
directly to a requisition.

Transactions typically include Academic Hourly, Search Waivers, and Non-Clerical Extra Help
Use this job aid to learn how to attach a person to a requisition, whether they are a current
applicant, employee, or someone that is not currently in Cornerstone and how to attach a

CV/Resume for the applicant.

Requisitions for these employment scenarios will feed from JDXpert and will be completed and
submitted as described in the Editing a Requisition job aid.

If you have any questions, please contact ihr-hrais@illinois.edu.

How to Access the Cornerstone System

Open internet browser and go to: apps.uillinois.edu
Select Cornerstone - Urbana (found on the Human Resources card)

Login to Cornerstone using your net ID and password

Access the Requisition:

From any page in Cornerstone, access the main menu in the upper right corner of the
page and choose Recruit, Manage Requisitions
a. Select the menu:
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b. Select Recruit, Manage Requisitions:

Recruit v
Submit Requisition Reiu?‘j
Manage Requisitions :

Manage Candidates

Requisition & Offer Approvals

¢. Onthe Manage Requisition page, enter search criteria to find your requisition:

Manage Requisitions

[Csicw s T

B Selerted =

Open the Requisition:

1. Requisitions must be in an Open status to be able to add an applicant. If the status is
not Open, click on the name of the requisition under the Job column.

Manage Requisitions

8 Sederted =

L] Aewdare bourly TOIT

2. Thefirst page of the requisition is the general tab. On this tab, you may complete as

much information as needed (see Editing a Requisition job aid for assistance); however,
be sure to complete the information for the background check.

Contact Mame (Billing) *

Contact Email (Billing) *
CFOAPAL for Background Check

{You MUST use account code
142607) *
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3. If this a requisition that is not being posted on the job board, you can press Submit at
the bottom of the general tab page. If this is a position that will be posted, refer to the
Editing a Requisition job aid for further assistance in completing the requisition.

Cancel LS Submit and Manage Postings

Access the Requisition Snapshot:

1. From the Manage Requisitions page, under the Actions column, use the pull-down
menu to find Snapshot and then click on Snapshot:

Edit

Lopy

Edit Postind /

Powered)  cooochet | Inc. E2000-202
All Rights § [pokies - Feedbac
Winw History

Message Users

2. From the Requisition Snapshot Page, choose Add Submission. If you do not have an
Add Submission link, your requisition is not in an Open status. Please refer to earlier
instructions on how to open a requisition.

Requiaition Snapshot: Academic Hourly TEST (req8T)
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Add a Current Employee or Applicant to the Requisition:
1. The first section of the Add Submission page is to Add Existing Applicants:

Add Submission: Academic Hourly TEST (req87)
Job Details

Add Submission

ADD EXISTING APPLICANTS o Applicant Bank & Employes
-

™,

Add A= oy
-
® Applicant

Send Email To
Potential Applcant|s)
Requisiton Dwnsns)

Source
Added Manually

|_ Su_bmrt (-] Re_quisihon
CREATE NEW APPLICANT

Resume/CV

Tithe:

File Path: | Choose File | Mo file chosen

2. Ifthe person you are going to add is a current employee, then choose the current
employee link. If they are potentially an applicant in the Cornerstone, choose Applicant
Bank.

Add Submission: Academic Hourly TEST (req87)

Job Details

Add Submission

ADD EXISTING APPLICANTS o Applicant Bank & Employee
=

e

B A5

® applicant

Send Emad To
Potential Applicant(s)
Bl Requisition Cwnerls)

Source

Added Manually v

Submit to Requisition |

CREATE NEW APFLICANT

Resuma/CV

Tithe:

File Path: | Choose File | Mo file chosen
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3. Enterin Search criteria to look for your applicant or employee. For employees, the ID
field is their UIN and the Username field is their netid. For applicants, their Username
and ID is usually their email address they used to create an account.

[ Select Applicant Bank
Saarch is imied to 1000 records only
Last Mame First Mamsa: [ 8 User Mame; Emall
- | 11 testpersen@noemailcom | | i 4, Search
(1 Resai)
Hame User ID User MName Email
TESTLast TESTNirst festpersond@noemaid com {estpersonidinoemail com testpersoni@ncemail com
4. Click on the name of the applicant or employee if you find them in the search. Then
press Add. Note, you can add multiple applicants by continuing to search if that is
applicable for the scenario.
Select Applicant Banlk b
Search iz limezd 1o 1000 records anly
Last Hams: First Nama: o User Nama: Ermall:
tesiperscrsfinoemal com 0, Search
[ Selecoed Applicant Bank
NANE USERID
TESTLast, TESTFirst testpersongnoemai com 17
{1 Resuk]
Hame UseriD User Hame Email
TESTLast, TESTFIrst testpersoniiinoemal com testpersondiinoemail com Iestpersondinoemail com
N
-
[Canew |
Wode e, L=tfame  SGlE

—

9}
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5. The application or employee name(s) will now appear at the top of the section.
ADD EXISTING APPLICANTS & Applicant Bank & Employee

7J TESTFirst TESTLast

Add As s
-

& Applicant

Send Email To
Potential Applicant(s)
Requisition Cwnar(s)

Source
Addad Manually w

Submit to Requisition

CREATE MEW APPLICANT

Resume/CV

6. Uncheck the Send Email to: Potential Applicant(s) and Requisition Owner(s). The
Source should remain as Added Manually, then Press Submit to Requisition.

ADD EXISTING APPLICANTS & Applicant Bank & Employes

] TESTFirst TESTLast
Add As

® Applicant

Send Email To
Potential Applicant(s)
—! Requisition Owner(s)

Source
Added Manually

Submit to Requisition

CREATE NEW APPLICANT

Add a New Applicant to the Requisition:

1. If the person was not found in the applicant or employee search, you will need to

manually add the applicant under the Create New Applicant section.

wdded Macwally ¥

|__Submit to Requisition

CREATE NEW APPLIGANT =l

Resume/CV

Tithe:

File Path: | choose File | No file chosen

Upload Resume

Contact Information
Prefix First Hame: Middle ame: Lazt Name

nnnnn
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2. Field that are required to add an applicant are First Name, Last Name, Phone, and
Email Address. Other information can be entered if desired; it is recommended to
attach the resume/CV at this time, though it can be attached later. NOTE: all email
addresses must be unique in Cornerstone. An error will be received if the email address
is already in use by another candidate.

Resume/CV

Title:

File Path: | Choose File | Mo file chosen

Upload Resume

Contact Information

Prefix First Mame Middle Name LastName Suffix
Phone

Email Address
Address Line 1

Address Line 2

Chty State | Province Zip | Postal Code
Cauntry
~select country-- e
Add As
® ppphcant

Send Email To
Potential Annbeant
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3. Oncetheinformation is entered, uncheck the Send Email to: Potential Applicant and
Requisition Owner. Leave Source as Added Manually. Then choose the Create and

Submit to Requisition button.

Centact Information
Prafix First Name: Middle Name Last Hame
Sally Tast
Phone:
111-222-3333

Email Address
sallytest@noemail.com

Address Line 1

Address Line 2

City. State | Province Zip | Postal Code:
Country
--5elect country—- hod
Agdd As
& Apphcant

L

%, “ind Email Ta
2 [ patential Applican
Requisiton Cwner

Source

Added Manually w /

.-.-‘
| creats and Submit 1o Requisition |

Adding Documentation:

1. After adding the applicant to the requisition, you will be returned to the Requisition
Snapshot page where you can see the added applicant(s). Click on the applicant’s name

to go to the Applicant Profile page.

Bachgrzard Chpch |
|_.uu-mw\-..-.|.|

Tord Suberissisng: 2
Ton Appbcame 7

Becrive Applcarmr

ALL SUBMISSIONS [, Add Submimakan

& Eaghnes || e

Harre / SuBeiiion Semiren Ry
NI Ju=enly
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2. Onthe Applicant Profile page, you will select the Documents tab.

Sally Test
Email Positian Applicant (User) Flags
saltyttest@nosmail com Nt Defined e 4

N Phane Ovganization

Address Type

Langusge Preference

Applied for 1 Job(s)

Academic Hourly TE. #
Status: Ap it
Appliad:

Academic Hourly TEST (req87)

3. Ifyoudid not upload a resume/cv and this is a new applicant, you can upload a resume
using the Upload Resume/CV link.

Academic Hourly TEST (req87)

Applicant Documents

[ooamen i AP i Lpos e oo
- pioad Resumeily T

4. A window will open where you will give the document a name and choose the file to
upload. Press Save when Finished.

Upload Resume

Tithe

File Path
Choose Fie: | ¥

2] m
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5. Theresume/CV will now appear in the documents section.

Academic Hourly TEST (req87)

Applicant Documeants

Ioact 3 RESLATEACY, 3 CoveT LeTTar and up 10 tan {104 OThir DOCunmnts fof this sppioant. It may take several minuies foF nisw amachimants 1 be inchadsd in th
Document Titke Upgicad Uiser Upinad Date Opties "

6. For currentemployees or current applicants, the resume/cv will be populated either
from the last job they applied to, or it will create a resume with some employee data.
To upload a new resume, follow the same steps as adding a Resume/CV, except choose

Upload Other Document.

Academic Hourly TEST (req87)

Applicant Documeants.

Document Titke: Upicad Liser Upioad Date Optiens
Upload Cover Lathar f /
ther Documen Upkosd Dther Docurment

Finishing the Transaction:

1. After adding the applicant to the requisition and uploading the resume/CV, you will
now go to the Manage Candidates to finish the transaction. To navigate to this page, go
to the Main Menu, Recruit, Manage Candidates:

Y
1 Home >

Recruit b
Submit Requisition Requests
Manage Requisitions
Manage Candidates

Requisition & Offer Approvals

Review Applicants
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2. Filter your applicants to find the applicant(s) that you just added by using the filter on
the side or the candidate search by name:

i Reset i

Filters Candidates
REGLISITIOM »
B s s i 1 1
Al Jolr TOTAL CAMDIDATES mEVIEW
My Joke
B imdemic Fourdy TEST e 1 m MorE ™ B caedidates selected SortBy | Submision Dute |Newsit] ¥

Crol Servce Adfl inegfell 7

CANCADWTE LOCATION REQUESTION SRS
CURRENT STATUS
B stces oy actve careicisien Mpplication Submitted
: Sally Tast = Academic Hourly TEST e an hour aga

111-223-5333

sallpTEn B noemalcoim +

FLAGS

CAMDIDATE SOURCE

3. Typically, the next step would be to change the status of the applicant to Offer Letter or
to Background Check as appropriate. To change the status, choose the checkbox beside
the applicant and choose Change Status.

1 1

N

-] More ¥ | candidate seleeted Sart By | Submissit

=== == =
\u:’ Sally Test E

- IRTTRTFEEET
sallyttest

@noemail com

4. Choose the appropriate status and press Save. If the next step is offer letter, please
refer to the offer letter job aid, webinar, or video training (as available).

Status New Status

TEST
Application Submitted [ Sami-Finalist (scresning/phone interdi ¥ ] X

fphone interviews elc)
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5. If you choose Background Check as the next status, you will see that status on the

Manage Candidates page:

CAMDIDATE

Sally Test &

Academic Hourly TEST
111:222.3333 i N
sallytiestJroemailoom

IHR will then process the background check and notify you when itis complete. At the
point, you can then change the status of the applicant(s) to Hired. If the number of
applicants added equals the number of openings on the requisition will close.

Change Status

Candidatn Hequistion

Mo Stwtuan
Ty Te: Academic Hourly TEST
Sally Test ik Hourty TES'

Last Modified: May 8, 2023
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