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ICIMS Hiring Tool — Store Manager QRG

Description The iCIMS Hiring Tool assists with recruiting efforts for potential employees. It is used by
Stores, Regional Offices, and the Recruiting Department to track an applicant’s status during
their hiring journey.

Login
Access iCIMS through your Okta dashboard. ims
Dashboard
OVGereW Cource . MGR- Target Hires for This Month
e Sﬂ\.:rue T;:;man - Part Time
Social Media (7 ‘ MGR- Talent Acquisition Review
" 7 Interviews Scheduled this Month
- 19 Interviews YTD
S heplant Pl 0 Hires this Month
licants in Process 0 Hires YTD
1. iCIMS Home Button — Click this icon to return to the dashboard.
2. Candidates for Review Folders Box — Hiring folders that represent applicant recruiting
status and include the action items associated with each applicant.
3. Source Box — Hyper-linked pie chart where applicant’s source can be viewed, including:
Referred by an employee, Walk In, Social Media, Job Board, and Company Website.
4. MGR - Applicant Pipeline Box - Hyper-linked bar graph chart where applicant’s status can
be viewed including: New Submissions, Decision Pending, Offer, and Schedule in-Store
Onboarding status. The ‘Applicants in Progress’ link can be clicked to view applicant
names and status.
5. Indeed Applicants for Review — Applicants who have applied through Indeed. These
applicants have not been screened by the Recruiting Department.
6. Target Hires for the Month Box — Indicates the position and how many hires are the
target for the month. The ‘Current Target’ shows target hiring goal for the month.
7. Talent Acquisition Review Box - Indicates interviews scheduled for the current month,
interviews scheduled year to date, hires for the current month, and hires for year to date.
8. QR Code to scan for Fast Track Box - Applicants may scan the QR code to be taken
directly to the “Fast Track” application process. Once they apply, they will appear in the New
Fast Tracks folder.
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iCIMS Hiring Tool — Store Manager

Workflow The Store Manager Workflow folders are the hiring folders which represent applicant recruiting
Folders status and include the action items associated with each applicant.
Candidates Applicant Status
for Review e
Folders i . - .
- Applicants thap have scanr_1ed the After interviewing applicant, you may
New Fast Tracks | QR code andfilled out their advance or reject them
) application. '
Visibility to interviews that are
rj Upcoming applicant interviews, schedulgd. M?(\j/e cang_|date tt10
sent over by recruiting team appropriate fo er within 48 ours of
Interviews ' having an interview. If action is not
Scheduled (8) taken, a notification will be sent to
store manager’s email.
|
Applicants _ Applicants that the Recruiting Attempt to reach applicant or you
Unreached After Team could not reach. may reject them.
Multiple
Attempts (0)
Applicants for whom the Store Use dads a place Eo]der_ if se\(eral q
- - Manager has not yet made a hiring candi a.t.es are being m_terwewe
Decision Pending o and a hiring decision will be made
4] decision. -
between candidates.
. Applicants who have been sent to Visibility to candidates who are still
Pending Accurate but their results have not . .
Drug/Backgrounc been returned. pending with Accurate.
Check (0)
/4
Ok to Hire - Applicants that have passed _thelr Schedule their onboarding
Schedule background and drug screening .
. appointment.
Onboarding and are approved to hire.
Appointment (8)
p-i Applicants that have been added Applicants are ready to be
, s to Workday and have completed
OK to Work (1) . o scheduled to work.
all onboarding activities.
(4 All applicants who have applied for Quiick reference to search for any
All Candidates o . applicant that has applied for a
any position at your store location. . .
(33) position at your store location.
Lr:deltlad Attempt to reach applicant to set up
f ppRlca_nts ri Applicants who applied through interview. After interview, advance
Oor REView Indeed. These applicants have not | them to Make Job Offer status which
Folders Indeed

Applicants (0)

/4
Contacted
Indeed
Applicants (2)
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been screened through the
Recruiting Team.

Applicants who have been
contacted.
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will place them in the Pending/Drug
Background Check folder, or reject
candidate.

Use as a placeholder for Indeed
applicants that Store Manager has
contacted or left a message for.
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iCIMS Hiring Tool — Store Manager

Interviews
Scheduled
Folder

a. Click the Interviews
Scheduled folder to reveal
applicants scheduled for an
interview using iCIMS

b. Click the name of the
applicant who will be
interviewed

If you would like to view/print
the application on file:

a. Click the ‘iForms’ tab

b. Click the Download
button to view the
application (Store
Tech iForm)

To proceed with the hiring
process:

a. Click the green
Advance box
b. Click Make Job Offer
& Initiate
Background/Drug
Screening from the
drop-down list
**The applicant will
automatically be sent to
Accurate for their drug
screening and background
check.

To remove the applicant from
consideration:

a. Click the red Reject
box
b. Click reason for
removing candidate
from the dropdown list
**Regional Recruiters will
inform applicant.

NOTE: The expectation is that
store managers will move
candidate to appropriate folder
within 48 hours of having an
interview.
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Description

MGR- Candidates for

i > | > U w U I}
New Fast Tracks | Interviews Applicants  Decision Pending ~ Pending OktoHire-  OKtoWork(1) Al Candidates
m Scheduled (0) | Unreached After m Drug/Backgroun  Schedule 33)
Multiple Check {0) Onboarding
Attempts (0) Appointment (8)
& Recruiting Workflow Search: db- MGR -IPIns
Q, Search Form
Submittal Search Results (8 Found)
v Recruiting Workflow Profils Full Name: First, Last Label)
DonTest WithMccHaste &
Eunice TEST Jackson &
a
Resume  Job Description Offer Details ource (Workf... Experie]
VIR

iForms Center

iForm
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Store Tech iIForm

< Back | v

1D 205001 & Resume  Job D]
A SendiForm [P
iForms Center

DonTest WithMccHaste
Title iForm
CANDACTIVE
0/5 (0 ratings)

Distance From Oter
Job Submissions Source Contact Information

100+ mi 0 Job Board Legal First Name
Mccdonalds
Email
Applying for tesssytest@test.com
Tire Service Technician - Demo - Encinitas
Decision Pending - In Person Interview Schey oK for us o send)
i v ~
Reject Advance 190 Hormbeam Ln

= tesssytest@tes Decision Pending A
‘. 8888888888  Contacted Indeed Applicant 2o}

Decision Pending

Activity

Y AllActi
% Resume Updated

By Theodore French
For DonTest WithMccHasts

& Profile Edited ‘ o
By Theodore French Tes

- Demo - Encinitas

Decision Pend| fon Interview Sche,

Reject v Advance v

Rejecced Candidates
[lailability &
Tattoos not Meeting Requirements (&)
Did Not Pass Manager Interview
INo Openings At This Time &)

No Response

¢ |No Show for Interview

Mot Eligible for Rehire

Out of Salary Range

Barsirac Fll Tima Ho ire 151
A AR,
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iCIMS Hiring Tool — Store Manager QRG

Tracks D

Folder

MGR- Candy

. = 4 i
a. C I |Ck the N ew Fast Tr ac kS New Fast Tracks Appl Decision Pending  Pending OktoHire-  OKtoWork(l) Al Candidates
. ) Unreached After m Drug/Backgrounc  Schedule @3
Multiple Cneck (0) Onbearding
fOIder to reveal appllcants Attempts (0) Appointment ()

that have scanned the QR
code and filled out their

ap_pllcatlon & Recruiting Workflow Search: db- MGR -IPIns
b. Click the name of the R
applICant WhO yOU are Submittal Search Results (8 Found)
adVanCl ng ~ | Recruiting Workflow Profile (Person Full Name: First, Last Label)
DonTest WithMccHaste 4 b
Eunice TEST Jackson &
< Back | v
ID 205001 & Resume Job D}
9
To proceed with the hiring process: Donfest WitiMccHaste E:cr
a. Click the green Advance o
box o
. Distance From L. Source Contact Information
b. Click Make Job Offer & et | 0 |jobBonrd | ourmnae
Initiate Background/ Drug Hecdorais
. N Email
Screening from the R
drop_down I|St Decision Pending - In Person Interview Schefiit>} o
c. AVP approval must be Advance v 50 Hombeam Ln
received before rehiring an tessoytest@es becHn g N
2 applicant. If approval has NS | oo foptan g
been received, click the Aty
OK button when reminder 3 acy M2k 1oP Offer & Iniite Backaround/Drun Sre
message appears. Oresmevptamd
By Theodore French Iniiate Onboarding (1 )
For DonTest WithMccHast: e Emerance
 Profile Edited . Yo
By Theodore French res

The applicant will automatically be
sent to Accurate for their drug
screening and background check.

o Please remember that rehires will need to be approved by your
AVP!

OK Cancel

To remove the applicant from
consideration:

emo - Encinitas
Interview Sche.

a. Click the red Reject box

b. Click reason for removing e
3 R Tattoos not Meeting Requirements (&)
candidate from the DidNot ass ManagerTrterven @
drop_down IISt z: ::::;:EZA[TNSTWEE
**Regional Recruiters will inform ¢ o snowor carvew
. Not Eligible for Rehire
applicant. R — N
¢ Rarusirac Eull Tirma Heuire (a1
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iCIMS Hiring Tool — Store Manager QRG
Applicants Description
Unreached
Aftler | MGR- Candidates for Review
Multiple . .

P a. Click the Applicants - - ﬁ [ . i . i
Attem pts New Fast Tracks Interviews Applicants Decision Pending Pending Ok to Hire - OKtoWork (1)  All Candidates
F Id UnreaChed After (1) Scheduled (0)| Unreached After| (1) Drug/Backgrount Schedule (33)

0 er Mu|t|p|e Attempts Multiple Check (0} Onboarding
Attempts (0) Appointment (8)
folder to reveal
applicants that the
1 "
Recruiting Team could
not reach & Recruiting Workflow Search: db- MGR -IPIns
b. Click the name of the G
- . ubmittal Searc esults oun:
appllcant you WOUId Ilke v Recruiting Workflow Profile (Person Full Name: First, Last Label)
tO VIEW DonTest WithMccHaste &

£ Back | wv
ID 203601 P4
Larry SmithTEST

website maker

CAND:ACTIVE
The applicant’s phone number 05 (0 ratings)

2 is listed underneath their email.

Please attempt to reach them DA FIOM | e s source
from a local number. 100+ mi 0 Job Board

Applying for

Tire Service Technician - Demo - Encinitas
Decision Pending - In Person Interview Sche...

™ Larrysmith@notrealemail.com

‘., 555-555-5555

Applying for
Tire Service Technigian - Demo - Encinitas
Decision Pending A

If applicant cannot be reached: Reject v

pon Interview Sche...

Advance v

Rejected Candidates

a. Click the red Reject box

. Availability (2
b' CIICk No Response . Tattoos not Meeting Requirements ()
3 from the drop-down list ‘ ,
. . P Did Not Pass Manager Interview (3
**Regional Recruiters will inform

applicant. No Openingsgillg

No Show for Interview

Time (3

Not Eligible for Rehire (2
Out of Salary Range ()

Requires Full Time Hours ()

Provided by: Human Resources

Page 5of 7
Designed by: L&D - LT

Published on: 3/17/22 ver 1.0
© 2023 The Reinalt-Thomas Corporation

Updated on: 2/14/23 ver. 1.1



iCIMS Hiring Tool — Store Manager QRG

OK to Hire

a. CI|Ck the OK tO Hire MGR- Candidates for Review
Scfg)eduljg Schedule Onboarding _ _ _- — _
gn Oar Ing Appolntm ent folder to New Fa?l]'ﬁ’a(ks t{\\(eﬂ’f‘m:wfm . ﬂ;p?car"\}(; Déts\cn:an:\ng l;:"ck‘\(% D(kf:n"a- OKtoWork (1) All Cﬁﬂa(es
er reveal applicants that R Tl e
Folder have passed their
background and drug
1 screening and are
approved to hire & Recruiting Workflow Search: db- MGR -IPIns
b. Click the name of the Q searenForm
app“cant tO prepare tO Submittal Search Results (8 Found)
SCheduIe thelr v Recruiting Workflow Profile {Person Full Name: First, Last Label)
Onboardlng DonTest WithMccHaste b
appointment
£ Back | v
0 2
Call the applicant to schedule Larry SmithTEST
the date and time of the
> onboarding appointment. The 05 0 atings)
applicant’s phone number is voten | 2|
listed underneath their email 100+ mi 0 JobBoard
address.
-
Larrysmith@notrealemail.com
1D 205009 & Resume  Job D{
B Traditional | 3 A
shteve Test
A @ No data exists
0/5 (0 ratings)
. . nvite this person to)
After the appointment is set: bemgn | e ‘
100+ mi 0 Walk In
a. Click the green —
3 Advance box BT
b. Click Initiate —
Onboarding from the R ————— A
drop_down I|St 1234567890  Decision Pending
Activity Make lob Offer & Initiate By Rrua Scre..,
Aot i
i Note Created amonu ago
By iAdmin (discounttira)
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iCIMS Hiring Tool — Store Manager QRG

OK to Hire —
Schedule Schedule Craig TestCandidate (x|
Onboarding ; &3
Appointment
Folder Video Interview
(continued)
4 Click Onsite interview from Phone screen
the pop-up box
Onsite interview
Custom interview
Schedule onsite interview X
Review and update the invitation details. For advanced scheduling needs, create a custom interview
Onsite interview with Craig TestCandidate
) . . Thursday, December 9, 2021 10:15 AM - 10:45 AM MST
An email confirming the date
and tlme for the applicant W|” 1989 Duluth Hwy Lawrenceville GA 30043-5015 Gwinnett USA, Room
appear. Feedback Forn
5 a. To set the date or time, Adam Kay
click on the date in the
email template - Onboarding Appointment Confirmation
b. When everything is e
correct, click Send it ettt g e el e g A B
See you saon!
Cancel m
Questions If you have any additional questions, contact your Regional Recruiter or Regional
Office.
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