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Overview of PeopleSoft Recruiting Solutions 
Recruiting Solutions is a part of Oracle’s Human Capital Management system (SEMA4) and interfaces 
with current systems gaining efficiencies in moving applicants through the different roles – from 
applicant to candidate to finalist to Pre Boarding and finally Onboarding. 
 
Recruiting Solutions is comprised of two modules:  

Recruiting is the module that Recruiters and Hiring Managers will use to create job openings and 
manage applicants.  
 Create Job Openings 
 Post Job Openings 
 Manage Applicants 
 Screen Applicants 
 Manage Applications 
 Manage Interviews 
 Prepare for Hire 

 
Careers is the public-facing side where state employees and external applicants will: 
 Search and apply for job openings 
 View and apply for saved job openings 
 Create job search agent 
 Upload resume & cover letter 
 Review Applications  
 Track Job Openings 
 Maintain contact information 
 Accept job offers 

 
Current state employees will access Careers through State of MN Self Service.  
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External Applicants access Careers at:  mn.gov/careers  
 

  

http://www.mn.gov/careers
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Careers 
Careers is the applicant–facing module of Recruiting Solutions.  

Search for Jobs/Save Searches 
Applicants can search for jobs, view a list of the latest job openings, view job descriptions, and save job 
searches. When saving a search, Applicants can choose to receive automated email notifications. 
Applicants can indicate job postings as a favorite for later review in their My Favorite Jobs link. 

Apply for Jobs 
Applicants follow a guided navigation process when applying to jobs and complete the application 
process. Applicants can save job postings to a list for later review.  

Review Notifications 
As an Applicant moves through the review process, notifications related to interviews, and job offers are 
sent to the Applicants’ primary email address and to their Careers My Notifications page. 

Accept a Job Offer online 
If you are offered a job, you will receive an email with instructions to view the offer details on your My 
Notifications page and accept or reject the offer online.  

Select the View Offer link to open the job offer page.  

 

The Job Offer page provides step-by-step instructions to:  
Step 1: Review Offer Information by selecting the Offer Letter link. 
Step 2: Acknowledge Offer. 
Step 3: Return Completed Documents if requested. 
Step 4: Select Accept or Reject.  

Maintain Personal and Account Information 
Once registered, external Applicants can manage their account information, and reset their user name 
and password as needed. Employees will manage their Careers account information in Self Service. 

Email a Friend   
When State employees or external Applicants find a job opening that might interest someone they know, 
they can use the Careers system to email the job posting to that person. However, when a State 
employee emails an internal job posting link to a non-State employee, the non-State employee will not be 
able to view the job posting. Job posting links expire when the job posting closes.  
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Interview Team Activity Folder 
When you are on an interview or hiring team, you may receive email notifications to respond to interview 
team activities such as viewing applications, job opening information, and evaluating Applicant 
responses.  
All interview team activities are performed in Self Service in the Interview Team Activity folder.  

 
Routing Responses  
When Applicant information has been routed to you, select the Routing Response link in the email 
notification you receive. 

1) Select a response from the drop down menu.  
2) Select Save when finished. Your response is then sent to Human Resources, the Hiring Manager, 

or both.  
3) Select Return to go back to your Routing Response page.  

The Evaluate Open Ended Questions page contains answers to open ended questions that Human 
Resources or the Hiring Manager asked the Applicant when they applied.  

1) Select the Reference Number link to view specific job Applicant responses and to score the 
Applicant’s response.  

2) After scoring, select the Submit button.  
3) Your response is then sent to Human Resources, the Hiring Manager, or both. 

Interview Calendar and Interview Team Schedule pages provide interview information such as: date, 
time, location, and the Applicant’s name. Select the interview time link for additional interview details. 
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Recruiting Solutions Business Process 

 
 

Create a Job Opening  
Create and manage job openings for your agency. A single job opening can be used to fill one or many 
vacancies. Job openings include details about the job including; job class, agency, location, position 
number, work schedule, and salary.  

 
Post Job Opening 
Once a Job opening is created a Recruiter with posting authority will post the job. Recruiters will be able 
to assess the effectiveness of the various posting sources by tracking which Applicants come from which 
source in OBIEE. 
 
Screen Applicants 
The screening process help Recruiters and Hiring Manager’s understand an Applicant’s ability to 
successfully perform the job. Questions posed to the job seeker while they complete the online 
application are used to automatically remove unqualified job seekers from the Applicant pool by 
assessing pre-determined minimum qualifications. 
 
Route Applicants 
A Recruiter can send employees involved in the hiring process a notification (by email) requesting a 
recommended disposition for an Applicant. 
 
Interview Applicants 
Interviews can be scheduled and managed through Recruiting Solutions. Candidates and members of 
the hiring/interview team are automatically scheduled and notified. 
 
Prepare Job Offer 
Recruiters will prepare job offers in Recruiting Solutions. Finalists will accept (or reject) job offers within 
the system.  
 
Prepare for Hire  
Recruiters can integrate the hire from Recruiting Solutions to SEMA4. This process sends Applicant data 
to SEMA4 which begins the Manage Hire pre-boarding process.   
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Recruiting Solutions Roles 
Recruitment Administrator:  This role is limited to MMB staff. Recruiters should contact their Agency 
Services Representative to grant posting authority, add screening questions to the system, or to merge 
Applicants.  

Recruiter with Posting Authority: The M_Recruiter role is given to the Admin Login ID in SEMA4 and 
added to the Employee ID in Self Service. Recruiters that have been granted delegation of authority to 
post jobs to Careers. This role will also have access to create job openings, manage Applicants, prepare 
job offer, and prepare for hire in Recruiting Solutions. This role will also be able to edit job openings in 
“open” status. If you currently have delegation of authority to post jobs, MMB will provide this access. 
The process to request and receive delegation authority remains unchanged.  

Recruiter without Posting Authority: The M_Recruiter role is given to the Admin Login ID in SEMA4 
and added to the Employee ID in Self Service. This role will have access to create job openings, manage 
Applicants, prepare job offer, and prepare for hire in Recruiting Solutions. A Recruiter without posting 
authority will only be able to create job openings in draft status. They will not be able to post jobs to 
Careers or make edits to a job in “open” status. They will send the draft job opening to a Recruiter with 
posting authority to post on Careers.  

Recruiter Limited: The M_Search Applicants role is given to the Admin Login ID in SEMA4 and added 
to the Employee ID in Self Service. This role will have access to Search Job Openings, Search 
Applicants, Search Applications, Upload Resume and Send Correspondence for their agency’s postings 
only. The Recruiter Limited role will not have the authority to Create or Post Job Openings, Edit 
Dispositions or access to Related Content reports. This role was designed for an HR Assistant or 
Receptionist to provide assistance to the HR Office and does not require the Recruiter role.  

All Recruiters need to complete the SWIFT Security Access Form.  

Hiring Manager: The M_Hiring_Manager role is auto-generated to managers and supervisors based on 
the Manager Level on their Job Code Profile in SEMA4. This grants access to the Hiring 
Manager/Recruiter tasks folder is within the Interview Team Activities folder in Self Service. This role is 
updated on a nightly batch process and does not required a Security Access form.  

Hiring Manager Proxy: Agencies may also assign a proxy to work on behalf of a manager or supervisor. 
Proxies will have the same access as a manager or supervisor. Request for this access requires a 
SWIFT Security Access Form. 

Active State Employee: The M_RS Self Service role is auto-generated to all active employees on their 
Self-Service employee ID and grants access to Careers and the Interview Team Activity folder (Routing 
Response, Evaluate Open Ended Questions, Interview Calendar, Interview Team Schedule, and ARL 
Claimers Only). Upon separation from State service, employees will have the Careers link folder 
removed from their Self Service account and would need to apply for any positions on the public Careers 
website. 
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External Applicant: Will access the Careers website at Minnesota Careers to search and apply for jobs, 
and manage their Applicant activities. External Applicants will create and manage their own Careers user 
name and passwords. 

Affirmative Action Officer: A new role has been created for Affirmative Action Officers who are not 
Recruiters. Affirmative Action Officers will have access to the system so that they can monitor the hiring 
process. Their access allows them to see the demographic make-up of the Applicant pool. Affirmative 
Action officers need to complete the SWIFT Security Access Form.  

http://www.mn.gov/careers
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Accessing Recruiting Solutions  
 Never share your password. There is no such concept of a shared license with Recruiting Solutions.  

Access to Recruiting Solutions is assigned to Recruiters after completing training and submitting a 
completed Request for Access to SWIFT Statewide Systems form. You are assigned a row level security 
profile that will give you access to the Recruiting folder for your agency. Users will have different access 
based on their security profile. 
During business hours Recruiters will sign in to SEMA4 using their Administrative (SEMA4) ID and 
password.  Business Hours 

Monday –Thursday: 7 a.m. – 7 p.m. 
Friday’s: 7 a.m. – 5 p.m. 

Signing in to Recruiting Solutions:  
1) Open the SEMA4 Sign in page  
2) Enter your Administrative User ID and Password.  
3) Select the Sign In button. 
4) Navigation: Main Menu > Recruiting > Recruiting Home 
5) Select the Recruiting Home link to access your recruiting home page. 

After business hours access: The Hiring Manager/Recruiter Task folder the actions available will be 
based on your security and if you are associated with a Job Opening.  

1) Open the Self Service Portal 
2) Enter Employee ID and Password.  
3) Select the Sign In button. 
4) Navigation: Main Menu > State of MN Self Service > Interview Team Activities > Hiring 

Manager/Recruiter Tasks  
Supported Browsers 
As you work in PeopleSoft applications; you might notice that slight variations exist on the same 
transaction page depending on the browser that you use. On occasion, some browsers cause Recruiting 
Solutions to exhibit behaviors that vary from the expected behavior. Some of these differences are very 
subtle and have no impact on the performance of the application, while others might alter the look and 
function of Recruiting Solutions pages.  
PeopleSoft certifies multiple browsers and browser versions for use with their applications, however, as 
web based technologies evolve, and our MN.IT policies adapt, browsers will need to be tested with all  
 Mozilla Firefox 24.x or higher 
 Google Chrome 35.x or higher 
 Internet Explorer 9 and 11* 

*If you are using IE11 Enterprise Mode needs to be turned off. Enterprise Mode is in the Tools menu.  

 
Contact MN.IT support if you need help with Browsers.  

https://portal.s4web.state.mn.us/psp/por91ssap/SELFSERVICE/ENTP/h/?tab=MN_GUEST


  Recruiting Solutions - Recruiter User Guide 

Page 13 of 128 
 

Recruiting Home Page 
The Recruiting Home page displays the Quick Links that provide access to recruiting actions.  

 

Quick Links: 
Browse Job Openings: Search for job openings using a combination of keyword and Filter By search 
criteria. 

Search Applicants: Perform a quick search for Applicants that have applied to your job openings. 

Search Applications: Search recruiting records based on a combination of Applicant and job opening 
criteria such as Applicant name, Applicant status, application date, disposition, job posting title, job 
opening ID, job opening status, Recruiter, etc. 

Search Job Openings: Once a job is in open status, a Recruiter will use Search Job Opening to find 
their job and open the Manage Job Opening page. Search for job openings with search criteria fields. 
For example Job Posting Title, Job Opening ID, Status, Recruiter, and job Association.  

Create Job Opening: This link will bring you to the Job Details page where you will follow the process of 
creating a job opening. 

Interview Calendar: Schedule interviews and send appointments to Applicants. Once scheduled, you 
are able to print out an interview calendar. If an appointment is changed you will need to send a new 
appointment. Changing on this schedule does not update the Applicant’s calendar.  
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Helpful Tips: 
Multiple Browser Windows: 
Recruiters who also access SEMA4 can be logged into Recruiting Solutions in one browser window 
(Internet Explorer) and SEMA4 (Firefox) in another browser window at the same time. 

System time out: 
Recruiting Solutions and Careers will time out after 20 minutes of inactivity. Users will receive pop up 
warning when they have reached 20 minutes of inactivity. 
 

Recruiting Home Page continued 
Should the system time out: 
 Recruiters and Hiring Managers are brought back to the Administrative/SEMA4/Self Service log in 

page. 
 Employees are brought back to Self Service login page. 
 External Applicants are brought back to the Careers site. 

 
 
System Navigation Tips: 
Use the provided navigation on each page, such as Return to previous page. Avoid using the browser 
back and forward buttons to navigate.  This will result in inconsistent data and may not save information 
properly. To move on to another action in Recruiting Solutions use the breadcrumb navigation.  
Common System Icons: 

•  Recruiting Home is 
also a link used to return to the Quick 
Links page.  
 

•  Look Up icon to search for and 
select criteria. 
 

•  Spell check icon is available in 
fields that you will use to type 
information. 
 

 

•   Calendar icon is best 
to use to make sure the date format is 
correct.  

 

•   Trash can to delete rows. 
 

• For Recruiting Solutions help select the 
Help link at the top of the page. This will 
link you to the HR HR Toolbox.  
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Recruiting Solutions Recruitment Areas 

Recruiting Solutions has six recruitment areas. Each recruitment area has statuses and reasons to move 
an Applicant through the process.  A status change in one recruitment area can affect the status in 
another recruiting area. This automatic cascading effect will assist with managing some of your recruiting 
processes.  
 
1) Job Opening: Statuses associated with the Job Opening.  

Draft: Job Opening status when creating a Job. A job in this status is not active in Careers.   
Open: The job must be in this status to post to Careers 
Hold: A job in open status can be changed to hold if there is a delay for approval, or there is 
uncertainty regarding the position.  
Filled/Closed: Status when the position has been filled.  
Canceled: Use when a job opening has not resulted in a hire. For example if a previous 
incumbent returns to the job.  
 

2) Applicant: Statuses associated with an Applicant, not their application.  

A Recruiter should not change the Applicant status. This is managed by the system administrator.   
Active: Assigned to an external Applicant when they have successfully submitted an application. 
All active state employees are at this status.  
Hired: When an Applicant has been hired.  
Inactive: Applicant status if deceased or if the Applicant has multiple accounts which have been 
merged. The source account is set to Inactive. 
Queued: Not used by the state 
 

3) Recruitment Summary: Dispositions (the statuses in the Recruitment Summary area) track the 
progress of an Applicant through the recruiting process. On the Manage Job Opening page > 
Applicants tab, Recruiters can filter the list of Applicants based on disposition on the Phase 
Progression Bar. Applicants should move through the process in the order of the Phase Progression 
Bar.  

 

In order to run screening results on Applicants who have applied to a job opening, the Applicants 
must have a disposition of Applied or Reviewed. The system will not screen Applicants in other 
dispositions.  
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Recruiting Solutions Recruitment Areas continued 

All: This is not a status but a place holder to see all Applicants that have applied.  

Applied: An Applicant has successfully submitted their application to the job, or has been linked 
to the job opening.  

Reviewed: A Recruiter edits this disposition after reviewing the application to move the Applicant 
to the next step. A Recruiter can review applications as they come into the job.  

Screen: Applicant disposition when screening results have been applied.   

Route: Recruiter has routed application, resume or Applicant information to a Hiring Manager or 
subject matter expert for further Applicant processing. 

Interview: An Applicant is in the interview process. 

Offer: Applicant disposition when the Prepare Job Offer process is complete. The job offer has 
been sent to the Applicant and waiting their acceptance.  

Hire: Applicant’s disposition when the Prepare for Hire process has been sent to HR. This 
includes Applicants that are in the Manage Hire queue in SEMA4 waiting to be processed or have 
already been processed and are hired.  

Hold: Disposition for duplicate applications from an Applicant. Also used to indicate that a 
decision needs further review. This is the only Applicant disposition that can be changed back to 
Route or Interview once a decision has been made.   

Reject: The screening process will change the Applicants disposition to reject if they did not meet 
job qualifications. The Recruiter may also edit disposition to reject after reviewing the application.  
If the Applicant updated their application to ‘Withdrawn Application’ they will be moved to the 
status of Reject. 

 
The other Applicant statuses in Recruitment Area 3 (Applicants tab on the Manage Job Opening page) 
are indicated in the All phase progression bar on the Applicants Disposition column.  

 
 
Linked: Applicants Disposition if they have been linked to a job opening by a Recruiter. This 
disposition is only used if there are no screening questions. 
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Recruiting Solutions Recruitment Areas continued 

Linked Questionnaire: Applicants Disposition if they have been linked to a job opening with 
screening questions. The Recruiter should use this disposition in most cases as they are not able 
to answer screening questions on behalf of an Applicant.  

Offer Accepted: Applicant has accepted the online Job Offer sent by the Recruiter. Offers for all 
new hires and rehires must be posted online. The Applicant may accept the offer online.  NOTE: 
A Recruiter may accept the offer on behalf of the Applicant for direct hires and adding a 
concurrent job.  

Ready to Hire: Applicants disposition when the Prepare for Hire has been processed and the 
Applicant is in the Manage Hire queue waiting to be processed in SEMA4 by HR.  

Failed Prescreening: Displays when an Applicant has applied to a job opening with a 
Prequalification screening level question. Their answer did not allow them to proceed with the 
application process. These Applicants will show up in the All and Reject sections of the phase 
progression bar. At this screening level an Applicant will not receive information on appeal rights.   

Rejected Online Screening: Applicant has failed Online Screening level questions. Recruiters 
will be able to see the Applicant’s application and how they answered the screening questions. 
These Applicants will show up in the All and Reject sections of the phase progression bar.  At this 
screening level an Applicant will receive information on appeal rights.   

Withdrawn: The Applicant is no longer available for this job. The Recruiter or Hiring Manager can 
select this disposition.  

 Withdrawn Application: Applicant has withdrawn their application. When an Applicant 
withdraw’s their application in the following statuses: Draft, Applied, Linked, Linked 
Questionnaire, Reviewed, Screen, Route, or Interview. When an Applicant withdraw’s their 
application in the following statuses: Route or Interview the Recruiter and Hiring Manager will 
receive an email notifying them that the Applicant has withdrawn their application for the job. This 
is the only time a Recruiter or Hiring Manager will get this notification. If an Applicant withdraw’s 
their application in any other status, the Recruiter and Hiring Manager will not receive notification 
but will see this Applicant status on the Manage Job Opening page. 

4) Route: The statuses in this recruitment area indicate the options for an Applicant after application 
review and screening. A Recruiter routes Applicants to Hiring Managers for review. The recipients of 
the Route request will recommend one of these statuses. The Recruiter will change the final routing 
status by editing the Applicant’s disposition on the Manage Job Opening page. 

Route: Recruiter has routed Applicants to a Hiring Manager or subject matter expert for review. 

Invite for Interview: Indicates that you intend to proceed to the next step in the recruiting 
process by inviting an Applicant to interview. 

Hold: Can be used when a decision is pending.  

Reject: Disposition if the Applicant is no longer under consideration.  

Withdrawn: Applicant is no longer available for the job opening.  

Withdrawn Application: Applicant has withdrawn their application.   



  Recruiting Solutions - Recruiter User Guide 

Page 18 of 128 
 

Recruiting Solutions Recruitment Areas continued 

5) Interview: Recruiters will edit an Applicant’s disposition based on Routing Responses.  

Interview: Applicant has been invited to interview. 

Make Offer: Recruiter will Prepare Job Offer.  

Hold: Can be used when a decision is pending.  

Reject: Disposition if the Applicant is no longer under consideration.  

Withdrawn: Applicant is no longer available for the job opening.  

 
6) Offer: The statuses in this recruitment area identify the progress of an Applicant in the Job Offer 

stage. 

Draft: Job Offer status prior to the Recruiter posting to the Applicant. 

Extend: Recruiter will Prepare Job Offer.  

Accept: The Applicant has accepted the offer. After the Applicant accepts the job offer online a 
Recruiter will then accept job offers on Manage Job Opening page. 

Acceptance Withdrawn: Applicant has withdrawn their job offer acceptance. 

Hold: Can be used when a decision is pending.  

Offer Rejected: Applicant has rejected the job offer.   

Offer Withdrawn: Recruiter has withdrawn the job offer.   
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Create a Job Opening  
This section is to be used as a resource that provides a definition for each field in the Create Job 
Opening process.  
Creating a Job Opening is the first step in the Recruiting Solutions recruiting process. Both Recruiters 
and Hiring Managers can create a job opening; however, only Recruiters with posting authority can post 
a job to Careers.  
Before creating a job in Recruiting it is best practice to have an approved position number, budget, and 
properly allocated position description. Please plan ahead to allow sufficient time to complete this 
information.  
Navigation: Main Menu > Recruiting > Recuiting Home > Create Job Opening  

Select the Create Job Opening quick link.   
This will open the Primary Job Opening Information page. 

Primary Job Opening Information page 
This page collects data that must be provided before you can enter additional job opening details. Data 
entered here determines specific default content on the main job opening page. 

 Use the Look Up icon in each field to search for and select criteria.  

 An asterisk “*” indicates that information is required in that field before proceeding. 

 

Job Opening Type: This is where you will select the type of job opening that you are creating.   You 
cannot change the type of job opening after you select the Continue button on this page and move on to 
the Job Opening page. The two choices are: 

Standard Requisition: A standard requisition is for specific jobs or positions that you want to fill. 
Example: RTE (Request to Employ) job type. You must provide specific data regarding the job or 
position code. This is the system default choice. 
Continuous Job Opening: A continuous job opening (previously known as RTA or Request to 
Announce) represents a recruitment used to fill many jobs over a specific period of time. This type 
of job opening can be used as a placeholder for possible candidates and can potentially remain 
open for an indefinite amount of time. Continuous job openings do not require a position number. 
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Primary Job Opening Information page continued 

Business Unit: The business unit is required and will default based on the Recruiter’s security. The 
Look up icon is available to search for and select a different business unit that you have security to.   
You must select the business unit before you can select any other field on this page.  
The business unit determines options for Department, Position Number, Job Code, and Job Posting Title.  
The business unit is an agency’s code plus two characters representing a bargaining agreement plan for 
the job you are filling. For example: T79AF. T79 is the agency code for the Department of Transportation.  
AF stands for AFSCME.  
 
Department: Department is required if you do not use a Position Number. Confirm that the business 
unit is selected first. The Department is the ID used in SEMA4 and is the division/unit associated with this 
job opening. This code identifies an agency’s organizational entity, such as department, division, or work 
group. 
 
Position Number:  
If the Job Opening has one Target Opening, it is recommended that you select the position number on 
the Primary Job Opening page. When the Position Number is entered here the Department, Job Code 
and Job Posting Title fields are auto-filled from SEMA4 position record. A Recruiter can add a different 
Position number if needed before the Prepare Job Offer action.  
For Job Openings with more than one Target Opening, such as an open continuous or Unlimited Number 
of Openings, create the Job Opening without a position number. The Position Numbers will need to be 
added to the Job Details page before the Prepare Job Offer action.  
 
Job Code: The job code associated with this job opening. If you are not using a Position Number to 
create the Job Opening, you must enter a Job Code. If the Position Number field contains a value, 
the system derives the job code from the position number. If you select a Position Number first, the Job 
Code field will automatically populate.  
 
Recruiting Location: This field is required and you will need to select the primary recruiting location 
associated with this job opening. If the job opening is for multiple locations, additional recruiting locations 
can be added on the forthcoming Job Opening page. The Recruiting Location on the job posting is 
what Applicants will see and can search by in Careers.  
 
Job Posting Title: This field is required. This is the job classification and will default in from the position 
number or job code. The system uses the primary posting title to identify the job opening on various 
pages throughout the system. The primary posting title is also the default title when you create job 
postings.  
You can change the primary posting title to include the working title on the Job Postings tab only. For 
example: Management Analyst 4 – Project Manager. Always leave as the default job classification, and 
then add a dash and the working title or job option. 

Select the Continue button to proceed in creating this job opening.   
This will open the Job Opening page.  
If you do not select the Continue button, the job opening will not be created. 
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Job Opening Page 
 
Job Opening toolbar: 
The toolbar options on the Job Opening page will change with the status of the Job Opening.  

 
In the initial status of Draft both the Save and Open and Save as Draft buttons will be active for 
Recruiters with posting authority.  Recruiters without posting authority and Hiring Managers will only see 
the Save as Draft button.  

 
Save as Draft:  When building the Job Opening use the Save as Draft button along the way to save your 
work.   

Recruiting Home link: Use to navigate back to the Recruiting Home page. 

Notification link: Used to send a Recruiter an email message to notify them that your Job Opening draft 
is ready for review and Save and Open. The Notification link is visible only when the Job Opening is in 
draft status. 

Start Over link: Used to return to the Primary Job Opening Information page to start over. This link 
appears in Draft status.  

The Job Opening header contains identifying information about the job opening. This information will 
show on each tab of the Job Opening page.  
The header information is read only and will reference; 

Job Opening ID: The Job Opening ID will be NEW until saved as a draft. The Job Opening ID is a 
system generated, next number.  

Job Posting Title: This is populated based on the Position Number or Job Code.  

Job Code: This field displays the Job Code associated with the job opening.  

Position Number: If added on the Primary Job Opening Information page. 

Status: Job Opening status 

Business Unit: Selected on the Primary Job Opening Information. 

Department: Selected on the Primary Job Opening Information.  

Primary Recruiting Location: Selected on the Primary Job Opening Information. 
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Job Opening Page - Job Details tab  

Opening Information: This section displays information that has defaulted in from the Primary Job 
Opening Information page.  

 
Job Opening Type: View only, type was selected on the Primary Job Opening Information page.  
Created By: This field should not be changed.  Defaults in the name and employee ID of the person 
creating the Job Opening. 
Created: Defaults to the date the job opening was created.  
PIN: System assigned when the Save as Draft button is selected.  

Note: The PIN is for exceptional processing only. This cannot be used to Search Job Openings.  
 
Openings to Fill options 

 
• Limited Number of Openings: System default. Use when filling a specific number Target 

Openings.  
• Unlimited Number of Openings: Use to continue accepting applications without a specific 

number of job openings identified such as when a posting is open continuous. The job opening 
stays open until the Recruiter changes the Job Opening status to Closed. 

 
Target Openings: This field appears when Limited is chosen in the Openings to Fill field.  
A Recruiter should not change the number of target openings once the position has been posted. The 
overall philosophy is one position = one vacancy. If a new location or additional target openings are 
needed the job needs to be reposted. You cannot just tack on additional target openings. For multiple 
target openings follow the open continuous procedures. 
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Job Details tab continued 

Available Openings: This number needs to be equal to the Target Openings number initially. As 
Applicants’ dispositions change to Hired, the system decreases this number by one. The job status will 
remain as Open until all available jobs are filled.  
Establishment ID: This field should not be changed. The value defaults to the establishment ID 
assigned to the position record in SEMA4. This will be blank when a Position Number is not used in the 
Primary Job Opening Information page.  
Business Unit: Once the job has been created the Business Unit should not be changed. The default 
value is the value that was entered on the Primary Job Opening Information page.  
Company: Be sure that SMN-State of Minnesota is in this field. This will default in if you create a Job 
Opening with a Position Number.  

NOTE: If you are cloning a job or creating a Job Opening without a Position Number you will 
need to enter the Company of SMN. 

 
 
Department: The default value is the value you entered on the Primary Job Opening Information page. 
The Department is required if a position number is not used.   
Status Code: Displays the current job opening status. When creating a new job opening the status 
default is Draft.  
Status Reason: Not currently used by the State 
Status Date: The date the Job Opening status went into effect.  
Desired Start Date: This field is informational only. At this time, MMB suggests that Recruiters and 
Hiring Managers leave this field blank.  
Recruitment Contact: Not currently used by the State. 

 
 
Locations: This location field is not visible to Applicants. This is the Location within the Department ID in 
SEMA4 and will default in based on the Position Number. If you do not use a Position Number it will be 
blank. If you list multiple locations one must be marked as the primary location. 
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Job Details tab continued 

Recruiting Locations: This is a required field. Job openings must be associated with at least one 
Recruiting Location. Select the Add Recruiting Location button to add other locations. Use the Look Up 
feature to find other locations.  

 The Recruiting Location is what is visible to Applicants in Careers. When Applicants search for job 
openings on Careers, the Filter By Location field is the Primary Recruiting Location on the Job Opening. 
In the Search Results section, if the job has multiple recruiting locations, the text Multiple appears in this 
area.  
 
Target Openings: The Recruiting Location Target Opening number must match the Target and 
Available opening numbers. The total number of target openings for all recruiting locations cannot 
exceed the overall number of target openings for the job opening. 

 
 
Positions: Used to indicate the position number for the job opening. The Position Number is the PCN in 
SEMA4. You may have multiple position numbers in a job opening. Use the Look up icon to select the 
position numbers associated with this job opening.  

If you did not create the job opening with a position number the Position Numbers will need to be 
added here before the Prepare Job Offer action. 
The system will work best if you use the Look up icon to select the position numbers associated with this 
job opening. Select the Add Position button to add more Position Numbers.  

 
 
Employees Being Replaced: Not used by the State 
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Job Details tab continued 

Additional Job Specifications: This section contains job opening data that can vary by job code when 
a job opening includes more than one job code.   

 
Job Code: Defaults from the Primary Job Opening Information. There must be one primary job code 
on a job opening. If the job opening is associated with multiple jobs, one must be selected as primary.  

Staffing Information: The work schedule information for a job opening while a job opening is in Draft 
status, the specific fields you see can vary depending on your role and security. Once the job is in an 
Open status, all users can see all fields.  

Region: This field should not be changed. Leave the default value as USA. 
Schedule Type:  Indicate whether this job is Full-Time, Intermittent, or Part-Time. 
Regular/Temporary: Indicate whether this job is: Emergency, Intern, Limited, Limited Academic, 
Non-State, Provisional, Seasonal, Temporary, Trainee, Unlimited, or Unlimited/Academic. 
Begin Date and End Date: These fields are informational only. This field may be used for 
seasonal or temporary job openings. Use the calendar icon to choose dates. 
Shift: Use the drop down menu to select the shift. 
Hours: Leave the default value. These are the work hours associated with the job code.  
Work Period: Leave the default value. Time associated with the job code. 
Travel Percentage: Specify the percent of travel required for this job.  

Salary Information: View only. The information populates from SEMA4 based on the primary job code. 
Add Job Code button: Use this field to enter additional job codes when posting at multiple job 
classifications on the same job opening.   
Delete Job Code button: Delete selected job code.  
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Job Opening Page - Qualifications tab 
 
The Qualifications tab will be used by Recruiters and Hiring Managers, to select screening questions for 
a job opening.  

 
The Additional Job Specifications will display the primary Job Code.  
 
Scroll to the bottom of the Qualifications tab to the Screening Questions section. 
All job openings must contain the ALL APPLICANTS screening question. 

ALL APPLICANTS: I certify that my application, resume and supplemental information that I 
have submitted, including my answers to any screening questions, are true, complete and 
accurate to the best of my knowledge.  Note: If you select "No" you will no longer be considered 
for this job. 

 If you do not include this screening question the system will not display the RSV status in your 
list of Applicants. 

 
To add Screening Questions: 

• Select the Look Up icon to select questions. 
• Enter search criteria and select the lock up icon to open the Look Up button. 
• Select on the screening question ALL APPLICANTS link to add the question. 
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Qualifications tab continued 

To add more questions select the Add Screening Question button.  
The Load from Question Set button is used to import predefined sets of screening questions.  

 
Question Order: Enter a number value in this field to specify the order the questions will appear to the 
Applicant.  

 
Action column: Select the View Answers link to view the entire question, correct answer and points 
assigned, if any. Select the Return button.  

 

Answers to screening questions are in the following formats:  
 Yes/No 
 Multiple choice 
 Checkboxes 
 Text box or open-ended. 

Select the trash icon to delete questions. 

 
When you have completed added the Screening Questions for this Job Opening, scroll to the top of the 
page to Select the Save as Draft button and select the Screening Options tab.  



  Recruiting Solutions - Recruiter User Guide 

Page 28 of 128 
 

Job Opening Page - Screening Options tab 

The Screening Options tab is used to enter Screening Requirements for a job opening.  
Additional Job Specifications: This will show the Primary Job Code from the Job Details tab 

 
 
Applicant Screening section 

Max Total Points: The maximum points an Applicant can accumulate across all screening levels. 
This number is typically 100.  
Must Pass Previous Levels: When this is checked Applicants who fail a previous screening level 
are not processed when screening is applied.  
Sequence: Determines the order in which you run the screening levels. You may delete screening 
levels that are not being used.  
Screening Levels: This will list the links for the various screening levels. Select a Screening Level 
to access the criteria for that level.  

 
 
The State of Minnesota has four screening levels.  
The Prequalification and Online screening level results are applied automatically when the Applicant 
answers the questions during the application process in Careers.  
 

Prequalification: This screening level appears on the first train stop of the application process in 
Careers. The Applicant will receive a message informing them that they are not eligible to apply 
based on their responses and will not be able to complete the online application. This notification 
will not include appeal rights. Applicants that fail this screening level will appear in the “All” phase 
progression bar on the Manage Job Opening page. They will have a status of Failed PR.  

 
Online: Questions added to this screening level are based on minimum job qualifications. If the 

Applicant does not meet the minimum qualifications at this level they will receive a message after 
they have submitted their application. If they fail, this notification will include their appeal rights. 
Applicants that fail at this screening level will appear in the “All” and “Reject” phase progression 
bar. They will have the status of Failed Online.  
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Screening Options tab continued 

The Preliminary and Final screening levels are run by the Recruiter on Manage Job Opening page.  
 

Preliminary: ***This is the level that the required “ALL APPLICANTS” question is added*** 
This level is also used for other minimum job qualifications questions.  The Recruiter runs and 
reviews preliminary screening question answers on this level to populate RSV points for 
Applicants. The Recruiter will use Send Correspondence at this level. The reject letter template 
includes information on appeal rights. 
 

Final: This level is used for preferred qualifications and screening results are objective. Applicants 
are ranked based on points, how they have answered screening questions at this level.  

 
It is best practice to delete the screening levels that are not used. 

Select the trash icon  and OK on the Delete Confirmation message.  

 
 
If you have deleted a Screening Level and need to add it back in, Select the Add Screening Option button. 

 

Select the Screening Level you want to add. 
Select the OK button.  

. 
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Screening Options tab continued 

Select the Save as Draft button.  
 
If you do not save as draft you will receive this message when you select the Screening Level link that has 
been added it back in.  

 
 

Screening Options tab – Screening Criteria 
 
Screening Criteria page.  
For each Screening Level used, the Screening Requirements need to be checked for the screening 
questions that you added on the Qualifications tab. 
 
This example is in the Preliminary screening level.  
Select the Screening level link to open the Screening Criteria page.  

 
 
This will open the Screening Criteria page.  
In the Screening Requirements section, check the Use in Screening and Required check box for the 
Screening Question for this Screening Level (Preliminary).  

• Use in Screening: Select this checkbox for the questions that should be answered by 
Applicants.  

• Required: Selecting this checkbox does not force Applicants to answer this question, but 
Applicants who do not answer will fail this screening level.  

• Points:  Will default when Use in Screening and Required are checked.  
• Edit Details: Select the link for each screening question to view the question points, or to change 

point amounts. Recruiters can choose to change the default points assigned to each answer in the 
Points fields.  
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Note: The General Requirement Screening Type will also display here. They default in from the Position 
Number. They are informational only on this page and screening requirements should not be checked. 
This not being used at the State.  
 
Select the OK button to save your changes and return to the Job Opening page.  
Select Cancel to cancel any changes you made. 
The Apply button will save the changes and stay on this page.  

 
 

 Repeat this step for screening questions that have been added in other Screening Levels; 
Prequalification, Online, or Final. 

Screening Options tab – Screening Option Description and Scoring Definition 
Other information on the Screening Criteria page includes the Screening Option Description and 
Scoring Definition. The recommended defaults in this section are set up when screening questions are 
added to the system.  
Send Letter as Email When Results Are Applied: This defaults as unchecked and cannot be changed.  

 
When questions are added to the system a point value is required. Recruiters can choose to change the 
default points assigned to each answer in the Points fields.  
Select the Edit Details link to view the Question Details and Question Points.  
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Select the OK button to return to the Screening Criteria page.   
Select Cancel to cancel any changes you made. 
 
Job Opening Page - Job Postings Tab 
General Overview 
The state has created job posting templates to maintain a consistent job display for Applicants applying 
for state jobs. We are requiring that the template standards are followed when creating job postings in 
Recruiting Solutions. The templates are using Arial font, size 12 or larger to meet accessibility standards. 
Agency logos have been tagged so they are also accessible.  If graphics, videos, or links are added to 
the job posting, you must ensure that the information meets accessibility guidelines before adding to the 
job posting.  

A job opening can be posted at multiple levels or job classifications. In Recruiting Solutions you are able 
to tailor the postings for different destinations and audiences with templates. If a job opening is posted at 
multiple levels, one must be marked as primary. The title of that posting is then used as the job opening 
title throughout the recruiting system. 

 

 Recruiters now have the option to Build Job Posting, which automatically completes certain items, 
or Add Job Posting to manually create the posting. 

If your job opening does not need to be posted, do not generate a posting. Some job openings will be 
filled non-competitively or by linking candidates from a shared job opening pool.  
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Personnel Rule 3900.3200 advises the types of jobs that need to be posted and those requirements 
have not changed with this system implementation. To take advantage of the onboarding process, for 
jobs that do not need to be posted to the public, such as emergency hires, temp unclassified, or work out 
of class, agencies will create a job opening in Recruiting Solutions and save the job without a Job 
Posting.  The Link or PIN process is used to initiate Prepare Job Offer and Prepare for Hire step on the 
Manage Job Opening page. The Applicant will receive instructions to collect new hire data and to 
complete their activity guide in self-service.  
 

Description Types 

In Recruiting Solutions the job posting structure is divided into 5 different sections that are named 
Description Types.  Each Description Type contains templates that will populate standard 
information that can be edited based on the job opening information. Using the templates in each of 
the Description Types provides consistency to the look and feel of the job postings for the State. 

1. Logo: Select agency logo from the Description look up.  
2. Job Details: Includes place holder Job Class, Working Title, and Job Posting Details 
3. Job Summary: Enter Job Summary information based on the job opening. 
4. Qualifications: Includes minimum, preferred, physical, and additional requirements.  
5. Application Details: Place holder to update contact information, Why Work For Us statement, 

How To Apply instructions, and the Equal Employment Opportunity statement. 
 
Description 
Each Description Type has a Description (template). Use the Look Up icon to select the Description.  The 
template can be edited based on the job opening requirements. It is acceptable to copy and paste from a 
word document.  

 
 
Visibility 
In each Description Type the Recruiter will also need to select the visibility. Recruiting Solutions is 
designed so that you can display one set of job posting details to the public and another set of posting 
details to current State employees. If you wish to present different wording to your external versus 
internal audience, use the visibility options to indicate which view they will see. 
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Job Postings Tab continued 
Internal and External – Use this visibility option for Logo, Job Summary, and Application Details. 
These Description Type templates do not vary for internal and external.  
 
The Job Details Description Type template varies based on additional requirements that may be 
needed.   

• Internal Only visibility will display additional fields that are required by union contracts.  Delete 
any fields/rows that are not applicable to your posting based on the union that represents the job.  
Use this visibility when you have selected the Job Details Standard or Minnesota State Standard 
Internal template.  

• External Only visibility does not include these additional fields. Use this visibility when you have 
selected the Job Details Standard or Minnesota State Standard External template. 

 
There may be different Qualifications requirements for internal Applicants versus external Applicants.Be 
sure to customize using visibility options (internal only and external only). 
 

What to include in each of the 5 job description templates: 
1. Logo: Select your Agency logo from the Description Look Up icon.  

The agency logos in the system have been checked for accessibility, the size has been verified 
and it is consistent with the brand that we are seeking.  If your logo is missing from the list, do not 
just paste your logo into the job posting.  Instead, use the generic State of Minnesota logo. 

 
2. Job Details: Select the Job Details template from the Descriptions Look Up icon. The internal 

view was designed as a guide to remind you to look at the relevant contract language.  If you 
decide the job posting details that external Applicants see should be the same for internal 
Applicants, choose “Internal and External” for visibility.  If the job details are different for the 
internal view, create two versions of job details section – one for “Internal Only” (what current 
State employees will see) and one for “External Only” (what the public will see). 

 
3. Job Summary: Select the only option of Job Summary from the Description Look Up icon. In the 

text box enter a brief (2-5 sentence) description of the job.   

Include any special instructions to Applicants for example: 

• Number of vacancies available: “There are 3 vacancies that will be filled from this posting.” 

• Job being posted at multiple levels: “This vacancy is being posted as 2 job classes - HR 
Specialist 1 and HR Specialist 2.  Final job class will be determined based on successful 
Applicant’s qualifications.” 
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What to include in each of the 5 job description templates continued 

• Various locations available: “Jobs are available in St. Paul, Arden Hills, and Edina.” 

• Travel requirements: “This job requires frequent day time travel and occasional overnight 
stays.” 

• For Open Continuous Postings, include the duration of the posting and how long the Applicant 
list will be used to fill vacancies in your Agency: “Applications received from this posting will 
be used to fill current and future vacancies in this job class at the Department of 
Transportation through June 30, 2016.” 

 
 

4. Qualifications: Select the only option of Qualifications Standard in the Description field.   
Minimum and Preferred Qualifications: Indicate qualifications for the position.  For AFSCME 
clerical jobs, choose minimum qualifications from the Position Qualifications Menu. 
Physical Requirements: Refer to the HR Toolbox for guidance with accessible wording for 
physical requirements. 
Additional Requirements: Indicate Agency specific requirements, Criminal History Check, 
Reference Check, or Physical Exam.  

 
 

5. Application Details: There are 2 Description options; Minnesota State and Standard. They 
include the following information:  
Why Work For Us:  This is optional to include in your posting.  An example is included in the 
template.  Customize as you wish.  You can choose visibility for internal versus external 
audience.  
How to Apply:  Use standard language in the template.  
Equal Employment Opportunity:  Do not change language in the template.  Minnesota State 
template has different (required) wording than standard template. 
Contact:  Always include contact information – name, email and phone number. 

 
To ensure that the email properties are correct in the Contact information, right Select on the 
email address link in this Description. Select the Edit Link. 

  

https://mn.gov/mmb/assets/alternative-words_tcm1059-126360.docx
https://mn.gov/mmb/assets/alternative-words_tcm1059-126360.docx
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The Link Type should be E-mail.  Type in the desired email address in the E-mail Address field. 
Select ok.  

 

Build Job Posting 
Select the Build Job Posting button to start generating the job posting.   

 
 
Build Job Posting page is displayed when user selects the Build Job Posting button. 
 
Select Visibility for Internal only or Internal and External.  Once the job posting is built, the visibility can’t 
be changed.  
 
If Internal and External visibility is chosen, you can still create different Job Postings for Internal and 
External, by unchecking the ‘Use same’ checkboxes.  The checkboxes allow you to choose to use (or 
not) the same posting descriptions on Internal and External postings. If you unselect ‘Use Same Job 
Details’ (or Job Summary, etc.) it will allow you to set up different criteria for Internal Job Postings and 
External Job Postings.  If ‘Use Same Job Details’ is un-checked, one job detail row is created with 
visibility set to 'Internal Only’ and another job detail row is created with visibility set to 'External Only'. 
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If Internal Only is checked, the “Use same” checkboxes disappear.

 

Note: For Minnesota State College and University job openings only Appointment Type will also 
display. 

 
If you are reposting a previously posted job opening, select the Re-Posting? Check-box.   
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Prior Post Date will only display if the user selects Re-Posting? Check-box. 

 
 
Enter the Post Date and Close Date by selecting the calendar Look Up icon. If these fields are left 
blank, it will default to posting today and closing after 7 days. 

 
 
Choose your method for building the posting by selecting either Copy existing Posting? Or Build from 
Templates? Then select the Build button. 
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If Building From Templates: 
The Create from Templates section opens.  First, use the Look Up icon to select the Logo for this 
posting. 

 
Contact information is used when Build from Templates? Check-box is selected. Contact Information 
will default from the primary Recruiter Id.  If no primary Recruiter has been selected, Creator is 
used.  User can change the Employee ID if the defaults are incorrect. 

 
Now select the Build button to generate the posting from templates. 
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After previewing the job posting, select Return to Previous Page, so you can edit the posting section. 

 
The Job Posting Destinations will default in with Posting Type driven by the value chosen for Visibility. 
The Post Date and Remove Date will also auto-generate, based on the values provided in the Build Job 
Posting – Job Details section. 

 

Select OK. 
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Select the Primary Posting Title checkbox for the new posting (will be the last posting in the list). 

You can now edit the various sections of the job posting, adding the specifics for this Job Opening. 
Simply select in the Posting Description text box, and make your edits.  Select OK at the bottom of the 
page when you’re done.  Then Save as Draft. 
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If Copying an Existing Posting: 

Enter the new Post Date, Close Date, and Connect 700 Program Eligibility if you want this information 
automatically populated. 

 
 
Copy from Job Posting section opens and you can use Look Up icon to find the existing posting. 
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If Copying an Existing Posting continued 

The Job Opening ID of the job you are editing will default in.  NOTE: Both Job Openings must be in the 
same Business Unit. 

Post Sequence will default to last posting (this will be the last posting for the job opening you 
cloned).  You can change that to other postings if more than 1 exists. 

Use the Look Up icon to select the Logo for this job posting. 
 
Select the Build button – See screenshot above. 
 
Review the job posting to ensure the correct information was entered.  If not, select Return to Previous 
Page, correct your selections on the Build Job Posting page, and re-select the Build button. 
 
Select the OK button to return to the Job Postings tab, and Save as Draft. 

 
 
Select the Primary Posting Title checkbox for the new posting (will be the last posting in the list). 
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If Copying an Existing Posting continued 

Delete the original posting(s) added when the clone was done. 
Each Posting Description section is editable.  

Select the Preview button to see the job posing. 

When you are finished previewing, select the Return to Previous Page link. 

Select the OK button on the Posting Information page. 

Select the Save as Draft button. 

If the Re-Posting? Check-box is selected, Previous Post Date will display and default to the last 
posting open date.  The date can be changed.  A message will print in the posting that includes this 
date.  If Previous Post Date is removed, a message prints without dates. 

• Verified Salary Information refreshes on the new job opening when it’s created by cloning another
job opening.  It doesn’t refresh in the posting automatically, but the Build Job Posting page can
be used to correct the posting dates and salary.

 Job postings are scheduled to run daily at midnight. 



Recruiting Solutions - Recruiter User Guide 

Page 45 of 128 

Add Job Posting 
Select on the Add Job Posting button to start generating the job posting. 

 Select the Save As Draft button often as you build the Job Posting to save your work. Do this by 
selecting OK at the bottom of the Job Descriptions page. This will take you back to the Job Opening 
page.  

To continue adding Job Posting details select the job title link in the Job Posting section.

Job Posting Destinations and Dates 
Select the Add Posting Destination button to add Destinations.  
If the job is open competitive select the following 3 Job Posting Destinations and Posting Types: 
STATE OF MINNESOTA ACCESSIBLE: External Posting 
STATE OF MINNESOTA GENERAL:  External Posting  
STATE OF MINNESOTA EMPLOYEE:  Internal Posting

STATE OF MINNESOTA ACCESSIBLE and STATE OF MINNESOTA GENERAL must always be 
selected together. Select External Posting for the Posting Type.  

The job posting destination is displayed on the external Careers site. Applicants will choose between the 
accessible button and the non-accessible button to view and apply for jobs. 
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STATE OF MINNESOTA EMPLOYEE  

All job openings must be posted with this destination. Select Internal Posting for the Posting Type. 

If the job opening is posted for internal employees only, the Recruiter would only need to select this 
destination. The job will be posted in the Self Service Careers folder. There is not a state of Minnesota 
accessible option. Current State employees have their accessibility options selected in Self Service.  

Post Date: Enter the date on which you want the job posted to this destination. 

Remove Date: This is the date that the posting is removed from the Careers destination. The job posting 
is removed from Careers at the stroke of midnight on this date.  

Posting Duration (Days): You may leave the Remove Date blank and enter a number of days the 
posting should be up.  The system will calculate and auto populate the Remove Date based on duration. 

Job Posting Closing Date vs Job Destination Remove Date 
Job Posting Closing Date: The Closing Date is the last day the posting will appear on the website or Self 
Service, through 11:59 p.m.  

Remember, the Closing Date cannot be a holiday or a weekend. 

The Closing Date (highlighted below) is located in the Job Details posting description template. 

Job Destination Remove Date: The Remove Date is when the posting will be removed from the website 
or Self Service, so must be the day after the Closing Date. For example, if the Closing Date is 
12/14/2015, the Remove Date must be 12/15/2015. 

The Remove Date (highlighted below) is located in the Job Posting Destination section.
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Extending a Job Posting 
Only a Recruiter with Posting Authority can edit the posting dates. 

To extend a Job Posting change the Remove Date in the Job Posting Destination section. 

Remember to also update the Closing Date on the Job Details Description Type. 

Preview Job Posting 
Select the Preview button on the bottom of the page to preview the job posting. 
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Preview Job Posting continued 

If you are creating two postings, one for external Applicants and one for internal applications, select the 
Switch to Internal View/Switch to External View links when in Preview to see the other version.  

 
When finished previewing, select the Return to Previous Page link. This will bring you back to the Posting 
Information page.  

Select the OK button to save your changes and return to the Job Opening page.  

On the Job Opening page select Save as Draft. 
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Job Posting set up example: Posting to state employees only  
 
Description Type: Logo 
Description: select agency logo 
Visibility: Internal Only 

 
 
Description Type: Job Details  
Description: Job Details Standard Internal (or Job Details Minnesota State Standard Internal) 
Visibility: Internal Only 

 
 
Description Type: Job Summary  
Description: Job Summary 
Visibility: Internal Only 

 
 
Description Type: Qualifications  
Description: Qualifications Standard 
Visibility: Internal Only 

 
 
Description Type: Applications Details 
Description: Application Details Standard (or Application Details Minnesota State) 
Visibility: Internal Only 

 
 
Job Posting Destinations:  Posting Type: Enter dates for each Destination  
STATE OF MINNESOTA EMPLOYEE Internal Posting  
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Job Posting set up example: Open Competitive  
Posting to employees and public when the content of the posting is the same.  
Description Type: Logo 
Description: select agency logo 
Visibility: Internal and External 

 
Description Type: Job Details  
Description: Job Details Standard External (or Job Details Minnesota State Standard External) 
Visibility: Internal and External 

 
Description Type: Job Summary  
Description: Job Summary 
Visibility: Internal and External 

 
Description Type: Qualifications  
Description: Qualifications Standard 
Visibility: Internal and External 

 
Description Type: Applications Details 
Description: Application Details Standard (or Application Details Minnesota State) 
Visibility: Internal and External 

 
Job Posting Destinations: Posting Type: Enter dates for each Destination  
STATE OF MINNESOTA ACCESSIBLE External Posting  
STATE OF MINNESOTA GENERAL External Posting 
STATE OF MINNESOTA EMPLOYEE Internal Posting  
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Job Posting Example (2 Job Details Description Types):  
Competitive posting to employees and public but when employees should see different Job Details then 
the public.  
 
Description Type: Logo 
Description: select agency logo 
Visibility: Internal and External 

 
Description Type: Job Details  
Description: Job Details Standard External (or Job Details Minnesota State Standard External) 
Visibility: External Only 

 
Description Type: Job Details  
Description: Job Details Standard Internal (or Job Details Minnesota State Standard Internal) 
Visibility: Internal Only 

 
Description Type: Job Summary  
Description: Job Summary 
Visibility: Internal and External 

 
Description Type: Qualifications 
Description: Qualifications Standard 
Visibility: Internal and External 

 
Description Type: Applications Details 
Description: Application Details Standard (or Application Details Minnesota State) 
Visibility: Internal and External 
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Job Posting Destinations: Posting Type: Enter dates for each Destination  
STATE OF MINNESOTA ACCESSIBLE External Posting  
STATE OF MINNESOTA GENERAL External Posting 
STATE OF MINNESOTA EMPLOYEE Internal Posting 
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Job Opening Page - Hiring Team tab 
Assignments section: Adding Recruiters or Hiring Managers is optional for agencies to use. Each 
agency will have to determine the best way to use this feature based on your business process. 

 When an employee is added as a Recruiter, Hiring Manager, or Interview Team member on the 
Hiring Team tab they should not apply to the job. If they apply they will no longer have access to see the 
job opening as a Recruiter or Hiring Manager.  

 
 
Recruiters: 
Adding Recruiters may work well for agencies that have Recruiters that work in teams on specific job 
openings. Additional Recruiters can be added to a job opening at any time. A Recruiter does not need to 
be on the Hiring Team to update the job opening but Recruiters must have security to the department 
associated with the job opening to make updates.  
 
Add yourself as the primary Recruiter to job openings that you create. The primary Recruiter receives all 
offer-related notifications external Applicants submit through Careers. As the primary Recruiter you are 
considered to be “assigned to” the job opening so when you Search Job Openings you are able to select 
“Jobs Assigned to me” in the My Association drop down. When you add additional Recruiters to the Job 
Opening they will also receive notifications when action is taken or needed on the Job Opening. Non-
primary Recruiters would select "Jobs Associated with me.”  
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Add Recruiter Team button to add a team of Recruiters you have already predefined. This action will 
save time when adding recruiting staff. Teams need to be created before they become options to add to 
the Job Opening. 
 
Add Hiring Manager options: 

1. Add the Hiring Manager when you create the job opening.  This will allow the Recruiter and 
Hiring Manger to work together to review Applicants and the manager can indicate the 
disposition of each Applicant. Recruiters will only be able to add Hiring Manager staff at their 
agency. 
 
A Recruiter with posting authority can add the Hiring Manager to the job opening after the 
pool of Applicants that met minimum qualifications has been determined. The Hiring Manager 
is then able to view the Applicants, their application, and resume in the Manage Job Opening 
page. The cover letter can be viewed from the Manage Application page. The Hiring manager 
is able to rate their interest and change Applicant disposition.  
 

2. If your agency does not want Hiring Managers to view Applicants for a job opening in 
Recruiting Solutions, do not add a Hiring Manager to the job opening. In this option the 
Recruiter assumes the responsibility of reviewing the Applicants and changing dispositions in 
Recruiting Solutions. The Recruiter will either send the Applicants to Hiring Managers outside 
the system using secure email or Route the Applicants to the Hiring Manager. The Hiring 
Managers will review Applicants in the Interview Team Activity Folder.  

 
If the job opening has more than one Hiring Manager, one must be identified as the primary 
Hiring Manager by selecting the checkbox in the Primary column.  

 
Interviews section: 
This section is informational only. It does not interface with Outlook.  
If an employee is on the interview team the Recruiter will route the Applicants to them. The 
employee/interview team member will then access Applicant information from their Interview Team 
Activity folder in Self Service.  

Note: Hiring Managers and Interview Team members can only be added to the job opening if they 
work at the Agency of the job opening.  If they do not work for the same Agency, Recruiters will need to 
send Applicant information to them outside of Recruiting Solutions. 
A Recruiter will be able to print a single PDF file containing all applications and answers to screening 
questions that they can provide to search committees or interview teams for review. If providing this file 
through email, it should be attached and sent using an encrypted/secure email system 
 
Add Hiring Manager Team: Add a team of Hiring Managers that have been predefined. This action will 
save time when adding Hiring Manager staff. Teams need to be created before they become options to 
add to the Job Opening. 
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Adding Recruiters and Hiring Managers to the Job Opening 
The steps to add Assignments are the same. Below are the steps to Add Recruiter as an example.  

Select the Add Recruiter button. 

Use the Look Up icon to search for Recruiters from your agency. If the job opening has more than one 
Recruiter, one must be identified as the primary Recruiter.  

 

Enter criteria in the fields and select the Look Up button.  

Select the Recruiter link from the Search Results section.  

 

On the Hiring Team tab you will see the selected Recruiter has been added.  

 

When finished adding the Assignments select the Save as Draft button. 

Great Job!!! You have created a Job Opening!  
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Job Opening Draft Notification 
Recruiters without posting authority and Hiring Managers will need to notify a Recruiter with Posting 
Authority that a job opening has been created and is in Draft status. 
 
Select the Notification link within the Job Opening located on the main toolbar.  

 
 
This will open the Send Notification page.  
Use the Find link to search for the Recruiter with posting authority that you are sending this email too.   
The Find link will open the Find Email Address page. You will only be able to search for employees from 
your agency. Enter Employee ID or Name and select the Search button 

 
Select the row of the recipient in the Search Results. Select the Add Selected button.  
In the Subject enter the Job Opening ID and Job Posting Title.  In the Message type your note to the 
Recruiter. 

   
Select the Send button when finished. 
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Post a Job Opening  
Only Recruiters with posting authority (delegation of authority from MMB) can post a job opening. 
Recruiters with posting authority have a Save and Open button and a Save as Draft button on the Job 
Opening page.  
 
Recruiters with posting authority view: 

 
 
Recruiters without posting authority and Hiring Managers will only have a Save as Draft button on the 
Job Opening page.   

 
 
Recruiters without posting authority and Hiring Managers will use the Notification link on the job opening 
toolbar to inform their designated Recruiter with posting authority to review the job opening draft and to 
post the job opening.  When the Save as Draft is selected for the Job Opening, the Job Opening ID 
changes from NEW to a Job Opening ID number. 
 
Once the job opening has been reviewed, to post a job opening: 
Select the Save and Open button. This will change the Status of the job opening from Draft to Open. 
 

View before a job opening has been saved: 

 
 

View after selecting the Save and Open button: 
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Creating Hiring Teams for Your Agency 
Once you create a team they can be added to the Job Opening on the Hiring Team tab by selecting the 
Add Team buttons. Hiring Managers and Interview Team members can only be added to the job opening 
if they work at the Agency of the job opening. If they leave the agency they will no longer have access to 
the Job Opening. There is not a limit to the number of teams you create or to the number of teams to 
which an employee can belong. 
 
To create a team, use the breadcrumb navigation feature:  

Navigation: Main Menu > Recruiting > Administration > Teams 

 
 
Select the Add a New Value tab. 
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Status: select Active in the drop down menu. 
Description: Create a team name. There is a 30 character limit.   
Short Description: Abbreviated Description name. This field is often used for reporting purposes.  
Members: Use the look up icon to search by Empl ID (employee id) or Name. 

 
Use the plus and minus buttons to add or remove team members.  
Select the Notify button to send an email to the team members. 
Select the Add button to create another team. 
Select the Save button. The Team ID will be assigned and can be added to a Job Opening. 
Update/Display: Brings you back to the Team Search Criteria page.  
 
Use the breadcrumb navigation to go to another activity in Recruiting Solutions.
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Search Job Openings 
Once you have created a Job Opening, you will use the Search Job Openings page to navigate to the 
Manage Job Opening page. 

Navigation: Main Menu > Recruiting > Recruiting Home > Search Job Opening  

Select the Search Job Opening quick link.   

Use the Search Criteria section to enter search information. 

• Job Posting Title: Enter the job posting title. The system searches for job openings that contain the 
text that is entered; an exact match is not necessary. 

• Job Opening ID: Enter a single job opening ID. Searching by ID is the most efficient way to access 
the record for a specific job opening whose ID you know. Select the Look Up icon to search for job 
opening IDs. You will only see the job openings to which you have security access.   

• Status: Select a job opening status from the drop down menu. The default value is Open. The value 
in this field affects which group actions you can perform on your search results. Other statuses are: 
Canceled, Closed, Draft, and Hold. 

• Category: Select the drop down arrow to see a list of your categories. Categories are a personal 
organizational tool, and your categorization is not visible to other users. 

• Most Recent Activity: Select a time period from the drop down menu to see job opening status 
changes. Changes other than status changes are not considered activity for purposes of searching 
based on when the most recent activity occurred. 

• Job Opening Type: Select either Continuous Job Opening or Standard Requisition. 

• Hot Job: Not used by the State at this time 

• My Association: Select a value representing your association with the job opening. Options are: 

 All Jobs  

 Jobs Assigned to me: Jobs that you are the primary Hiring Manager or primary Recruiter. 

 Jobs Associated with me: Jobs that you created or if you are on the hiring team.  

 Jobs Created by me: If you created the draft of the Job Opening the system indicates your 
Employee ID in the Creator field.  

 Hiring Manager: Search for job openings associated with a particular Hiring Manager. Select the 
Look Up icon to select a Hiring Manager. 

 Recruiter: Search for job openings associated with a particular Recruiter. Select the Look Up icon to 
select a Recruiter. 

 Created By: Search for job openings associated with a particular creator. Select the Look Up icon to 
select a creator. 

 Agency: Search for job openings associated with a particular agency. Select the Look Up icon to 
select an agency.  
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 Department: Use this field to search based on the job opening’s department. This field is available 
only after you enter an agency. 

 Job Code: Use this field to search based on the job opening’s job code. Select the Look Up icon to 
select a job code. 

 Recruitment Contact:  This field is not currently used. 

Once the Search Criteria has been chosen select the Search button to perform the search. 

 

Results are displayed in the Search Results section. 

 

To access the Manage Job Opening page, select on the Job Opening title link. 

To begin a new search, select the arrow to the left of Search Criteria to expand the section.  
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Cloning a Job Opening 

 Important notes before you use the Clone feature in Recruiting Solutions:  
 

• When you Clone a job opening you are not able to change the Business Unit on the cloned job. If 
you would like to use the job posting information from another agency copy the information to a 
MS Word document. Then you are able to copy and paste the information into the new Job 
Opening with the appropriate Business Unit.  

• The Job that you are cloning must have a Position Number. 

• The cloning feature is best utilized for jobs that have a high volume of turn over within the same 
business unit. Examples are Human Services Technician and Trainee Corrections Officer. 

• A Job Opening that is in Draft status cannot be cloned.  

• When you clone a job opening it will be in Draft status so that you are able to change dates and 
posting duration. Review all information in the new job opening before saving. 

• Information that is not copied to the cloned job includes; posting dates, notes and attachments, 
Applicants and all Applicant related data, and category. Category is a personalization and not 
visible to other users.  

To clone a job opening: 
Navigation: Main Menu > Recruiting > Recruiting Home > Search Job Openings  

1. Enter job opening search criteria.  
2. Select Search.  
3. Under job opening, select on the name of the job you want to clone. 
4. Select the Clone link. The Clone link is located on the toolbar of any Manage Job Opening 

page. 

 
5. New Posting Title: The default title will be the original Posting Title. You are able to change the 

title if necessary.  
6. Number of New Job Openings: The default is 1. This number represents the number of cloned 

job openings and not how many positions you want to fill for this job. You can change this 
number if you need to clone more than 1 job for this Business Unit.  

7. Select the Clone button. 
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Cloning a Job Opening continued.  

A message will appear that the Job Opening successfully clones. A new job opening id number is 
assigned and it is in Draft status. 

  
Select the Job Opening ID number link to access the Manage Job Opening page for the new job.  

Review the Job Details Tab 
• Created By: displays the person who created the new job opening. 
• Created: (date) displays the date that the new job opening is created. 
• Status Code: defaults to Draft. 
• Status Date: displays the date that the new job opening is created. 
• Establishment ID: do not change 
• Business Unit: do not change 
• Recruiting Location: Use the look up icon to select.  
• Position Number: To change the Location or Position number, do not delete the record. Use 

the look up icon to select the new criteria. 

 

Data from the Qualifications, Screening Options, Job Postings, and Hiring Team tabs are copied to the 
new job opening.  

You will need to change the Dates on the Job Postings tab on the Job Details Description template. 
You will also need to add the Job Posting and Removal dates on Job Posting Destinations.  

When your edits are complete, select the Save as Draft button and notify the Recruiter with posting 
authority to review and post.
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Manage Job Opening page 
The Manage Job opening page provides a central location for Recruiters to review job opening data and 
perform tasks related to the job opening.  

This is the page that Recruiters will use most once the job is in Open status. They will manage 
Applicants associated with a job opening, run Preliminary Screening, and review job opening-related 
activity. 

The Manage Job Opening page is accessed via the Search Job Openings link on the Recruiting Home 
page.  

 

 
Structure of the Manage Job Opening page 
 

 
 
 



  Recruiting Solutions - Recruiter User Guide 

Page 65 of 128 
 

Manage Job Opening page continued 

Navigation: Main Menu > Recruiting > Recruiting Home > Search Job Openings 
Enter search criteria.  
Select the job opening name link in the Search Results section on the Search Job Openings page. 

 
 
This will open the Manage Job Opening page.  

 

Links available on the Manage Job Opening toolbar; 
• Return: Back to the previous page. 
 Recruiting Home: Back to the Recruiting Home page. 
 Search Job Openings: Back to the Search Job Openings page. 
 Previous and Next: Are visible if the search results contain more than one job opening. The 

previous or next links navigate to the other job openings. 
 Create New: Create a new job opening. 
 Clone: Clone the current job opening. Note: Cannot change the Business Unit on a cloned job. 
 Refresh: Updates the page with new submitted applications. 
 Add Note:  Add a job opening note. 
 Interview: Select to manage and view Applicant’s interview schedule.  
 No Category:  Recruiters can categorize their job openings. Categories are a personal 

organizational tool and are not visible to other users. 
 Select the >> - to see additional links available on the toolbar 
 Print Job Opening: Select the link to print this job opening.  Note: The report will appear in a 

new browser window. 
 Personalize: change your toolbar display. 

 
The read-only header area of the page contains identifying information about the job opening. 
The tabs on the Manage Job Opening page provide the following overall structure for managing your job-
related tasks and data. 
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Manage Job Opening page - Applicants tab 
Review Applicants and perform various Applicant-related tasks. 

  
 
Applicants: List of all Applicants associated with this job opening. 
Phase progression bar: The number of Applicants in each phase of the recruiting process displayed in 
a phase progression bar; All, Applied, Reviewed, Screen, Route, Interview, Offer, Hire, Hold, and Reject.  

The phase bar also provides filtering so you can easily restrict the Applicant list to include only Applicants 
in a particular phase. 

 When using Group Actions be sure that you have selected the appropriate Phase Progression Bar. 
For example if you want to send correspondence to the Applicants in Interview status select the Interview 
Phase Progression bar before Group Action.  
 
Group Actions link: Select the Select All link to perform Recruiting or Applicant Actions on a group of 
Applicants.  

Select: Use the Select All and Deselect All links to select or deselect Applicants so that you can 
perform group actions on the selected rows. Select individual check boxes if only selecting a small 
number. 
Recruiting Actions relate to the recruiting process for an Applicant. Actions available are 
determined by the Applicant’s current status. Changing dispositions for a group of selected 
Applicants to Review, Route, and Reject are available as a group action.  
Applicant Actions are actions related to the Applicant. Actions available are determined by the 
Applicant’s current status. 

Other Actions link: Individual Applicants Recruiting and Applicant actions are available based on your 
security. 

Recruiting Actions relate to an Applicant’s application for a specific job opening. Actions 
available are determined by the Applicant’s current status.  
Applicant Actions are actions that affect the overall Applicant record rather than a specific 
application related to the Applicant. Actions available are determined by the Applicant’s current 
status. 
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Manage Job Opening > Applicants Tab continued. 
 

Applicants tab columns and icons: 
Icons on the Applicant tab are visible when you have the authority to perform the action on a specific 
Applicant. 

Application icon:   Select to view a single Applicant’s application for the job opening. 

Resume icon:  Select to open the Applicant’s resume if submitted by the Applicant.  

Mark Reviewed icon: Select to update the Applicant’s disposition to Reviewed. Once you select 
the icon you will receive a pop up message saying that you have reviewed this Applicant. The icon will 
then disappear for this Applicant. 

Route icon:  Select to open the Route Applicant page. This is where you can route Applicants to 
another Recruiter, Hiring Manager, or interview team for review.  

  

Interview icon:   Select to open the Interview Schedule page to manage interviews actions in 
Recruiting. Note: Interview Schedule will send an initial appointment but if the appointment is changed 
using this feature, it will not send the updated information.  

Print icon:  Select to print the Applicant’s application for this job opening. The application opens in 
a new browser window, where you can print it using your browser’s print command. 

Interest icon:  The interest level is informational only and is optional to use. It is specific to 
the job opening, but can be seen and changed by users with the Recruiter role and agency security.  You 
are able to Search Applicants based on interest level. 
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Manage Job Opening > Applicants Tab continued. 

Employee Referral: This graphic and column will appear in an Applicant’s row if they indicated 
on their application that they were referred by an employee. It is informational only and will not open a 
new page. This is not being used by the state. 
Applicant Name: Select the Applicant’s name to access their Manage Applicant page for this job 
opening.  
Applicant ID: System generated number assigned to the Applicant.   
Type: Refers to whether the Applicant is an external Applicant or an employee.  
Submitted Date Time: The date and time the Applicant submitted their application.  

Note: An Applicant can apply multiple times to a job opening.  Recruiters will need to review the 
submitted date time column to determine the last application submitted by the Applicant date. 
Change the disposition to hold for duplicate applications from that Applicant.  

Disposition: The available dispositions displayed are based on the Applicant’s current disposition on the 
job opening.  
Reason: Populated based on Applicant’s disposition status. 
 
This chart shows the Applicant disposition on the Manage Job Opening page and what the Applicant will 
see in Careers on their My Activities page.  
 
 

Applicant Disposition What the Applicant sees in Careers on their My Activity 
Page 

Draft Not Submitted
Applied 
Linked 
Reviewed 
Screen 

Applied 

Linked Questionnaire Questionnaire Response Required 
Hold Based on Hold Status Reason selected by the Recruiter:   

Duplicate - Duplicate application or Under Consideration 
Route 
Interview 

Under Consideration 

Offer Offer Extended 

Offer Accepted 
Ready to Hire 

Offer Accepted 

Hired Hired 
Reject 
Failed Prescreening 
Reject Online Screening 
Inactive 
Withdrawn 

 
No longer under consideration 
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Manage Job Opening page - Applicant Screening tab 
The Applicant Screening tab is where the Recruiter will run screening for the Applicants on the job 
opening. The Screening Levels section displays summary information about the job opening’s screening 
levels that were set up on the Screening Options tab when the job opening was created. 
If the job opening has multiple job codes, you can scroll to see the screening levels for each job code. 

The Screening Results link will appear after the Recruiter has run the Process Monitor for each 
screening level.  

The Screening Results link is available only if screening results exist. It lists all screening levels that have 
results and provides summary statistics about the applicants that were screened. Select the Screening 
Results link to see the list of applicants who were processed. 

Note: Recruiters should not change screening questions if there are Applicants on the Manage Job 
Opening page. If the original screening questions are not appropriate, the Recruiter should:  

1) Cancel the job opening.
2) Clone the job opening, add the new screening questions, and repost the job (Recruiter with
posting authority).
3) Link all Applicants that applied to the previous job posting using the status reason Linked-
Questionnaire.

The Applicants who have previously applied will receive a system generated email telling them to apply 
to the new job posting. They will need to reapply to this job opening to complete the new screening 
questions. 
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Manage Job Opening page - Activity & Attachments tab 
Information for this job opening is available based on security.  

 

Job History: This section provides a status history of the job opening. 
o Date: Displays the date the status was assigned. 
o Subject: Displays the status description. 
o Reason: Displays the status reason, if one was supplied when the status was assigned. 
o Action Taken By: Displays the name of the person whose action updated the status. 

 
Notes: Add general notes associated with this job opening. Access to view notes for a job opening is 
based on security. To add a note to a job opening, select the Add Note button.  

 

o Note Date: The date the note is created. 
o Audience:  only option is Public  
o Subject: Enter the subject of the note. 
o Details: Displays the note. 

o Spell check icon  
o Select the Add Note button to display the note.  

Add Attachment is not used by the state.  
Expenses is informational only. It does not interface with SWIFT. It will display a list of expenses 
associated with the job opening but is not used in reporting at go live. 
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Manage Job Opening page - Details tab  
Use this tab to review job opening data that was entered when the job opening was originally created.  
The subsections under the Details tab are the same as Create Job Opening:  
 Job Details 
 Qualifications 
 Screening Options 
 Job Postings 
 Hiring Team 

 
Note: Only Recruiters with Posting Authority can edit job opening information once the job is in the status 
of Open. 
 
Changes made to the Job Posting at this point will change the job postings on the website. You may 
need to do this to correct a typo. You may not change any substantive information, such as screening 
questions once a job is posted.  If substantive changes are needed the job will need to be reposted. 

  
 
Personalizing the Manage Job Opening page 
Reorder, hide, and sort columns on your Manage Job Opening page. Select the Personalize link.  
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Related Content on the Manage Job Opening page 
The Related Content links are reports Recruiters can run. The reports will provide Applicant data for the 
job opening. Recruiters can download this information to a spreadsheet and filter by their required 
criteria. 
  
The Related Content reports do not include applications in draft status, withdrawn or applications marked 
as duplicates. Rejected applications are included if further review is necessary. 
 
To access the reports select the grey arrow next to the Related Content link on the top of the Manage 
Job Opening page.  

 
This will open the list of reports.  

 
That action will split the screen and populate the Related Content view at the bottom of the screen. 

• Select the blue gear icon and select Prompts. 

 
• Enter the Job Opening ID on the Prompts page.  

 
• Select OK. You only need to do this once. This will populate the results on all the reports.  

 
Select on the report tabs to review the information on each report.  
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Affirmative Action Data by Job   
The Affirmative Action Data report is to help detect evidence of adverse selection within ethnic groups in 
the recruitment and hiring activities. This report is based on Applicant’s responses to ethnicity, disability, 
and gender. It includes a total for each group and for each category as a whole. In addition to the count 
totals, the report calculates the ratio of total offers in each group to the total Applicants in the group, and 
the impact on ethnic minorities as compared to white males. 
 
Select the number link for additional information. A pop-up window displays detailed information about 
this data. Select the download icon in the pop-up window to download the data to an excel spreadsheet. 
Select the Return button when done. 

  Select the Hide Filters icon to hide or show the filter criteria (i.e. Job Opening ID number). 

  Select the Download icon to download table data to an Excel spreadsheet. 

  Select the Scrolling icon to expand table columns. 

  Select the plus icon to expand table data.. 

  Select the minus icon to close table data. 

Veterans Preference  
This report lists the RSV status of Applicants. 

Applicant Profiles, Applicant Accomplishments, Applicant Work Experience 
Reports contain information pulled from the application.  

Applicant Questionnaires  
This report provides the list of job opening screening questions and the Applicant’s responses. 

Employee Data by Job 
Data is pulled from the employee SEMA4 record. Use the Employee Data by Job table to verify job 
related information on Applicants that are current employees. When making hiring decisions Recruiters 
need employee data to comply with union rules regarding seniority, recall and bumping rights.  
 
Recruiters can also download table results into the following formats by selecting on the name link: 
 Excel Spreadsheet 
 CSV Text File 
 XML File 

When you are finished reviewing the Related Content data close the split screen window by selecting the 
small gear to the right of the report tabs and select Close.  
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Setting Job Openings to Cancel, Close or Hold   
Recruiters that have either created the job opening or are added as a Recruiter can change the status of 
a Job Opening to Cancel, Close or Hold.   

• Hold: A job in open status can be changed to hold if there is a delay for approval, or there is 
uncertainty regarding the position.  

• Closed: Status when the position has been filled. Changing a Job Opening status to Close will 
also change Applicants with a disposition of Applied to Reject.  

• Canceled: Use when a job opening has not resulted in a hire. For example if a previous 
incumbent returns to the job.  
 

Navigation: Main Menu > Recruiting > Recruiting Home > Search Job Openings 

 
• On the Search Job Openings page enter the Job Opening ID and select Search. 
• In the Search Results section select the checkbox of the jobs to take action on. Select the Group 

Actions link and select the appropriate action: Cancel, Close, or Hold. 

 
 

When you select an action (Cancel, Close, or Hold) you will receive a confirmation message to perform 
this action or to cancel it. Select OK to perform this action. Select Cancel to undo this action. 

  
You will receive a message that you have successfully changed the job opening status.  
Select OK to finish this action.  
 
To view job openings after they have closed, go to the Search Job Openings page, select Closed in the 
Status drop down menu and select the Search button.  
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Search Applicants 
This section describes the search pages that can be used to search for Applicants. 

Navigation: Main Menu > Recruiting > Recruiting Home > Search Applicants  

 

Search My Applicants:  Select to search Applicants that have applied to job openings in your agency. If 
the checkbox is not selected, the search results will contain all Applicants that have applied for jobs in 
departments to which the Recruiter has security access. 

First Name and Last Name: To search by name, enter a full or partial first name or last name. 

Applicant Status: The default is Active. 

Applicant Type: Employee, External Applicant, and Non-employee. 

Applied Within: To limit the search to applications that were received within a specific time frame. 

Applied Between: Enter a date range based on when the application was received.  

Job Opening ID: Search for Job openings that you have security for.  

Applicant ID: System generated ID assigned to Applicants. 
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Manage Applicant Page 
This page provides a central location for Applicant data. A Recruiter will only see Applicant data if they 
have security to a job opening that the Applicant has successfully applied to.  

There are 2 ways to access the Manage Applicant page.  
1. From the Manage Job Opening page. 

Navigation: Main Menu > Recruiting > Recruiting Home > Search Job Opening > Manage 
Job Opening Page 
• Select on the name link of an Applicant. 

 
2. From Search Applicants. 

Navigation: Main Menu > Recruiting > Recruiting Home > Search Applicants  

• Enter Search criteria to find an Applicant.  
• Select the Applicant name link on the Search Results page.  

 
This will open the Manage Applicant page.  
 
Manage Applicant page - Applicant Activity Tab:  
Manage recruiting activities for the Applicant. 

 

• Current Status link will display the Applicants Activity. This will list all the jobs an Applicant has 
applied or attempted (draft status) to apply to.  

• Interview Schedule link: Select the date link to view additional details for an interview if one is 
already scheduled. Select the Create Interview button to schedule an interview.  

• History link: Displays Applicant Activity for jobs associated with you. This page is read only. 

 
Manage Applicant page - Notes Tab:  
The Notes Summary displays system generated correspondence to an Applicant. Recruiters cannot add 
Applicant notes on this tab. Recruiters will only see system generated notes that occur when notifications 
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are sent via Send Correspondence. You will only see notes associated with the jobs for which you have 
security access.  
The Applicant will see the correspondence on this tab on their My Notification page in Careers.  

 
 
Manage Applicant page - Applicant Data Tab:  
This tab is used only to verify DD214 or enter an employee ID. Contains Applicant personal information 
and references.  
 
Note: Recruiters must not change the Applicant Type or Status Code on this tab. Information on the 
Applicant Data tab is associated with the Applicant and not a specific job opening. Therefore if you 
change the Applicant Type or Status Code here it will change the Applicant’s information for all the jobs 
that they have applied to.  
Please contact you agency services representative if you have a need to change the Applicant Type or 
Status Code.  

 
 
Update the DD-214 Verified Box and Date Verified Field  
State Agency Responsibilities: 

1. The Recruiter should verify the DD-214 of RSV invited to interview either before or at the time of 
the interview. 

2. If the DD-214 meets eligibility, check the DD-214 Verified Box and enter the Date Verified. 

Important Note: The DD-214 Verified check box and Date Verified fields only need to be entered once 
for each RSV.  Once the information is entered, all state agency Recruiters will be able to view the DD-
214 verification information for that RSV. 
Employee ID field 
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Before the Prepare for Hire step is completed a Recruiter should always verify in SEMA4 if an external 
finalist is a former employee. When the finalist accepts the job offer online their SSN should be 
recognized as a former employee. The Recruiter needs to look in SEMA4 to find their old employee ID 
and enter it in their Applicant Data record in Recruiting Solutions. 
If the employee ID is not entered here for a former employee, the Prepare for Hire process will not 
populate the correct Hire Type of Rehire and cannot be processed in Manage Hires in SEMA4.  
If you have entered an Employee ID or checked DD-214 select the Save button and the Return link.  

  
 
Other Actions on the Manage Applicant page 
Other Actions is a drop down menu in the Applicant Activity tab on the Manage Applicant page 

 
The Other Actions available are based on the current disposition of an Applicant and as they are defined 
by your security role.  
 
Recruiting Actions relate to an application for a specific job opening.  

Examples of recruiting actions are: 
Edit Disposition: Used to manually change an Applicant’s status on a job opening. 
Edit Application Details: Use to review the Applicants complete job details.  
Prepare Job Offer: Used to create and manage a job offer on a job opening.  
Prepare for Hire: Submit the hire request to HR. This action is only available for Applicants with 
the disposition of Offer Accepted, Ready to Hire, or Hired.  

 
Applicant Actions affect the overall Applicant record rather than a specific job opening.  
Examples of Applicant actions are:  

Send Correspondence: Send letters via email to Applicants.  
Link Applicant to Job: Invite the Applicant to apply to another job opening. 
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Managing Multiple Applications (from one Applicant)  
Applicants can apply multiple times to a job opening, Recruiters will see all applications from all 
Applicants in Applied status on the Manage Job Opening Applicants tab All phase progression bar.  
Select the Applicant Name column to group all applications from an Applicant in order to see who 
submitted multiple applications. Only the most recently submitted application will be considered by the 
Recruiter. All previously submitted applications can be manually tracked by the Recruiter with the New 
Disposition of Hold and the Status Reason of Duplicate. 
To do this, select the Other Actions link for the Applicant. Select Recruiting Actions and Edit 
Disposition.   

 
 Change the New Disposition field to Hold. Select Duplicate as the Status Reason. Select Save. 

 
On the Manage Job Opening page the Applicant’s will be in the Hold phase progression bar and their 
disposition will be Hold with the reason of Duplicate.  
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Applicant Screening 
The Preliminary and Final screening levels are run by the Recruiter on Manage Job Opening page.  
The Prequalification and Online screening level results are applied automatically when the Applicant 
answers the questions during the application process in Careers.  
 
Note: Recruiters should not change screening questions or criteria after Applicants have applied.  
If the original screening questions are not appropriate, the Recruiter should:  

1) Close the job opening. 
2) Clone the job opening, add the new screening questions, and repost the job (Recruiter with 
posting authority). 
3) Link all Applicants that applied to the previous job posting using the status reason Linked-
Questionnaire.  

The Applicants who have previously applied will receive a system generated email telling them to apply 
to the new job posting. They will need to reapply to this job opening to complete the new screening 
questions. 
 
Once there are Applicants in applied status on the Manage Job Opening page you can run screening on 
the preliminary screening level. In order to run screening results on Applicants who have applied to a job 
opening, the Applicants must have a disposition of Applied or Reviewed. The system will not screen 
Applicants in other dispositions. 
 
Run Screening  
Navigation: Main Menu > Recruiting > Recruiting Home > Search Job Openings - Manage Job Opening 
page, Applicant Screening tab. 
 
It is important to follow the Run Screening steps in this order: 

1) In the Run drop down menu select Preliminary. 

 
2) Select Go. 
3) Select the Process Monitor link. 

 
 This will open a new browser window.  
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Run Screening continued  
 

 Select the Refresh button until the Run Status is Success and the Distribution Status is 
Posted. 

 
 

 Close the Process Monitor window. 

 
 

4) On the Manage Job Opening page, Applicant Screening tab: Select the refresh icon   to 
populate the Screening Results link.  

 
 

5) Select the Screening Results link. 

 
  



  Recruiting Solutions - Recruiter User Guide 

Page 82 of 128 
 

Run Screening continued  
 

6) To review an Applicant’s screening results select the Applicants Score link.  
Note: The RSV and Veterans Preference columns are displayed on the Screening Results.  

 
7) The Score link will open the Screening Details page.  
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Run Screening continued  
 
Select on the View Questionnaire Results link to view the answers. 

 
 

8) Select Return to Previous Page link to navigate back to the Screening Results page.  
9) Select the Apply Results button when you have completed reviewing the results. 

 
 
This warning message will appear:  Apply screening results? 
Screening results will be applied to all screened Applicants.  This will update the Job Opening 
disposition for each screened Applicant and they will not be included in any subsequent 
screening processes. If screened Applicants need to be included in subsequent screening, 
choose Apply after all levels have been run.  Select OK to continue or Cancel to abort. 
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Run Screening continued 
 

10)  You will now see “Yes” displayed in the Results Applied column. 

 
 
11)  Select on the Applicants tab to navigate back to the main page. 
 
When you select the Apply Results button the system updates Applicants’ dispositions according to 
the rules you set for the screening level, and it finalizes results. The system does the following: 

1. If an Applicant fails screening (Screening Result column displays Failed), when you Apply 
Results, they will be excluded from any additional screenings, their disposition changes to 
Reject..  
 

2. If an Applicant has passed screening (Screening Result column displays Passed), when you 
Apply Results, their disposition changes to Screen. 

 
Applying Screening will not generate a letter to an Applicant at this time.
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Reviewing Screening Results 
Recruiters can run screening levels as needed without applying screening results. When screening 
results have been applied the Applicant’s disposition is changed and they will no longer be able to run 
screening on those Applicants. 
 
The Screening Results page lists all screening levels that have results and provides summary statistics 
about the Applicants who were processed in each screening. Select a screening level, by selecting the 
radio button for that level, to see a complete list of Applicants who were processed, along with results for 
each Applicant. 
 
The Screening Levels section will list the Last Run Date, Submitted By and Results Applied. Selecting a 
Screen Level Name will open the Screening Criteria page. 

 
 
Select on the Screening Results link to view Applicant’s results.  

 
 
The Applicants section lists the detailed results for Applicants who were processed in the specific 
screening. 

 
In this section, Recruiters can review Applicant’s score, points, veteran’s preference, RSV and screening 
results columns/fields.  
Select: Select Applicants to include when you use the Route button on this page. Selection does not 
affect which Applicants are included when you run a screening level. 
Score: Displays the percent of the maximum possible score that the Applicant earned. Select the Score 
column name to sort results. Selecting a score (for example: 100% or 50%) to view additional information 
on how the score was determined, the screening questions that were asked, and the Applicants 
responses.  

Note: At this time, the Score column may not properly sort. The name sort is based on if the 
name is capitalized on the application. Recruiters should use the Points column when sorting 
scores. 

Points: Displays the overall screening points that the Applicant earned for the screening level. 
Depending on the screening level configuration that was set up when the job opening was created, this 
could be the raw points that the Applicant earned, or it could be a fixed number that is associated with a 
pass or fail status. Select the Points column name to sort results. 
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Reviewing Screening Results continued 

Veterans Preference: Recruiters must comply with the State of Minnesota Veteran Preference law. 
Recruiting Solutions pulls Applicant responses from their self-identification page when they apply for a 
job on Careers. Select the Veterans Preference column name to sort results. The veteran preference 
points are defined as follows: 

Type of Veteran 
 
Note: within the types of veterans 
there is also a ranking. The system 
performs these rankings automatically.  

Points 
displayed in 

the 
Veterans 

Preference 
Column  

How Applicants responded to the Veteran  
Preference questions on the Self-Identify  
page when they applied for a job opening on  
Careers.  
 
Note: Responses are application specific and could 
be different from one application to another. 

RSV Disabled veteran 
(highest ranking 10 point veteran) 10 

I am a recently separated Veteran, 
AND 

I am a disabled veteran with a currently existing, 
compensable, service-connected disability as  
judged by the US Veteran's Administration or by  
the Retirement Board of the Branches of the  
Armed Forces. 

Disabled veteran  
(second highest ranking 10 point 
veteran) 
 

10 

I am a disabled veteran with a currently existing, 
compensable, service-connected disability  
as judged by the US Veteran's Administration or 
by the Retirement Board of the Branches of the  
Armed Forces. 

Spouse of a disabled veteran who 
cannot qualify because of a disability 
does not get RSV preference 
(third highest ranking 10 point veteran) 

10 I am the spouse of a disabled veteran who  
cannot qualify because of the disability 

RSV Non-disabled veteran 
(highest ranking 5 point veteran)  5 I am a recently separated Veteran. 

Non-disabled veteran 
(second highest ranking 5 point 
veteran)  

5 I am a non-disabled veteran 

Widow/Widower (not remarried) of a 
deceased veteran does not get RSV 
preference 
(third highest ranking 5 point veteran) 

5 I am the widow/widower  
(not remarried) of a deceased veteran 

Non-veteran 0  I am not a veteran OR 
 I do not wish to answer 
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Review Screening Results continued 
RSV: will display RSV if Applicant’s selected RSV (Recently Separated Veteran) on their self-
identification page when they applied on Careers. Otherwise the field is blank. Select the RSV column 
name to sort results. 

 

Applicant Name and Applicant ID: These fields display identifying information about the Applicant. 
Select an Applicant’s name to access their record or Manage Applicant page. 

Disposition: Displays the disposition that will be assigned when results are applied (not the 
Applicant’s current disposition). This disposition is based on the screening settings and whether the 
Applicant passed or failed the screening level.  

Screening Result:  Displays Passed or Failed. If the Manually Assign Status checkbox was selected 
on the Job Opening - Screening Criteria page, then you can change the status. Otherwise, this field is 
read-only.  

Results Applied: Displays Yes if results have been applied to all screened Applicants.   
Displays No if results have not been applied to any Applicants.  
Displays Partial if results have been applied to some (but not all) Applicants.  

Status Date: Displays the date that the Applicant’s pass or fail status was determined. 

Applicant Type: either External Applicant, Employee, or Non-Employee (a person of interest who 
already has data in SEMA4 but is not a current employee). 

Route: Select to route an Applicant. The Route Applicant page appears. 

Select All and Deselect All links are used to select or deselect rows of Applicants so that you can 
perform group actions on the selected rows. 
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Rejecting Applicants 
Rejecting an Applicant means you are removing an Applicant from being considered for a position.  

To update an individual Applicant’s disposition to reject; 
1. Select the Reject Icon.  
2. Select the Applicant > Other Actions > Recruiting Actions > Edit Disposition.  

• In the New Disposition drop down menu select 110 Reject.  
• In the Status Reason drop down menu select the appropriate Status Reason.  
• Select Save. This will take you back to the Manage Job Opening page.  

 
The Applicant will now have the status of Reject and moved to the Reject phase progression bar.  

 
To reject multiple Applicants:  

3. Navigate to the Manage Job Opening page > Select the appropriate phase progression bar, 
select the Applicants to be rejected > select Group Actions link on the bottom of the page > 
Recruiting Actions > Reject Applicant. 
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Rejecting Applicants continued 
The Applicant to Reject page displays the Applicant or group of Applicants to be rejected.  

• In the Disposition section, the read-only Disposition field displays 110 Reject.  
• Select a reject reason from the Reason drop down menu.  

 
• The Reject button will edit the disposition and not send a notification to the Applicant. 
• The Reject and Correspond button will edit the disposition and open the Send Correspondence 

page where the Recruiter can select a Letter template and compose an email to the Applicants.   
Note: If you select Reject and Correspond and select the Cancel button on the Send 
Correspondence page, only the email correspondence is canceled. The Applicant 
status will change to reject because the action has already been selected. 

• The Cancel button will reject the action. It will take you back to the Manage Job Opening page 
and not edit the Applicant’s disposition.  

The Applicants will now have the status of Reject and moved to the Reject phase progression bar.  
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Linking Applicants to Job Openings 
Recruiters will have limited ability to link Applicants to job openings. The ability to Link an Applicant is 
based on the Recruiters security. Recruiters will only be able to search for and link Applicants that have 
applied to jobs within their Agency. 

Recruiters will be able to view the last application completed by the Applicant when they applied to 
a job in your Agency.  If an Applicant later applied to a job in another Agency, you will not be able to 
view their updated application.  Consequently, do not use the linked application to make final 
decisions regarding the Applicant’s qualifications for the job. 

 
It is best practice to use the link functionality to invite an Applicant to apply to a job that is currently 
posted and open for application. In order to be linked to a job an Applicant will need to have an account 
on Careers.  
It is recommended that you only use the linking functionality for limited purposes as follows: 

• To invite an Applicant to apply to a job opening in your Agency that is currently posted and open 
for application. 

• When it is necessary to link a Layoff referral to your job opening for further consideration. 
• When it is necessary to link an Applicant to a job opening using an Open Continuous job 

opening for cross appointment purposes.  
 
When a Recruiter links the Applicant, they will receive a notification on their My Notification link in 
Careers inviting them to apply by the posting close date.  
 
The Applicant disposition on the Manage Job Opening page will be Linked Que. When the linked 
Applicant completes their application in Careers their status will change to Applied 

Note: If a Recruiter applies screening before the linked Applicant applies the Applicant disposition 
will be Reject. 

 
Navigation: Main Menu > Recruiting > Recruiting Home > Search Applicants 

• Enter Applicant information and select Search.  
• Select the Applicant checkbox. 
• Select the Actions link on the person(s) row you want to link.  
• Select the Link Applicant to Job action in the drop down menu. 
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Linking Applicants to Job Openings continued 

This will open the Applicants to be Linked page.  

 
1. The Applicants to be Linked section displays the Applicant ID and name for the Applicant(s) who is 

being linked to the job opening. The Email Address field display’s the Applicant’s email address. If an 
Applicant is linked to a job opening that includes screening questions, the system sends the 
Applicant an email notification requesting that the Applicant reapply for the job. Reapplying allows the 
Applicant to answer the screening questions. Select the Add Applicant button to add additional 
Applicants to this action.  

2. In the Job Openings section, select the job opening(s) ID to link your Applicant(s) to. Security 
prevents you from adding any job openings that you do not already have permission to access. The 
posting title will autofill once you select a job opening ID. In the Job Posted field, a Yes will display if 
there is an active posting for the job opening or a No if there is not. The system displays a warning if 
you link Applicants to un-posted job openings. You can either continue or cancel. If the job is not 
posted, the link that is emailed to the Applicant to apply for the job opening, will not work. The 
Questionnaire field displays a Yes if the job opening includes screening questions or No if it does not. 
Select the Add Job Opening button to add additional job openings to this action. 

3. In the Disposition field specify the Applicant(s) initial disposition. The state recommends Recruiters 
use the Linked-Questionnaire disposition. This disposition is defined as “the disposition when a 
Recruiter has a linked an Applicant to a job opening that has screening questions or “questionnaire.” 
This disposition is also used to send to potential Applicants an automated email inviting them to apply 
for a job opening.” This disposition does not mean that an Applicant has applied for a job opening. 
When a Recruiter uses this disposition, they are sending an Applicant an email telling them to apply 
for a job opening but the Applicant must actually apply for the job opening on Careers. After an 
Applicant applies for the job opening, the system will change their disposition to another disposition 
such as: Applied, Draft, Failed Prescreening, etc.  



  Recruiting Solutions - Recruiter User Guide 

Page 92 of 128 
 

Linking Applicants to Job Openings continued 

4. The Date filed displays the current date and cannot be updated. 
5. Select the Link button when finished. You should receive the following pop-up message from the 

system: Select OK 

 
 
On the Manage Applicant page Applicant Activity tab the disposition will be Linked Questionnaire. 

 
The system also creates a contact note in the Applicant’s record recording this action. When an 
Applicant is linked to multiple job openings at once, the system sends only one email per Applicant. 
To view the note navigate to the Manage Applicant page and select their Notes tab. 

 
Within Careers the Applicant will see a notification with the subject “You are invited to apply for a job: 
<job posting title and ID>” on their My Notifications page.  
Selecting the notification subject displays the posting description, and the Applicant can select the Apply 
button to begin the application process in Careers. 
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Using the PIN Process (for authorized use only) 
The PIN “for authorized use only” functionality was developed so that Recruiters could have an Applicant 
apply to a job opening. This process is for specific and limited use. 

• When it is necessary to add a “claimer” to a closed job opening. 
• A direct hire to a job that was not posted and you wish to use the Recruiting Solutions technology 

to Prepare Job Offer, Prepare for Hire, and send the hire through the Manage Hires component in 
SEMA4.  

• Appeal process if the Job Opening is still in open status in Recruiting Solutions.  
• The Layoff List process.  
• To invite an Applicant to apply if they never submitted an application for a job in your agency. 

 
A PIN number is generated and displayed on the job opening details page when every job opening is 
saved. It is referenced for this process only.  

  

Recruiters will need to communicate this information to the Applicant via email. There is not a 
letter template in Recruiting to select for this process.  
In the communication: 

• Instruct the Applicant to log in to their account on Careers and select the My Activities link and 
complete an application by selecting on the link “Add Application (authorized use only)”.  If the 
Applicant is a State employee they will go to Self Service to submit an application using the same 
link. If the Applicant does not have an account they will need to register first.  

• Provide the Agency Code, Job Opening ID and PIN number to the Applicant.  You can find Job 
Opening ID and PIN numbers on the Manage Job Opening page.  Agency Code is the first three 
digits plus MN.  For example; G10MN 

• Note: Be sure to tell the Applicant the PIN is for their use only and to contact you after submitting 
their application. 
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Using the PIN Process continued 

Applicant’s My Activity page. Selects on the link “Add Application (authorized use only) 

 

The screen below will appear when the link is selected.  Applicant enters the Agency Code, Job Posting 
ID and PIN number you provided. 

 

Applicant can now apply to the job.  The Applicant should notify the Recruiter when their application is 
submitted.   
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Layoff and Workers’ Compensation Lists 
The Layoff and Workers’ Compensation lists are used to track employees who have rights to vacancies 
under the bargaining unit contracts. Minnesota Management & Budget (MMB) has created and will 
manage the Layoff and Workers’ Compensation Lists in Recruiting Solutions.  The Layoff and Workers’ 
Compensation lists are located in the Job Openings.  Only Recruiters have access to these lists in 
Recruiting Solutions. Please note the Layoff Lists are separate from the Workers’ Compensation 
Lists. 

Layoff Lists vs. Workers’ Compensation Lists: 

Agencies must follow applicable contract language when considering employees on Layoff Lists and 
Workers’ Compensation lists. Each bargaining unit specifies different rights for employees on Layoff. It is 
the obligation of each human resources office to be knowledgeable of the Layoff rights for each 
contract/plan before proceeding to post the position. When a supervisor/manager submits a request to fill 
a vacancy, Recruiters will verify the lists to insure that available Layoff and Workers’ Compensation 
names are being considered for a job opening.  

Layoff Lists: 
• Before posting a position for open competition, Recruiters must give consideration to eligible 

employees on the Layoff Lists. Recruiters can check for employees on Layoff who may be 
entitled to rights to a vacancy by checking the Layoff Lists. Please be advised, employees on 
these lists may not have an application or resume, as this is not required to be on the Layoff Lists. 

• MMB will automatically place laid-off employees on the Seniority Unit Layoff list. If notified by the 
employee, MMB will also add them to the Bargaining Unit Layoff list. Recruiters will be able to 
tell if an employee is on the Seniority Unit Layoff list or the Seniority Unit and Bargaining Unit 
Layoff list by looking at the tracking.  

• All employees on the Layoff list will have a disposition of Reviewed. The reason code will be 
“Seniority Layoff List Only” if they are solely on the Seniority Unit Layoff list. The reason will be 
“BargUnit+Seniority LayoffList” if the employee is on both Layoff lists. 

• To hire an employee or add an Applicant on the Layoff Lists to your job opening you will Link 
them to the Job. 

Workers’ Compensation Lists: 
• After the Layoff Lists have been cleared, and the job is posted competitively, before considering 

other candidates, the agency must consider Claimers, Bidders, and employees on the Workers’ 
Compensation lists. 

• Employees are placed on Workers’ Compensation lists when the Department of Administration 
Workers’ Compensation Placement Coordinator determines the employee is qualified. MMB will 
add the employee to any job classification lists indicated by Administration.  

• All employees on the Workers’ Compensation lists will have a disposition of Reviewed. The 
reason code will be “Workers’ Comp Continued Int.” All employees on this list will have a 
resume or application, as these are collected by the Workers’ Compensation Placement 
Coordinator. 

• Recruiters should work with the Department of Administration’s Workers’ Compensation 
Coordinator to hire the Applicant. This may involve pinning, linking, or having the employee apply 
directly to the job opening. 
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Locating the Layoff and Workers’ Compensation Lists: 
All Layoff and Workers’ Compensation lists are accessed using Search Job Openings. The Layoff and 
Workers’ Compensation lists all have the agency code of RSLST.   Navigation: Main Menu > Recruiting > 
Search Job Openings.  
To search for all lists, in the Search Criteria select: 

1. Status:  Select Open.  
2. Agency:  Select the Look Up button or enter RSLST. 
3. Select the Search button. 

 
You may narrow the search by selecting a Job Code. The results will be blank if a Layoff or Workers’ 
Compensation list doesn’t exist for the selected Job Code. 
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Locating the Layoff and Workers’ Compensation Lists continued 

On the Search Job Opening page select the link of the appropriate Job Opening Layoff or Workers’ 
Compensation List. 

 

This will open the Manage Job Opening page with the names of potential employee Applicants.  

 

Recruiters will use the Related Content reports on the Manage Job Opening page to determine if there 
are employees on the Layoff or Workers’ Compensation Lists who must be considered for their job 
opening(s). 
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Locating the Layoff and Workers’ Compensation Lists continued 

The Employee Data by Job and Applicant Profiles reports contain the necessary information for 
determining if an employee must be considered for a job. 

The Employee Data by Job report includes the employee ID, job code seniority date, employee 
status, Full- or Part-Time status, city of layoff, as well as the compensation rate. The Employee Data by 
Job report pulls all employment records of the employee. If an employee was laid off from one position 
but currently holds or held a position on another job record, both records will appear on the report. 

The Applicant Profiles report includes the employee’s preferences (days of work, locations, shift, and 
travel, etc.). 

Reviewing Layoff or Workers’ Compensation Applicant Information 
Select the application icon for an individual to open the Manage Application page. 

 
The Manage Application page includes that employee’s contact information, resume, cover letter work 
preferences such as desired work days, geographic preferences, education, degrees, and work 
experience. 
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Attaching an Applicant to Your Job Opening 
To add an Applicant on the Layoff or Workers’ Compensation Lists to your job opening you will Link them 
to the Job. On the Manage Job Opening page, select Other Actions for the eligible employee, then select 
Applicant Actions, and select Link Applicant to Job. 

 
 
In the Job Openings section of the page that appears, enter the Job Opening ID. 
In the Dispositions Information section: 

 Select the Disposition of either Linked or Linked Questionnaire.  
o Linked: This disposition is only used if this is a direct hire and there are no screening 

questions.  
o Linked Questionnaire: The Recruiter should use this disposition in most cases as they 

are not able to answer screening questions on behalf of an Applicant.  
 Select the Reason of either Layoff List or Workers’ Comp Referral.  

Select the Link button. 
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Attaching an Applicant to Your Job Opening 

Say OK on the Message:  

 
The Applicant will receive a notification in their Careers > My Notification folder.  

Their status on the Manage Job Opening page will be Linked Questionnaire.  A second application row 
will show once they have actually applied for the job, and this is the row to use for movement thru the 
Phase Progression Bar. 

Claiming Process in Recruiting Solutions 
Employee receives notice of Layoff which includes information about claiming rights. 

HR staff in the Agency where the Layoff is occurring works with the employee being laid off.  They 
provide information to the employee about claiming rights and available job seeking resources including 
the ARL Claimers Only query available in self-service. 

The report that is available here will show all Layoff Lists and job openings that have been announced 
but have not yet been filled. The agency Recruiter will work with the employee and discuss this report 
during the layoff process.  

Agency HR staff, or employee with claiming rights, contacts the Recruiter with an open position* to 
coordinate the claiming process. 

*The position must still be open and, may or may not still be posted on Careers. 

When claiming, Agency HR staff must provide the Recruiter with a copy of the Layoff notice and the 
resume of the claimer, via secure email. 

The Recruiter assesses the qualifications of the claimer and determines if the claimer meets the 
minimum qualifications.  If the claimer is qualified: 

1. The Recruiter will work with the Hiring Manager to arrange an interview.   

2. The Recruiter will use the “link” functionality in Recruiting Solutions to link the claimer to the job 
opening. When the claimer is “linked”, the system will send out an automated email to the claimer 
inviting them to apply to the position. 

• If the job is still posted on Careers, the agency may allow this process to move forward 
because the claimer can then submit an application and answer the screening questions.  
This is not required because the Recruiter has already assessed the qualifications of the 
claimer.   

• If the job is NOT still posted on Careers, the claimer can’t apply to the job opening, but will 
still receive the automated message.  In this situation, the Recruiter will need to notify the 
claimer to IGNORE the automated email generated from the system. 
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If the claimer is not qualified, the Recruiter notifies the Agency HR staff person/claimer. 

If the claimer is hired to the position, the Recruiter will use the normal prepare job offer and prepare for 
hire process in Recruiting Solutions. 
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Recently Separated Veterans (RSV) 
State agencies must comply with the State of Minnesota RSV legislation.  

M.S. 43A.11 Subd 7. - RSV is a veteran as defined in section 197.447 and has served in active military 
service on or after September 11, 2001 and has been honorably discharged as shown by the DD-214. 

Applicants who meet the minimum qualifications for a vacant position and claim disabled veteran's 
preference shall be listed in the Applicant pool ahead of all other Applicants. Applicants who meet the 
minimum qualifications for a vacant position and claim nondisabled veteran's preference shall be listed in 
the Applicant pool after those claiming disabled veteran's preference and ahead of nonveterans. Each 
recently separated veteran who meets minimum qualifications for a vacant position and has claimed a 
veterans or disabled veterans preference must be considered for the position. The top five recently 
separated veterans must be granted an interview for the position by the hiring authority.  

To view RSV status you need to process/run screening. 

Navigation: Main Menu > Recruiting > Recruiting Home > Search Job Opening – Manage Job Opening, 
Applicant Screening tab, under screening results. 

State Agency Responsibilities: 

1) Review the RSV column for Applicants who have self-identified as RSV.   

2) If five or fewer qualified RSV apply, the agency must invite those veterans to interview. 

3) If more than five qualified RSV apply, and the agency chooses to invite only five to interview, 
document the reasons the top five were selected for interview. 

 



  Recruiting Solutions - Recruiter User Guide 

Page 103 of 128 
 

Update the DD-214 Verified Box and Date Verified Field  
State Agency Responsibilities: 

1) The Recruiter should verify the DD-214 of RSV invited to interview either before or at the time of 
the interview. 

2) If the DD-214 meets eligibility, check the DD-214 Verified Box and enter the Date Verified. 
Important Note: The DD-214 Verified check box and Date Verified field only needs to be entered 
once for each RSV.  Once the information is entered, all state agency Recruiters will be able to 
view the DD-214 verification information for that RSV. 

Navigation: Main Menu > Recruiting > Recruiting Home > Search Job Opening > Manage Job Opening 
> Applicants tab > Select the Applicant name link. 

This will open the Manage Applicant page: Select the Applicant Data Tab to see DD-214 Verified and 
Date Verified.  

 

Instructions for reviewing the DD-214 form: 
To qualify as a Recently Separated Veteran, you must meet all of the following criteria: 
1. Have separated under honorable conditions from any branch of the armed forces of the United 

States (Block #24) should indicate “honorable.” 
2. Have served on active duty for 181 consecutive days or more or for the full period ordered to active 

duty OR have separated by reason of disability incurred while serving on active duty (Block #12 c);  
3. Be a United States citizen or resident alien;  
4. Have served in active military service at any time on or after September 11, 2001 as shown on your 

form DD-214 (Block #12 a and b). 
• Blocks 12a, 12b, and 12c, indicate the length of active military service.  These dates should 

reflect active military service at any time on or after September 11, 2001. 
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Recruiting Solutions Routing Process  
When a Recruiter has completed the initial review and screening process, the Applicants are ready to 
route to Hiring Managers or other employees (subject matter experts, other Recruiters, or interview team 
members) of your agency for review and recommendation.  
 
After the screening process has helped you evaluate Applicants you are ready to route Applicants for 
additional review. Routing is the action of sending requests that ask people (Hiring Managers or interview 
teams) to provide responses.

 

Route Applicants 
When a Recruiter routes an Applicant the Applicant’s disposition will change to Route. After Recruiters 
collect recommendations from the Hiring Manager and/or interview team, they then change the 
Applicant’s disposition based on the responses.  
 
Navigation: Search Job Opening > enter Job Opening ID > Manage Job Opening > Select the Job Title 
link 
 
A Recruiter can route Applicants as a group action or individually.  
 
Individually: Select the Route Icon for the selected Applicant. 
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As a group:  

 Verify that the Applicants are in the Reviewed or Screen status.  

 Select the appropriate phase progression bar. 

 Select All  

 Group Actions > Recruiting Actions > Route Applicant 

 
 

On the Route Applicant page: 

1) Select the Routing Status of Route. 

2) Select the Reason of Expert Review Requested. 

3) Use the Look Up icon to search for the Name of the Recipient.  

4) Enter Response Due Date. Optional. 

5) Select the Add Recipient button if routing to more than 1 employee.  

6) Enter Comments in the Notification section.  
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7) The check boxes will default as checked for “Consolidate all Applicants in one email” and “Notify me 
when a Recipient responds.”  

 

8) Select the Preview Notification button. The subject can be edited. The message provides navigation 
to the recipient. Select OK 
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9) On the Route Applicants page select the Submit button.  
 
10)  Select OK on the Message. 

 
 
11)  The Applicants disposition is updated to “Route” and they have moved into that phase progression 

bar.  

 
 
The next step is for the Recipient to review the Applicants and submit their recommendation in their Interview 
Team Activity folder in Self Service. 
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Routing Response 
A Recruiter routes Applicants to the Hiring Manager.  The Hiring Manager accesses Recruiting Solutions 
through their self-service account. Access the Interview Activity folder through self-service (the same page you 
see your paycheck information).  Or, if you regularly log into the Administrative Portal to conduct other 
statewide system activities such as ELM approvals, you can log in through the portal.  Logging into the system 
either way will bring you to the same information. 

Navigation: State of MN Self Service > Interview Team Activity folder > Routing Response 

 

When Applicants are routed by the Recruiter to the Hiring Manager they will be listed on the Routing Response 
page. There are also instructions on this page.  

Information on this page can be filtered in two ways.   
1) Show Applicants Routed Between: Select dates to narrow or expand your list of routed Applicants.   
2) Route Response drop down: The default when you open the page is Pending. To see previous 

responses select Route or Invite for Interview. Select ALL to list all of the Applicants that have been 
routed to you. 

 
 
Select the Refresh button once criteria has been selected.  
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Routing Response continued 

The Routing Response page is used to indicate your Recommendation back to the Recruiter.  For each 
Applicant, the Hiring Manger can review the Job Posting details, this includes the minimum and preferred 
qualifications, the screening questions and the Applicant’s answers.   

Select the Applicants name link to open the Routing Response Details page.   

 

On the selected Applicants Response Details select the View Application link to open the application details for 
review. If the Applicant applied with a resume there will be a link to open the resume document.  

There is also a link to View Job Posting. When you select on View Application or View Job Posting, a new 
browser window will open up and you will have to close it when you are finished reviewing the information.  

Select your Recommendation options: Route, Invite for Interview, Hold, Reject, or Withdrawn. Please 
provide Comments back to the Recruiter so they edit the Applicant’s disposition appropriately on the Job 
Opening.  

 

Select the Submit button to save your Recommendation and Comments.  

 

Select OK
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Routing Response continued 

On the Routing Response page you can select the next Applicant that is Pending review.  

 

The see the Applicants that you have entered responses for select either Invite for Interview or Route in the 
Route Response drop down and select the Refresh button.  

  

The Recruiter will see the Hiring Manager responses on the Manage Job Opening page in Recruiting Solutions 
and edit the Applicant’s disposition accord to the response.  
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Manage Job Opening – Review Responses 
When routing responses have been sent and a final routing decision has been made, a Recruiter will 
change the Applicant’s disposition on the Manage Application page.  

Navigation: Search Job Opening > enter Job ID > Manage Job Opening 

1) On the Manage Job Opening page select the Applicant’s application icon.  

 

2) On the Manage Application page select the Route tab 
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Manage Job Opening – Review Responses 

3) In the Routing Summary section you will see the Recipients response. Select the Comments icon 
to view notes from the recipient.  

 

4) Based on the Response and Comments, edit the Applicants disposition to interview, or reject if 
they are no longer under consideration for this job. In the Process Application section of the 
Manage Application page select Other Actions > Recruiting Actions > Edit Disposition 

 

5) Select the New Disposition and Status Reason 

 
6) Select Save 
7) Select the Next link to move on to the next Applicant to review and edit disposition.  
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Manage Job Opening – Review Responses 

8) When complete with your review of responses select the Return link.  

 

You are now back on the Manage Job Opening page. The Applicant have move to the phase 
progression bar based on their new disposition.  
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Preparing a Job Offer in Recruiting Solutions   
The Prepare Job Offer page is used to enter job offer details, upload the job offer confirmation letter, and 
to send correspondence to the finalist by posting it on their Careers > My Notifications page. The finalist 
reviews the offer letter and will either accept or reject the job offer online.  It is still best practice to make 
the offer verbally before sending the job offer letter.  

Before making a job offer refer to HR/LR Procedure #142IP 

 

Verify Former State Employment 
Before the Prepare Job Offer step refer to HR/LR Procedure #142IP.  
Recruiter’s should always verify in SEMA4 if an external finalist is a former employee. When the finalist 
accepts the job offer online their SSN should be recognized as a former employee.  
 
If the finalist is a former employee the Recruiter will need to add their old employee ID in their Applicant 
Data record in Recruiting Solutions. If the employee ID is not entered for a former employee, the 
Prepare for Hire process will not populate the correct Hire Type and cannot be processed at the 
Manage Hires step in SEMA4.  

 
Navigate to the Manage Job Opening Page.  
On the Manage Job Opening Page select the Applicants name link to open the Manage Applicant page.  

• Select the Applicant Data tab.  
• Enter the finalist’s Employee ID.  DO NOT CHANGE THE Applicant Type. 
• Select the Save button.  
• Select the Return link. 

 

http://mn.gov/mmb/images/background-check_1421.pdf
http://mn.gov/mmb/images/background-check_1421.pdf
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Preparing a Job Offer in Recruiting Solutions continued   

Are you a former employee?  
Recruiters should also verify that the answer is “yes” on the finalist’s Application Details. 

Navigate to Manage Job Opening. Select the finalist > Other Actions > Recruiting Actions > Edit 
Application Details  

 
 
The question is found in the Personal Information section. If the answer is no change the answer to Yes.  

 
 
Remember that the information on the Applicant Data and Edit Application Details tabs stays with the 
Applicant. Any changes will update this information on every job that they have applied to.   
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Prepare Job Offer 
 
Before you Prepare Job Offer verify the Position Number (SEMA4 PCN) in the Job Details tab of the Job 
Opening. If you have created a job opening without a Position Number you must add the Position 
Number at this step. This is the last step in the Recruiting process that you are able to change or add the 
Position Number.  
Note: Best practice is to use the Look up icon to search and add the Position Number. 
 
Now that the Position number(s) have been added you can continue with the Prepare Job Offer process.  

Navigation: Main Menu > Recruiting > Recruiting Home > Search Job Openings > Manage Job 
Opening 

 
Select the Applicant that you are preparing the Job Offer for.   

 
 
Select the Other Actions > Recruiting Actions > Prepare Job Offer.
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Prepare Job Offer continued 

On the Prepare Job Offer page, Offer Details section: 
• Use the Look Up icon to select the Position Number. 
• It is optional to add a Recruiter and Hiring Manager.  
• Status will default as Extend. Reason is not being used by the state.  

 
 
In the Job Offer Components section enter the following: 

• Component: Base Salary is the only option 
• Offer Amount: enter agreed upon amount 
• Currency and Frequency: Do not change the default, this is populated based on the Position Number 

 
The Recommended Salary Range section is view only and populated based on the Position Number.  
Comments related to this job offer, if any. Offer Comments are not shown on any other page. 
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Prepare Job Offer continued 

In the Offer Details section enter the Start Date and the Offer Expiration Date.  
• Offer Date: Defaults to current date.  
• Start Date: Enter the agreed upon start date 
• Offer Expiration Date: This date must be equal to or less than the Start Date 
• Select the Submit link. This functions as save, nothing is sent to the Applicant yet.  

 
 

Notify Applicant defaults as checked. The Applicant will receive an email directing them to 
their Careers account to accept the Job Offer on their My Notification page.  

 
Save as Draft link is available if the job offer needs to be completed at a later time.  

 
Selecting the Submit link activates the Upload Letter button. 
Select OK on the pop-up message. You have not submitted the job offer yet. The information you have added 
so far has been saved.   

 
 

To attach your Job Offer letter select the Upload Letter button. 
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Prepare Job Offer continued 

In the pop-up File Attachment window select Browse.  
Find your Job Offer letter in your documents.  
Select Upload. 

 
 
Back on the Prepare Job Offer page, select the Post link. 

 
 
Select OK on the message:   

 
 
The Post Online Job Offer page is where the Recruiter reviews the Job Offer before sending it to the 
Applicant.  
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Prepare Job Offer continued 

The Job Offer Components; base salary, offer amount, etc. appear on this page but they do not appear 
on the offer page in Careers for the finalist to see. The finalist will only see the job offer letter that you 
uploaded.  
 
If you need to make changes, select the Cancel button now to return to the Prepare Job Offer page and 
edit the offer.  

 
Select the Submit link.   
Select OK on the message:   

 
The offer letter has now been sent to the Applicant’s online Careers account. Select the Return link to 
open the Manage Job Opening page.  
 
Example of the system generated email that is sent to the finalist.  
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Job Offer progression 
 The Applicant’s Disposition has changed from Applied to Offer on the Manage Job Opening page  
 The next step is for the finalist to log into their Careers account, My Notifications page to accept the 

job offer online and to enter personal information such as name, SSN, and address.  
 After a finalist accepts a job offer, an email is sent to the Recruiter notifying them that the finalist has 

accepted their job offer.  
 The finalist’s disposition in Recruiting Solutions changes from Offer to Accepted. 

Recruiters should not accept the Job Offer on behalf of the finalist. Employees and external 
Applicants should accept their own job offers in Careers. If a Recruiter accepts a job offer this will cause 
errors on the Manage Hire step in SEMA4 and create dual entry in SEMA4.  

 
If a finalist rejects a job offer, the Recruiter will receive an email notifying them that the finalist has 
rejected the job offer. The finalist’s disposition in Recruiting Solutions changes from Offer to Reject.  
If the candidate accidently rejects the offer the Recruiter can re-send the offer letter on the Prepare Job 
Offer page. 
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Prepare for Hire 
The discussion of hiring a finalist remains between the Hiring Manager and finalist. Recruiters will initiate 
the hiring process in Recruiting Solutions on the Prepare for Hire page. Recruiters will verify job opening 
data, enter a start date, and choose a hire type. At this point a Recruiter should have already entered the 
Position Number, prepared a job offer, and acknowledged the finalist’s job offer 
A finalist’s disposition in Recruiting Solutions must be Accepted in order to prepare for hire. 

 
To Prepare for Hire navigate to the Manage Job Opening Page.  
On the Manage Job Opening Page select the Applicants Other Actions > Recruiting Actions > 
Prepare for Hire. 

 
 

Select the Type of Hire 
For active State employees: 

• Transfer: select for most current State employee hires. The Recruiting Solutions term 
Transfer is used when a current employee accepts another State position; promotion or 
demotion. 

• Add Concurrent Job - this hire type is used when the employee will maintain their 
current active job row in SEMA4. Some examples of this include: Work out of class, when 
an employee is placed on leave from their permanent job to accept a temporary 
unclassified job; when an employee accepts a temporary job while on Seasonal Layoff; 
when an employee works 2 Part-Time jobs simultaneously.  

For external Applicants: 
• Hire - Select for new hires to State service. 
• Rehire - This option will only appear if the Recruiter has verified the finalists employee ID 

in SEMA4 and entered it in the Applicants Data tab. Rehire is the only hire type option 
available for former State employees that are returning to state service.  

 
Enter the Start Date. This must be the actual start date in SEMA4 for the Manage Hire process.  
Enter Hire Comments if any. 
 
Select the Submit Request to HR button to send to Manage Hires (in SEMA4) 

 

The Verify Employee ID link on the Prepare for Hire page is not being used by the state. It has been 
disabled. 
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Prepare for Hire continued 

Select OK on the message. 

 
 
On the Manage Job Opening page the finalists Disposition has changed to Ready.  
 
The Applicant has been sent to your agencies HR transactions staff to start the Manage Hires process in 
SEMA4. This is the first step to onboard new hires and rehires.  

• Automatically change the status of the job opening to Closed when all the target openings are 
filled.  

o Recruiters should wait until the finalist’s disposition is “hired” before they change the job 
opening status to “closed.” 

• Update the finalist’s disposition Hired. The Recruiter should not change the Applicant’s 
disposition to Hired.  

o When the onboarding process is complete in SEMA4 it will change the finalists disposition 
in Recruiting Solutions to Hired.  

• Change remaining Applicants’ disposition to reject with the reason of “another Applicant was 
hired.” 

o At this stage the system does not send an automatic rejection letter to these Applicants 
when their dispositions are set to Rejected.  The Recruiters should send letters in a timely 
manner. The Applicant will see they are no longer under consideration for this job in their 
My Activities page in Careers.  

o To access all the rejected Applicants select the Reject progression bar on the Manage 
Job Opening page. The Recruiter can send each Applicant a rejection letter individually or 
use the group action feature and send correspondence to the rejected Applicants at the 
same time.  

o Best Practice is to call candidates that were interviewed in addition to sending a letter.  
 

• If the finalist is a new hire, the system assigned Employee ID number will also update the finalist’s 
Applicant record with their new Employee ID in Recruiting Solutions. 

 
All new hires will receive an email after the hire transaction is completed in SEMA4 with instructions on 
how to complete the New Hire Activity Guide in Self Service. This email is automatically generated in a 
nightly batch process.  After the new hire completes their online New Hire Activity Guide, they are 
instructed to call the person in their offer letter so you can monitor and ensure they complete it before 
their first day of work.  
Recruiters can also send additional agency specific onboarding documents at this time.  
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Communicating to Applicants  
Recruiting Solutions provides many ways for users (Recruiters and Hiring Managers) to communicate 
with Applicants to keep them informed at various stages of the hiring process.  Best practices for 
communicating with Applicants are covered in the Selection and Recruitment Guide available in the HR 
Toolbox.  
 
Recruiting Solutions communications to Applicants are primarily emails, but are sometimes delivered as 
online messages the Applicant views in Careers. Emails are sent to the Applicant’s email address as 
indicated in their Careers account. Employees can indicate their primary email address on their Careers 
My Contact Information page in Self Service. 
 
Some notices are system-generated and cannot be turned off.  In many cases, users can choose 
whether or not to send an email. 
  
Tips and general information  

 When you send emails using Recruiting Solutions, you will have a record of it in the system 
except when sending group emails. 

 Some emails sent from Recruiting Solutions are also saved to the Applicant’s My Notifications 
page on Careers.  These include:  

o You are scheduled for a job interview (initiated by user from Interview page),  
o You have a job offer (initiated by user from Prepare Job Offer),  
o You are invited to apply for a job (initiated by employee or user from Email a Friend), 
o Your automated job search has returned results (initiated by Applicant who saved a job 

search). 
 When using Send Correspondence, users/senders can: 

o Send an email by choosing an available system template from the drop-down menu (text 
cannot be modified),  

o Send an email with a free-form text message,  
o Send a letter attachment generated and customized from an available system template   
o Add attachments. 

 In Send Correspondence emails, always indicate in the Subject field: Job Title, Agency, and Job 
Opening ID, so that recipients can easily identify emails about State jobs. 

 Send Correspondence emails are sent from the users/senders Statewide Systems email address 
or the business address listed in the SEMA4 Personal Data field.  Typically, these email 
addresses are, and should be, identical. All email bounce-backs will return to sender. Recipients 
can reply to these emails.  If the sender is not the correct person to respond to an Applicant’s 
inquiry, the sender should forward the email to the correct person. For example, if you are the 
sender but you do not handle appeals for your agency, forward the email to the correct HR staff 
who handles appeals.
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Communicating to Applicants continued 
Templates 
Samples of many of the available templates in Recruiting Solutions are in the HR Toolbox, currently 
located on MMB’s extranet, at https://mmb.extranet.mn.gov/mmb-extranet/hr-toolbox/ 
 
Letter templates in the HR Toolbox which are also available in the Send Correspondence template drop-
down menu are: 
 Application Under Review  
 Applied to job over 45 days ago  
 Not qualified (includes appeal language)  
 Qualified - Not selected for interview  
 Qualified and Interviewed - Not selected (includes veterans language)  
 Qualified - AFSCME hired more senior bidder 

 
The HR Toolbox also offers “best practice” templates that can be customized and uploaded to Recruiting 
Solutions for: 

• Job Offer Confirmation (sent to new hires and rehires in Prepare Job Offer) 
• Preparing for Your First Day (companion to Job Offer Confirmation) 
• Interview Invite 
• Interview Confirmation 

Tennessen notices used in Recruiting Solutions are also included in the HR Toolbox. 
 
Note: Always include the Job Title, Agency name, and Job Opening ID in the subject line for Send 
Correspondence emails so recipients can easily identify correspondence about State jobs.  
 
Send Correspondence Action 
The Send Correspondence action is available from the following pages: 
 Search Applicants (all types of searches) 
 Manage Applicant 
 Search Applications 
 Manage Application 
 Manage Job Opening 
 Manage Applicant List 

The Send Correspondence action allows you to send Applicant notices individually or in groups using 
one of three methods as follows: 

1. An email with message text that you manually enter. 
2. An email with text that the system generates based on a letter template you select. You cannot 

edit the message text in this kind of email. 
3. A letter based on a template that you generate, modify, and then attach to an email to the 

Applicant. 
Note: You should not use the Send Correspondence action to send Job Offer letters. These notices 
should be sent in the Prepare Job Offer component of Recruiting Solutions.  
 

https://mmb.extranet.mn.gov/mmb-extranet/hr-toolbox/
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Sending Emails 
When you select the Send Correspondence action, a Send Correspondence page appears with Email 
as the default contact method.  

1. Contact Method field defaults as Email. 

2. The Letter field: 

a. To send an email with message text that you manually enter, leave the Letter field 
blank.  

 
b. To send an email with message text that the system generates based on a letter 

template you select, use the Letter drop down menu to select the message you want to 
send. 
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3. The system automatically includes the Applicants name (and email address which is hidden) in 
the To field. This email is sent to the Applicants email address as indicated in their Careers 
account. Applicants will be able to reply to this email, and it will go to the sender.   

4. Add additional email recipients, if needed, in the To, Cc, and Bcc fields. Select the Find link to 
search for employees and their email addresses in Recruiting Solutions/SEMA4.  

5. The Sender information field displays the name of the sender (current user) and cannot be 
changed. The email is sent from the senders email address or business address listed in the 
SEMA4 Personal Data field. “Bounce backs” will return to sender. 

6. In the Subject line always include the job opening ID and job opening name. 

7. The Access drop down refers to who can see or who has access to this correspondence once it 
has been sent. At this time, the only option is Public. This means that everyone with access to 
this Applicant’s record will be able to see this correspondence on the Applicants Contact Notes 
page. 

8. The Message field: 

a. For an email with message text that you manually enter (i.e., Letter field left blank), the 

Message field allows to you to enter free-form text. Select the  icon to expand the 
Message field into a modal window or to perform spell check. 

b. For an email with message text that the system generates, the Message field will auto-
populate from the selected letter template. 

9. Select the Add Attachment button to upload documents and send with this email.  

10. Select the Preview button to preview the email before you send it. Selecting the Cancel button 
deletes this correspondence without email it. 

11. Select Send to email this correspondence. 

Sending Letters 
You may attach a letter to an email with text that the system generates based on a template you select 
and customize. Follow the steps above, but change the Contact Method drop down to Letter. Then 
you must select a letter template from the Letter drop down menu. You can add freeform notes in the 
Notes field. Select the Preview button to preview the letter template you selected.  
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Selecting the Cancel button deletes this correspondence without sending it.  

Selecting the Generate button generates the letter you selected in the Letter field. A Word file is 
opened in a new browser window where you can modify and print it.  

 
A copy of the letter you created is stored in the Applicant’s record on their Notes tab: 
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