Employee Referrals Page
Options Configuration
Quick Steps

Access the Core tab of
Page Options

8

Click the Referrals Edit icon

v

3

Select Account Creation Form
Management fields

v

o

Create National Identifier
rules

v

o

Create Duplication rules and
click Submit

v

6

View your settings on the
Refer a Friend screen

The high-level steps administrators use to create
National Identifier and Duplication rules, and to view
these settings on the Refer a Friend screen, are shown in
the menu on the left.

Navigation

» Click the numbered circles on the left to move to the first step in each
phase.

Use the Page Down key to proceed through the quick steps. Use the
Page Up key to return to a prior slide.
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Employees
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Access the Core tab of

Page Options
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Click the Referrals Edit icon

v
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Select Account Creation Form
Management fields

v
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Create National Identifier
rules

v
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Create Duplication rules and
click Submit
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View your settings on the
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Administration | Global Settings

Page Options
RECRUITING CORE

% Job Search

Internal Job Search Gptions
External Job Search Options

Hourly Job Search Options

v Job Details

Hourly Job Details Fields
Internal Job Details Fields

Extarnal Job Details Fields

System Administration / Page Options

Click the Core tab

This controls the page options for the internal job search.
This controls the page options for the external job search.

This controls the page options for the external hourly job search.

This controls the page options for the hourly job details screen.
This controls the page options for the internal job details screen.

This controls the page options for the external job details screen.
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Dashboard Employees - Search

Access the Core tab Of Administration | Global Settings /| System Administration | Page Options
Page Options

Page Options

2
Click the Referrals Edit icon

RECRUITING CORE

g ] * User Uniqueness & Account Creation Management
Select Account Creation Form
Management fields
Contact This controls the uniqueness criteria and account creation form for a Contact when added

+: as 3 Candidate to a Requisition.

. . External Job Seeker This controls the uniqueness criteria and account creation form External job secker.

Create National Identifier q J

rules Internal Employee This controls the uniquenass criteria and account creation farm Click the Edit icon for the

v Referrals account type

6 Recruiting User Upload This controls the uniqueness criteria and account creation form for
uploaded résumés.

Create Duplication rules and

click Submit Referrals This controls the uniqueness criteria and account creation form for Referrals. &

+ Vendor Submitted Résumé This controls the uniqueness criteria and account creation form for Vendor submitted 4 Edit Page

@ résumés.

View your settings on the
Refer a Friend screen

wi5s1-re2

https://docenhancement.awsqa.hua.hrsmart.com/hr/hua/PageOptions/update/ats% 7CReferral%7 CaddReferral
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Create National Identifier
rules
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click Submit
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View your settings on the
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Referrals

Account Creation Form Management

To show a field on the form, check the box in the "Display” column. To make a field required, check the box in the "Mark Required” column.

SECTION

Basic Information

FIELD

Username

First Mame

Middle Name

Last Ma

Check the box in the DISPLAY
AddressOne | column for each field you want to
show on the Account Creation
AddressTwo | forms, like the Refer a Friend
screen

Address Three

Country

ST/PR

City

Zip/Postal Code

DISPLAY

MARK REQUIRED



Ref
Employee Referrals Page eferrals

Options Configuration

Quick Steps Account Creation Form Management

To show a field on the form, check the box in the "Display" column. To make a field required, check the box in the "Mark Required" column.

Access the Core tab of
Page Options

8

SECTION FIELD DISPLAY MARK REQUIRED

Basic Information

Username Ld
Click the Referrals Edit icon
First Mame v v
v
3 Middle Name Ci
Select the Account Creation
Form Management fields Last Name v v

Address One

o

Check the box in the MARK
Address Two REQUIRED column for each
field you want to require

Create National Identifier
rules

é Address Three
Create Duplication rules and Country v ‘¢
click Submit
¥ ST/PR ¢
. @ , cit v
View your settings on the Y
Refer a Friend screen
Zip/Postal Code ¢
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SECTION FIELD DISPLAY MARK REQUIRED

Contact Details

Phone Number ¢

Follow the steps on the next few slides to create rules
for how you collect National Identifiers from users.

National Identifier Collection

Use this section to create the rules for collecting the Mational Identifier from the user when completing the Account Creation form. Select the Country, the Basis for
Display, and the Rule. Click the "Add Rule" button after each entry.

COUNTRY BASIS FOR DISPLAY COUNTRY BASIS FOR DISPLAY  RULE ACTION
- Select -- v - Selact - United States of America Country of Display ®
(S5M) residence only

Click the drop-down
for a list of countries

There are two types of rules: "Warn but Allow" and "Deny". Multiple rules of each type can be created. Select the data points from the Available Fields area and drag
each into the Selected Fields area. NOTE: The system will use all the Selected Fields to check for duplicates.

+ The Wam but Allow rule will check against the selected criteria and advise the job seeker/user that a possible duplicate has been found but also allow him to
continue creating the account. NOTE: Using this type of rule could allow duplicates of the same job seeker/user.
o Ifit's a job seeker, the system will prompt him to retrieve his login information or continue creating the account.
o [fit's another user, such as a recruiter or vendor, the system will advise that this is a possible duplicate but allow him to continue creating the account.
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SECTION FIELD DISPLAY MARK REQUIRED
Phone Number (] O
Preferred Method of Electronic Communication O O

Mabile Phone Number v O

National Identifier Collection

Use this section to create the rules for collecting the National Identifier from the user when completing the Account Creation form. Select the Country, the Basis for
Display, and the Rule. Click the "Add Rule" button after each entry.

COUNTRY BASIS FOR DISPLAY COUNTRY BASIS FOR DISPLAY  RULE ACTION
" - Selact - vl | - Salact -- United States of America Country of Display x
Brazil (CPF)
Lanada (5]
France (NIR) Select the country to
India (PAN) associate with the rule
Italy (CF)

South Africa (ID Number)

United Kingdom (NINO}

United States of America (SSN)
There are two types of rules: “Warn but Allow" and "Deny". Multiple rules of each type can be created. Select the data points from the Available Fields area and drag

each into the Selected Fields area. NOTE: The system will use all the Selected Fields to check for duplicates.

¢ The Wam but Allow rule will check against the selected criteria and advise the job seeker/user that a possible duplicate has been found but also allow him fo
continue creating the account. NOTE: Using this type of rule could allow duplicates of the same job seeker/user.
o Ifit's a job seeker, the system will prompt him to retrieve his login information or continue creating the account.
o Ifit's another user, such as a recruiter or vendar, the system will advise that this is a possible duplicate but allow him to continue creating the account.
* The Deny rule will check against the selected criteria and display an error message to the job sesker/user that a duplicate has been found.
o |Ifit'sajob seeker, the system will prompt him to retrieve his login so that he can access the account he previously created.
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SECTION FIELD DISPLAY MARK REQUIRED

Phane Number

Preferred Method Uf!g Select the Basis for Display:

* Always

Mobile Phone Number -« Country of residence — National identity asked only
if the applicant resides in the selected country

* Requisition primary location — National identity
asked only if the primary location of the requisition is

Use this section to create the rules for collecting the Nation in the selected country for

Display, and the Rule. Click the "Add Rule" button after eac « Either residence or req. location — National

identity asked if either of the above are true

ITRY BASIS FOR DISPLAY j

zil (CPF) v | - Selact - v | United States of America Country of Display x

National Identifier Collection

[SSN) residence only

4

Always

Country of residence
Add Rule Requisition primary location

Either residence or req. location

Duplication Rules

There are two types of rules: "Warn but Allow" and "Deny". Multiple rules of each type can be created. Select the data points from the Available Fields area and drag
each into the Selected Fields area. NOTE: The system will use all the Selected Fields to check for duplicates.

+ The Wam but Allow rule will check against the selected criteria and advise the job seeker/user that a possible duplicate has been found but also allow him to
continue creating the account. NOTE: Using this type of rule could allow duplicates of the same job seeker/user.
o Ifit's a job seeker, the system will prompt him to retrieve his login information or continue creating the account.
o [fit's another user, such as a recruiter or vendor, the system will advise that this is 2 possible duplicate but allow him to continue creating the account.
¢ The Deny rule will check against the selected criteria and display an error message to the job seeker/user that a duplicate has been found.
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SECTION FIELD DISPLAY MARK REQUIRED

Contact Details

Phone Number v =
Preferred Method of Electronic Communication - =
Mabile Phone Number Ld

National Identifier Collection

Use this section to create the rules for collecting the National Identifier from the user when completing the Account Creation form. Select the Country, the Basis for
Display, and the Rule. Click the "Add Rule" button after each entry.

BASIS FOR DISPLAY RULE {TRY BASIS FOR DISPLAY  RULE ACTION
. N
Y| | —Select- Y| - Selec- v Select whether the National identifier
. input field will display on the screen, or
Displayonly whether it will display and be marked as
m Display and require a required field
J

Duplication Rules

There are two types of rules: "Warn but Allow" and "Deny”. Multiple rules of each type can be created. Select the data points from the Available Fields area and drag
each into the Selected Fields area. NOTE: The system will use all the Selected Fields to check for duplicates.

* The Wam but Allow rule will check against the selected criteria and advise the job seekerf/user that a possible duplicate has been found but also allow him to
continue creating the account. NOTE: Using this type of rule could allow duplicates of the same job seeker/user.
o Ifit's a job seeker, the system will prompt him to retrieve his login information or continue creating the account.
o Ifit's another user. such as a recruiter or vendor. the svstem will advise that this is 3 possible duplicate but allow him to continue creating the account.
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Contact Details
Phone Number O O
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National Identifier Collection

Use this section to create the rules for collecting the National Identifier from the user when completing the Account Creation form. Select the Country, the Basis for
Display, and the Rule. Click the "Add Rule" button after each entry.

BASIS FOR DISPLAY RULE COUNTRY BASIS FOR DISPLAY  RULE ACTION
v | Always v Displayenly i United States of America Country of Display x
[SSN) residence only

4 3
Click Add Rule

Duplication Rules

There are two types of rules: "Warn but Allow" and "Deny". Multiple rules of each type can be created. Select the data points from the Available Fields area and drag
each into the Selected Fields area. NOTE: The system will use all the Selected Fields to check for duplicates.

+ The Wam but Allow rule will check against the selected criteria and advise the job seeker/user that a possible duplicate has been found but also allow him to
continue creating the account. NOTE: Using this type of rule could allow duplicates of the same job seeker/user.
o Ifit's a job seeker, the system will prompt him to retrieve his login information or continue creating the account.
o Ifit's another user, such as a recruiter or vendaor, the system will advise that this is a possible duplicate but allow him to continue creating the account.
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SECTION FIELD DISPLAY MARK REQUIRED

Contact Details
Phone Number
Preferred Method of Electronic Communication

Mabile Phone Mumber v

National Identifier Collection

Use thiz section to create the rules for collecting the National Ident The new rule is added to the grid on the right- To remove
R L R R L e E e A 2 rule, click the Delete icon in the Action column

BASIS FOR DISPLAY RULE COUNTRY BASIS FOR DISPLAY  RULE ACTION
v Always v Display only v United States of America Country of Display ®
(SSN) residence only

1

Brazil (CPF)
Add Rule

Duplication Rules

There are two types of rules: "Warn but Allow" and "Deny". Multiple rules of each type can be created, Zalect the data points from the Available Fields area and drag

each into the Selected Fields area. NOTE: The system will use all the Selected Fields to check for du

+ The Wam but Allow rule will check against the selected criteria and advise the job seekerfuser t

continue creating the account. NOTE: Using this type of rule could allow duplicates of the same Click the arrow to scroll down to

¢ |fit's a job seeker, the system will prompt him to retrieve his login information or continu the Dupllcatlon Rules section

o |fit's another user, such as a recruiter or vendor, the system will advise that this is a possi nt.
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View your settings on the
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Duplication Rules

There are two types of rules: "Warn but Allow" and "Deny". Multipl
each into the Selected Fields area. NOTE: The system will use a

+ The Wam but Allow rule will check against the selected
continue creating the account. NOTE: Using this type o

o [fit'sa job seeker, the system will prompt him tg

o |fit's another user, such as a recruiter or vendar,

+ The Deny rule will check against the selected criteria a
o Ifit's a job seeker, the system will prompt him tg

o Ifit's another user, such as a recruiter or vendor,

Available Fields Selected Fiek dupllcate )

=22 First Mame

5 Middle Name

== LastName

222 Address One

.- HAoto meimie frop i W
A Duplication Rule allows you to:

» Specify the data to use to determine if a referral is added
as a duplicate

» Determine whether to display:
* awarning, but allow the creation of the duplicate
» an error message and block the creation of the

Deny Username %
Deny  E-mail 2
Deny  Mobile Phone Number x

To select the data to use to

== Address Three

5 AddressTwo determine duplication, select B
fields from the Available Fields

3 Country Selected Fields area. D ST L T PR
iy
2 ST/PR
- g First Mame AND Last Name

[ Continue ] X

RULE TYPE: Allow
Warn but Allow Deny
Deny CPF 4

Add Rule



Duplication Rules
Employee Referrals Page
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Quick Steps

There are two types of rules: "Warn but Allow" and "Deny". Multiple rules of each type can be created. Select the data points from the Available Fields area and drag
each into the Selected Fields area. NOTE: The system will use all the Selected Fields to check for duplicates.
s The Wamn but Allow rule will check against the selected criteria and advise the job seeker/user that a possible duplicate has been found but also allow him to

continue creating the account. NOTE: Using this type of rule could allow duplicates of the same job seeker/user.

Access the Core tab of fit's a job seeker, the system will prompt him to retrieve his login information or continue creating the account.

Page Options

@

Click the Referrals Edit icon

v

fit's another user, such as a recruiter or vendor, the system will advise that this is a possible duplicate but allow him to continue creating the account.
# The Deny rule will check against the selected criteria and display an error message to the job seeker/user that a duplicate has been found.

fit's a job seeker, the system will prompt him to retrieve his login so that he can access the account he previously created.

fit's another user, such as a recruiter or vendor, the system will not allow him to proceed with creating the account.

Available Fields Selected Fields TYPE  CRITERIA

222 First Name

e X
8 o Select what happens when a
Select Account Creation Form == Middle Name duplicate referral is added. See .
Management fields = ST/PR the top of the screen for field
D descriptions S .
e E22 County
Create rules for collecting i City Deny 3N x
National Identifier
3= Zip/
v Zip/Fostal Code Deny  First Name AND Last Name AND Address One AND x
- Address Two AND Address Three AND City AND ST/PR
5 22 Country
) _ ¥ AND Country
Create Duplication Rules and
: : RULE TYPE:
click Submit Warn  First Name AND Last Mame '
Warn but Allow Deny hut

Allow

6

Add Rule

View your settings on the
Refer a Friend screen
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There are two types of rules: "Warn but Allow" and "Deny". Multiple rules of each type can be created. Select the data points from the Available Fields area and drag
each into the Selected Fields area. NOTE: The system will use all the Selected Fields to check for duplicates.

+ The Wam but Allow rule will check against the selected criteria and advise the job seeker/user that a possible duplicate has been found but also allow him to
continue creating the account. NOTE: Using this type of rule could allow duplicates of the same job seeker/user.
o Ifit'sa job seeker, the system will prompt him to retrieve his login information or continue creating the account.
o Ifit's another user, such as a recruiter or vendaor, the system will advise that this is a possible duplicate but allow him to continue creating the account.
¢ The Deny rule will check against the selected criteria and display an error message to the job seeker/user that a duplicate has been found.
o Ifit's a job seeker, the system will prompt him to retrieve his login so that he can access the account he previously created.
o Ifit's another user, such as a recruiter or vendor, the system will not allow him to proceed with creating the account.

Access the Core tab of
Page Options

8

Click the Referrals Edit icon

Available Fields Selected Fields TYPE  CRITERIA
8 222 First Mame 22 Last Name Deny Username -
Select Account Creation Form 2 Middle Name # Address One

Management fields Deny  E-mail X

+ i ST/PR 2 Address Two
o Deny  Mobile Phone Number x

g =2 County 2% Address Three
Create rules for collecting = iy Deny  SSN %

National Identifier

+ =% Zip/Postal Code Deny  First Mame AND Last Name AND Address One AND x
5 5 Country Address Two AND Address Three AND City AND ST/PR
Create Duplication Rules and AND Country
click Submit RULE TYPE:
Warn  First Mame AND Last Name b
Warn bl ow ® Deny but
@ Allow

View your settings on the
Refer a Friend screen

Click Add Rule




Employee Referrals Page

. . . Available Fields Selected Fields TYPE  CRITERIA
Options Configuration
QUiCk Steps =2 First Name Deny Username x
222 Middle Name
Access the Core tab of Deny E-mail %
Page Options 2 Last Name
. Deny  Mobile Phone Number e
222 Address One
22 Address Two Deny  SSH ®
Click the Referrals Edit icon
= Address Three Deny  First Mame AND Last Mame AND Address One AND x
+ - Address Two AND Address Three AND City AND ST/PR
== Country
8 AND Country

Select Account Creation Form
Management fields

v

4

Create rules for collecting
National Identifier

v

5

Create Duplication Rules and

222 ST/PR

Warn but Allow Deny

Add Rule

click Submit

6

v Submit Can

Click Submit to save your
Referrals Page Options v15.1-rcS
settings

View your settings on the
Refer a Friend screen
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Dashboard

Administration | Global Settings | System Administration | Page Options

Access the Core tab of
Page Options

é Page Options
View This Page | Backto Main
Click the Referrals Edit icon
. Referrals

3

Select Account Creation Form
Management fields

v

4

Account Creation Form Management

aisplay" column. To make a field required, check the boxin the "Mark Required" column.

Open the Refer a Friend

DISPLAY MARK REQUIRED
Create rules for collecting éﬁ.reke gto seeg outr SRS
National Identifier ICk Lareer Lenter
v
6 Username
Create Duplication Rules and
click Submit Azl v Y
Middle Name i
View your settings on the Last Name / "

Refer a Friend screen

Address One 4
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Options Configuration
Quick Steps

Dashboard Employees  » | Search.. 9~ ¥~

Administration /| Global Settings | System Administration | Page Options

Access the Core tab of
Page Options

8

Click the Referrals Edit icon

v

3

Select Account Creation Form
Management fields

v My Résumés To show a field on the form, check the box in the "Display" column. To make a field required, check the box in the "Mark Required" column.

4

Create rules for collecting Job Search

National ldentifier ) N
Referrals e
v

Page Options

View This Page = Backto Main

Referrals

Account Creation Form Management

v SECTION FIELD DISPLAY MARK REQUIRED

6 Offers v Click Referrals sername
Create Duplication Rules and _ )
click Submit New Hire Checklist First Name - .
Career Development Middle Name -

View your settings on the Last Name 4 i

Refer a Friend screen

Address One 4



Employee Referrals Page — Ta|entMar|agement Application Development Testing Company English g & 0 % )

Options Configuration
Quick Steps

Dashboard Employees  » | Search.. 9~ ¥~

Administration /| Global Settings | System Administration | Page Options

Access the Core tab of
Page Options

Page Options
é View This Page = Backto Main
Click the Referrals Edit icon
Y Referrals

3

Select Account Creation Form

Management fields Account Creation Form Management

v My Résumés To show a field on the form, check the box in the "Display" column. To make a field required, check the box in the "Mark Required" column.
e SECTION FIELD DISPLAY MARK REQUIRED
Create rules for collecting JobSearch
National Identifier el Basic Information

v

a Refer Someone Username

Create Duplication Rules and Click Refer Someone

. . My Referrals )
click Submit First Name ; ”
offers Middle Name 7
View your settings on the New Hire Checkist e ) )

Refer a Friend screen Career Development

Address One 4
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Access the Core tab of
Page Options

8

Click the Referrals Edit icon

v

3

Select Account Creation Form
Management fields

v

4

Create rules for collecting
National Identifier

v

o

Create Duplication Rules and
click Submit

v
6

View your settings on the

Refer a Friend screen

4 Main Menu

My Résumés
Job Search
Referrals
Refer Someone
My Referrals
Offers

New Hire Checklist

Career Development

Talent Management

REfe rrals Employess

Career Center | Referrals | Refer Someone

Refer a Friend

Add a Résumé

Application Development Testing Company English g & 0 % )

2. X.

Referrals =~

Fields selected in Step 3 display on the screen

All rules you created in steps 4 and 5 will apply to

referrals

Click to scroll down and
view additional fields
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Access the Core tab of
Page Options

8

Click the Referrals Edit icon

v

3

Select Account Creation Form
Management fields

v

4

Create rules for collecting
National Identifier

v

o

Create Duplication Rules and
click Submit

v
6

View your settings on the

Refer a Friend screen

ADDRESS THREE

COUNTRY *

United States of America

ST/PR

-- Select --

CITY

ZIP/POSTAL CODE

COUNTY

ssNQ

This is an encrypted field.

MOBILE PHONE NUMBER @
US (+1)

E-MAIL*

CONFIRM E-MAIL*

This concludes the
Employee Referrals Page Options

Configuration Quick Steps.




