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Hiring Team

	1.  
	Click the Next Step button.
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	2.  
	Scroll the object with the mouse wheel.

	3.  
	Hiring Manager- This person has the ability to update information within the TA System(create/submit job, create applicant list, manage interviews and submit job offers)
Does not need to have a Hiring Manager/Supervisor job title to have this role.
Interviewer-Interviewer is someone who will interview the applicant. Theya re not required to have access to TAM; UNLESS they will be evaluating and creating interview evaluations within the system.

	4.  
	Click the Look up Recruiter ID (Alt+5) button.

You must select one recruiter
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	5.  
	Click the Search Results table.
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	6.  
	Enter the desired information into the Name field. Enter a valid value e.g. "Taylor".

You must have at least one hiring manager

	7.  
	Click the Look up Recruiter ID (Alt+5) button.
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	8.  
	Click the Search Results table.
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	9.  
	Enter the desired information into the Name field. Enter a valid value e.g. "Novelli".

You must have at least one interviewer

	10.  
	Click the Look up Recruiter ID (Alt+5) button.

[image: image6.png]




	11.  
	Click the Search Results table.
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	12.  
	Click the Add Interviewers button.
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	13.  
	Enter the desired information into the Name field. Enter a valid value e.g. "Affirmative Action Rep field".

Field not required. If Needed, use for AA REP

	14.  
	Click the Next Step button.
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	15.  
	End of Procedure.
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