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P The Dashboard provides updates, quick access to previously
viewed applicants and jobs.

1. To change your dashboard preferences, click on “Display
Preferences”"@© 6

2. To view the list of jobs you have access to, click the “Jobs”
tab

3. To logout anytime, click “Logout” in the upper right hand
corner
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Depending on how many jobs you have access to view, you will see all
of them listed on this screen. To view applicants for any of the jobs, click
on the position you want to review. If you can not see a particular
search, please clear your history then logout and log back in.
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The applicants will be listed on this screen
To view applicant, click on the applicant’s name
To view materials associated with the applicant click on this symbol

To view the job announcement, click on “Properties”
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Note”

To attach a note associated with the position, go to Actions on the right side of screen and click on “Attach

5. To view “Other” documents, select applicant’'s name to go to the applicant information page
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John Doe (john.doe@gmail.com)
Test Position Do Not Apply - In Process l

Activity Evaluations
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Demographics

E| Demographics
IMame: John Doe

Address: 100 Main Avenue
Orono, ME 04468

Home Phone; 207-555-5555
Email: John.doe@gmail.com
Current Employee: NO

Education Level: Bachelor's

0 = Correspondence (1) Last Updated: 01/22/2014 at 11:59 Al

Application Received &
Sent Wed 1/22/14 at 11:59 AM by John Doe

ﬁ Documents (4) Last Updated: 01/22/2014 at 11:59 AM

E Employment Application [ 7] (type: Application)
Wed 1/22/14 at 11:59 AN

) Resume/cV B (type: Resume/CV)

Return to Applicants
John Doe Prospect Record

Actions

[ Attach a Note

Download Documents
Processes

Application: Completed 22114

Search Qualified: 12714
Committee: Proceed
Phone Review: Mot Started 12714

Job Details

Title: Test Position Do Mot
Apply

Category:  Hourly

Department Human Resources

Job Status: Pending Acc

View Applicants by Job

Applicam 5 Edit

Applied: Wed 1/22/14 3t 11:53 AN

the documents.

4. Click this link to be reconnected to the applicants by job page.

3. To view applicant’s application and other documents, click on the PDF symbol

1. Once an evaluation has been scheduled, click on the applicant’s Evaluations tab.

2. To view all of the applicant’'s documents at once, click “Download Documents”. This will merge




Evaluation (Rating Sheet) Screen
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John Doe (john.doe@gmail.com) Actions
Test Position Do Not Apply - In Process Return to Applicants
John Doe Frospect Record
£d Attach a Note
Evaluations
Download Documents
IrE:c"ALUATION START DATE EMND DATE STATUS T
=] Test Position Do Not Apply 1/27/2014 0112712014 Open
Application: Completed 12214
EVALUATOR POSITION STATUS START DATE DUE DATE PERCENT COMPLETE Search Qualified: 12714
Your Name MIA Open 01/27/2014 0112712014 0.00% Committee: Proceed
Phone Review: Mot Started 12714
Job Details
Title: Test Position Do Mot
Apply
. . . , . .
By clicking on the applicant’s Evaluation tab, you will be connected to the evalua- Category:  Hourly
. . Department Human Resources
t|0n rat|ng Sheet_ Job Status: Pending Acceptance
. . . . View Applicants by Job
1. Click on the job title you are evaluating for JR—— -
H H H H H H Applied: Wed 1/2214 at 11:53 AM
2. You will be given a time frame in which to complete the ratings Statve: Mot among the moot qualiied
3. Click on your name to open the evaluation




Evaluation (Rating Sheet)
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w https://umaine.hiretouch.com/360/form.cfm?assessmentID=d5bafB46-94d2-43f7-bb5a-6ce 7b502a7fediassessmentKey=DF84A48E537A0952BEDAFIE04D5A0BDC - Google Chrome gm

B https://umaine hiretouch.com/360/form.cim?assessmentiD=d5haff46-04d2-43f7-b65a-6ce7b502a7 fe&assessmentkey=DF84A48E537A0952BEDAFIE04D5A0BDC

Evaluation KJTest Position Do Not Apply
‘Open Date: 01/27] Close Date: 01/27/2014

1. There will be both radio
buttons and sliding scale P —
options. This example is of ‘ : i : : : ’
sliding scale questions. Move S Offe suite
the “person” between 1 and 7. : 2 3 4 5 E 7
2. Once the evaluation is Comments and Spectic xamples
completed, you may “save” it .
if you want to be able to make Fifectvey communicates
changes or click “submit”. ] : 3 4 5 E 7
3. If you choose to save, you Comments and Spedic Examples
must go back and submit later .
for the average search Elsove | | B subm J
committee score to populate in
the workflow. 4
NOTE: Once the evaluation has
been submitted, changes can not
be made.




Viewing Evaluation Score and Returning to Applicants
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John Doe (john.doe@gmail.com) Actions
Test Position Do Not Apply - In Process Return to Applicants
John Doe Prospect Record
[ attach a Note
Evaluations
Download Documents
EVALUATION START DATE END DATE STATUS AV SCORE Processes
B test Position Do Not Apply 012712014 012712014 Complete 1%
Application: Completed 12214
EVALUATOR POSITION STATUS START DATE DUE DATE PERCENT COMPLETE SCORE Search Qualified: 1274
Your Name MiA Complete 01/2712014 01/2712014 100.00% 71 Committee: Proceed
Phone Review: Mot Started 12714
Job Details
Title: Test Position Do Mot
. . . . . Apply
1. When the rating is complete, you will see a “score” - only if you have “submitted” the Category:  Hourly
. Department. Human Resources
evaluation. If the score does not populate, please refresh your screen. Job Status: Pending Acceptance
2. You can go on to the next applicant by clicking “View applicants by job” and ﬁ
Applicant Details Edit

select the next applicant needing an evaluation. _
Applied: Wed 1/22/14 at 11:53 AM

Status: Mot among the mast qualified




Step by Step List of

HireTouch Instructions for Search Committee

1. Clear browser cookies— http//www.aboutcookies.org/default.aspx?page=2
2. Make sure “pop-up blocker” is turned off or you won’t be able to open the rating
sheet
3. Go to login screen— umaine.hiretouch.com/admin
.Enter your MaineStreet username
.Enter your MaineStreet password
Sign in
4. From your Dashboard, click on “Jobs” tab
5.Click on the job you want to review
6. To view applicants for the job, click on one of the available applicants
7. Review materials (Resume, cover letter, application, other documents, etc.)
8. Click on Evaluation tab screen
9. Click on evaluation name, click on your name to open the evaluation
10. Complete the evaluation, click submit which will calculate a score.
11. To complete another applicant’s evaluation, go to “View applicants by job” and
repeat the process.




