Hiring Quick Start Guide

Dashboard

When you log in to the site, you will see the dashboard. If you are not already on this tab, select
Hiring from the menu on the top of the page.

Heartland Hiring Onboarding Tax Credits Time & Attendance

Dashboard JObS

‘% Jobs

My Job Postings
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~s Interviews

(2] Resume Database

Post New Job

Unlimited job post credits remaining.

£ Messages

Here you can see a high-level overview of what you need to recruit and hire new employees.

To get started, complete the following steps in order.
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Company Profile

First you will need to set up your company profile.

1) At the top right corner of the page, select the down arrow next to your user name, and then
select Company Profile.

00 Joe Smith =
00 Lo renrany T =
ABC Company

. ' Jjoesmith@example.com
n Ity Account Settings

Company Profile

Log Out

The Company Profile Information page opens.

Heartland Hiring Onboarding Tax Credits Time & Attendance Help Center

Company Profile Company Profile Information
. Administrators /

Team Companyld 14531
WoTC Company Name* ABC Company -]
e Primary Line of Business Administrative/Office

Business Entity Type Corporation
Billing

Website

Billing Profile &
Billing History Address 1234 Test st

2) Complete the required fields (indicated with an asterisk).

Tip: Complete as many of the social media fields (Twitter, Facebook, Instagram, Linkedin) as
possible, as this can help your job posts reach more candidates.
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3) Select Upload Logo and then locate and select the company logo to upload.

Upload Logo

For best results when sharing on Linkedin, Facebook and Twitter, please upload

an image of dimensions 1200 x 628 pixels (width x height).

4) Select Save.

Linkedin ABC Company

5) If you want to enable additional administrators or users to access your account:
1. Select Administrators/Team to open the Manage Team Members page.

Heartland Hiring Onboarding Tax Credits Time & Attendance Help Center

[ company profile Manage Team Members

There are 7 active members on your team.

. Administrators /

Main account: Heartland Test10 (heartlandtest10@gethired.com) Change
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2. For each member you want to add and set privileges for, select Add Team Member to
open the Add Team Member box, then enter the team member's details, and then select
Add Member.

Add Team Member X

Complete the form below to create a new employer account that has the ability to post and manage onboarding on behalf of your company.

Note: A welcome email and login instructions will be emailed to the email address provided below:

First Name

Last Name

Email

Phone

This team member can download candidate's application form.
This team member can do onboarding.

This team member can do WOTC

Sign POA
Submit WOTC Order
View Open Cases
View Reports

(< B<H<N<

View Potential Tax Credits

Add Member
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Application Forms

To create an application form:
1) From the top menu, select Hiring, and then select Administration - Application
Forms.from the menu on the left.

Heartland Hiring Onboarding Tax Credits Time & Attendance Help Center

Dashboard Application Forms Configuration

Jobs
A job application lets you ask standardized questions to job seekers. Application responses will be available as a downloadable

PDF in the applicant's profile (optional). You can also add pre- screening questions when you create your job post.

+ Interviews
Application Builder e On Off
Resume Database Receive applicants with incomplete job application e On Off
Messages Name Status Action
MmN ation Application Form Active 4
Application Form - COPY Draft
Application Forms
. . Job Form Active
Candidate Actions
Job Form - COPY Draft
Careers Page
i i New Form Draft
Customize Email
Branding Sample Application Form Draft
EEQ/OFCCP Test Form 08/08 Draft 4

Email Templates

Integrations

2) Create an application form either by copying an existing form or using the Manage Forms
button:
Copy an existing form: From the forms listed, locate the one you want to copy, and then

select its edit icon @ to open its editing page.
Manage Forms: Select this option to open the to open the Application forms page, and
then:
1. Select Add New Form to open the Add New Form box.
2. Enter your new form name, and then select Continue to open the new form's editing
page.
3) Update or complete the required fields (indicated with an asterisk), and drag and drop form
elements from the left side of the page into the form editing area.

Tip: Use one or two knockout questions that can quickly filter out unsuitable candidates and identify those
that are qualified for the job.
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4) As you build and complete your form, use the options at the bottom of the page:

Preview
Save As Draft (if the form Status is Draft)
Publish Form

Offer Letters

To create an offer letter:

1) From the main menu, select Hiring, and then select Administration -

Heartland Hiring

Onboarding Tax Credits Time & Attendance Help Center
Dashboard
Offer Letters
8 Jobs Name Created By Status
@ N Default Offer System Draft
2 Interviews
Default Offer system Active

[Z) Resume Database

£ Messages

€3 Administration

Application Forms
Candidate Actions
Careers Page

Customize Email
Branding

EEO/OFCCP

Email Templates
Integrations
Notifications |New:
Offer Letters.

Privacy Settings

2) Create an offer letter by selecting either:

Offer Letters.

Joesmith |, =
ABC Company

I Add New Template

m

q

Actions
a[Z]o
Q¥ 0

The Add New Template option to create an offer letter from scratch.

An existing letter's copy icon Ll to copy and then edit and publish it as a new letter.
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Job Posts

At the Jobs page, you can create and manage pending and active job posts, reassign posts to
different admin users, and close out posts to remove them from all job sites.

Note: A job post remains active for 30 days (unless it is closed out earlier), after which you can reactivate
or repost it. Reposting a job might yield more applications than reactivating it, as the job board processes

a reposted job as a new post.

To create a job post:

1) From the main Hiring menu, select Jobs, and then select Post A Job.

Heal"tland Hiing  Onboarding  TaxCredits  Time &Attendance  Help Center

Dashboard Jobs

Jobs Position Title Location Posted By

, Interviews

Job Hiring Lead
Resume Database

In-Home Caregiver Joe Smith
Messages © Springfield, MA
Administration Occupational Therapist Joe Smith

© Springfield, MA

Application Forms

The My Job Postings / Post New Job page opens.

My Job Postings / Post New Job

Post New Job
Job Title*
Tip: Reach more candidates by writing a job title without descriptions (e.g. "Sales Associate” not "Sales Associate Needed for Pharmaceutical Co.")

To ensure your job appears on job boards such as Indeed follow these best practices.
Job Description* Use a template

7+ B|I|U|(® A|r S =EE|= TI* o

2) Complete the job information on each of the three step pages:

Status

Pending X | Posted % | Expired X

Status

Pending

Pending

Step 1 of 3: Enter information regarding the position, the more the better.
Step 2 of 3: Select any existing or enter new pre-screening questions, and then select the

option to allow candidates to answer via Video (via Webcam), Audio (via Phone),

Written Answer, or Multiple Choice.

Step 3 of 3: Review your post, and if everything looks good, select Publish This Job

Post to syndicate your job post to Indeed, Facebook Jobs, and more.

Joe Smith _,
ABC Company

Post A Job

Action

@

Step Tof 3




Interviews

Set up interviews at the Jobs page, and manage interviews at the Interviews page.

Interview Setup

To set up an interview:
1) From the Hiring menu select Jobs.
The Jobs page opens.

Heartland

Dashboard

Jobs

, Interviews

Resume Database

Messages

Administration

Application Forms

Hiing  Onboarding  TaxCredits  Time&Attendance  Help Center

Jobs

Position Title Location

Job Hiring Lead
In-Home Caregiver Joe Smith
@ Springfield, MA

Occupational Therapist Joe Smith
@ Springfield, MA

Joe Smith
ABC Company

Post A Job

Posted By Status

Pending X | Posted X | Expired X

Status Action
Pending Q
Pending Q

2) From the jobs listed, locate the one you want to set up an interview for, and then in the

Action column, select the view icon Q to open the Jobs page for that job.

m
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3) From the Applicant Tracker column on the left, select the applicant for whom you wish to
schedule an interview to display their details.

< Jobs

Applicant Tracker Bulk Action 7 Filter

Kitchen Manager
Fontana, CA

New Promising Maybe Offer Hired

Declined

Maredith Carterer
Fontana, CA

Status: New

Date Applied: 08/16/2023

John Smith

Fontana, CA

Status: New

Date Applied: 08/16/2023

e 0| O

Nabil Mora ®H
Fontana, CA
Status: New

Date Applied: 08/08/2023

John Smith
Fontana, CA

jsmith@example.com

< & x v~

Status

=

& Schedule Interview

B Schedule Interview

1. What type of interview would you like to schedule?
e Virtual Phone In-person

2. How long should interview be scheduled for?

30 min. v

3. Review your schedule and add additional times if needed:

8am v 100 v |+

Send Interview Request or

00 v o 9am Vv

4) Select Schedule Interview from the dropdown on the right just below their name.

The Schedule Interview panel opens.

5) Complete the interview schedule details, and then select Send Interview Request to email

the request to the applicant.

Once the applicant has responded to the request and selected their preferred date and time,
you will receive an email confirming the interview, which you can sync with many calendar

applications.

Manage Candidates and Schedule Interviews

At the Interviews page, you can manage all interviews.

1) From the Hiring menu, select Interviews.
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Heartland Hiring

Onboarding

Tax Credits

Time & Attendance Help Center

Dashboard

Interviews

Resume Database

Messages

Administi

Application Forms

Candidate Actions

Customize Email

Interviews

Confirmed Interviews

Edith Tanner

QO springfield, MA

Bl 08-16-2023 8:30 am - 9:00 am
Position: Home Health Aides

Scheduled: Gethire10 Get Hired Account 10

Interviews Requested

Dan Bloch

Q@ springfield, MA
Position: Home Health Aides
Scheduled: Gethire10 Get Hired Account 10

Philip Jensen
@ springfield, MA

Qo

Interview Tips
Before requesting an interview with a job seeker, make sure that you choose candidates that have take
GetHired.com profile, including uploading a resume, video or audio introduction, recommendations and
Remember that a video interview is similar to an in-person interview. Kick off your relationship with a c:
p ional way. Dress pi 1ally, remove clutter, and silence any background noise so the candid:
Retain eye contact with candidates by looking at the camera, not at the computer screen, when it is yo
Pay attention to a job seeker's facial expressions, body language, and eye contact to get a better sensi
potential employee.
Commen interview questions include:

= Why should I hire you?

= Why do you want this job?

= What are your strengths and weaknesses?

to ask i A lack of questions may mean that your candidate is not genu
company. Questions can reveal a candidate's level of interest while indicating intelligence and knowledc

2) From the interviews listed, select the one you want to view or manage.

Interviews

Confirmed Interviews

Edith Tanner

@ springfield, MA

@ 08-16-2023 §:30 am - 9:00 am
Position: Home Health Aides

Scheduled: Gethire10 Get Hired Account 10

Interviews Requested

©

Dan Bloch

@ springfield, MA
Position: Home Health Aides
Scheduled: Gethire10 Get Hired Account 10

Oo

Philip Jensen
Springfield, MA

pjensen@test.com

=2 <o » 2 vem :- |

Status

Philip Jensen

Q@ springfield, MA

Position: General Manager

Scheduled: Gethire10 Get Hired Account 10

Joseph Lopes
Q@ springfield, MA

Position: General Manager
Scheduled: Gethire10 Get Hired Account 10

Joseph Lopes

Q@ springfield, MA

Position: Home Health Aides

Scheduled: Gethire10 Get Hired Account 10

Request of WOTC assessment has been sent to Philip Jensen on 08/15/2023.

Applicant Profile Background Checks
ion Form
Status Note Actions
Request Sent Sent by system on 08/08/2023 >

Applicant Source - GetHired

10
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3) Select the required option for the interview:

Add Notes: This becomes View Notes once a note is added to the interview.
Message Candidate: Send an email or text message directly to the candidate.

Note: Additional rates apply to opt-in for text messaging.

Schedule: This becomes Reschedule once the interview is scheduled.
View Resume: If available, this displays the candidate’s resume as PDF.

Cancel Interview: If available, this enables you to cancel a scheduled interview and
select a reason.

Share Candidate: Share the candidate's application with a colleague.

Rate Candidate: Apply 1-5 star ratings to the candidate for Aptitude, Experience,
Pre-screening response, and Overall Assessment.

Copy/Move: Copy or move the candidate to another open position.

Begin Interview: Begin the interview process during which you can rate the candidate,
make notes, and then end the interview.

4) Update the Status as required.

Applicant Status

When you are ready to take action with an applicant, update their Status.

Philip Jensen
Springfield, MA

pjensen@test.com

= < & x & v ;-

Status

=

Typical Status options you might select include:

e Offer: Opens the Send Offer Letter box where you can select an existing offer letter,
complete the offer details, and then send it to the applicant.

e Hire: Opens the Onboarding Request box prompting you to verify whether to send an
onboarding request to the applicant. If you select Yes, the Add Employee page opens
prompting you to select an existing onboarding package (created in the Onboarding module)
to send to the applicant.

e Decline: Reveals the Candidate Decline Reason details, where you can select or enter a
reason to decline the applicant, and then select Decline Candidate.

1



