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Preface 
The Administrative and Faculty Taleo Manual contains procedures that guide the faculty and administrative hiring processes. This 
document formally captures the workflow processes of recruitment and hiring for faculty and executive administrative positions 
at the University of Tennessee Health Science Center. The university is committed to recruiting and retaining exceptional faculty 
and staff and aims to be an exemplary employer that focuses on employee needs and pursues feedback at every opportunity. 

The primary aim of the Administrative and Faculty Taleo Manual is to ensure that the campus is operating in accordance with the 
laws and regulations issued by the Federal government, State of Tennessee, and affiliated agencies.  
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Creating a New Position 

1. Start the transaction using the menu path or transaction code ZPPOSITION000.
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2. Double-click  The Position Request screen is displayed.  

       
Note: This screen enables the user to create a requisition in addition to creating and editing a position. 
  
3. Choose the action you wish to perform from the following table: 

    
 
4. The following steps demonstrate how to create a new position by copying information from an existing 

position. 
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Important: You must select YES under Create Requisition before beginning the process.  
(See diagram below) 
 

       
        

        
 
  
 
 
 
 
 

SELECT 
YES 



 

4 

 

    

      
  
You must select YES under Create Requisition. 
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11. Click the down arrow on the right side of the Services for Object icon,  then select Create… and          
Store Business document. 
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  11.1 Select the document type. Note: this can include a Position Announcement, Position 
Description, or both. 

  
 A dialog box will appear from which you can select a document from your pc or local area network files.  

 
11.2 Double click on the document or click the document, followed by the Open button. 
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11.3 Add a description and click the green check mark. 

 
 
 

11.4 The file will be listed when successfully uploaded. Click the green check mark to conclude 
attaching a description. 
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               12. Return to the Position Request – Create screen. 
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  17. An image of the hardcopy will be displayed on the screen. There may be multiple screens, as shown on the 
following pages. 
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Job Description Template 
 The Job Description Template is to be completed, in its entirety, by the respective departments and attached in IRIS or 
emailed to the Office of Equity and Diversity for review and posting. The template, with an included institutional message 
composed by Communications and Marketing, will ensure posting uniformity across departments and the required Equal 
Employment Opportunity Compliance. 

Full Job Title (rank, position, 
specialty) 

 

Full time or Part time 
(include percentage) 

Tenure status 

 

Job Description 
 
Location, with 
description 

 

 
Daily duties 

 

Supervisory role 
 

Research/Teaching/ Patient 
Care duties 

 

Basic Qualifications 

Minimum Education 
 

Required Certifications 

Licensure 

 

Departmental Preferences 

Years of experience in certain 
field 

 

Specialty skills 
 

Background or 
experience 
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Faculty and Upper-Level Search Process 
Faculty Search Process: 
1. Before Position is Posted: College/Department will create a posting for the position and form a Search Committee. 
2. Designated business manager will enter the position and posting information in the Position Create/Change eForm 

in IRIS. Once the position data is transferred into Taleo, OED will modify the posting data. 
3. OED will review and approve the position posting and publish on the HR site and Higher Ed jobs. 
4. Applicant Intake: Designated business manager will go into Taleo to download applicant files and CVs, then email 

the documents to Search Committee chair. 
5. Initial Screening: Search Committee chair will communicate with business manager to update the status of 

applicants in Taleo.  Business manager will add notes into applicants file with explanations regarding status changes 
(i.e. Does not have requisite degree, currently funded, etc.) 

6. Before On-Campus Interviews:  Search Committee chair will communicate with business manager to update the 
status of applicants whom they would like to move into the primary and secondary pools. Business manager must 
add notes into applicants file with explanations regarding status changes (i.e. Very little experience in specific area, 
currently funded, etc.) 

7. OED will review and approve primary and secondary pools in Taleo. 
8. Before Making an Offer: Search Committee will communicate the selected candidate and information regarding 

offer to the business manager to enter into Taleo for OED review. 
9. OED will review and approve hiring authorization in Taleo and close position. 

Executive Administrative Search Process: 
1. Designated business manager will enter the position and posting information in the Position Create/Change eForm 

in IRIS. Once the position data is transferred into Taleo, OED will modify the posting data.  
2. Designated business manager will schedule a meeting for OED representative to Charge the Search Committee. 
3. OED will review and approve the position posting and publish the position on HR site and Higher Ed jobs. 
4. Applicant Intake: Designated business manager will go into Taleo to download applicant files and CVs, then email 

the documents to search committee chair. 
5. Initial Screening: Search Committee chair will communicate with business manager to update the status of 

applicants in Taleo.  Business manager must add notes into applicants file with explanations regarding status 
changes (i.e. Does not have requisite degree, currently funded, etc.) 

6. Before On-Campus Interviews:  Search Committee chair will communicate with business manager to update the 
status of applicants whom they would like to move into the primary and secondary pools and upload a Narrative 
Summary to Share Point that includes the Strengths and Weakness of finalists for OED review. 

7. OED will review Narrative Summary and obtain the appropriate signatures and upload to Share Point. 
8. OED will review and approve primary and secondary pools in Taleo. 
9. Before Making an Offer: Search Committee will communicate the selected candidate and information regarding 

offer to the business manager to enter into Taleo for OED review. 
10. OED will review and approve hiring authorization in Taleo and close position. 
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Taleo Faculty Posting Instructions 
Note: Posting will be completed by OED using the job description template completed by the requesting department.  

 
On Home screen: 
 

1. Locate the desired job title under Requisitions. 

  
 
Note: To Search using the Requisition Number, use the search bar in the top right corner. Drop the menu down to 
Requisition. 
 

2. Enter the Requisition number and select Search. 
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3. Select the desired job title to begin the posting process. 
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Section 1 
1. Select the Requisition, then select Edit All. 

 
 

2. Change the Requisition Title by hyphenating the title with the department and location. 
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3. Specify if a search committee was used (A), change the search scope to National (B), and adjust the campus 
institute option to the appropriate location (C). 

 

 
 

4. Select Recruiter – OED designee. 
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5. Select Hiring Manager – this will be the Program Chair or Business Manager. 
 

 
 

Note: When posting positions outside of Memphis, Under Structure, you must Review and change the 
location using by selecting Modify Structure and using the center option (Figure 2) so that primary location 
updates. Then select Apply Changes. 
 

 
 

 
 

6. Review Employee Status. 
7. Review Schedule component – select part-time or full-time. 

8. Review travel component – ensure correct percentage as the system defaults to 100% 
9. Review Employee status. 
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Section 2: Administration 

1. Candidate Selection Workflow – Select applicable option: Faculty – OED Approval & Search Committee, Staff - 
OED approval & Search Committee. 
 

 

 
2. Review payroll cycle. 
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Section 3:   Req - External Description  
1. Copy and paste job description and responsibilities into Description – External. Adjust the font to Arial 16pt 

for consistency. 

 

 
2. Paste Minimum requirements and the boilerplate into Key Areas of Responsibility using the same process as 

above. *Note: EEO will preload. 
 

 Note: Add the location at the top of the job description if the position is located outside of Memphis. 
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Section 4: Req - Internal Description 
*This info will auto copy from External once a description is selected.  
 
1. Select Copy From button. 

 
 
2. Select Paste information even if field is not empty.  

3. Then select Done. 
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Prescreening: 
No action is required in this section. 
 

Screening: 
1. Choose an appropriate Truescreen Package. 

 

2. Select Save, then Done at the top of the requisition. 
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Next Steps: 
1. Select More Actions tab. 
2. Select Submit for Approval option. 

 

 
3. Select Add Approvers. 
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4. Select designated approver the select Add/Update Approvers

 

5. Select Approve from the Decision drop-down menu. Add comments. 

 

6. Select Submit for Approval. 
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7. Click on the Sourcing tab and click the Add career sections button. 

 

 
8. Select UT Health Science Center Faculty Career Section then select Add/Update career section. 
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9. Select Save and Apply. 

 

 
Note: If a job is un-posted or modified, the job posting date will update. The candidate selection workflow cannot 
be changed once the job has been posted.   
 
A job posting may be edited by selecting Edit All then correcting the error. This option may be used to correct and 
repost a position due to issues like spelling errors. This option is NOT for use if changing posting information or 
parameters. 
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Taleo Faculty Candidate Workflow Instructions 
1. Locate the desired requisition and select the candidate count to the left of the requisition title. This will bring up 

all current candidates for the requisition (Figure 2). 

  
 

 
 

2. From this screen, you can select individually or group candidates for certain candidate pools. For this example, 
we will move Meredith through the complete hiring process. As an overview, the steps are as follows:  
• New/Search Committee Review – All new candidate applications are found here.  This step is open for the 

department to see the candidates. 
• Faculty Pool Preparation – The department will identify the primary and secondary candidate pools. 
• Faculty Pool Approval by OED – OED reviews and approves the pools. 
• Search Committee/Campus Interview – This is the campus interview step. 
• EEO/AA Hiring Authorization – OED approval step. This step includes an OED review of the hiring process. 
• Offer – This is the electronic offer processing step. 
• UT Post-Offer Check – This is an optional step to document any post-offer pre-hire testing that needs to be 

done. 
• UT Hire – The completion of the process. 

 
Note: At any point, the candidate can be rejected or removed from the hiring process using the rejected or has 
declined option on the drop-down menu. Additionally, a candidate may be changed back to the desired 
step/status using the Revert option. 
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3. Select the desired candidate by checking the box on the left. 

 
 
Note: Selecting the candidate’s name will open more options, such sharing the candidate information, adding to 
a folder, and downloading information to Excel. 
 

4. Using the More Actions function at the top of the screen, select Change Step/Status from the drop-down menu. 

  

Note:  If multiple candidates are in the same step and status, you can do mass changes using Steps 3 and 4. 
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5. Under Change to, change the candidate from To Be Evaluated to Selected, then select Save and Apply and 
Continue. 

  
 

6. On the next screen, choose the appropriate candidate pool from the Status drop-down options, then select 
Apply and Close.  

 
 
Note: The designated Business Manager must send an email to OED requesting review of the primary and 
secondary pools to ensure the chosen applicants meet the minimum or preferred qualifications. An explaination 
for pool designation is required for each candidate. 
 
 

7. Once the pools have been approved by OED, the candidate is moved to the Search Committee/Campus 
Interview step and the appropriate status, To Be Scheduled or Interview Scheduled, is chosen. Select Apply and 
Close.  
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8. Once the applicant has been interviewed and selected for hire, change the status to  Request OED Authorization. 
Select Apply and Close. 

 

Note: The designated Business Manager must send an email to OED to review the hiring and interview process 
prior to hiring authorization being given. 
 

9. The EEO/AA Hiring Authorization step will have a status of To Be Reviewed. Once OED reviews the hiring and 
interview process, the status will change to Proposed Hire Approved by OED.  This step will be completed by 
OED designee. 
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10. At the Offer step, the status is changed from Pending to  Offer Accepted unless the candidate has declined the 

position. Select Apply and Continue. 
 

 
 

11. At the Post-Offer Check step, the New Status will be chosen. Once the background checks are returned and 
cleared, the status Passed is selected. Select Apply and Continue. 
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12. The Business Manager will contact OED to close out the requisition once the candidate has accepted the 
position.  
 
The following steps will be completed by OED. Under New Step, select Hire, then select Hired under the New 
Status drop-down menu. Choose the start date. Select Apply and Close. 
 

 
Note: All rejected candidates must be dispositioned with applicable reasons prior to placing desired candidate 
into hired step and status and closing the requisiton.  
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The Revert Process 
In the event of an error in the status/step of an applicant, the revert option can be used to correct the error. For 
example, Meredith’s status was moved, in error, to “passed”. To correct this, use the following steps: 

 
1. Select the desired candidate that you wish to revert by checking the box to the left of their name. 

 
 

2. Using the More Actions function at the top of the screen, select Revert from the drop-down menu. 
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3. The resulting screen will display the step immediately before the current step and status. You may use the Apply 
and Continue option if the applicant needs to be reverted more than one step. If only one step is needed, 
choose Revert and Close. 

 
 
Note: A reason must be added in the Comments section to continue. 
 

4. In this example, Meredith was reverted back to Offer Accepted. Completing the Revert process. 

 
 
 

The candidate workflow process will continue until a hire is made, all candidates have been dispositioned, and 
the requisition is closed.  
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