Quick Reference Guide

WORKING WITH SCREENING QUESTIONS

What’s New in 11.2

The following features are available in the 11.2 release of the iCIMS Talent Platform.

Allows you to create a repository of screening questions that can be used for any new
jobs that you create. You can now save commonly used questions for future use and
make them accessible to all of your users.

Easily search through the responses to the questions you ask candidates. Manage the
responses by using new Grouping and Sorting features to easily locate the right
candidate.

Allows you to add a quantitative value to the responses you receive from candidates.
This way you rank your candidates based on their responses to their screening
questions.

Screening
Questions Library

Question Searching
& Grouping

Question/Response
Ranking

Pertain to all candidates and are not specific to a Job. Applicants answer these questions
early in the Job Application process. Person Screening Questions were formerly referred
to as Global Screening Questions.

Person Screening
Questions

So many Screening Questions! Which should | use?

Screening Questions will always appear in the Portal that you assign them to. When applicable, candidates will
answer Person Screening Questions early in the application process, when first building a profile.

= Access Person Screening Question through the Tools menu. Although Person Screening Questions are
different from question in the Screening Questions Library, they share the same steps. Use the directions
in this QRG for both.

= Person Screening Questions are not about the job that the candidate is applying for. Rather they are
general questions about the candidate. Depending on your settings, Person Screening Questions can be
asked each time a candidate updates their profile or just upon initial application.

p— Example: If a candidate was under 18 when she first applied for a job and since then celebrated a birthday,
' she can update her response to change her status to Over 18.

)

= Job-Related Screening Questions apply to the actual position that the candidate is applying for. Add them
to the job via the Screening tab when you are creating or modifying the job. Create a new question or use
an existing one from the Screening Questions Library.

g Screening Questions that you create from within a job are not automatically saved in the Screening
Questions Library. You must create the question within the Library.
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Adding a Question to the Screening Questions Library

Select Screening Question Library from the Tools menu. Note that Person Screening Questions are also

1 .
accessible through the Tools menu.
.
I Zﬂms Dashboard iAdmin (previewdtest) | Help | Log out
4 Job v Company v Performance v | Tools v | Admin ¥ © Person @ Job @ Company
> = Communications Center ==
L Email Import (iResume) —
Open Jobs (Company) CareerBuilder 114 Open Jobs (Me) 0
Open Jobs (Me) Sy 0 Jobs Pending Approval (Me) 0
= User Preferences
Jobs Pending Approval {Company) 3 Jobs on Hold (Me) 0
Graphical Reports
Jobs Pending Approval (Me) New 1] Jobs Closed/Filled This Year... ] E
Average Time-to-Fill (Company) 30 days Cand in HM Review:Submitt... 0
Average Time-to-Fill (Me) Announcements N/A Cand in Offer Requested (Me) 0
Interviews (Company) Manaae Dashboards 3 Cand with Pending Offers (Me) 0
Interviews (Me) Person Screenin Qust\uns N/A All Requisitions (Me) 0
Job Offers (Company) Screening Question Library 5
2 Click the Create Library Question button. (See below for additional descriptions.)
-
Jams  Screening Question Library iAdmin (or est) | Help | Loa out
4Job v Company ¥ Performance v Search v Tools v Admin ¥ ©® Person @ Job @ Company
Pt by category: — Al —
Screening Question Library
Combined number of searchable Person and Library Screening Questions: 20 out of 100 limit.
Page!ll= of 2 p
Category Question Text Type Search Nickname Required Hidden &
Finance Are you a financial Single Select (Drop Finance Yes No r W4
accountant? Down)
Finance 1 have more than 5 Checkbox Finance: Banking Yes No r 4 .
years experience
working with the
banking industry?
Finance Which of the following Single Select (Drop Finance: Experience Yes No - W
do you have the most Down)
experience with (5 or
a Category: Organize your questions by assigning a Category to them. The Filter by Category drop-down
) allows you to shorten your list of questions for easier access.
b 100 Limit: Person and Library Screening Questions can be set to searchable, but are limited to a

combined total of 100. This is to make searching and managing the libraries easier.

The flag icon will allow you to edit DNQ status, Posting, and Ranking. The pencil icon will allow you to
c. edit the Category of the question, the Question Text, Type, and whether the question is Searchable,
Required, or Hidden. (These features are covered in the next step.)
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3 Complete the applicable fields and click Save & Continue. (See below for field descriptions.)
il — = '
{ ) Edit Library Question - Windows Intemet Explorer JESIRE X )
. 2 https:// previewdtest.icims.com/icims2/serviet/icims2?module= AppQuestion8action= editQuestionFields&definitior alﬂ
i Jcims  Screening Uit | Hil - Log.out
[
4 lob v Company v All search criteria used are subject to disparate impact analysis. If disparate impact is shown, the employer = |
must demonstrate that its criteria are job-related and consistent with business necessity for the job in
y— question.
erivenssen—all N | | |l
" Question Text*: How many years of experience do you have working with |
Screening Question Libro| [P opmn Technolos =
4 | egory. ay 1=
f Combined number of seard Searchable: v
i Search Nickname*: Tech: Access Page ! l¥ of 2 P
! Category O A short and simple namae for reporting purposes. s -
| Yo Required: vl
reg
Hidden: .
il sales In 5.
I fol Field Type: Single Select (Drop Down)
ha
| exp Field Type Options
Sales In Drop Down Options: — Use Custom List — L r W4
| O
ha Custom List Options (One per line)*:
exg 0
Technology Do 1-2 2 We
f exg 3-5
Technology Ho ‘ 6-10 - 2/
exp
WO
o Save & Continue
Technology Hofll £110% ~ 2/
ex =)
W OCKING WITH MICTOSOT

Library Question Fields

Question Text Enter the question you want to ask the candidate.

These are pre-set categories that allow you to better organize your question library. Contact

Catego
e the help desk to add, remove, and rename categories.
Check to make this question available when filtering and/or adding as a column in the
Searchable .
Applicant Flow.
This is the short name for your question so that it is easier to identify when searching on it.
Search Nickname Suggestion: To better organize your nicknames, come up with a naming convention for your

organization.

For example: The question above is nicknamed Tech: Access. We used the category name plus the main
E subject of the question in the nickname. A similar question that asks about experience with Excel could be
named Tech: Excel. Using naming conventions is not necessary. It is simply a suggestion.

Check if you want to require the candidate to answer the question. Leave it unchecked if the

Required . .
guestion is optional.
Hidden Questions in your library cannot be deleted, but you can hide them. This will make your
library more manageable.
This is the answer section for your question. Choose the applicable type based on the type of
Field Type guestion you create. If none of the options apply, create your own using the Custom List

option.
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Post to the portal, set weights for each answer, and determine which answer will disqualify the

candidate (if any.) Click Save. (See below for field descriptions.)

Configure Default Job Question Settings

4Job v Company v All search criteria used are subject to disparate impact analysis. If disparate impact is shown, the employer
must demonstrate that its criteria are job-related and consistent with business necessity for the job in
question.

Filter by Category: — All Create Library Question

Question Text: How many years of experience do you have working with
Microsoft Access?
" — Post To Portals: Al = ——
Screening Question Libraf jobs

Combined number of seargd|

Page 1=l of2 b

Answer Do Not Qualify (DNQ) Weight

Category =
Sales Ho! 0 L W
Yo
regll  1-2
Sales In 3-5 -t 4 4
foll
ha 6-10
11 or more
Sales In 5.
foll
Technology
e
Technology 5/
wad 3
H110% ~ ,
Technology - = = J 3 .

Default Job Question Settings

Post to Portals

Select the portal that you want this job posted on. Depending on how you use iCIMS, you may have
more than on job portal.

Do Not Qualify
(DNQ)

This functionality allows you to set rules to screen out candidates that don’t meet the desired
criteria for the job. (This is optional.)

5

For example: The question above asks about Access experience. If you wanted to look only at
the candidates who had experience using Access and set the others aside, you would check the
DNQ box to the right of 0. This doesn’t mean that the candidates with no experience will be
deleted. They are routed accordingly based on how your Admin has set up DNQ rules.

Not all answers are created equal! Weighting or ranking allows you to add a quantitative value to

Weight each answer so that the more desired answer will weigh more heavily than answers that qualify, but
are less desirable. (This is optional.)
For example: A candidate who has 5 or fewer years Access experience is somewhat desirable, but only
half as desirable as a candidate who has between 6 to 10 years of experience. Likewise, a candidate with
‘r over 11 years of experience may be over twice a desirable as the one with 6 years.
i

So, in the example above, we have ranked accordingly: 1 to 5 years = 5 points, 6 to 10 years = 10 points,
and 11 or more years = 25 points.
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When setting Weights, be mindful of the following:
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= |tis best practice to set ranked questions to also be Required. Therefore, a candidate who
accidentally skipped a question isn’t penalized with a zero score.

= Come up a point system that makes sense and follows the same scale. Before you begin adding
weights to each of your questions, determine what it is that you are looking for in a candidate and
how these questions will help you find the right person. (See the example below.)

Example:

You’ve decided that the new sales consultant should:
v" Definitely have cold calling experience. If they have weak cold calling experience, they won’t

qualify at all.

v" Possibly have Sales Farming experience. This is a “nice-to-have,” but not a requirement.

Let’s take a look at how you would weigh each question.

1 Hitps Hpreviedtent IimE comRemO oA im2 fmodiles AppQuiertionRachion= et QuedtionDNGS @

Configure Default Job Question Settings
Ail BEATTN (NS USEO STW BUTIEC [0 CIAPETATE IMPBACT ANAIIIE. if CILPArate FMPAIT i3 SNOWN, the
amployer must demonstrate that its criteria are job-related and consistent with business necessity for
the job in question. i
Question Text: How would you rate your expenence level regarding Cold
Calling?
Post To Portals: A —
jobs
Answer Do Not Qualify (DNQ) Weight
Poor ] 0
Fair 3
Good 7
Excellent 10
[ 4

R10% ~

Cold Calling experience is most important to you, so you:

Check DNQ for anyone with Poor experience-
meaning that they will not be considered for the
position.

Rank Good and Excellent experience high-meaning
that Fair experience is ok (3 points), Good
experience is more than twice as good as Fair
experience (7 point) and Excellent experience is
worth over three times as much as Fair experience.

Configure Default Job Question Settings

All senrch critesis used are subject to disparate impact analysis. If disparate impact is shown, the
amployar must damonstrate that its critena are job-related and consistent with business necessity for
the job in question.

Question Text: Do you have experience with Farming?

Post To Portals: Al = — |
jobs

Answer Do Not Qualify (DNQ) Weight

Yes 5

No o

Sales Farming = Nice to Have

Sales Farming experience is somewhat important to you, so
you:

Leave DNQ unchecked for anyone who answers No-
meaning that a lack of Sales Farming experience
doesn’t disqualify them.

Rank Yes answers so that they are worth 5 points.
This is comparable to the scale you used to rank the
answers in the Cold Calling question.
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Adding a Question from the Screening Questions Library to a Job

Select the Add Questions icon @ from the Screening tab within the Job Profile to either add a question

1
that applies only to this job or to select a question from the Screening Questions Library.
Dashboard Person v Job ¥ Company ¥ Performance ¥ Searchp (ol
Apphcant Flo
@
p ob g Q 0 0 Search Results |
Question Text Type Required Perso.
o you have Single Select (Drop Yes - Select: [ All | Higoa |
xperience with Dov?m) : m
tative Sales? & L] Applicant ¥
c ave Single Select (Drop Yes L o % @ Applicant §
N I"g?ce with Down) a8 Applicant
n which of the Single Select (Drop No E WEOR
ollowing areas do  Down)
ou have the most
ales experience?
The example above shows what the job profile looks like when questions have been added to it.
a. Use the grips * to drag and drop each question in the order you want them to appear in the
portal.
=] b. Use theicons in the last column to modify and/or delete each question. Modifications that you

make here apply to only to this job and do not change the question in the Screening Questions

Library.

to add an existing question from the library.

Select the checkbox for the question(s) that you want to add and click the Add Selected Question(s) button

Add Question(s)
All search criteria used are subject to disparate impact analysis. If disparate impact is shown, the employer must demonstrate that its criteris are job-
ralatad and consistant with business n for the job in quastion.
Screening Question Library
Filter by Category: — Al —
Category Question Text Type Required
Select: [ All | ligos | All on Pags | Nens on Pace )
D:nance_ Are you a financial Single Select (Drop Down) Yes
accountant?
Finance I have more than 5 years Checkbox Yes
experience working with the
banking industry?
Finance Which of the following do Single Select (Drop Down) Yes
you have the most
experience with (5 or more
years)?
General Are you over the age of 187 Single Select (Drop Down) Yaes
General Describe one of the biggest Text Area No
challenges you have faced
in your current position and
how you worked through it.
General How Many Years Experience Single Select (Drop Down) Yes
do you have?
General Sample Question text Single Select (Drop Down) Yes
I Or create a job specific question. o
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The example above shows what the job profile looks like when jobs have been added to it.
a. Use theicons in the last column to modify the weights for each question. Modifications that you
make here apply to only to this job and do not change the question in the Screening Questions
= ] Library.
b. Select the create a job specific question link at the bottom of the page to add a question that
applies only to this job and is not available to through the library.

Viewing Ranking Scores and Results of Screening Questions

You can view candidate responses to questions by going to the candidate’s profile or through the Applicant Flow
tab of each Job Profile.

* Usethe ¥ icon to view individual response.

= Add a new column to show each candidate’s score (sum, average, max, etc.)

= Add a new column to show the results of any question posted to a job through the Screening Questions
Library.

Adding the Question Score Column to Applicant Flow Results

1 Click the magnifying glass + icon from the Applicant Flow tab in the Job Profile.

.
chms Job 2011-1383: Administrative Assistant iAdmin (previewdtest) | Help | Log out

Dashboard Person v Company v Performance v Searchp © Person @ Job @ Company

© = 5] Record 1 of 114 P

Detail =~ Description Screening Posting Approval ] Applicant Flow Notes  Reports
a = I & BN E ™ ﬁ MERO0&8E AL B page 1]
General Information pll Search Results (3 Found)

Job Code: D1OB Person :...
ID: 2011-1383 Select: [ All | lione | All on Page | Hooe on Page ]
External ID: 207 =1 | Applicant Flow Status: Reviewed (1)
Job Folder: Approved i, Brendan Avers @ 'Y (& | 4
Title: Administrative Assistant £ | Applicant Flow Status: Recruiter (1)
EEO Category: Executive/Senior Level Officials and Managers 1. Christopher Sie... &
Hire Type: Replacement ®la Applicant Flow Status: Offer Accepted (1)
# of Openings: 1 (1 remaining) %, Charles Spencer @ "% J
N
Hiring Manager: John Miller, client63@person.icims.com Sh ows t h e tota I score for
e — \ all the ranked questions for
456 Training Street
SunnyDale, California eaCh applica nt
United States
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2 Expand the Column Picker section under Step 2: Select Your Output.
.
ZCImS Job 2011-1383: Administrative Assistant tdmin ipreasuaitests Help Flogont
Dashboard Person v Company v Performance v Searchp © Person @ Job @ Company
© = ] Record 1 of 114 p
S 8 e S ES 4
& Job File:
Job Code: DlOB
D: 2011-1383 @ Job (Other Filters):
External ID: 207 & Person File:
Job Folder: Approved @ Person (Other Filters):
Title: Administrative Assistant
&l Person Screening Responses:
EEO Category: Executive/Senior Level Officials and Managers
Hire Type: Repiacement £ @ Reporting & Advanced Options:
# of Openings: 1 (1 remaining) & Filters for Search Lock:

Frosgnment
Hiring Manager:  John Miller, client63@person.icims.com Output Template:  Score-Template & ||E
Location: /TS Inc. ] Page Size: 20 [=

456 Training Street I @ Column Picker: g I
SunnyDale, California
3 Select Applicant Flow File under Available and double-click Question Score to add it as a column.

.
Zums Job 2011-1383: Administrative Assistant

Person v

Company v

iAdmin (previewd! ) | Help | Loqg out

© 1]

Detail Description Screening Posting

.

| - LY
General Information =

Job Code:
ID:

External ID:
Job Folder:
Title:

DlOB
2011-1383
207

Approved
Administrative Assistant

Approval

Record 1 of 114 p

Applicant Flow ' Notes ' Reports

= Column Picker: §

Available

Applicant Flow File -

A+
Question Score (Avg)
Question Score (Max)
Question Score (Min)

Question Score (Sum)
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Adding Screening Question Column to Applicant Flow Results

1 Click the magnifying glass + icon from the Applicant Flow tab in the Job Profile.

L]
ZCIms Job 2011-1383: Administrative Assistant iAdmin (previewdtest) | Help | Loa out

Dashboard S Company v Performance v Searchp © Person @ Job @ Company

© = I Record 1 of 114 p

Detail ' Description Screening Posting Approval Applicant Flow Notes = Reports =
/BRSE BB G [Flmccooszsas 8 (rgiE
General Information gl Search Results (3 Found)

Job Code: DIOB Person ... Questi... ~

Calacks £ Al | 5 1an o i I L1

Q Screening question columns apply only to Questions available through the library and not for job specific
questions.

2 Expand the Column Picker section under Step 2: Select Your Output.

Detail Description Screening Posting  Approval * Applicant Flow Notes Reports
{ E el N E SN [

3= - = 3 Jsi
S T e iy e e s
General Information o =
& Job File:
Job Code: DJOB
D: 2011-1383 @ Job (Other Filters):

Hiring Manager:  John Miller, chenté3@person.icims.com Output Template: =

Location: VTS Inc. ] Page Size: 20 E

456 Training Street l i+ Column Picker: 2 I

Select Job Screening Responses under Available and double-click any screening question to add it as a
column. Note that the screening questions are listed in alphabetical order based on their Nickname.

! “
Detall ' Description Screening Posting Approval ¥ Applicant Flow Notes Reports = “

§
e LB B s N L ol

" > O
= e T ——
General Information = &
:]' n

Output Template:
Job Code: DiOB —

Page Size: 20 B
ID: 2011-1383
) Column Picker: &
External ID: 207
Job Folder: Approved Available
Job Screening Responses E]
Title: Administrative Assistant - 1
Experience -
EEO Category: Executive/Senior Level Officials and Managers Finance E
E Finance: Banking
Hire Type: Replacement Finance: Experience

# of Openings: 1 (1 remaining) :ZU;:W CDL_’
anager?

_ Hris expenence =

ﬁ If you select a screening question that was not added to this specific job, the column will display but with
no results.
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