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1 Recruiting in SAP SuccessFactors

The detailed procedure for testing the scope item Recruiting in SAP SuccessFactors after solution activation
is described in the following. Each process step is covered in its own section.

This document describes the complete attract-to-hire process in SAP SuccessFactors Recruiting Management.
The audience for this document is the business owner who has SAP SuccessFactors in place and needs to use
it for concrete business requirements.

The aim of a recruiting application in general is to support the hiring manager and recruiter in selecting and
hiring the best candidate that has applied for a particular job published based on the job requisition request of
the hiring manager.

At a high level, the complete attract-to-hire process in SAP SuccessFactors Recruiting is as follows:

* Create evergreen and standard job requisitions based on the requirements for the job,

* Post this requisition in internal and external channels,

* Review and assess candidates who have applied in standard or quick way for the posted job requisition,
* Make ajob offer to the most suitable candidate,

* Convert external candidate to be employee,

* Flag the candidate as “hired” in the system.

Throughout the entire process, the recruiters and external candidates are supported by the key functionalities
of SAP SuccessFactors Recruiting Marketing (which will be referred as “RMK" in this document). Recruiting
Marketing helps recruiters with sourcing and candidate engagement in one platform, providing career site
optimization, multi-channel job posting, social network integration and mobile career site.

Recruiters can also make use of the SAP SuccessFactors Candidate Relationship Management features for
greater versatility in managing candidate relationships.

i Note

The Reimagined Home Page (Latest Home Page) will be pushed to all customer instances that are not
already migrated. For more details, check the Migration to Reimagined Home Pagef post in the SAP
SuccessFactors Community.

All home page activities described in this guide are based on the new Ul experience.

Recruiting in SAP SuccessFactors: Test Script
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2 Prerequisites

This section summarizes all prerequisites to conducting the test in terms of systems, users, and other test data
and business conditions.

2.1 System Access and Roles

The test is conducted in the following system:

System Details

SAP SuccessFactors <Provide details on how to access the system, for example system client or URL>

Use the following standard test users or assign roles to testers, respectively:

Business

Role Business Role Description Business Role ID Log On

Candidate  Users that apply to the job. SFCC Employee  For internal candidate, for testing pur-

on Self poses, proxy as the role using superuser

role
As external candidate, sign in on the ex-
ternal career site.

Recruiter Users with access to recruiting features. SFCC Recruiter For testing purposes, proxy as the role

using superuser role.

Sourcing Users with access to recruiting features and re- SFCC Recruiter For testing purposes, proxy as the role
Recruiter sponsible for sourcing using superuser role.

Recruiting  Users with access to recruiting features and re- SFCC Recruiter For testing purposes, proxy as the role
Adminis- sponsible for recruiting administration. using superuser role.
trator

Recruiting  Users with access to recruiting and recruiting SFCC Recruiting  For testing purposes, proxy as the role
Team Lead admin features Administrator using superuser role.

Hiring Man- Users who create requisitions, interview candi- SFCC Manager For testing purposes, proxy as the role
ager dates, and approve offers. on Team using superuser role.

Recruiting in SAP SuccessFactors: Test Script
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Business

Role Business Role Description Business Role ID Log On
Next Level  Users who are managers of hiring managers. SFCC Manager For testing purposes, proxy as the role
Manager They can review and approve job requisitions, on Team using superuser role.

interview candidates, and approve offers.

2.2 Business Conditions

Before this scope item can be tested, the organizational structure of your company should be created in
your system. You must ensure that the employee-related basic data of the managers, recruiters, and internal
candidates are available in the instance.

2.3 Preliminary Steps

2.3.1 Choose Display Options for Job Requisitions

Purpose

The Recruiter chooses the columns, which are to be shown for the job requisitions on the Job Requisitions
screen. Especially the parent job requisition ID and job requisition type are of importance when it comes to
evergreen job requisitions.

Procedure

Test Pas
Ste Test Step s/
p# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance The Home page is displayed.

as Recruiter.

Recruiting in SAP SuccessFactors: Test Script
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Test

Pas
Ste Test Step s/
p# Name Instruction Expected Result Fail

2. Access Re- The Job Requisitions screen is displayed.

Choose |} Home > Recruiting }from the menu

cruiting in the top left corner. Then choose the Job
module Requisitions tab.
3. Access Dis-  On top of the table, choose Display Options. The Display Options dialog box is dis-
play Options played, where you can select which
columns should be shown in the Job
Requisitions table.
4. Choose In the Filter Info section, flag the Parent Job The selected fields display in the Job
Fields to be  Requisition ID and Job Requisition Type check- Requisitions table.

Displayed boxes. Choose Update Screen.

2.3.2 Mass Upload of Resumes (Optional)

Purpose

The Recruiting Administrator can upload up to 100 resume files. The system automatically parses the resumes
and creates candidate profiles from the information in the resumes.

Procedure

Test Pas
Ste Test Step s/
p# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance The Home page is displayed.

as Recruiting Administrator.

2. Access Re- The Dashboard screen is displayed.

Choose |} Home > Recruiting }from the menuin

cruiting the top left corner.

module

Recruiting in SAP SuccessFactors: Test Script
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Test

Pas

Ste Test Step s/
p# Name Instruction Expected Result Fail
3. Access Mass Choose the Candidates tab and then choose the The Mass Upload Resumes screen is dis-

Upload Re- |} Add Candidate > Mass Upload Resumes 1 hy- played.

sumes perlink.
4. Perform On the Mass Upload Resumes screen, make the The mass uploading result is displayed.

Mass Upload following entries:

® Enter aname in the Batch Name field.

® Inthe If resume parsing cannot determine
country/region, then make a selection from
the drop-down below: list, select a country/re-
gion.

Choose + in the top right of the Resumes section
and choose the resumes to upload from your local
disk.

i Note

While parsing and candidate creation is in
progress, you will see the progress indicator in
the Resumes section. Be patient and do NOT
close the page until all resumes have been
processed.

If successful, you can see the number of
resumes that successfully parsed. You can
choose the View the successfully uploaded
candidates hyperlink to go to the candi-
date search page with the ‘Batch Name’
as search criteria.

i Note

An email notification will be sent auto-
matically to each candidate to inform
that he or she is added to the compa-
ny's candidate database. Username to
access the company’s career site is
provided in the email, as well as the
password reset hyperlink.

If failed, you can see the resumes,
which had problems, displayed in the
Unsuccessful Uploads section.

2.3.3 Bulk Creation of Candidates via .CSV File (Optional)

Purpose

The Recruiting Administrator uploads a .CSV file containing data of up to 1000 candidates in each file. The
system creates automatically candidate profiles from the uploaded information.

Recruiting in SAP SuccessFactors: Test Script
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Procedure

Test
Step Test Step Pass
# Name Instruction Expected Result / Fail
1. Log on Log on to SAP SuccessFactors Company instance as  The Home page is displayed.
Recruiting Administrator.
2. Access Re- Choose |} Home > Recruiting }from the menu in The Dashboard screen is dis-
cruitingmod- e 4o jeft corner. played.
ule
3. Access Bulk Choose the Candidates tab and then choose The Bulk Create Candidates
Create Candi- 4, IP Add Candidate ¥ Bulk Create Candidates from.CSV File screen is displayed.
dates from .CSV File 4 hyperlink
from .CSV File rom. e yperint.
screen
4. Download On the Bulk Create Candidates from .CSV File screen,
Blank Tem- follow the instructions displayed on the left part of the
plate screen.
To prepare the candidate csv file, choose the
Download Blank .CSV Template hyperlink to download
the template firstly. Then fill it with candidate data.
> Upload Once you have prepared the spreadsheet with The candidate csv file is uploaded

Spreadsheet candidates’ information, make on the Bulk Create
Candidates from .CSV File screen the following en-
tries:

®* Enter a name in the Batch Name field.

® Choose the candidate csv file from your local
disk by choosing Browse next to the Select a File
field.

Choose Upload File. In the upcoming .CSV File Upload
Confirmation window, choose OK.

successfully. The candidate crea-

tion is in progress with a back-

ground job.

i Note

An email notification will be

sent automatically to each

candidate to inform that he

or she is added to the com-

pany's candidate database.

Username to access the com-
pany's career site is provided

in the email, as well as the
password reset hyperlink.
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2.3.4 Candidate Relationship Management Talent Pool

2.3.4.1 Create Talent Pool

Purpose

The Recruiter creates a talent pool as group of contacts for a targeted method of candidate sourcing.

Procedure

Test Pas

Ste Test Step s/

p# Name Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiter.

2. Access Re-

Choose |[* Home #* Recruiting 4 from the menu in the top

The Job Requisitions screen

cruitingmod- |t orner. is displayed.
ule
3. Access Talent Choose the Candidates tab and then choose the TALENT The Talent Pools screen is
Pool POOLS tab. displayed.
Recruiting in SAP SuccessFactors: Test Script
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Test

Pas
Ste Test Step s/
p# Name Instruction Expected Result Fail
4. Create Talent  Choose the Create Talent Pool hyperlink. A talent pool has been cre-
Pool ated.

In the upcoming Create New Talent Pool dialog box, make the
following entries:

<Talent Pool Name>, <Description> <Pipeline
Status>, <Default Candidate Status>

i Note

The Talent Pool Name must be unique. If you provide a
talent pool name already in use, SAP SuccessFactors sug-
gests alternatives created by appending your username
and the numbers to the talent pool name you entered.

Choose Save.
Maintain the Visibility of the talent pool as follows:

® If you want the talent pool to be visible only to the user
who created it and to users with whom the talent pool has
been shared, choose Private. Then, choose Shared with O
People or Shared with O Groups to define whom you want
to share this talent pool with.

¢ If you want the talent pool to be visible to all users who
have the Talent Pool permission, choose Public.

Choose Save again.

2.3.4.2 Add Candidates to Talent Pool

Purpose

The Recruiter adds appropriate candidates to talent pools. There are two ways of adding candidates to talent
pools:

1) through candidate search; and

2) through candidate profile.

i Note

In case no external candidates exist in your tenant yet, you can execute this preliminary step by searching
only for internal candidates (employees of your company) and add them to your talent pools. In real
business world, this step can be performed at any time for both internal and external candidates.

Recruiting in SAP SuccessFactors: Test Script
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Procedure

Option 1: Add candidate to talent pool through candidate search:

Test

Step Test Step

# Name Instruction Expected Result

1. Log on Log on to SAP SuccessFactors Company instance as Recruiter. The Home page is displayed.

2. Access Can- Choose |’ Home > Recruiting > Candidates ] from the menuin The Candidates > KEYWORD
didate the top left corner. AND ITEM SEARCH screenis
Search displayed.

3. Search Can-
didate

You can search the internal candidates by name, by keyword and
item, by tag.

i Note

For the detailed procedures, refer to process step Search and
Assign Candidates from Talent Pool [page 67], test step #4a,
#4b or #4c.

You can also search the external candidates by batch name in case
you performed preliminary step Mass Upload of Resumes or Bulk
Creation of Candidates via .CSV File.

i Note

For the detailed procedures, refer to section Assign Candidates
from Mass Uploaded Resumes and/or Bulk Created Candi-
dates (Optional) [page 70], test step #4.

The search result list is dis-
played.

4. Add Candi-

Flag the checkbox in front of the Candidate ID for those candi-

The candidate(s) has (have)

date to Tal-  date(s) you want to add to the talent pool, then choose Actions been successfully added to
ent Pool and choose the Add to Talent Pool hyperlink. your talent pool. A success
message is displayed on the
In the upcoming Add to Talent Pool dialog box, choose the Talent & pay
screen.
Pool Name, then select a Place in Status value from the dropdown
list i Note
i Note In the Success dialog box,
) choose OK.
If you do not select a status, the selected members will be
placed in the default status you have chosen for the talent pool.
Choose Submit.
Recruiting in SAP SuccessFactors: Test Script
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Option 2: Add candidate to talent pool through candidate profile:

Test

Pass

Step Test Step /

# Name Instruction Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.

Recruiter.

2. AccessCan-  cpoose|p Home » Recruiting ¥ Candidates 3from  1he Candidates > KEYWORD AND
didate the menu in the top left corner. ITEM SEARCH screen is displayed.
Search

3. Search Can- |, the Add: row, choose [P Activity ¥ Created profile 3. |f candidates who meet the en-
didate In the and created a profile dropdown list, choose a tered criteria are found, a Search

date range, for example in the past three months. Then Results dialog box is displayed, to

choose Search. show the number of candidates
that match your search criteria.

In the Search Results dialog box, choose Accept. The search result list is displayed.

4. Access Can-  Select the candidate’'s name whom you want to add to The Candidate Profile screen is dis-
didate Profile the talent pool. played.

5. Add Candi- Go to the Talent Pools portlet of the candidate profile. The candidate has been success-
date to Tal- Choose + Add. fully added to your talent pool. A

t Pool is displayed
ent oo In the upcoming Add to Talent Pool dialog box, choose ::ccess message IS displayed on

the Talent Pool Name, then select a Place in Status value e screen.

from the dropdown list. i Note
i Note In the Success dialog box,

choose OK.

If you do not select a status, the selected members
will be placed in the default status you have chosen
for the talent pool.

Choose Submit.

i Note

After the candidate has been added to the talent pool with a specific status, the recruiter can change the
candidate’s status from time to time according to the latest situation of the candidate. For example, if the
recruiter has contacted the candidate and gets to know that the candidate is not interested at the moment
to find a new job, then the recruiter can move the candidate to status Not Actively Seeking. To do so, go

to |l Recruiting » Candidates » TALENT POOLS 7 and choose the <Talent Pool Name > to open the
candidate list that is assigned to this talent pool. Flag the checkbox in front of the Candidate ID for whom

you want to change the status, choose | Actions » Change Status 3, select another status from the Place
in Status dropdown list, and choose Submit. Pay attention, you can only change the status for candidates

who are in the pool that you created.

Recruiting in SAP SuccessFactors: Test Script
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2.3.5 Candidate Relationship Management Email Campaign

2.3.5.1 Create Email Campaign

Purpose

The Recruiter creates an email campaign to communicate, via email, with a large selection of candidates.

Procedure
Test Pas
Ste Test Step s/
p# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as Recruiter.  The Home page is dis-
played.

2. AccessEmail  cpoose |p Home ¥ Recruiting ¥ Marketing 3 from the menuin 1 he Marketing > EMAIL

Campaign CAMPAIGNS screen is dis-

the top left corner.
played.

Recruiting in SAP SuccessFactors: Test Script
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Test
Ste Test Step
p# Name

Instruction Expected Result

Pas

s/
Fail

3. Create Email
Campaign

Choose the New Email Campaign hyperlink. The email campaign has

been created.
On the upcoming Create Email Campaign screen, make

the following entries in the Create Email Campaign sec-
tion: <Email Campaign Name>, <Locale>, <Brand>,
<Email Campaign Code>, <Campaign Description>

i Note

The Email Campaign Code is generated automatically from
the campaign name to be used as part of the URL. The email
campaign code must be URL-compliant, containing only let-
ters, numbers, underscores, and dashes. If you enter a cam-
paign code containing a space, the system automatically will
replace the space with an underscore to create a valid cam-
paign code.

In the Email Details section, enter the From Display Name that
will show as the email sender. Enter the Email Subject Line that
you want to show as the email subject. Select the Email Layout
(defined in Career Site Builder) and enter the body of the email in
the Content (Email Body) box.

i Note

To preview an email layout, select an email layout from
the Email Layout dropdown menu, and choose the Preview
Layout link.

i Note

To add a link to the email body, choose the Insert/Edit Link
icon in the menu above the Content field. To remove a link
from the email body, select the linked word or phrase, and
choose the Remove Link icon from the Insert/Edit Link dialog
box, and choose OK.

Choose Save.

Recruiting in SAP SuccessFactors: Test Script
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2.3.5.2 Add Candidates to Email Campaign

Purpose

The Recruiter adds appropriate candidates to email campaigns. There are two ways of adding candidates to
email campaigns:

1) through candidate search; and

2) through candidate profile.

i Note

In case no external candidates exist in your tenant yet, you can execute this preliminary step by searching
only for internal candidates (employee of your company) and add them to your email campaigns. In real
business world, this step can be performed at any time for both internal and external candidates.

Prerequisites

The candidates have not explicitly denied their participation at an email campaign.

The email campaign is in draft status.

Procedure

Option 1: Add candidate to email campaign through candidate search:

Test

Pas
Ste s/
p# Test Step Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.

Recruiter.

2. Access Candidate e b Home » Recruiting ¥ Candidates 3fromthe The Candidates > KEYWORD
Search AND ITEM SEARCH screen is

displayed.

menu in the top left corner.

Recruiting in SAP SuccessFactors: Test Script
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Test

Pas
Ste s/
p# Test Step Name Instruction Expected Result Fail
3. Search Candidate You can search the internal candidates by name, by key- The search result list is dis-
word and item, or by tag. For the detailed procedures, played.
refer to process step Search and Assign Candidates from
Talent Pool [page 67], test step #4a, #4b or #4c.
You can also search the external candidates by batch
name in case you performed preliminary step Mass Up-
load of Resumes or Bulk Creation of Candidates via .CSV
File. For the detailed procedures, refer to process step
Assign Candidates from Mass Uploaded Resumes and/or
Bulk Created Candidates (Optional) [page 70], test step
#4.
4. Add Candidate to  Flag the checkbox in front of the Candidate ID for those The candidate(s) has (have)
Email Campaign candidate(s) you want to add to the email campaign, then been successfully added to
choose Actions and choose the Add to Email Campaign your email campaign. A suc-
hyperlink. cess message is displayed.
In the upcoming Add to Email Campaign dialog box, select i Note
the email campaign from the Email Campaign dropdown
list. Then, choose Submit. Inthe Success dialog
box, choose OK.
Option 2: Add candidate to email campaign through candidate profile:
Test Pass
Step /
# Test Step Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as  The Home page is displayed.
Recruiter.
2. Access Candidate Choose |} Home > Recruiting > Candidates }from The Candidates > KEYWORD
Search the menu in the top left corner. AND ITEM SEARCH screen is
displayed.
3. Search Candidate |, the Add row, choose |’ Activity > Created If candidates who meet the
file 3. Inth 4 ted file drood st entered criteria are found, a
rofile . In the and created a profile dropdown list, ) L
P P ) P Search Results dialog box is dis-
choose a date range, for example in the past three
played, to show the number
months. Then choose Search. )
of candidates that match your
search criteria.
In the Search Results dialog box, choose Accept. The search result list is dis-
played.
Recruiting in SAP SuccessFactors: Test Script
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Test

Pass
Step /
# Test Step Name Instruction Expected Result Fail
4. Access Candidate Select the candidate’'s name whom you want to add to  The Candidate Profile screen is
Profile the email campaign. displayed.

5. Add Candidate to  Go to the Email Campaigns portlet of the candidate
Email Campaign profile. Choose + Add.

In the upcoming Add to Email Campaign dialog box,
select the email campaign from the Email Campaign
dropdown list, then choose Submit.

The candidate has been suc-
cessfully added to your email
campaign. A success message
is displayed.

i Note

In the Success dialog box,
choose OK.

2.3.5.3 Add Talent Pool to Email Campaign

Purpose

The Recruiter adds a talent pool to an email campaign such that the email campaign can be sent to all member

of that talent pool.

Procedure

Test
Ste
p# Test Step Name Instruction

Pas

s/
Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instanceas  The Home page is displayed.
Recruiter.
2. Access Recruiting 15050 |} Home > Recruiting }from the menuinthe 1heJob Requisitions screen is

module top left corner. displayed.
3. Access Talent Choose the Candidates tab and then choose the The Talent Pools screen is dis-
Pool TALENT POOLS tab. played.
Recruiting in SAP SuccessFactors: Test Script
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Test

Pas
Ste s/
p# Test Step Name Instruction Expected Result Fail
4. Add Talent Pool to Select one or more talent pool(s) from the list by flag- The talent pool(s) has/have
Email Campaign  ging the checkbox in front of the name, choose the been added to a specific email

Actions icon and select Add to Email Campaign. In the campaign.

upcoming Add to Email Campaign dialog box, enter in

the Email Campaign Name field the name of the email

campaign you have created in preliminary step Create

Email Campaign, then choose Submit.

i Note

A talent pool can be deleted from an email campaign as long as the email campaign has not been sent out.

i Note

The email campaign is now ready to be sent out to the recipients. For details refer to section More
Information > Email Campaigns within this document.

2.4 Activate SAP SuccessFactors Mobile Application

In this Best Practices solution, mobile feature is enabled for Recruiting. Before mobile related process steps
can be executed, you need to install and activate your SAP SuccessFactors Mobile application on your mobile
device firstly. There are four ways to activate the SAP SuccessFactors Mobile Application on mobile devices,
and this document only describes the QR Code Activation. For other ways and more deployment information
on how to set up Mobile application, refer to the SAP SuccessFactors Mobile Deployment Guide located on
SAP Help Portal.

To activate your SAP SuccessFactors Mobile application using the QR code:

Download and install the SAP SuccessFactors Mobile App in your mobile device (from App Store).
The user (who needs to execute the mobiles processes) logs in to the SAP SuccessFactors website.
Select the dropdown menu and select Options.

On the Options screen, select Mobile.

Select Activate via Camera option.

The camera is activated, and you have 30 seconds to scan the displayed QR Code.

Open the SAP SuccessFactors Mobile App on your mobile device.

Tap the Add Profile box and tap Scan QR Code, scan the QR Code displayed in your SAP SuccessFactors
website.

0O N O O~ W

9. Ifthe QR Code expires, select Get New Code to generate a new QR Code.

10. Once the QR Code is validated, the User License screen appears on your Mobile Device. Read the End User
License Agreement (EULA) and make the appropriate selections on the mobile device to accept the User
License Agreement.

Recruiting in SAP SuccessFactors: Test Script
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11. The SAP SuccessFactors mobile application is now activated. The corresponding user profile is added.

i Note

For testing purpose, you can use one mobile device for different business roles involved in the Recruiting

process. To realize this, repeat the steps listed above using different users, you can then get all user profiles
prepared in your SAP SuccessFactors Mobile App.

In this package, following users should be prepared before you perform the process steps:
* Next Level Manager
* Recruiter

* Hiring Manager

Recruiting in SAP SuccessFactors: Test Script
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3 Overview Table

The scope item Recruiting Management in SAP SuccessFactors consists of several process steps provided in

the table below.

Business

Process Step Role Transaction

Expected Results

Create Job Requisition (Sub-Process) [page 29]

Create Job Requisition [page  HiringMan- ~ Company In- A new standard job requisition has been created and sent
29] ager stance URL for follow-up processes.
Approve Job Requisition [page Next Level Company In-  The standard job requisition has been approved by the Next
32] Manager stance URL/  Level Manager.

Mobile App
Assign Recruiter to Job Requi- Recruiting Company In-  The corresponding recruiter has been assigned to the job
sition [page 35] Team Lead stance URL requisition.
Analyze Candidate Pipeline Recruiter Company In-  The Recruiter has checked if suitable candidates for the
and Talent Pools [page 37] stance URL job requisition would be available in the company’s talent

pools.

Review Job Descriptions Recruiter Company In-  The Recruiter has updated the job description as per the
[page 38] stance URL review they had with the Hiring Manager.
Define Pre-Screening Ques- Recruiter Company In-  The Recruiter has maintained the pre-screening questions
tions [page 40] stance URL as per the discussion with the Hiring Manager.
Adapt and Approve Job Requi- Recruiter Company In-  The job requisition has been reviewed and updated and is
sition [page 42] stance URL ready for posting.
Link as Child to Evergreen Job  Recruiter Company In- A child job requisition has been added to an Evergreen Job
Requisition (Optional) [page stance URL Requisition from the User Interface.

45]

Create Evergreen Job Requisition (Sub-Process) [page 47]

Create Pipeline Job Requisi- Recruiter Company In- A new pipeline job requisition has been created and sent for
tion [page 47] stance URL  follow-up processes.

Add Child Job Requisition Recruiter Company In- A child job requisition has been added to the Evergreen Job
to Evergreen Job Requisition stance URL Requisition from the User Interface.

(Optional) [page 51]

Advertise Job Requisition (Sub-Process) [page 53]

Review Advertising Strategy Recruiter / Outside soft-
(Process Step Outside Soft- Hiring Man-  ware
ware) [page 54] ager

The Recruiter and the Hiring Manager have aligned on the
recruiting approach and decided on which channels the job
requisition should be posted.
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Business

Process Step Role Transaction  Expected Results

Post Job Internally [page 54]  Recruiter Company In-  The job requisition has been posted on the company's in-
stance URL  tranet.

Post Job on External Career Recruiter Company In-  The job requisition has been posted on the company'’s ex-

Site [page 55] stance URL  ternal career site.

Post Job to External Job Recruiter Company In-  The job requisition has been posted to external job boards.

Boards [page 56] stance URL

Post Job to Job Boards (Op- Recruiter Company In-  The job requisition has been posted to job boards.

tional) [page 58] stance URL

Post Job Private Internal Recruiter Company In-  The URL link has been sent to internal candidates for apply-

[page 59] stance URL ing to the job.

Post Job Private External Recruiter Company In-  The URL link has been sent to external candidates for ap-

[page 60] stance URL  plying to the job.

Post Job to Agency [page 61]  Recruiter Company In-  The job requisition has been posted on recruiting agency
stance URL portals.

Perform Talent Search (Sub-Process) [page 62]

Review Job Requisition Type Recruiter Company In-  The type of job requisition has been checked, based on

[page 63] stance URL which different steps of assigning candidates to the job
requisition will be performed.

Assign Candidates from Re- Recruiter Company In-  Candidates, who applied to an evergreen job requisition and

lated Evergreen Job Requisi- stance URL might fit to the child of the evergreen job requisition, have

tion [page 64] been assigned to that child requisition.

Assign Candidates from Talent Recruiter Company In-  Candidates from the company's talent pool have been as-

Pool [page 66] stance URL signed to the job requisition.

Search and Assign Candidates Sourcing Re- Company In-  Searches in cover letters and resumes, using tags and other

from Talent Pool [page 67] cruiter stance URL key fields, have revealed potential candidates, who have
then been assigned to the job requisition.

Assign Candidates from Mass ~ Sourcing Re-  Company In-  Searches among the candidates, who have been entered

Uploaded Resumes and/or cruiter stance URL into the system via mass uploaded resumes or uploaded

Bulk Created Candidates (Op-
tional) [page 70]

via a csv file, have revealed potential candidates, who have
then been assigned to the job requisition.

Run Candidate DB Search in RMK and Search Through Other Channels (Optional Sub-Process) [page 72]

Search Candidate in Recruit-  Sourcing Re- Company In-  Potential candidates, who might fit to the job requisition,
ing Dashboard [page 72] cruiter stance URL  have been searched via the RMK dashboard.

Search Candidate Through Sourcing Re-  Outside soft-  Potential candidates, who might fit to the job requisition,
Other Channels (Process step  cruiter ware have been searched through other channels.

Outside Software) [page 73]

Add Suitable Candidate to Job Sourcing Re- Company In-  The potential candidates, who have been found during
Requisition [page 74] cruiter stance URL search, have been assigned to the job requisition.

Candidate Experience (Sub-Processes Bundle) [page 75]
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Process Step

Business
Role

Transaction

Expected Results

Internal Candidate Experience (Sub-Process) [page 76]

Access Career Opportunities  Employee (In- Company In-  The Employee has reviewed the job posting details in the
Site and Review Job Postings  ternal Candi- stance URL internal career site.
[page 76] date)
Complete Candidate Profile Employee (In- Company In-  The Employee has finalized the maintenance of their candi-
and Submit Application [page ternal Candi- stance URL date profile and has applied for a job.
771 date)
Start Automated Screening of Automatically - An automated screening of the internal candidate's applica-
Application [page 81] by System tion has been executed. Based on the outcome, the internal
candidate is progressed in the recruiting process or is auto-
matically disqualified.
Create Job Alert (Optional) Employee (In- Company In-  The Employee has set up the saved searches as job alerts
[page 81] ternal Candi- stance URL  to getinformed whenever new jobs are posted that match
date) their interests.
Manage Job Applications (Op- Employee (In- Company In-  The status of job applications has been viewed and submit-
tional) [page 82] ternal Candi- stance URL ted job applications have been adapted as necessary.
date)
Refer Job to Friend (Optional) Employee (In- Company In-  The Employee has referred his or her friend to the specific
[page 84] ternal Candi- stance URL job requisition.
date)
Add Referral (Optional) [page Employee (In- Company In-  The Employee has referred his or her friend to the generic
86] ternal Candi- stance URL  talent pool.
date)

External Candidate Experience (Sub-Process) [page 88]

Access External Career Site,
Review Job Postings, and
Choose Apply [page 88]

External Can-
didate

External Ca-
reer Site URL

The External Candidate has reviewed the job posting details
on the external career site and has decided to apply for the
job of interest.

Depending, if the external candidate has a user account on
the external career site or not, and if the job requisition is
enabled for quick apply or not, different subsequent proc-
ess steps will be executed.

Create Account and Agree to
Data Privacy [page 90]

External Can-
didate

External Ca-
reer Site URL

In case the job requisition is not enabled for quick apply,
the External Candidate, who applies for the first time to a
job in the company, has created an account on the external
career site and agreed to the data privacy statement.
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Process Step

Business
Role

Transaction

Expected Results

Complete Candidate Profile
and Submit Application [page
92]

External Can-
didate

External Ca-
reer Site URL

The External Candidate, who applies for the first time to
ajob in the company, has completed the candidate profile
maintenance and submitted the application.

Complete Reduced Candidate External Can- External Ca- In case the job requisition is enabled for quick apply, the

Profile and Submit Application didate reer Site URL  External Candidate, who applies for the first time to a job

[page 95] in the company, has completed a reduced candidate profile
and submitted the application.

Sign In, Update Candidate External Can- External Ca-  The External Candidate, who already has a user account on

Profile, and Submit Applica- didate reer Site URL the external career site, has submitted the application for

tion [page 97] the job.

Start Automated Screening of ~ Automatically - An automated screening of the external candidate's appli-

Application [page 100] by System cation has been executed. Based on the outcome, the ex-
ternal candidate is progressed in the recruiting process or
is automatically disqualified.

Create Job Alert (Optional) External Can- External Ca- The External Candidate has set up the saved searches as

[page 100] didate reer Site URL job alerts to get informed whenever new jobs are posted
that match their interests.

L\lllanalge Job /?gzlications (©p- External Can- External Ca-  The status of job applications has been viewed and submit-

lonal) [page ] didate reer Site ted job applications have been adapted as necessary.

Select Candidate (Sub-Processes Bundle) [page 103]

Perform Pre-Screening (Sub-Process) [page 104]

Perform Pre-Screening [page  Recruiter Company In-  The Recruiter has pre-screened candidates that have ap-

104] stance URL plied to job requisitions.

Set Candidate Status to "Pre-  Recruiter Company In-  The Recruiter has moved the qualified candidate to status

Screen" [page 107] stance URL PreScreen.

Review Candidates (Sub-Process) [page 108]

Review Candidate [page 108]  Recruiter Company In-  The Recruiter has reviewed the detailed application of can-
stance URL didates who have passed the pre-screening.

Set Candidate Status to "Hir-  Recruiter Company In-  The Recruiter has moved the candidate to status Hiring

ing Manager Review" [page stance URL Manager Review.

111]

Perform Phone Screening with Recruiter Outside soft-  The Recruiter has contacted a candidate to clarify if the

Candidate (Process Step Out- ware candidate would be suitable for the posted job.

side Software) [page 113]

Confirm Candidate Shortlist (Sub-Process) [page 113]

Review Candidate [page 114]

Hiring Man-
ager

Company In-
stance URL

The Hiring Manager has decided who can be added to the
Candidate Shortlist for interview.
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Business

Process Step Role Transaction  Expected Results

Set Candidate Status to "Pro-  HiringMan- ~ Company In-  The Hiring Manager has moved the candidate to status
ceed" [page 116] ager stance URL Manager Review — Proceed

Set Candidate Status to Recruiter Company In-  The Recruiter has moved the candidate to status Schedule
"Schedule Interview" [page stance URL Interview.

117]

Interview Candidates (Sub-Process) [page 118]

Organize Interview and Pub- Recruiting Company In-  The Recruiting Administrator has organized interviews, se-

lish Available Time Slots [page
119]

Administrator stance URL

lected interview type, location, and interviewers, and then
published available time slots to candidates.

Confirm Interview Time Slot (External/ Company In-  The Candidate received the interview invitation and has
[page 122] Internal) Can- stance URL chosen the proper time slot to confirm his or her availability
didate for an interview.
Receive Interview Invitation Hiring Man-  Outside soft- The Hiring Manager has received and accepted the inter-
Meeting Request and Confirm ager ware view invitation meeting request.
Interview Time Slot (Process
Step Outside Software) [page
124]
Send Interview Reminder Automatically - An email notification and possibly a SMS has been sent
[page 125] by System out to the candidate, reminding about the interview taking
place shortly.
Receive Interview Reminder (External/ Outside soft- The Candidate has received the email and SMS reminder
via Email and SMS (Process Internal) Can- ware for the upcoming interview.
Step Outside Software) [page didate
126]
Conduct Interview (Process Hiring Man-  Outside soft- The job interview has taken place on the specified date and
Step Outside Software) [page ager / ware time.
126] Recruiter /
Candidate
Conduct Interview Evalua- Hiring Man- ~ Company In-  The candidate has been assessed by the interviewer.
tions, Ratings and Notes ager stance URL/
[page 127] Mobile App
Decide on Candidate Prioriti-  Hiring Man- ~ Company In-  The Hiring Manager has communicated his or her decision
zation [page 130] ager stance URL about whether to make a job offer to the candidate.
Receive Final Feedback via Recruiter outside soft-  The Recruiter has received the final feedback from the hir-

Email (Process Step Outside
Software) [page 131]

ware

ing manager.
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Business

Process Step Role Transaction  Expected Results
Initiatz sr;—(f)ﬁer Bacckh- » Recruiting Company In-  The Recruiting Administrator has moved the external candi-
E:t)::rnnal C:HZ:ZZE: ( Opeticon;)lr) Administrator stance URL date to status Pre-Offer Background Check.
[page 132]
Perform Pre-Offer Back- Recruiting Outside soft-  The Recruiting Administrator has performed a back-
ground / Reference Check of  Administrator ware ground/reference check of the external candidate before
External Candidate (Process sending the offer to them.
Step Outside Software) [page
134]
Set Candidate Status to "Pre-  Recruiter Company In-  The Recruiter has moved the candidate to status Prepare
pare Offer" [page 135] stance URL Offer.
Reject Candidate (Sub-Process) [page 136]
Check Candidate Suitability Recruiter Company In-  The Recruiter has checked for possibilities in proceeding
for Other Job Requisition stance URL with candidates who have been rejected for the posted job.
[page 137]
Assign Candidate to Other Job Recruiter Company In-  The Recruiter has assigned the candidates to other job
Requisition [page 139] stance URL requisition.
Add Candidate to Talent Recruiter Company In-  The Recruiter has added the candidates to the company's
Pool(s) [page 139] stance URL  talent pool(s).
Set Candidate Status to "De-  Recruiter Company In-  The Recruiter has moved the candidate to status Declined.
clined" [page 141] stance URL
Prepare Offer (Sub-Process) [page 142]
Prepare Offer Details and Trig- Recruiter Company In- A job offer has been created for the suitable candidate and
ger Offer Approval [page 142] stance URL sent to the hiring manager for approval.
Approve Offer [page 144] Hiring Man-  Company In-  The job offer has been approved by the Hiring Manager and
ager stance URL/  has been sent to the next level manager for approval.
Mobile Device
Approve Offer (Approved by Next Level Company In-  The job offer has been approved by the Next Level Manager.
Hiring Manager) [page 147] Manager stance URL/
Mobile Device
Discuss Verbal Offer with Can- Recruiter outside soft-  The recruiter has discussed the verbal offer content with

didate (Process Step Outside
Software) [page 150]

ware

the candidate.

Close Recruiting Process (Sub-Process) [page 151]

Prepare and Send Online Of- Recruiting Company In-

fer Letter to Candidate [page  Administrator stance URL

151]

The online offer letter has been created and sent to the
candidate.
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Business

Process Step Role Transaction  Expected Results
Accept Online Offer [page (External/ Company In-  The Candidate has accepted the offer from the company.
153] Internal) Can- stance URL
didate
Set Candidate Status to "Offer Recruiter Company In-  The Recruiter has moved the candidate to status Offer
Accepted" [page 154] stance URL Accepted.
Initiate Post-Offer Back- Recruiting Company In-  The Recruiting Administrator has moved the external candi-
ground / Reference Check for ~ Administrator stance URL date, who has accepted the offer and for whom no pre-offer
External Candidate (Optional) background/reference check has been performed, to sta-
[page 156] tus Post-Offer Background Check.
Perform Post-Offer Back- Recruiting Outside soft-  The Recruiting Administrator has performed a back-
ground / Reference Check of ~ Administrator ware ground / reference check of the external candidate. Based
External Candidate (Process on the check outcome, the Recruiter will proceed different.
Step Outside Software) [page
157]
Rescind Offer and Inform Can- Recruiter Company In-  The candidate has not passed the background check and
didate and Manager [page stance URL has been moved to status Declined.
158]
Set Candidate Status to Recruiter Company In-  The candidate has passed the background check success-
“Ready to Hire" [page 161] stance URL  fully and has been moved to status Ready to Hire.
Check Suitability of Other Recruiter Company In-  The suitability for other job requisitions of the candidates,
Candidates [page 162] stance URL who have applied to the job requisition and have been re-
jected, has been checked.
Hire Candidate and Close Job Requisition
Maintain Candidate Data in HR Adminis-  Outside soft-  The HR Administrator has transferred the data of the ex-
HCM Core Component (Proc-  trator ware ternal candidate to the company’'s HCM Core Component
ess Step Outside Software) or has adapted the data of the internal candidate in the
[page 165] company's HCM Core Component.
1R§gﬂove Job Postings [page Recruiter Company In-  The Recruiter has removed the job posting once the job has
] stance URL been filled and no more posting is needed.
Close Job Requisition [page Recruiter Company In-  The job requisition has been closed.
167] stance URL
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4 Test Procedures

This section describes the test procedures for each process step that belongs to this scope item.

The trigger for the recruiting process is the approval of a new resource request. This new position needs to be
staffed as soon as possible.

The process as described is clustered into several sub-processes:

* Ajobrequisitionis created. After all the necessary steps required to finalize and approve the job requisition
are completed, it is posted across various channels.

¢ Oncethejobis posted, existing talent pools within the company will be used to search for appropriate
candidates. The candidates, who fit best to the job requirement, are assigned to the job requisition, and will
be invited to apply.

i Note
This is detailed in the Perform Talent Search sub-process.

* Persons from inside and outside the company check the job postings and apply to jobs they are interested
in.

i Note
This is detailed in the Candidate Experience (Sub-Processes Bundle).

* Among all the applications received, the hiring manager, recruiter, and recruiting administrator select the
most appropriate candidate.

i Note
This is detailed in the Select Candidate (Sub-Processes Bundle).

* Once the candidate accepts the offer from the company, the data of the candidate is transferred/
maintained in the HCM core component as defined in your instance.

i Note

An external candidate will be hired into the system, while for an internal candidate, the existing record
in the HCM core component will be adapted.

* Once all openings have been filled with successful candidates, the posting of the job in the various
channels is removed and the requisition is closed.

i Note

For ease of consumption of the documentation within this test script, it is recommended to check in
parallel the process flow sketched in the appropriate process diagram.

Recruiting in SAP SuccessFactors: Test Script
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4.1 Create Job Requisition (Sub-Process)

Purpose

Once a new resource request has been approved, and clear job description are in place, the process of
executing on the company'’s actual staffing needs can start. First step would be the creation of an appropriate
job requisition.

This sub-process refers to the creation of a job requisition and all the necessary steps required to update and
approve the final agreed requisition.

4.1.1 Create Job Requisition

Purpose

The Hiring Manager creates a new job requisition using the Recruiting module. He or she creates the new job
requisition from a blank template, maintains at least the required fields, and forwards the form to the next level
manager for approval.

The job requisition XML template provided within the SAP Best Practices solution has Quick Apply configured
with all the necessary read or write permissions for the operators, such as the Hiring Manager. The Hiring
Manager can mark the job requisition for quick apply. Quick Apply allows candidates to complete a job
application in the fewest clicks possible, without having to fill out a complete profile, by displaying one-page
view for the account creation and application fields.

A Caution

Quick Apply is not supported for Internal Career Sites.

i Note

If the new job requisition has similar attributes as an existing one, you can create it by copying the existing
job requisition and adjusting some of the attributes.
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Procedure

Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as Hiring The Home page is dis-
Manager. played.
2. AccessRe-  choose |b Home # Recruiting 3 from the menuin the top left 1 "€ Job Requisitions
cruiting corner. screen is displayed.
module
3. Create New  Select the Create New link and on the upcoming Create New You are progressed
Job Requisi- Job Requisition screen, choose the Standard Job Requisition to the <Job Title>
tion link. Then choose the Create New Job Requisition From Blank screen.
Template link from Options.
Make following entries:
<Job Title> <Due Date> (using calendar help),
<Hiring Manager> (for example <your name>),
<Recruiting Team Lead>and<Recruiter>.
i Note
The <Recruiting Team Lead>is defaulted if you
define the default primary user in |} Admin Center
» Recruiting Team Settings 4 keep as is or enter a different
recruiter using the Find User link.
Choose Next.
Recruiting in SAP SuccessFactors: Test Script
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
4. Maintain Job On the <Job Title> screen, enter data in the following mandatory The <Job Title>

Requisition  fields describing the job requisition in more detail: screen is dis-

Fields played containing a

<Job Code> (use Update and select from the dropdown the
appropriate Job Family. Pay attention that when using JDM2.0,

Comment area.
you need to have Manage Job Profile Builder permissions),

<Job Start Date> <Internal Job Title>
<External Job Title> <Job Function>

<Level of Experience> <Required Travel>,
<Location>, <Position Country/Region>, <Number
of Opening> <Legal Entity> <Business

Unit> <Division>, <Department>, <Cost Center>,
<Currency>, <Job Grade> <Hiring Manager>
<Recruiter> <Recruiting Team Lead>

i Note

For some of the fields, such as External Job Title, you can
choose to keep it same as internal value or enter a different
value.

Save your entries by choosing the Save icon in the upper right
side of the screen. Choose the View Job Profile button and main-
tainthe Internal Job Descriptionand External
Job Description by choosing Update or Same as Internal
(for External Job Description). Then choose Save.

i Note

If you do not use JDM 2.0, you can maintain the

Internal Job DescriptionandExternal Job
Description fields directly on the Job Requisition Detail
tab by choosing Update or Same as Internal (for External Job
Description).

Optionally, you can turn on the toggle button for field Quick
Apply.

i Note

Quick Apply allows external candidates to complete an appli-
cation without needing to fill out a full profile thus saving
time and effort.

Choose Send to Hiring Manager's Manager .
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Test
Step Test Step
# Name

Instruction

Expected Result

Pass /
Fail

5. Send Job
Requisition
to Next Pro-
cessor

On the <Job Title> screen, maintain a comment in the
Email Notification Comments area, and choose Send to Hiring
Manager's Manager .

The standard job
requisition has been
created and main-
tained by the hiring
manager. The job
requisition has been
sent to the Manager

of the Hiring Manager

(Next Level Manager)

for approval.

The Next Level Man-

ager will receive

an email notification
about the new job
requisition to be ap-
proved.

4.1.2 Approve Job Requisition

Purpose

The Next Level Manager processes the job requisition routed from the Hiring Manager. He or she can approve it
or send it back to the hiring manager for changes.

If the SAP SuccessFactors Mobile application has been activated on the Next Level Manager's mobile device as
described in section 2 Prerequisites, in addition to the requisition received on the company instance website,
the Next Level Manager will receive it also on the mobile device. The job requisition can be approved either on

the company instance website [page 33] or on the mobile device [page 34].

These options are detailed below.
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41.2.1

Purpose

Approve Job Requisition on Company Website

The Next Level Manager processes on the company website the job requisition routed from the Hiring Manager.
He or she can approve the request or send it back to the hiring manager for changes.

i Note

In this document, we consider the straightforward case, when the next level manager approves the job
requisition on the company website.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as  The Home page is displayed.
Next Level Manager.
2. Open On the Home page, in the Approvals section, choose The <Job Title> form is displayed.
Newly the Job Requisition / <Job Title> card.
Created
Job i Note
Requisi- In case there are several job requisitions waiting
tion for approval, the View All link will be displayed in
the Job Requisition card. Choose that link; in the
upcoming dialog box, choose the appropriate Job
Requisition card.
i Note
Alternatively, you can access the job requisition
form from |* Home » Recruiting 3. Select the
newly created job requisition by hovering over the
job title: a dialog box to the right will be displayed
for Requisition Actions. Then choose the View or
Edit Requisition link.
Recruiting in SAP SuccessFactors: Test Script
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
3. Review On the <Job Title> screen, review the form and if satis- The <Job Title> screen is displayed,

and fied, choose Send to Recruiting Team Lead. containing a Comments area.

Route

Job i Note

Requisi- In case you need further information on the requi-

tion to sition or require changes, you can send the form

Next Pro- § o0k to the hiring manager by choosing the appro-

cessor

priate button.

4. Send Job
Requisi-
tion to
Next Pro-
cessor

On the <Job Title> screen, maintain a comment in the
Email Notification Comments area, and choose Send to
Recruiting Team Lead.

The job requisition has been ap-
proved by the Next Level Manager.
The job requisition has been sent to
the Recruiting Team Lead for review
and, if necessary, for changing the
assigned Recruiter.

The Recruiting Team Lead will re-
ceive an email notification about
the new job requisition.

4122 Approve Job Requisition via Mobile Device

Purpose

If mobile application is enabled, the Next Level Manager can also process the job requisition routed from the
Hiring Manager on his/her Mobile device. He or she can approve the request or send it back to the hiring
manager for changes.

i Note

In this document, we consider the straightforward case, when the next level manager approves the job
requisition via Mobile device.

i Note

In this document, we only describe the screen elements of the iOS system. The SAP SuccessFactors Mobile
application also supports the Android platform, while the Android interface might be a little bit different.
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Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1. Log on Open the SAP SuccessFactors mobile app and logon  The SAP SuccessfFactors

as Next Level Manager by tapping the corresponding
username on the Multi-Profile screen.

home page is displayed.

2. Open Newly

In the To-Do tile, tap the Approve Requests.

The Details screen for the

Created Job Job Requisition Approval is
Requisition displayed.

3. Review and On the Details screen, review the form and if satisfied, The job requisition has been
Route Job tap Send to Recruiting Team Lead and choose the Re-  approved by the Next Level

Requisition to
Next Processor

cruiter's name accordingly.

i Note

In case you need further information on the requi-
sition or require changes, you can send the form
back to the hiring manager by tapping the Send
to [username] button and choose the hiring man-
ager accordingly.

Manager on mobile device.

The same approval task on
the company website will be
set as completed automati-
cally.

The job requisition has been
sent to the Recruiting Team
Lead for review and, if neces-
sary, changing the assigned
Recruiter.

4.1.3 Assign Recruiter to Job Requisition

Purpose

The Recruiting Team Lead reviews and assigns the proper Recruiter to the newly created job requisition.

The Hiring Manager entered a Recruiter name when creating the job requisition. The Recruiting Team Lead
then only needs to check the assigned recruiter and possibly change them, if necessary, for example, in
considering workload balance or expertise.
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Procedure

Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instanceas  The Home page is displayed.
Recruiting Team Lead.
2. Open On the Home page, in the Approvals section, choose the The <Job Title> form is displayed.
Newly Job Requisition / <Job Title> card.
Created
Job i Note
Requisi- In case there are several job requisitions waiting
tion for approval, the View All link will be displayed in
the Job Requisition card. Choose that link; in the
upcoming dialog box, choose the appropriate Job
Requisition card.
i Note
Alternatively, you can access the job requi-
sition form from |* Home  Recruiting & Job
Requisitions . Select the newly created job requi-
sition by hovering over the job title: a dialog box to
the right will be displayed for Requisition Actions.
Then choose the View or Edit Requisition link.
3. Review On the <Job Title> screen, review in the Recruiter field
Recruiter the recruiter entered by the Hiring Manager. If neces-
sary, change to another recruiter.
4. Send Job On the <Job Title> screen, choose Send to Recruiter. The recruiter as entered by the
Requisi- Hiring M has b iewed
t.eqt1|5| On the <Job Title> screen, maintain a comment in the lrcllnhg Znager a'sbl een rswewz
lonto Email Notification Comments area, and choose Send to ah as been poss.| y exchange
Recruiter ) with another recruiter.
Recruiter.
The job requisition has been sent
to the Recruiter for review and, if
necessary, to change it.
The Recruiter will receive an email
notification about the new requisi-
tion.
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Result

Before approving the job requisition, the Recruiter will align with the hiring manager about the recruiting
strategy. This is detailed in Conduct Strategy Alignment Meeting with Hiring Manager (Sub-Process) [page
371.

4.1.4 Conduct Strategy Alighment Meeting with Hiring
Manager (Sub-Process)

Purpose

This sub-process refers to the alignment between the dedicated recruiter assigned to process the job
requisition and the hiring manager about the appropriate approach for finding and selecting the best
candidate. During the alignment various topics need to be discussed, such as: review of job description,
required skills and competencies, analysis of candidate pools, planning of marketing channels, pre-screening
questions, and so on.

4141 Analyze Candidate Pipeline and Talent Pools

Purpose

After having discussed with the Hiring Manager about the required skill profile and position conditions, the
Recruiter checks if in the company’s talent pools, suitable candidates for the job requisition would be available.

Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.

Recruiter.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
2. Access Choose |} Home > Recruiting } from the menu in the top left The Talent Pools screen is
Talent corner. displayed, containing the list
Pools of existing talent pools within
Choose the Candidates tab and then choose the TALENT the company.
POOLS tab.
3 Review Of interest are the pools whi.ch already have members. Details to the members of tal-
Talent Choose the <Name> hyperlink of such a talent pool. ent pools have been viewed.
Pool Mem- On the upcoming <Talent Pool Name> screen, review the
bers details of the members. For example, check their candidate
profile and resume.
4 Check gwetck the sﬁatus of the pool members within the Candidate Depending on their status,
Pipeline atus pipetine. you might contact the per-
son(s), if suitable for the new
job.
Result

Next, the Recruiter and Hiring Manager agree on the sourcing strategy and posting channels according to the
nature of the job to be staffed.

4.1.4.2

Purpose

Review Job Descriptions

The Recruiter reviews together with the Hiring Manager the job description as maintained in the job profile of
the requisition. Based on their discussions, the Recruiter may update the descriptions. He or she will also add
the skills and competencies the successful candidate needs to fulfill.
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Procedure

Test
Step Test Step
# Name

Instruction

Pass /
Expected Result Fail

1 Log on

Log on to SAP SuccessFactors Company instance as Recruiter.

The Home page is dis-
played.

2. Open Newly
Created Job
Requisition

On the Home page, in the Approvals section, choose the Job
Requisition / <Job Title> card.

i Note

In case there are several job requisitions waiting for process-
ing, the View All link will be displayed in the Job Requisition
card. Choose that link; in the upcoming dialog box, choose
the appropriate Job Requisition card.

i Note

Alternatively, you can access the job requisition form

from |} Home > Recruiting > Job Requisitions } Select the
newly created job requisition by hovering over the job title:

a dialog box to the right will be displayed for Requisition
Actions. Then choose the View or Edit Requisition link.

The Job Title form is
displayed.

3. Review Job
Descriptions

Choose the Job Profile tab.
Review the Internal Job Description and External Job Description.

If adaptions are required, choose Update, and make the appro-
priate changes. Then choose Save.

i Note

The External Job Description can be made same as the
Internal Job Description by choosing Same as Internal.

i Note

If you don't use JDM 2.0, you can maintain the

Internal Job DescriptionandExternal Job
Description fields directly on the Job Requisition Detail
tab by choosing Update or Same as Internal (for External Job
Description).

The job description
as they will be visi-
ble on the career site
have been reviewed
and possible adapted.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
4. Add Compe- To add the competencies the successful candidate needs to ful-  The competencies

tencies fill, choose Add more Competencies. needed for the job

have been added.

i Note

The competencies are needed for the candidate’s assess-
ment as described in process step Conduct Interview Eval-
uations, Ratings and Notes.

i Note
You can either use the standard competency library or cre-
ate your own competencies library.
Flag the checkbox in front of each competency you want to add
and choose Add.

Then choose Save.

i Note

If you don't use JDM 2.0, you can add competencies directly
in the Job Requisition Detail tab by choosing Add more
Competencies and including expected rating and weight.

5. Save Job Go back to the Job Requisition Detail tab and choose Save and The updates in the job
Requisition  Close. requisition have been
saved.

414.3 Define Pre-Screening Questions

Purpose

The Recruiter and Hiring Manager decide upon the screening questions to be used as minimum selection
criteria. The Recruiter maintains these questions in the job requisition form.
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Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-

Recruiter. played.

2. Open Newly On the Home page, in the Approvals section, choose the Job The Job Title form is dis-
Created Job Requisition /' <Job Title> card. played.
Requisition
i Note
In case there are several job requisitions waiting for proc-
essing, the View All link will be displayed in the Job
Requisition card. Choose that link; in the upcoming dialog
box, choose the appropriate Job Requisition card.

i Note

Alternatively, you can access the job requisition form from
|} Home > Recruiting > Job Requisitions } Select the
newly created job requisition by hovering over the job title:
a dialog box to the right will be displayed for Requisition
Actions. Then choose the View or Edit Requisition link.

3. Add Screen- To add the questions to be answered by the candidates during  The questions together

ing Ques- the job application, choose Add more questions. with their answer format
tions are listed in the Questions
i Note field.

This link is located in the Posting Information section of
the Job Requisition Details tab, next to the Questions field.

You can browse through the question library, flag the checkbox
in front of each question you want to add, and choose Add.

i Note

You can also create questions directly on the requisition
form.

4., Mark Ques- Mark the appropriate questions as Disqualifier, by flagging
tion as Dis- the checkbox in the appropriate column. Add the appropriate
qualifier Weight for each question.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
5. Save Job Choose Save and Close. The pre-screening ques-
Requisition tions have been added to
the job requisition. The
questions, whose answers
may lead to disqualifying
the candidate from the re-
cruiting process, have been
marked.
Result

Next, the Recruiter asks the Hiring Manager for confirming the discussed recruitment strategy. Once the final

confirmation has been obtained, the Recruiter can finalize the job requisition.

4.1.5 Adapt and Approve Job Requisition

Purpose

Once the final confirmation on the recruitment strategy has been received from the hiring manager, the
Recruiter adapts the newly created job requisition accordingly and finally approves it.

Procedure

Test

Step Test Step Pass /

# Name Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as Recruiter. The Home page is dis-

played.
Recruiting in SAP SuccessFactors: Test Script
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
2. Open On the Home page, in the Approvals section, choose the Job The <Job Title> form is dis-

Newly Requisition / <Job Title> card. played.

Created

Job i Note

Requisi- In case there are several job requisitions waiting for appro-

tion val, the View All link will be displayed in the Job Requisition
card. Choose that link; in the upcoming dialog box, choose
the appropriate Job Requisition card.

i Note

Alternatively, you can access the job requisition form from

|} Home > Recruiting > Job Requisitions } Select the
newly created job requisition by hovering over the job title:
a dialog box to the right will be displayed for Requisition
Actions. Then choose the View or Edit Requisition link.

3. Maintain  On the <Job Title> screen, make a final review of the form.
Job
Requisi- i Note
tion

In case the Employee Referral Program is applicable to this
job requisition, you need to maintain the ERP Amount.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
4. Maintain Ensure that the Sourcing Recruiter's name is maintained in the

Recruit-  Sourcer field.

ing Roles

i Note

The Sourcing Recruiter will perform follow up process
steps, such as Search and Assign Candidates from Talent
Pool.

Ensure that the Recruiting Administrator’'s name is maintained
in the Service Center field.

i Note

The Recruiting Administrator will perform follow up process
steps, such as Organize Interview and Publish Available
Time Slots.

After the job requisition has been refined, choose Ready for
Posting.

i Note

In case you need further information on the requisition or
require changes, you can send the form back to the hiring
manager or the next level manager by choosing the appro-
priate button.

5. Approve  Onthe <Job Title> screen, choose Ready for Posting.

The job requisition has

Job been adapted and ap-
Requisi- proved by the Recruiter.
tion for
: . The status of the job
Posting L
requisition has turned to
approved.
Result

The Recruiter can now check if the job requisition should be linked to an evergreen job requisition. In case the

new requisition aims at acquiring profiles that are either:
- recurringly sought by the organization,
- hard to fill,

- high volume,
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the link with an Evergreen Job Requisition is relevant. In this case, continue in the process execution with
process step Link as Child to Evergreen Job Requisition (Optional) [page 45].

Otherwise, the Recruiter can directly follow up with posting the job requisition. In this case, continue in the
process execution with Advertise Job Requisition (Sub-Process) [page 53].

4.1.6 Link as Child to Evergreen Job Requisition (Optional)

Purpose

In case the new requisition aims at acquiring profiles that are either:

* recurringly sought by the organization,
* hardtofill,
* highvolume,

the Recruiter should link the job requisition to an evergreen job requisition. The linkage is done from the User
Interface.

Single or multiple requisitions can be added as a child of an evergreen requisition. A child requisition can
be associated with only one evergreen requisition. In turn, an evergreen requisition can have multiple child
requisitions.

The requirements of an evergreen requisition are more generic and not linked to a specific office location. The
child requisition will contain the detailed requirements, as well as the concrete job location.

A\ Caution

A pre-approved, deleted, closed, an evergreen, or a requisition that is a child to another evergreen
requisition cannot be added as child requisitions! Only an approved job requisition can be linked as child.

Procedure

i Note

A child requisition can be linked to a posted evergreen requisition to which candidates have possibly
applied already, a draft (not yet posted) evergreen requisition, or to an evergreen requisition, which has
already other children. In the below procedure we consider that the evergreen job requisition has not been
posted yet.

i Note

In order to proceed as described below, preliminary step Choose Display Options for Job Requisitions [page
6] must have been executed.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company in- The Home page is displayed.

stance as Recruiter.

2. Access Re- hoose |} Home > Recruiting }from the The Job Requisitions screen is displayed.
cruiting menu in the top left corner. Then choose the
module o Requisitions tab.

3. Choose Select the evergreen job requisition by hover- ~ The Job Title screen is displayed.
Evergreen ingthe mouse over the job title: a dialog box
Job Requi- to the right will be displayed for Requisition
sition Actions. Choose the View or Edit Requisition

link.

4. Add Child  Scroll to the Child Requisitions field and choose The Search to Add Child Requisitions dia-
Job Requi- the Add Child Requisitions link. log box is displayed.
sition

In the Search to Add Child Requisitions dialog The Add Child Requisitions dialog box is

box, enter search criteria and choose Search. displayed, in which all job requisitions
are listed, that could be defined as child

i Note requisitions of the evergreen job requisi-
You can also choose directly Search, then tion.
all applicable job requisitions will be listed.

In the Add Child Requisitions dialog box, flag The Save the evergreen

the check box in front of the relevant requisi- job requisition to link

tion(s) and choose Add. the child and evergreen
requi sitions. information message
is displayed in the upper part of the Add
Child Requisitions dialog box.

Choose Close. You return to the Job Title screen, on
which the linked child requisition is listed
in the Child Requisitions field.

5. Save Choose Save Changes. You return to the Job Requisitions screen.
Changes In the Job Requisition Type column,

Choose the Job Requisitions hyperlink to go
back to the Job Requisition screen.

the job requisition linked to the ever-
green job requisition displays as Chi | d
of Ever green.Inthe Parent Job
Requisition ID column, the ID of the ever-
green job requisition selected in test step
#3is displayed.

The evergreen job requisition can be
posted accordingly.

46

PUBLIC

Recruiting in SAP SuccessFactors: Test Script
Test Procedures



i Note

In case of an already posted evergreen job requisition you can directly add a child requisition by choosing in
test step #3 the Select Add Child Requisitions link.

i Note
To unlink multiple child requisitions, choose on the Job Title screen the View All Child Requisitions (#) link.

In the upcoming Child Requisitions dialog box, choose the Unlink link in the Action column. The Link and
Unlink links are toggled based on the linking and unlinking of a requisition.

Result

Continue in the process execution with Advertise Job Requisition (Sub-Process) [page 53].

4.2 Create Evergreen Job Requisition (Sub-Process)

Purpose

This sub-process refers to creating job requisitions even if there are no current job opening for certain position
(there is no approved headcount). With this approach recruiting teams can try to collect candidate information
for different types of jobs and fill talent pools. When headcount is approved and job requisitions are published,

recruiters can invite candidates from talent pools to apply to certain vacancies.

4.2.1 Create Pipeline Job Requisition

Purpose

The Recruiter creates a pipeline job requisition to build the candidate pipelines and candidate pools that can be
used for the company'’s ongoing talent acquisition.

The job requisition XML template provided within the SAP Best Practices solution has been configured to mark
job requisitions as evergreen job requisitions.
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An Evergreen Requisition is created to build a pool of candidates for critical positions within the organization.
Typically, these are posted for a longer period and not linked to a specific position within the organization.

Evergreen requisition lets you pool potential candidates for positions that are critical and are hard to fill, or
when many positions are available and require a permanent list of potential candidates. The requirements are
more generic and not linked to a specific office location as an example.

In addition, the job requisition XML template provided within the SAP Best Practices solution has Quick Apply
configured with all the necessary read or write permissions for the operators, such as the Recruiter. The
Recruiter can mark the job requisition for quick apply.

Quick Apply allows candidates to complete a job application in the fewest clicks possible, without having to fill
out a complete profile, by displaying one-page view for the account creation and application fields.

A Caution

Quick Apply is not supported for Internal Career Sites.

Procedure

i Note

In order to proceed as described below, preliminary step Choose Display Options for Job Requisitions [page
6] must have been executed.

Test
Step Test Step Pass
# Name Instruction Expected Result / Fail
1. Log on Log on to SAP SuccessFactors Company instance as  The Home page is displayed.
Recruiter.

2. Access Re- Choose | Home % Recruiting 3 from the menu in The Job Requisitions screen is dis-

cruiting mod- the top left corner. Then choose the Job Requisitions played.

ule tab.
3. Create New  Choose the Create New link and in the upcom- You are progressed to the Job Title

Job Requisi-  ing Create New Job Requisition screen, choose the screen.

tion Pipeline Job Requisition link. Then choose from

Options the Create New Job Requisition From Blank
Template link.

Make following entries:

<Job Title>and<Due Date> (using calendar
help)

Choose Next.
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Test
Step Test Step

Pass
# Name Instruction Expected Result / Fail
4. Maintain Job  On the Job Title screen, enter data in following manda- The required data in the job requi-
Requisition tory fields describing the job requisition in more detail:  sition form have been maintained.
Fields

<Job Code> (for this, choose Update and se-
lect from the dropdown the appropriate Job Family.

In case the job requisition should
be marked as evergreen requisi-
Pay attention that when using JDM2.0, you need tion, continue with test step #5.
to have the Manage Job Profile Builder permis-
sions), <Internal Job Title>, <External
Job Title>, <Job Function>,

<Level of Experience>, <Required

Else, continue with test step #6.

Travel>, <Legal Entity>, <Business
Unit>, <Division>, <Department>,
<Cost Center>, <Hiring Manager>,
<Recruiter>, <Location>, <Country/
Region>.

i Note

For some of the fields, such as External Job Title,
and so on, you can choose to keep it same as
internal value or enter a different value.

When adding questions for applicants via choosing
Add more questions, the question library can be
browsed and the questions in the library can be se-
lected. Questions can also be directly created on the
requisition form. Make sure to mark appropriate ques-
tions as Disqualifier, if appropriate.

Save your entries by choosing Save in the upper right
side of the screen, then go to the Job Profile tab

and maintain the Internal Job Description
and External Job Description by choos-
ing Update or Same as Internal (for External Job
Description). Then, choose Save.

i Note

If you do not use JDM2.0, you can maintain

the Internal Job Descriptionand
External Job Description fields directly
in the Job Requisition Detail tab by choosing
Update or Same as Internal (for External Job
Description).
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Test
Step Test Step
# Name

Instruction Expected Result

Pass
/ Fail

Also, add competencies via choosing Add more
competencies. These are needed for later candidate’s
assessment described in process step Conduct Inter-
view Evaluations, Ratings and Notes. Then, choose
Save. When done, choose View Details to go back to
the Job Requisition Detail tab.

i Note

You can either use the standard competency li-
brary or create your own competencies library. If
you don't use JDM 2.0, you can add competencies
via choosing Add more competency directly on the
Job Requisition Detail tab, including expected rat-
ing and weight.

Optionally, you can turn on the toggle button for field
Quick Apply.

i Note

Quick Apply allows external candidates to com-
plete an application without needing to fill out a
full profile thus saving time and effort.

5. Make Job
Requisition
as Evergreen

Next to the Evergreen Job Requisition field, turn onthe You return to the Job Requisitions

toggle button. screen. In the Job Requisition Type

Choose Save and Close.

column, the job requisition displays

Job Requisi- as Ever gr een.
tion (Op- )
. When hovering the mouse over the

tional) > o
newly created job requisition, the
dialog box to the right will display
Requisition Actions Add Chi | d
Requi si ti on.

6. Send Job Choose Send to Next Step. The pipeline job requisition has
Requisition o the Job Title screen, choose again Send to Next been created and maintained by
to Next Pro-  Step. the recruiter. The job requisition
cessor can be posted accordingly.
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Result

Depending, if the job requisition has been marked as “evergreen” or not, continue in the process execution as
follows:

* Incase of a non-evergreen requisition, continue in the process execution with Advertise Job Requisition
(Sub-Process) [page 53].

* Incase of an evergreen requisition, you can add child requisitions before posting the requisition. In the
assumption that standard job requisitions have already been created (meaning, Create Job Requisition
(Sub-Process) has already been executed), continue in the process execution with process step Add Child
Job Requisition to Evergreen Job Requisition (Optional) [page 51].

4.2.2 Add Child Job Requisition to Evergreen Job Requisition
(Optional)

Purpose

The Recruiter adds child job requisitions to an Evergreen Job Requisition from the User Interface.

Single or multiple requisitions can be added as a child of an evergreen requisition. A child requisition can
be associated with only one evergreen requisition. In turn, an evergreen requisition can have multiple child
requisitions.

The requirements of an evergreen requisition are more generic and not linked to a specific office location. The
child requisition will contain the detailed requirements, as well as the concrete job location.

A Caution

A pre-approved, deleted, closed, an evergreen, or a requisition that is a child to another evergreen
requisition cannot be added as child requisitions! Only an approved job requisition can be linked as child.

Procedure

i Note

A child requisition can be linked to a posted evergreen requisition to which candidates have possibly
applied already, a draft (not yet posted) evergreen requisition, or to an evergreen requisition, which has
already other children. In the below procedure we consider that the evergreen job requisition has not been
posted yet.
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i Note

In order to proceed as described below, preliminary step Choose Display Options for Job Requisitions [page
6] must have been executed.

Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company in- The Home page is displayed.
stance as Recruiter.
2. Access Re- hoose |} Home > Recruiting }from the The Job Requisitions screen is displayed.
cruiting menu in the top left corner. Then choose the
module Job Requisitions tab.
3. Choose Select the evergreen job requisition by hover- ~ The Job Title screen is displayed.
Evergreen ing the mouse over the job title: a dialog box
Job Requi- to the right will be displayed for Requisition
sition Actions. Choose the View or Edit Requisition
link.
4. Add Child  Scroll to the Child Requisitions field and choose The Search to Add Child Requisitions dia-
Job Requi- the Add Child Requisitions link. log box is displayed.
sition
In the Search to Add Child Requisitions dialog ~ The Add Child Requisitions dialog box is
box, enter search criteria and choose Search. displayed, in which all job requisitions
are listed, that could be defined as child
i Note requisitions of the evergreen job requisi-
You can also choose directly Search, then tion.
all applicable job requisitions will be listed.
In the Add Child Requisitions dialog box, flag The Save the evergreen
the check box in front of the relevant requisi- job requisition to link
tion(s) and choose Add. the child and evergreen
requi sitions. information message
is displayed in the upper part of the Add
Child Requisitions dialog box.
Choose Close. You return to the Job Title screen, on
which the linked child requisition is listed
in the Child Requisitions field.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
5. Save Choose Save Changes. You return to the Job Requisitions screen.
Changes  (choose the Job Requisitions hyperlink to go In the Job Requisition Type column,
back to the Job Requisition screen. the job requisition linked to the ever-
green job requisition displays as Chi | d
of Ever green.Inthe Parent Job
Requisition ID column, the ID of the ever-
green job requisition selected in test step
#3 is displayed.
The evergreen job requisition can be
posted accordingly.
i Note

In case of an already posted evergreen job requisition you can directly add a child requisition by choosing in
test step #3 the Select Add Child Requisitions link.

i Note

To unlink multiple child requisitions, choose on the Job Title screen the View All Child Requisitions (#) link.
In the upcoming Child Requisitions dialog box, choose the Unlink link in the Action column. The Link and
Unlink links are toggled based on the linking and unlinking of a requisition.

Result

Continue in the process execution with Advertise Job Requisition (Sub-Process) [page 53].

4.3 Advertise Job Requisition (Sub-Process)

Purpose

This sub-process refers to advertising job requisition via different posting channels. After the hiring manager
and recruiter have aligned about the recruiting approach, the recruiter needs to post the job requisition

such that candidates can apply. Multiple posting options exist, such as internal posting, external posting on
career site (or external job boards), private internal posting, private external posting, and posting via recruiting

agencies.
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The Recruiter can opt to execute all subsequent process steps or only some of them, depending which posting
channelis relevant for the concrete job requisition.

A\ Caution

New postings can take several minutes before they are returned in search results on the career sites.

4.3.1 Review Advertising Strategy (Process Step Outside
Software)

Purpose

The Recruiter and the Hiring Manager align about the recruiting approach and decide on which channels the
job requisition should be posted.

Procedure

This process step takes place outside the delivered software.

Result

After the alignment on the recruiting approach has taken place, the Recruiter posts the job requisition. He
or she can execute some or all the below described process steps, depending on the decision taken with the
Hiring Manager.

4.3.2 Post Job Internally

Purpose

The Recruiter posts the job on the company's intranet, such that it will be visible only to the employees of the
company.
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Procedure

Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-
Recruiter. played.

2. AccessRe-  choose|p Home  Recruiting % Job Requisitions 3from ~ 1heJob Requisitions

cruiting the menu in the top left corner. screen is displayed.

module

3. Open Newly
Created Job
Requisition

Select the newly created job requisition by hovering over
the job title: a dialog box to the right will be displayed for
Requisition Actions.

Choose the Job Postings link.

The Job Title screen is
displayed.

4. Post Job In-
ternally

On the Job Title screen, enter for Intranet Posting
the <Posting Start Date>and <Posting End
Date>. Choose Post Job.

The job requisition is
posted on the internal
site.

Result

The internal job posting will be visible in the search results on the career sites only for employees of the

company.

4.3.3 Post Job on External Career Site

Purpose

The Recruiter posts the job on the company’s external career site, such that it will be visible to everyone

accessing that site.
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Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-

Recruiter. played.

2. AccessRe-  choose | Home ¥ Recruiting ¥ Job Requisitions from  1heJob Requisitions

cruiting the menu in the top left corner. screenis displayed.
module

3. Open Newly  Select the newly created job requisition by hovering over The Job Title screen is
Created Job the job title: a dialog box to the right will be displayed for displayed.

Requisition  Requisition Actions.

Choose the Job Postings link.

4., Post Job Ex- On the Job Title screen, enter for Corporate Posting The job requisition is
ternally the <Posting Start Date>and <Posting End posted on the external
Date>. Choose Post Job. site.
Result

The external job posting will be visible in the search results on the career sites.

i Note

Only if you have posted the job to both the intranet and corporate career sites, the employee can refer a
candidate by using Refer Friend to Job in the career portal.

After posting the job on the External Career Site, you can choose to post the job to external Job Boards by
continuing with process step Post Job to External Job Boards [page 56].

In case you use the Recruiting Posting module, after posting the job on the External Career Site, you can choose
to post the job to Job Boards by continuing with process step Post Job to Job Boards (Optional) [page 58].

4.3.3.1 Post Job to External Job Boards

Purpose

The Recruiter posts the job to external job boards.
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Procedure

Test

Step Test Step Pass /

# Name Instruction Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-

Recruiter. played.

2. AccessRe-  choose | Home ¥ Recruiting ¥ Job Requisitions 3from  1heJob Requisitions
cruiting the menu in the top left corner. screen is displayed.
module

3. Open Newly  Select the newly created job requisition by hovering over The Job Title screen is
Created Job the job title: a dialog box to the right will be displayed for displayed.

Requisition  Requisition Actions.
Choose the Campaign URL Builder link.

4. Post Jobto  Choose the Source Tracker tab. The job distribution
External Job URLs to global d

X Select the desired post type and source from the Type and ° o-g obatvendors
Boards ) and social networks are
Source dropdown list.
generated.
i Note
The values available in the Source dropdown list are de-
termined by the value chosen from the Type dropdown
list.
In the Campaign Name field, enter the custom cam-
paign name. For example, to track jobs marketed as
part of college recruiting, you could name the campaign
Campus_Recruiting.
The Campaign URL and Campaign HTML Link are generated
automatically. Choose Copy URL to get the URL links for your
follow-up processes.
To create a short URL, select from the Short URL dropdown
your preferred URL shortener (Bitly or Google), then
choose Generate Short URL. To use the short link, choose
Copy URL.
You can share the URL via a social network. For this, choose
Share on LinkedIn, Share on Twitter, Share on Facebook, or
Share on Xing.
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4.3.3.2 Post Job to Job Boards (Optional)

Purpose

In case the Recruiting Posting module is used in the company and the job has been posted on the external site,
the Recruiter can post the job to external job boards.

Procedure

Test

Step Test Step Pass /

# Name Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-
Recruiter. played.

2. AccessRe-  choose|p Home ¥ Recruiting ¥ Job Requisitions 3from ~ 1heJob Requisitions
cruiting the menu in the top left corner. screenis displayed.
module

3. Open Newly
Created Job
Requisition

Select the newly created job requisition by hovering over
the job title: a dialog box to the right will be displayed for
Requisition Actions.

Choose the Job Postings link.

The Job Title screen is
displayed.
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Test
Step Test Step Pass /
# Name Instruction Expected Result Fail

4. Post Jobto  Select in the Job Board Posting - Recruiting Posting section, The job requisition has
Job Boards  choose Post and Manage Jobs. been posted to job
board(s) using Recruit-
On the Job postings / Post a job screen, choose the posting ing Posting functions.
profile you want to post the job for, and choose Next.

i Note

In case you have only one posting profile assigned to
your user, you will not see the profile selection screen.
Continue with the next activity.

On the Select job boards screen, flag the check box(es) of the
job board(s) you want to post the job for, and choose Next.

On the Complete specific fields screen, maintain the required
fields in the Company profile and Common fields sections.
Flag the appropriate checkboxes in the <job board(s)> you
have selected. When done, choose Next.

On the Review your posting screen, check the job posting
information. If the maintained data is correct, choose Submit.

4.3.4 Post Job Private Internal

Purpose

The Recruiter performs a private internal posting of the job. This means that the job posting will not return in
the search results but will have a custom-created URL that can be sent out to internal applicants via email or
copied and pasted elsewhere and be accessible to selected potential internal applicants only.
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Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-

Recruiter. played.

2. AccessRe-  choose|p Home  Recruiting % Job Requisitions 3from ~ 1heJob Requisitions

cruiting the menu in the top left corner. screen is displayed.
module

3. Open Newly  Select the newly created job requisition by hovering over The Job Title screen is
Created Job thejob title: a dialog box to the right will be displayed for displayed.

Requisition  Requisition Actions.

Choose the Job Postings link.

4. Post Job Pri- On the Job Title screen, enter for Internal Private Posting The job requisition is
vate Internal the <Posting Start Date>and <Posting End posted privately.
Date>. Choose Post Job.

Choose the paper-clip icon next to Internal Private Posting to
get the URL.

Result

You can send the URL link to internal candidates.

4.3.5 Post Job Private External

Purpose

The Recruiter performs a private external posting of the job. This means that the job posting will not return in
the search results but will have a custom-created URL that can be sent out to external applicants via email or
copied and pasted elsewhere and be accessible to selected potential external applicants only.
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Procedure

Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-
Recruiter. played.
2. AccessRe-  choose|p Home  Recruiting % Job Requisitions 3from ~ 1heJob Requisitions
cruiting the menu in the top left corner. screen is displayed.
module
3. Open Newly  Select the newly created job requisition by hovering over The Job Title screen is
Created Job thejob title: a dialog box to the right will be displayed for displayed.
Requisition  Requisition Actions.
Choose the Job Postings link.
4. Post Job Pri- On the Job Title screen, enter for External Private Posting The job requisition is
vate External the <Posting Start Date>and <Posting End posted privately.
Date>. Choose Post Job.
Choose the paper-clip icon next to External Private Posting to
get the URL.
Result
You can send the URL link to external candidates.
4.3.6 Post Job to Agency
Purpose
The Recruiter posts the job on recruiting agency portals.
Recruiting in SAP SuccessFactors: Test Script
Test Procedures PUBLIC 61



Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-

Recruiter. played.

2. AccessRe-  choose|p Home  Recruiting % Job Requisitions 3from ~ 1heJob Requisitions

cruiting the menu in the top left corner. screen is displayed.
module

3. Open Newly  Select the newly created job requisition by hovering over The Job Title screen is
Created Job thejob title: a dialog box to the right will be displayed for displayed.

Requisition  Requisition Actions.

Choose the Job Postings link.

4. Post Jobto  Choose Add Agencies. The job requisition has
Agenc been posted to the
gency In the upcoming Add Agency Listings dialog box, the available P
agencies are listed. agency.
Use the check boxes to select which agencies will be able to

view and post candidates to the requisition.

Enter the Start Date and End Date the agency may view the
requisition.

Choose Post Jobs to post the requisition to the agency portal.

4.4 Perform Talent Search (Sub-Process)

Purpose

Once the job requisition is posted, the Recruiter and Sourcing Recruiter search in the company’s talent pool for
the best candidates that fit to the job profile, which then can be assigned to the job requisition.

This sub-process refers to utilizing existing talent pools of already registered candidates in the system or
external candidate pools. After appropriate candidates have been identified, the recruiter needs to reach out to
them, verify if they are interested and invite them to apply to the posted job.
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4.4.1 Review Job Requisition Type

Purpose

The Recruiter checks if the job requisition is a standard requisition, an evergreen requisition, or the child of an
evergreen requisition. Based on the type of the job requisition, different steps of assigning candidates to the job
requisition will be performed.

Procedure

i Note

In order to proceed as described below, preliminary step Choose Display Options for Job Requisitions [page
6] must have been executed.

Test
Step
# Test Step Name

Instruction

Expected Result

Pass /
Fail

1. Log on Log on to SAP SuccessFactors Company instance ~ The Home page is dis-
as Recruiter. played.
2. Access Recruiting 1555 I Home » Recruiting % Job The Job Requisitions
module screen is displayed.

Requisitions } from the menu in the top left corner.

3. Check Job Requisi-

tion Type

Check for the job requisition, to which you want to
assign candidates, the value displayed in the Job
Requisition Type column.

The Job Requisition Type

is either Ever gr een, or
StandardorChil d of
Ever green.

4. Check Candidates
for Evergreen Job
Requisitions

For the job requisition type Ever gr een, check in

the Candidates column, if there are already applica-

tions submitted.

Result

Continue in the process execution as follows:

* |fthe Job Requisition Type of the job requisition is Ever gr een, and applications have already been
submitted for this job, stay on the Job Requisitions screen and continue in the process execution with
process step Assign Candidates from Related Evergreen Job Requisition [page 641].
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* |If the Job Requisition Type of the job requisition is St andar d or Chi | d of Ever gr een, continue in the
process execution as follows:

* Incase no Sourcing Recruiter is needed, continue with process step Assign Candidates from Talent
Pool [page 66].

* Incase a Sourcing Recruiter is needed, continue with process step Search and Assign Candidates
from Talent Pool [page 67] and subsequent.

4.4.2 Assign Candidates from Related Evergreen Job
Requisition

Purpose

The Recruiter checks if the candidates, who applied to an evergreen job requisition, can be assigned to the job
requisition, which is a child of the evergreen job requisition.

Procedure

Test
Step Test Step
# Name

Instruction

Expected Result

Pass /
Fail

1. Go to List of
Candidates
of Evergreen
Requisition

On the Job Requisitions screen, hover over
the <job title> link of the evergreen job
requisition. From the dialog box displaying

to the right, choose |} Candidate Actions
> Candidate Summary }

You are directed to the <Job Title>
(<Requisition ID>) screen, on which the
CANDIDATES tab displays per default. It
contains the list of all candidates who

have applied to the evergreen job requisi-

tion.
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Test
Step Test Step
# Name

Instruction

Expected Result

Pass /
Fail

2. Open Candi-
date Applica-
tion Details

To view the candidate’s details, choose the
candidate’s name.

A summary view of the candidate is dis-
played containing information, such as:
®* Whether the candidate is internal or
external
®* Name and contact information

® Cover Letter and Resume, if submit-
ted

® Profile data, if maintained
® Application information
® Jobs, he or she has applied for

® Email correspondence so far be-
tween candidate and hiring company

® Screening details, if available.

3. Open Forward
As Applicant
dialog box

View the application details.

In case you are of the opinion that the can-
didate is suitable for the evergreen child
requisition, choose on the middle left of

the summary view |} Action > Forward As

Applicant }

The Forward As Applicant dialog box dis-
plays, containing search fields.

4. Search Child
of Evergreen
Requisition

Enter in Req ID the <1D> of the child requisi-

tion and choose Search.

The appropriate job requisition displays in
the Search Results list in the Forward As
Applicant dialog box.

5. Assign Can-
didate to
Child of Ever-
green Requi-
sition

Flag the checkbox in front of the Job Title
and choose Forward to Selected.

The success message 1/ 1

candi dat es successfully

f or war ded. displays in the Forward As
Applicant dialog box.

6. Close dialog
box

Choose Close.

You return to the candidate summary view
page, in which the linked child requisition
is listed in the Jobs Applied section.

Result

An automatic confirmation of having received this application is sent out by the system via email to the

forwarded candidate.

On the Job Requisitions screen, the forwarded candidate displays in the Candidates column of the Chi | d of

Ever gr een job requi
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In the Talent Pipeline of the linked child requisition, the forwarded candidate will be in status New Application.
In the candidate summary view page, the candidate is marked as being forwarded as applicant. In the Jobs
Applied section, the job requisition from which the candidate was forwarded as an applicant is marked
accordingly.

Continue in the process execution as follows:

* Incase no Sourcing Recruiter is needed, continue with process step Assign Candidates from Talent Pool
[page 66].

* Incase a Sourcing Recruiter is needed, continue with process step Search and Assign Candidates from
Talent Pool [page 67] and subsequent.

¢ As Candidate, continue with Candidate Experience (Sub-Processes Bundle) [page 75].

4.4.3 Assign Candidates from Talent Pool

Purpose

The Recruiter searches in the company'’s talent pool for the best candidates that fit to the job profile and
assigns them to the posted job requisition.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as  The Home page is displayed.
Recruiter.
2. Access Recruit- Choose |’ Home > Recruiting ]from the menu in the The Job Requisitions screen
ing module top left corner. is displayed.
3. Access Talent  Choose the Candidates tab and then choose the The Talent Pools (#) screen is
Pool TALENT POOLS tab. displayed.
4. Access Talent  Choose the appropriate talent pool by choosing the The Candidates screen is dis-
Pool Candidate corresponding <Talent Pool Name> hyperlink. played.
List
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
5. Forward Candi- Choose in the Candidate Status pipeline the status ac- A success message is dis-

date cording to your requirement. In the candidate list table played. The selected candi-

that displays below, choose the candidate(s) who is
suitable for the job by flagging the checkbox in front of
the Candidate ID. Then choose the Forward Selected to
Job Requisitions hyperlink.

In the upcoming Forward to Requisitions dialog box,
enter in the Req ID field the ID of the job requisition

created in process step Create Job Requisition, then
choose Search.

In the upcoming Forward dialog box, choose New
Application for Add the candidate(s) to the
selected job requisition(s) and set the application
status to. For the job requisition you want to assign the
candidate to, flag the checkbox in front of the Job Title.
Then choose Forward to Selected.

dates have been forwarded
to the job requisition. An ap-
propriate email notification
has been sent out to them.

4.4.4 Search and Assign Candidates from Talent Pool

Go back to Add Candidates to Talent Pool [page 12]

Go back to Add Candidates to Email Campaign [page 16]

Purpose

The Sourcing Recruiter searches, by using tags and other key fields, in cover letters and resumes, for possible

candidates. In the eventuality of a successful search, the Sourcing Recruiter will assign the potential candidates

to the posted job requisition.
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Procedure

Test
Step Pass /
# Test Step Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance The Home page is dis-
as Sourcing Recruiter. played.
2. Access Recruiting o1 50se |’ Home > Recruiting > Job The Job Requisitions
module o ) screen is displayed.
Requisitions } from the menu in the top left corner.
3. Access Candidate Select the job requisition created in process step The Search for Candidates:
Search Create Job Requisition by hovering over the job title:a <Job Title> screen is dis-
dialog box to the right will be displayed for Candidate played.
Actions.
Choose the Search For Candidates link.
4. Search Candidate  You can search the candidates by name, by keyword ~ Continue with test step
and item, or by tag. These possibilities are detailed #4a, #4b, or #4c. Then
below. continue with test step #5.
4a. Search Candidate  Type the candidate's name in the Search by Name /  If a candidate with the
by Name Search by Candidate ID text box. name you entered exists,
his or her candidate profile
is displayed automatically.
4b. Search Candidate  Select an appropriate value from the Candidate type  If candidates who meet the
by Keyword and dropdown. entered criteria are found,
Item a Search Results dialo
Select the type of key words from the Resume or o Y 1alog
) ) box is displayed, to show
cover letter contains the following dropdown, and
) the number of results that
then type the key words as per your requirement.
matches.
i Note
You can search for exact phrases, any or all of
keywords to match, or a keyword Boolean string.
If you want to search in more criteria, choose the
categories in the Add: row, for example, Basic Info /
Background / Activity / Any of / Job Requisition ID,
and then choose the detailed items, for example
Outside Work Experience within Background. Then
the new criteria are added to the screen. You can
select your own conditions accordingly.
Choose Search.
In the Search Results dialog box, choose Accept. The search result list is dis-
played.
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Test
Step
# Test Step Name

Instruction

Expected Result

Pass /
Fail

4c. Search Candidate
by Tag

i Note

Before you search by Tag, the candidates’ tag
information must be maintained first. This can
be done by the Recruiter in the candidates’ Can-
didate Profile, Tags block.

Choose Tag in the Add: row and select the tag you
need in the upcoming dialog box, then choose Done.

Choose Search.

If candidates who meet the
entered criteria are found,
a Search Results dialog
box is displayed, to show
the number of results that
matches.

In the Search Results dialog box, choose Accept.

The search result list is dis-
played.

5. Check Candidate

In case you have searched the candidate by name,
review the candidate’s profile and choose the
<Candidate Name>'s Resume hyperlink to check if
the candidate is suitable for your job requisition.

In case you have searched the candidate by “Key-
word and Item” or by “Tag", choose the Resume hy-
perlink to review and check if the candidate is suita-
ble for your job requisition. You can also choose the
candidate’s name to review and check his or her can-
didate profile.

Repeat this activity till all the candidates in the
search result list are checked.

The potential candidates
have been checked.

Recruiting in SAP SuccessFactors: Test Script

Test Procedures

PUBLIC

69



Test

Step Pass /
# Test Step Name Instruction Expected Result Fail
6. Forward Candidate In case you have searched the candidate by name, The selected candidates
choose Forward to Requisition in the bottom right have been forwarded to
corner of the searched candidate profile. In the the job requisition. An ap-
upcoming Forward Candidates dialog box, choose propriate email notification

New Application for Add the candidate(s) to has been sent out to them.
the selected job requisition(s) and set the application

status to. Choose Forward and OK to confirm the

message that returns.

In case you have searched the candidate by “Key-
word and Item” or by “Tag", flag the checkbox(es)

in front of the candidate(s) you searched out, and
choose the Forward Selected to Job Requisition hy-
perlink. In the upcoming Forward Candidates dia-

log box, choose New Application for Add the
candidate(s) to the selected job requisition(s) and set
the application status to. Choose Forward and OK to
confirm the message that returns.

7. Check Candidate = Choose the Job Requisition tab to go back to the job  The forwarded candidate
requisition screen. Choose the CANDIDATES (No. of  appears in the status New
candidate) tab. In the Talent Pipeline, choose the New Application.

Application status.

4.4.5 Assign Candidates from Mass Uploaded Resumes
and/or Bulk Created Candidates (Optional)

Go back to Add Candidates to Talent Pool [page 12]

Go back to Add Candidates to Email Campaign [page 16]

Purpose

The Sourcing Recruiter searches in the company’s candidate pool for the best candidates that have been
entered into the system via mass uploaded resumes or uploaded via a csv file. The Sourcing Recruiter then
assigns the candidates to the posted job requisition.

Recruiting in SAP SuccessFactors: Test Script
70 PUBLIC Test Procedures



Procedure

Test

Step Test Step Pass /

# Name Instruction Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-

Sourcing Recruiter. played.

2. AccessRe-  cpoose|p Home  Recruiting 3 from the menu in the top The Job Requisitions
cruiting left corner. screen is displayed.
module

3. Access Can-  Select the job requisition created in process step Create Job The Search for
didate Requisition by hovering over the job title: a dialog box to the Candidates: <Job Title>
Search right will be displayed for Candidate Actions. screen is displayed.

Select the Search For Candidates link.

4. Search Can- Choose category Activity in the Add: row, then choose Created If candidates who meet
didate by via Bulk Upload. In the and Batch Name box, choose the batch the entered criteria are
Batch Name name from the list that you entered in preliminary step Mass ~ found, a Search Results

Upload of Resumes or Bulk Creation of Candidates via .CSV dialog box is displayed,
File. to show the number of
Its that matches.
Choose Search. results that matenes
In the Search Results dialog box, choose Accept. The search result list is
displayed.

5 Check Candi- Choose the Resume hyperlink (if existing) of the listed candi-  The potential candi-
date date to review and check if the candidate is suitable for your dates have been

job requisition. You can also choose the candidate’s name to checked.
review and check his or her candidate profile.

Repeat this step till all the candidates in the search result list

are checked.

6. Forward Can- Flag the checkbox(es) in front of the candidate(s) you The selected candidates

didate searched out and choose the Forward Selected to Job have been forwarded to
Requisition hyperlink. In the upcoming Forward Candidates the job requisition and
dialog box, choose New Application for Add the candidate(s) then received email no-
to the selected job requisition(s) and set the application status tification.
to. Choose Forward and choose OK to confirm the message
that returns.

7. Check Candi- Choose the Job Requisition tab to go back to the job requisi- The forwarded candi-

date tion screen. Choose the CANDIDATES (No. of candidate) tab.  date appears in the sta-
In the Talent Pipeline, choose the New Application status. tus New Application.
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4.4.6 Run Candidate DB Search in RMK and Search Through
Other Channels (Optional Sub-Process)

Purpose

In case the Sourcing Recruiter cannot find proper candidates from the company'’s talent pool, he or she may
need to perform further candidate search by running candidate database in RMK or search through other

channels.

44.6.1 Search Candidate in Recruiting Dashboard

Purpose

The Sourcing Recruiter searches for proper candidates using the Recruiting Dashboard.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Sourcing Recruiter.
2. AccessRe-  croose |l Home » Recruiting 3 from the menuinthe  1heJob Requisitions screen
cruiting top left corner. is displayed.
module
3. Access Re- Choose the RMK Dashboard link on the top right of the The Recruiting Dashboard
cruiting screen. screen is displayed.
Dashboard

4. Search Can-

You can search the candidates by keyword, by visitors,

Continue with test step #4a,

didate members or by applicants. These possibilities are detailed #4b, #4c, or #4d. Then con-
below. tinue with test step #5.
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Test
Step

Test Step

Pass /

# Name Instruction Expected Result Fail
4a. Search Can-  Onthe Home tab, under the Search Your Talent The search result list is dis-

didate by Community area, type the keywords as per your require-  played.

Key Words ment and choose Search Now.
4b. Search Can- Choose the Visitors tab, limit the filtering criteria, such as  The search result list is dis-

didate by Visit Date, Referrer Type, Referrer Engine, Country/Region, played.

Visitors Keyword, Source or Campaign, then choose Go.
4c. Search Can- Choose the Members tab, limit the filtering criteria, such ~ The search result list is dis-

didate by as Date Added, then choose Search. played.

Members
4d. Search Can- Choose the Applicants tab, limit the filtering criteriain The search result list is dis-

didate by Ap- Source View, Recruiter View, or Groups View, then choose  played.

plicants Go.
5. Review Can- Inthe search result list, choose the candidate's name to You can contact the candi-

didate review the candidate’s detailed information. Decide who date(s) by mail or phone to

is suitable for the job and take a note of their contact
information.

verify if they are interested in
the job.

44.6.2 Search Candidate Through Other Channels
(Process step Outside Software)

Purpose

In case no suitable candidate(s) have been found so far, the Sourcing Recruiter searches candidates through

other channels.

Procedure

This step takes place outside the delivered software and will therefore be described briefly.

Search candidate through your own channels. When proper candidate(s) are identified, contact the
candidate(s) by mail or phone to verify if they are interested in the job.
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4.46.3 Add Suitable Candidate to Job Requisition

Purpose

The Sourcing Recruiter adds suitable candidate(s), who have been found during the search, manually to the
specific job requisition.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Sourcing Recruiter.
2. AccessRe-  cpoose |l Home % Recruiting 3 fromthe menuinthe | e Job Requisitions screen is
cruiting top left corner. displayed.
module
3. Access Can-  Select the job requisition created in process step Cre- The Search for Candidates:
didate ate Job Requisition by hovering over the job title: a <Job Title> screen is displayed.
Search dialog box to the right will be displayed for Candidate

Actions.

Select the Add Candidate link.

4. Open Add
Candidate
Screen

On the Search for Candidates: <Job Title> screen,
choose the Add Candidate link and then choose Add a
Single Candidate. In the upcoming Add Candidate dialog
window, make following entries:

<First Name>, <Last Name>, <Email>,
<Retype Email Address>, <Phone>,
<Country/Region>

Choose Create Profile.

The external candidate is added
to the recruiting candidate da-
tabase. The candidate will be
notified by email that he or she
can log on to the web site to up-
date the profile, and to search
and apply for jobs.

The status of the candidate
in the Talent Pipeline is
Forwarded.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
5. Maintain Ex- In the upcoming <Candidate Name> window, you can The external candidate profile

ternal Candi- complete the profile of the external candidate. has been maintained.

date Profile

(optional) i Note

You can skip this step and ask the external candi-
date to complete the profile by themself.

Result

After potential candidates have been assigned to job requisitions, they can apply for the job.

Also, interested persons can search for jobs in the company and apply. This is detailed in Candidate Experience
(Sub-Processes Bundle) [page 75].

4.5 Candidate Experience (Sub-Processes Bundle)

Purpose

This bundle of sub-processes refers to the candidates who apply for the openings posted in the different
posting channels.

The application procedure to be executed by the employees of the company (the so-called internal candidates)
and the candidates coming from outside the company differs and will be described separately.
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4.5.1 Internal Candidate Experience (Sub-Process)

Purpose

This sub-process describes the procedure to be followed by the Internal Candidate (active employee of the
company) when searching for open jobs posted on the internal career site, maintaining the own candidate
profile, applying to job(s) of interest, and referring job(s) to friend(s).

4.5.1.1

Postings

Purpose

Access Career Opportunities Site and Review Job

The Employee (Internal Candidate) searches for open job postings on the internal Career Site.

Procedure
Test
Step Test Step Pass
# Name Instruction Expected Result / Fail
1. Access Ca- Logonto SAP SuccessFactors Company instance as Employee. The Career
reer Site Opportunities screen is
Choose |* Home Careers 4 from the menu in the top left corner. displayed.
2. Maintain On the Career Opportunities screen, enter data as needed to search ~ The list of internally
Search Cri- through the posted jobs, for example: posted jobs, matching
teria _ your search criteria, is
<Job Function> ,
displayed.
<Level of Experience>
<Job Location (Country/Region)>
Choose Search Jobs.
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Test
Step Test Step

Pass
# Name Instruction Expected Result / Fail
3. View Job View details of the job by choosing the appropriate <job title> link. The details of the
Details posted job are dis-
played.
Result

If after viewing the details of the posted job, the Employee finds the job interesting, he or she can apply for the
job. Continue in the process execution with process step Complete Candidate Profile and Submit Application
[page 77] and subsequent.

i Note

The Employee can also refer the job to a friend (described in process step Refer Job to Friend (Optional)
[page 84]) or add a friend from outside the company to the candidate pool (described in process step Add
Referral (Optional) [page 86]).

45.1.2 Complete Candidate Profile and Submit Application

Purpose

Employees can directly apply to jobs posted on the Internal Career Site without creating an additional account.
However, to apply for a job, the employee needs to complete their candidate profile, which will be used in the
job application processes. Once the candidate profile has been completed, the Employee can apply for the
open jobs posted on the Career Site.

i Note

The Employee can also decide to save the candidate profile and apply later for the job. In this case, this
process step would be split into two process steps Complete Candidate Profile and Apply for Job.
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Procedure

Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Access Ca- Log on to SAP SuccessFactors Company instance as The Career
reer Site Employee. Opportunities screen is

displayed.
Choose |} Home > Careers } from the menu in the top left

corner.

2. Select Job to On the Career Opportunities screen, choose Search Jobs to The My Candidate
Apply find the job you want to apply for. Profile screen is dis-

layed.
In the search result list, choose Select Action next to the job playe

requisition of interest, and from the dropdown, which expands,
select Apply.
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Test
Step Test Step
# Name

Pass /

Instruction Expected Result Fail

3. Complete
Candidate
Profile

In the Upload Resume window, choose Choose File, add the The Apply <Job Title>
Resume file from your local disk and choose Upload. (<Requisition ID>)

screen is displayed.
An acceptance message displays showing that the resume piay

is successfully parsed and information from the uploaded re-
sume has been parsed into the designated candidate profile
fields.

i Note

If an error about standardized mapping for resume parsing
occurs, you can confirm the message and continue the
process.

Since client instances are highly configurable, some third-
party sources may map to standardized fields. If these
features are not in use, the standardization mapping does
not need to be performed.

For internal candidates, most fields in the Candidate Profile are
derived automatically from fields in the Employee Profile, for
example, Email. The data will be prepopulated in the candidate
profile if the information is maintained in the employee profile.
If you change these fields in the Candidate Profile, the corre-
sponding field data in the Employee Profile will be changed
accordingly.

Check the candidate profile fields that have been parsed from
the resume and fill in all required fields and other additional
fields, if necessary. Pay attention to maintain the Country/
Region field. In addition, flag the Send me SMS notifications
checkbox right below the Phone field in case you allow SMS
notification to be sent to your mobile phone. Upload, for exam-
ple, the Cover Letter.

i Note

You can also maintain all candidate profile fields manually
without uploading a CV.

Flag the Hear more about career opportunities checkbox as per
your own requirements.
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Test
Step Test Step Pass /
# Name Instruction Expected Result Fail

i Note

Flagging Hear more about career opportunities means you
agree to opt in to email campaigns. You will not receive any
campaign emails unless you flag this checkbox.

When done, choose Next.

4. Apply for Job Confirm the Click to view Internal Transfer Guidelines and an- You have applied for
swer the questions required for submitting the application. the job. A success mes-
sage is displayed b
Then choose Apply. ge IS display y

the system and an au-
tomatic confirmation of
having received this ap-
plication is sent out by
the system via email.
Your application has
been moved in the Tal-
ent Pipeline to status
New Application.

i Note

You have the pos-
sibility to go back
to the job search
page to search for
further jobs, or re-
turn to the jobs you
have applied.

Result

The process execution continues with the automated process step Start Automated Screening of Application
[page 81].

As Internal Candidate you can set up alerts to receive new job posting notifications. In this case, continue in
the process execution with process step Create Job Alert (Optional) [page 81].
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45121  Start Automated Screening of Application

Purpose

After the employee (internal candidate) has applied to a job, the system starts the automated screening of the
submitted application.

Procedure

This is an automated step, and no manual execution is required.

Result

If the internal candidate’s answers toward the pre-screening questions, which are marked as Disqualifiers, meet
the pre-defined requirements, the application will be processed and the employee will be part of the Select
Candidate (Sub-Processes Bundle) [page 103].

If the internal candidate’s answers toward the prescreening questions, which are marked as Disqualifiers, do
not meet the pre-defined requirements, the internal candidate will fail the prescreen. The application will be
placed automatically by the system into Automatically Disqualified .

4.5.1.3 Create Job Alert (Optional)

Purpose

The Employee sets up saved searches, such that they can easily re-use search criteria. The Employee then sets
up these saved searches as job alerts to get informed whenever new jobs are posted that match their interests.
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Procedure

Test Test
Step Step Pass
# Name Instruction Expected Result / Fail
1. Access  Logonto SAP SuccessFactors Company instance as Employee. The Job Alerts screen is
Job displayed.
Alerts Choose |} Home > Careers } from the menu in the top left corner.
Choose the Saved Searches/Alerts tab.
2. Create  Choose Create New Job Alert. Job alerts have been cre-
New Job ated.
Al Wt In the upcoming Create New Job Alert dialog box, enter the following
erts
data: A background job will
t ticall th
Name of Saved Search/Alert: give a name to the saved search/alert run.au omatically perthe
defined frequency. If a
Email me: select the sending frequency of the notification email, for  new job requisition is
example Dai ly posted, which meets the
defined criteria, the notifi-
Send email only when new jobs are available: flag checkbox I ! ) I ] .
cation email will be sent
Enter criteria for searching the new job requisition, such as automatically to the em-
Keywords, Job Language, Posted within the last <no.> days, ployee.
Requisition Number, Job Function, Level of Experience, Job Location
(Country/Region), and Job Location (region), Required Travel .
Choose Save.
Result

As Internal Candidate you can manage the job applications you have submitted so far. Continue in the process
execution with process step Manage Job Applications (Optional) [page 82].

4.5.1.4 Manage Job Applications (Optional)

Purpose

The Employee manages the submitted job applications on the Career Site.
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Procedure

Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Access Log on to SAP SuccessFactors Company instance as Employee. The Job Applications
Career screen is displayed,
Site Choose |F Home  Careers Jfrom the menu in the top left corner. containing the Jobs

Choose the Job Applications tab.

i Note

Alternatively, stay on the Home page, and in the Job Applications
card within the For You Today section, choose My Applications.

All'link will be displayed in the Job Applications card. Choose
that link; in the upcoming dialog box, choose My Applications

iNote
In case there are several jobs you have applied for, the View
in the appropriate Job Applications card.

Applied table.
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Test
Step Test Step
# Name Instruction

Expected Result

Pass /
Fail

2. Manage On the Jobs Applied screen, you can see the status of your application
Job Ap-  and what the next steps are.
plica-
tions i Note
Candidates may also withdraw their application, if desired, by se-
lecting in the Actions column the Select dropdown and from there
the Withdraw Application option.

i Note

If the system is configured to allow application updates after sub-
mission, you may access the application from this screen to make
any necessary additions/modifications. Proceed as follows:

® Inthe Actions column, choose from the Select dropdown
View /Edit Application and Add Attachment.

® Make any necessary additions/modifications or add attach-
ments if needed.

¢ Choose Update.

i Note

Alternatively, you can stay on the Home page and in the Job
Applications card within the For You Today section, choose the
View Details link for your application, make any necessary addi-
tions/modifications or add attachments, if needed. Then choose
Update.

The Internal Candi-
date has viewed the
status of their ap-
plication(s) and has
adapted the job ap-
plication(s), as nec-
essary.

4515 Refer Job to Friend (Optional)

Purpose

The Employee refers a certain job posting to a friend outside the company.
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Procedure

Test
Step Test Step Pass
# Name Instruction Expected Result / Fail
1. Access Log on to SAP SuccessFactors Company instance as The Career Opportunities screen
Career Employee. is displayed.
Site
Choose |} Home > Careers } from the menu in the top left
corner.
2. Refer On the Career Opportunities screen, choose Search Jobs to An email was sent to the refer-
Friendto display all open job requisitions. ral.
Job From the Select Action dropdown next to the job requisition i Note
of interest select Email this job to a friend.
The system checks auto-
Fill out the fields in the Email this job to a friend dialog box: ) ) ) )
matically if the candidate is
<Your friend®"s name: Your friend"s email already registered.
address:. If the candidate already
Choose Send. exists in the system,
he or she will receive
an email notification
Enpl oyee Referral
Noti fication
Exi sting Candi dat e.
If the candidate is new
in the system, he or
she will receive an email
Enpl oyee Referral
Noti ficati on New
Candi dat e.
Result

The email sent to the referral contains the access for applying to the job.

As Referral open the link and follow the activities performed by an External Candidate as described insub-

process External Candidates. When you access for the first time the career site via the referral link, you need to
reset your password and accept the data privacy consent statement.
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4516 Add Referral (Optional)

Purpose

The Employee adds a friend from outside the company to the candidate pool as a general referral submission,
not for a specific job posting.

Procedure

Test
Step
# Test Step Name

Instruction Expected Result

Pass /
Fail

1 Access Career Log on to SAP SuccessFactors Company instance The Career Opportunities
Site as Employee. screen is displayed.
Choose |IF Home » Careers 3 from the menu in
the top left corner.
2. Access Referral Go to the Referral Tracking tab on the upper right ~ The Referral Tracking screen is
Tracking part of the screen. displayed.
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Test
Step
# Test Step Name Instruction

Expected Result

Pass /
Fail

3. Add a Referral Choose Add a Referral!.

Fill out the fields in the Add Referral dialog box:
<First Name> <Last Name>, <Emai l>,
<Phone>, <Country/Region>.

Choose Send.

i Note

If the email address already exists in the sys-
tem, adding a general referral is not allowed.

This is a way to add a candidate to the system;

if they already exist, you will be prompted to
refer them to a job.

If the candidate does not exist, an external
account is created with his or her email ad-
dress. The referral becomes searchable in

The email for general submis-

sion was sent to the referral.
The referral was added to the
general candidate pool.

Candidate Search and will receive an email in-
forming him/her that he/she has been added
via Employee Referral. The email contains the
referral’'s username and a URL where the re-
ferral can set the password. Once the pass-
word is set, the referral lands on the job page
of the external career site to search and apply

for jobs.

Result

The employee can track the referred candidates he or she has added to the pool. For more details, refer to

section Referral Tracking [page 174] of this document.
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4.5.2 External Candidate Experience (Sub-Process)

Purpose

This sub-process describes the procedure to be followed by the External Candidate when applying for jobs,
which are posted externally. The external career site is supported by RMK.

To apply for a certain job, external candidates need to create a candidate profile and either go through a regular
application or “one-click” application if quick apply is enabled.

i Note

There are multiply ways to access the External Career Site supported by RMK, for example, from search
engines, such as Google, from social networks, such as Twitter, from job boards or from URL link in email
(for example, Employee Referral), depending on different business cases. In this document, to make it
straight forward to test, we provide the direct URL link of the external career site for you to access.

45.2.1 Access External Career Site, Review Job Postings,
and Choose Apply

Purpose

The External Candidate searches for open job postings on the external Career Site.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1 Access Ca- Access the External Career Site viafol- The company’s Career Site is displayed.
reer Site lowing link directly:

https://
<sitename>.valhalla.stage.
Jobs2web.com
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
2. Select Lan- On the top right corner of the screen, The language of the screen changes accordingly.

guage select from the Language dropdown list

your preferred log in language.

3. Maintain In the middle of screen, enter in You receive a list of externally posted jobs.
Search Cri- the Search by Keyword or Search by
teria Location fields keywords or location
of the job you are interested in, then
choose Search Jobs.

4. View Job View details of the job by selectingthe  The details of the posted job are displayed.
Details name of the job.

5. Apply for If you are going to apply for the job, Depending, if the job requisition is enabled for
Job choose Apply now. quick apply or not, different screens display:

¢ Ifthe job requisition is enabled for quick
apply, the Career Opportunities: <Job Title>
(<Requisition ID>) screen displays. It con-
tains account creation fields and application
fields arranged in a logical order that helps
you to fill out the details. This feature allows
you to complete a job application in the few-
est clicks possible, without having to fill out
a complete profile, by displaying one-page
view for the account creation and application
fields.

® |If the job requisition is not enabled for

quick apply, the Career Opportunities: Sign
In screen displays.

Result

Stay on the screen to continue as follows:

* |Ifyou are a new candidate, who has no user account on the external career site yet, then

* if the job requisition is not enabled for quick apply: execute process step Create Account and
Agree to Data Privacy [page 90], followed by process step Complete Candidate Profile and Submit
Application [page 92], or

* if the job requisition is enabled for quick apply: execute process step Complete Reduced Candidate
Profile and Submit Application [page 95].

* If you have already a user account on the external career site, then, no matter if the job requisition
is enabled or not for quick apply, execute process step Sign In, Update Candidate Profile, and Submit
Application [page 97].
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45.2.2 Create Account and Agree to Data Privacy

Purpose

An External Candidate, who is not yet registered on the external career site of the company, needs to create an
account and agree to the data privacy statement.

i Note

This is a one-time activity the External Candidate needs to execute.

A Caution

For a candidate, who has been added to the company's candidate database either via mass upload of
resumes or bulk creation via csv file, an account has been automatically created upon successful mass
upload or bulk creation. This candidate has already received an email notification with login details to the
company's career site and needs to reset the initial password.

Procedure

New external candidate creates account
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Test Test

Step Step Pass /
# Name Instruction Expected Result Fail
1. Create On the Career Opportunities: Sign In screen, choose The Career Opportunities: Create an
Account the Create an account link. Account screen is displayed.
i Note

This Note is valid for scope item Recruiting
with Integration to Position Management and
Onboarding (3EK) only, and in the assumption
that you will be the successful candidate for the
job requisition!

The language you have selected in process step
Access External Career Site, Review Job Post-
ings, and Choose Apply, will be the language

in which the account is created. It will also be
the language of the system, for which you get
limited access prior to the first day at work for
submitting the data required for completing the
hiring task.

2. Enter Ac- Fill out the fields:

count In- _ _
forma- <Email Address>, <Retype Email
tion Address>, <Choose Password>, <Retype
Password>, <First Name> <Last Name>,
<Country/Region of Residence>
Flag the Notification: Receive new job posting
notifications and Hear more about career
opportunities checkboxes as per your own require-
ments.
i Note
Flagging Hear more about career opportunities
means you agree to opt in to email campaigns.
You will not receive any campaign emails unless
you flag this checkbox.

3. Accept Choose the Read and accept the data privacy After accepting the data privacy state-
Data Pri- statement link. In the upcoming Data Privacy ment, you are allowed to create an ac-
vacy Consent Statement dialog box, read the data privacy count on the career site.

State- consent statement and choose Accept.
ment
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Test Test

Step Step Pass /
# Name Instruction Expected Result Fail
4. Create Choose Create Account. The user account has been created
Account and you are automatically logged on
to the career site. The <Job Title>
(<Requisition ID>) screen for complet-
ing the candidate profile and applica-
tion form for the selected job displays.
Stay on this screen to continue with
process step Complete Candidate Pro-
file and Submit Application [page
92].
Candidate created via mass upload or bulk csv resets password
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Access In the email having subject You have been entered into the The Career Opportunities :
Password recruiting candidate database, choose the Password hyper- Password Reset screen is
Reset link. displayed.
2. Set Pass- Enter your password in the <New Password> and Your password has been
word <Retype New Password> fields. set.
Then choose Submit.
3. Signinthe Onthe Career Opportunities: Password Reset screen, choose  You have signed into the
Career Site  SignIn. career site.
Enter your <Email Address>and <Password>, and Stay on this screen to

choose Sign In.

In the Data Privacy Consent Statement dialog box, choose

Accept.

continue with process
step Complete Candidate
Profile and Submit Appli-
cation [page 92].

45.2.3 Complete Candidate Profile and Submit Application

Purpose

The External Candidate maintains their candidate profile and submits the job application.
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Procedure

i Note

It is assumed that the External Candidate did not sign out from the Career Site but stayed on the <Job
Title> (<Requisition ID>) screen.

Tes

t

Ste Test Step Pass /
p# Name Instruction Expected Result Fail

1. Complete Onthe <Job Title> (<Requisition ID>) screen for completing
Candidate the candidate profile and application form for the selected
Profile job, expand the My Documents section and choose the (+)

icon in the Resume/CV box to add your resume/CV. You can
choose to upload the file from your local device, Dropbox, or
Google Drive.

i Note

In case your candidate profile was created via mass up-
load of resume, your resume has already been stored in
the instance, and you don't need to upload it again.

i Note

When successfully uploaded, information from the re-
sume is automatically parsed into the designated candi-
date profile fields.

If appropriate, you can also attach a cover letter by choosing
the (+) icon in the Cover Letter box.

Fill'in the mandatory fields (marked with a red asterisk)

and any further relevant fields, such as Phone and Province/
State in the Profile Information section. Complete back-
ground element sections, such as Outside Work Experience,
Formal Education, Language Skills, and Geographic Mobility
if necessary.

i Note

You can also maintain all candidate profile fields man-
ually without uploading your CV.
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Tes

t

Ste Test Step Pass /

p# Name Instruction Expected Result Fail

2. Complete Inthe Job-Specific Information section, fill in the mandatory
Applica- fields (marked with a red asterisk) and any further relevant
tion Form fields under Employment Information, as well as in other

country/region specific sections.
i Note
In the SAP Best Practices solution, we provide some GB-
and US-specific fields, respectively, as example.

Answer all the prescreening questions, too.

3. Submit Choose Apply. You have applied for the job. A
Applica- success message is displayed by
tion the system and an automatic

confirmation of having received
this application is sent out by the
system via email.
i Note
You can decide to return to
the job search page, to the
jobs applied, or to sign out.
Result

The process execution continues with the automated process step Start Automated Screening of Application

[page 100].

As External Candidate you can set up alerts to receive new job posting notifications. In this case, stay after the
application submission on the Your application has been sent screen and continue in the process execution with
process step Create Job Alert (Optional) [page 100].
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45.24 Complete Reduced Candidate Profile and Submit
Application

Purpose

In case the job requisition has been enabled for quick apply, the External Candidate, who applies for the first
time to a job in the company, can complete the job application in the fewest clicks possible, without having to
fill out a complete profile.
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Procedure

Tes
t
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1 Complete Onthe Career Opportunities: <Job Title> (<Requisition ID>)
Applica- screen, choose the (+) icon in the Resume/CV box to add
tion Form  your resume/CV. You can choose to upload the file from

your local device, Dropbox or Google Drive.

i Note

When successfully uploaded, information from the re-
sume is automatically parsed into the designated candi-
date profile fields.

i Note

You can also maintain all candidate profile fields man-
ually without uploading your CV.

If appropriate, you can also attach a cover letter by choosing
the (+) icon in the Cover Letter box.

Fill'in all the required fields (marked with a red asterisk) in
the Employment Information section, other country/region
specific sections, and Statement of Agreement section.

i Note

In the SAP Best Practices solution, we provide some GB-
and US-specific fields, respectively, as example.

Next to the Terms of Use field, choose the Read and accept
the data privacy statement link. In the upcoming Data
Privacy Consent Statement dialog box, choose Accept.
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Tes

t

Ste Test Step Pass /
p# Name Instruction Expected Result Fail

2. Apply for Choose Apply. You have applied for the job. A
Job success message is displayed by
the system and an automatic
confirmation of having received
this application is sent out by the
system via email.

i Note

You can decide to return to

the job search page, to your
candidate profile, or to sign
out.

i Note

An account has been created for the external candidate. When now applying for another job requisition
(with or without quick apply enabled), the external candidate needs to sign into this account prior
submitting the job application.

Result

The process execution continues with the automated process step Start Automated Screening of Application
[page 100].

As External Candidate you can set up alerts to receive new job posting notifications. In this case, stay after the
application submission on the Your application has been sent screen and continue in the process execution with
process step Create Job Alert (Optional) [page 100].

45.25 Sign In, Update Candidate Profile, and Submit
Application

Purpose

An External Candidate, who already has a user account on the external career site, can directly log on to this
site, update the candidate profile, if needed, and submit the application for the job.
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In case the job requisition has been enabled for quick apply, the candidate can complete the job application in
the fewest clicks possible, otherwise the candidate needs to review and possibly update their complete profile.

Procedure

Job requisition is not enabled for quick apply

Test Test
Ste Step Pass /
p# Name Instruction Expected Result Fail
1. SignIn  Onthe Career Opportunities: Sign In screen, enter your The <job title> screen for complet-
<Email Address>and<Password>, and choose Sign ing the candidate profile and appli-
In. cation form for the selected job is
displayed.
2. Update Upload an updated Resume/CV or Cover Letter, if appropri-
Candi- ate.
date ) " : ) )
Update required or other additional fields, if applicable.
Profile
3. Com- In the Job-Specific Information section, fill in the mandatory
plete fields (marked with a red asterisk) and any further relevant
Applica- fields under Employment Information as well as in other
tion country/region specific sections.
Form
i Note
In the SAP Best Practices solution, we provide some
GB- and US-specific fields, respectively, as example.
Answer all the prescreening questions, too.
4. Submit  Choose Apply. You have applied for the job. A suc-
Applica- cess message is displayed by the
tion system and an automatic confir-

mation of having received this ap-
plication is sent out by the system
via email.

i Note

You can decide to return to the
job search page, to the jobs ap-
plied, to your candidate profile,
or to sign out.

Job requisition is enabled for quick apply
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Test Test

Ste Step Pass /

p# Name Instruction Expected Result Fail

1. SignIn  On the Career Opportunities: <Job Title> (<Requisition The Career Opportunities: <job

ID>) screen, choose the Please sign in link. title> screen displays with the one-
) ) ) _ page view for job application. The
In the upcoming Sign In dialog box, enter your <Emai l )
resume and possibly cover letter,
Address> and <Password>, and choose Sign In. which you have uploaded in the past
to your Candidate Profile on the ca-
reer site, display as well.

2. Com- Upload an updated Resume/CV or Cover Letter, if appro-

plete priate. Update required or other additional fields, if appli-
Applica- cable.
tion : ) :
Fill all relevant fields under Employment Information,
Form other country/region specific sections, and Statement of
Agreement.
i Note
In the SAP Best Practices solution, we provide some
GB- and US-specific fields, respectively as example.

3. Submit  Choose Apply. You have applied for the job. A suc-
Applica- cess message is displayed by the
tion system and an automatic confirma-

tion of having received this applica-
tion is sent out by the system via
email.
i Note
You can decide to return to the
job search page, to the jobs ap-
plied, to your candidate profile,
or to sign out.
Result

The process execution continues with the automated process step Start Automated Screening of Application

[page 100].

As External Candidate you can set up alerts to receive new job posting notifications. In this case, stay after the
application submission on the Your application has been sent screen and continue in the process execution with
process step Create Job Alert (Optional) [page 100].
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45.25.1 Start Automated Screening of Application

Purpose

After the External Candidate has applied to a job, the system starts the automated screening of the submitted
application.

Procedure

This is an automated step, and no manual execution is required.

Result

If the external candidate’'s answers toward the pre-screening questions, which are marked as Disqualifiers,
meet the pre-defined requirements, the application will be processed and the external candidate will be part of
the Select Candidate (Sub-Processes Bundle) [page 103].

If the external candidate’s answers toward the prescreening questions, which are marked as Disqualifiers, do
not meet the pre-defined requirements, the external candidate will fail the prescreen. The application will be
placed automatically by the system into Automatically Disqualified.

45.26 Create Job Alert (Optional)

Purpose

The External Candidate sets up job alerts to get informed whenever new jobs are posted, which match their
interests.
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Procedure

i Note

It is assumed, that after executing one of below process steps:

* Complete Candidate Profile and Submit Application, or

* Complete Reduced Candidate Profile and Submit Application, or

* Sign In, Update Candidate Profile, and Submit Application,

the External Candidate didn't leave the Career Site but stayed on the Your application has been sent screen.

Test Test
Step Step Pass /
# Name Instruction Expected Result Fail
1. Access On the Your application has been sent screen, The Candidate Profile screen is dis-

Candi- choose View Profile. played, containing your profile.

date Pro-

file
2. Access In the top right corner of the screen, choose Options The Job Alerts list screen is displayed.

Job and from the dropdown menu that expands, choose

Alerts Job Alerts.
3. Create Choose Create New Job Alert. The External Candidate has created

New Job the job alerts.

N Wt On the upcoming screen, enter in Search by J

er

Keyword or Search by Location appropriate key-
words or the location of the job you would like to set
as search criteria for the alert. Then enter a number
in the Send me alerts every <#> days field to define
the alert frequency.

Choose Create Alert.

A background job will run automati-
cally as per the defined frequency. If

a new job requisition is posted, which
meets the defined criteria, the notifi-
cation email will be sent automatically
to the candidate.

4. Go Back
to Job
Alerts
List

Choose Return to Job Alerts.

The Job Alerts screen is displayed.

Result

As External Candidate you can manage the job applications you have submitted so far. This process step can
be executed several times and at any point in time within this scope item. You can continue in the process
execution with process step Manage Job Applications (Optional) [page 102].
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4.5.2.7 Manage Job Applications (Optional)

Purpose

The External Candidate manages the submitted job applications on the External Career Site.

Additional Informa-
tion

Pas
s/
Fail

Procedure
Test Test
Step Step
# Name Instruction Expected Result
1 Access  Access the External Career Site supported by RMK ~ The company's
Career viafollowing link directly: Career Site is dis-
Site layed.
https:// pay
<sitename>.valhalla.stage. jobs2web.
com
2. Access  Onthe Careers Home screen, choose the View The Candidate Profile
Candi-  Profile link. screen is displayed.
date . - =
. The Sign In screen is displayed. Enter your Emai l
Profile

Address and Password to log on to the career
site.

In case you execute

this process step im-
mediately after proc-

ess step Set Future
Job Alerts without
having logged off
from the Career Site,
you can skip test
steps #1 and #2 and
execute directly test
step #3.
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Test Test Pas
Step Step Additional Informa- s/
# Name Instruction Expected Result tion Fail
3. Manage Go to the Job Applied (#) section and expand that The External Candi-

Job Ap- section. You can see the status of your application date has viewed the

plica- and what the next steps are. Select the Job Title status of his/her ap-

tions card related to the application you want to update.  plication and has

i Note

Candidates may also withdraw their appli-
cation, if desired, by choosing Withdraw
Application.

i Note

If the system is configured to allow application
updates after submission, the candidate may
make any necessary additions/modifications in
the My Documents or Job-Specific Information

sections. Make any necessary additions/modifi-

cations or add attachments if needed. Choose
Update.

adapted his/her job
application, as neces-
sary.

4.6 Select Candidate (Sub-Processes Bundie)

Purpose

This bundle of sub-processes highlights all the steps involved in the selection of a candidate, from pre-
screening to offer management.
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4.6.1 Perform Pre-Screening (Sub-Process)

Purpose

This sub-process provides an overview of a standard pre-screening, to sort between potential candidates and

unsuitable ones.

4.6.1.1

Purpose

Perform Pre-Screening

The Recruiter performs a pre-screening of the candidates on a regular basis to eliminate candidates who
do not meet the basic requirements of the job. The Recruiter reviews the candidate’s credentials, profile,
application, and so on.

Procedure
Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiter.

2. AccessRe-  choose | Home Recruiting # Job Requisitions 4 from The Job Requisitions screen is

cruiting the menu in the top left corner. displayed.

module
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Test

Ste Test Step Pass /
p# Name Instruction Expected Result Fail
3. Open Can-  On the Job Requisitions screen in the displayed list of jobs,  The <Job Title> screen is dis-
didate search for the row with your requisition. played, containing the Talent
Workbench Pipeline and the candidate(s)
for Job i Note who have applied for that job.
Requisition

The existence of new candidates is shown by
(<no.of new candidates> New) inthe
Candidates column. These candidates have status New
Application (or similar) in the Talent Pipeline.

Navigate to the Candidate’'s Workbench either by choosing
the <number> hyperlink in the Candidates column, or by
hovering over the job title and selecting Candidate Actions:
Candidate Summary.

4., View Candi- Inthe Candidate’s Workbench, you can view candidates in
dates two ways:

® View all candidates by selecting the View all candidates
link or

® Filter candidates by status by selecting the appropriate
status from the Talent Pipeline.

5. View Candi- To view the candidate’s details, choose the candidate’s Details of candidates, who
date Details name from the Candidates table on the left. A summary have applied to a particular job
view of the candidate is displayed, containing details, like: requisition, have been viewed.
® Whether the candidate is internal or external ® Incase the job requisi-
* Name and contact information, such as phone number tion has been marked as
and email an evergreen job requisi-

tion, you can forward the
candidate to an appropri-
ate child requisition. Con-
® Application information tinue with test step #6.

® Jobs he or she has applied for, if applicable .

® Cover Letter and Resume, if submitted

® Profile data, if maintained

® Correspondence so far between candidate and hiring
company

® Screening details, if available

® Other data configured as possible display options

i Note

In case you are of the opinion that this candidate can
be added to certain talent pool(s) or email campaign(s)
of your company, choose the View Profile hyperlink to
open the candidate profile. In the Talent Pools or Email
Campaigns section, choose +Add.
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Test

Ste Test Step Pass /
p# Name Instruction Expected Result Fail
6. Forward In case the job requisition is an evergreen requisition, then,  You return to the candidate
Candidate if appropriate, you can forward the candidate to a child summary view page, in which
as Appli- requisition. the linked child requisition is
cant to In the top left corner of the candidate summary view page, I|.sted inthe Jobs .Appl/e.d see”
Child ) ) tion. An automatic confirma-
choose Take Action > Forward > Forward as Applicant.
Requisition tion of having received this ap-
(Optional)  Inthe upcoming Forward as Applicant dialog box, enter plication is sent out by the
search criteria for potential job matches, and choose system via email to the for-
Search. warded candidate.
In the upcoming Forward as Applicant dialog box, flag i Note
the check box in front of the relevant job requisition and
choose Forward to Selected. The #/ # candi dat es In the Talent Pipeline of
successful Iy forwarded. information message is the linked child requisi-
displayed in the upper part of the Forward as Applicant dia- tion, the forwarded candi-
log box. date will be in status New

Application. On the candi-
date summary view page,
the candidate is marked
as being forwarded as
applicant. In the Jobs

Choose Close.

Applied section, the job
requisition from which the
candidate was forwarded
as an applicant is marked
accordingly.

Result

The candidate’s application has been pre-screened.
Continue in the process execution as follows:

* Incase you are of the opinion that the candidate is qualified for the posted job, stay on the screen, and
continue with process step Set Candidate Status to "PreScreen" [page 107].

i Note

Of course, you can also perform this process step later on; in this case you need to log on to the
Candidate’s Workbench of this job requisition.

* Incase you are of the opinion that the candidate is not qualified for the posted job, continue with Reject
Candidate (Sub-Process) [page 136].
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4.6.1.2

Purpose

Set Candidate Status to "PreScreen"

The Recruiter moves the candidate who is qualified for the posted job to status PreScreen.

Procedure

i Note

It is assumed that the Recruiter did not sign out from the Candidate’s Workbench.

Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1. Move Can-  Use one of the following methods to move the candi- A dialog window is displayed
didate to date of interest in the Talent Pipeline from status New for maintaining a comment
PreScreen  Application tostatus Screen - PreScreen: (except the last method).
Status ] ]
®* From the Candidates table, drag and drop the candi-
date(s) to a particular status in the Talent Pipeline by
grabbing the grid icon located to the left of the candi-
date’'s name.
® Flag the check box to the left of the candidate’s name
for one or more candidates and choose Action >
Advance Candidate to move them to the next status
in the pipeline.
® Flag the check box to the left of the candidate’s name
for one or more candidates and choose Action > Move
Candidate to a status selected from the dropdown.
® Select the candidate’s name. In the right part of the
screen the candidate’s details are displayed. Choose
Move Candidate at the bottom of the page and select a
status from the dropdown.
* While viewing a candidate’s details, update the Status
field in the Application and enter acomment in the
status change box, then choose Save.
2. Maintain For each of these methods (except the last one) you may The candidate is in status
Comment  enter acomment on the status change in the dialog box. PreScreen.
and Appl
PPl In this dialog box, choose Apply Updates.
Updates
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Result

The number of potential candidates has been reduced to a number that is manageable for the recruiter to
deep-dive in.

4.6.2 Review Candidates (Sub-Process)

Purpose

After pre-screening has been performed, the recruiter performs a detailed analysis of the remaining
candidates, during which applicants, where further discussion is necessary, are contacted to decide if they
are a good match. Those that do not seem to be a good match even after the initial pre-screening, are going to
be rejected.

4.6.2.1 Review Candidate

Purpose

The Recruiter reviews the candidates in detail after the pre-screening has been performed.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiter.

2. AccessRe-  poosell Home Recruiting ¥ Job Requisitions The Job Requisitions screen is

cruiting from the menu in the top left corner. displayed.

module
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
3. Open Candi- On the Job Requisitions screen, search in the displayed list The <Job Title> screen is dis-
date Work-  of jobs for the row with your requisition. played, containing the Talent
bench f Pipeli dth didat
enc or. . Navigate to the Candidate’s Workbench either by choosing 1hetine an .e candica E_}(S)
Job Requisi- o ) who have applied for that job.
ti the <number> hyperlink in the Candidates column, or by
on hovering over the job title and selecting Candidate Actions:
Candidate Summary.
4. View Candi-  geject status | Screen ¥ Prescreen Jin the Talent Pipe-  Details of the candidates, who
dates have applied to a particular job

line. The candidate shows up in the list.
requisition, are displayed.
To view the candidate’s details, choose the candidate’s

name from the Candidates table on the left. A summary
view of the candidate is displayed containing such infor-
mation as:

® Whether the candidate is internal or external

® Name and contact information, such as phone num-
ber and email

® Cover Letter and Resume, if submitted
® Profile data, if maintained

® Application information

® Jobs he or she has applied for

® Email correspondence so far between candidate and
hiring company

i Note

Email Correspondence enables Recruiters to have the
complete history of manual email communication with
candidates. For details refer to section Email Corre-
spondence and Message Center [page 178] within

this document.

® Screening details, if available

® Other data configured as possible display options
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
5. Follow Exter- In case you need to get insight into the actions of the The Currently Followed
nal Candi- external candidate(s), you can follow this candidate(s). Candidate icon appears next to
date (Op- th didate’ .
t'a € f) P In the Talent Pipeline, flag the check box to the left of the e candidate s name
iona ) ) )
candidate’s name for one or more candidates and choose i Note
Action > Follow Candidate.
The Candidate Activity
Feed in Recruiting >
Dashboard will be popu-
lated by the candidates
that are being followed
and the actions they take.
For details on the Activ-
ity Tracking & Dashboard
feature refer to section
More Information > Activ-
ity Tracking & Dashboard
within this document.

6. Move Candi- Use one of the following methods to move the candidate of A dialog window is displayed
date to Re- interest in the Talent Pipeline from status PreScreento for maintaining a comment
cruiter Re-  status Screen - Recruiter Review: (except the last method).
view Status ] ]

From the Candidates table, drag and drop the candi-
date(s) to a particular status in the Talent Pipeline
by grabbing the grid icon located to the left of the
candidate’s name.

® Flagthe check box to the left of the candidate’'s name
for one or more candidates and choose Action >
Advance Candidate to move him/her to the next sta-
tus in the pipeline.

® Flag the check box to the left of the candidate’s name
for one or more candidates and choose Action > Move
Candidate to a status selected from the dropdown.

® Select the candidate's name. In the right part of the
screen the candidate’s details are displayed. Choose
Move Candidate at the bottom of the page and select
a status from the dropdown.

® While viewing a candidate’s details, update the Status
field in the Application and enter a comment on the
status change box, then choose Save.

7. Maintain For each of these methods (except the last one) youmay  The candidate is in status
Comment enter a comment on the status change in the dialog box. Recruiter Review.

d Appl
and Apply In this dialog box, choose Apply Updates.
Updates
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Result

Based on the summary view of the candidate’s application, the Recruiter can now evaluate if the candidate
is suitable for the posted job requisition. The recruiter checks all the details provided by the candidate. Once
done, the recruiter continues in the process execution as follows:

* In case the outcome of the detailed check is that the candidate is suitable, continue with process step Set
Candidate Status to "Hiring Manager Review" [page 111].

¢ If the recruiter is unsure whether the candidate is a match or not, continue with process step Perform
Phone Screening with Candidate (Process Step Outside Software) [page 113].

¢ Incase the outcome of the detailed check is that the candidate is not suitable, continue with Reject
Candidate (Sub-Process) [page 136].

46.2.2 Set Candidate Status to "Hiring Manager Review"

Purpose

After having reviewed the application details submitted by the candidate and concluded that the application
should be forwarded to the hiring manager for a detailed check, the Recruiter moves the candidate to status
Hiring Manager Review.

Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.

Recruiter.

2. Access Re- Choose |', Home > Recruiting > Job Requisitions } The Job Requisitions screen is

cruiting from the menu in the top left corner. displayed.

module
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Test
Step Test Step
# Name

Instruction

Pass /

Expected Result Fail

3. Open Candi-
date Work-
bench for
Job Requisi-
tion

On the Job Requisitions screen, search in the displayed list
of jobs for the row with your requisition.

Navigate to the Candidate’s Workbench either by choosing
the <number> hyperlink in the Candidates column, or by
hovering over the job title and selecting Candidate Actions:
Candidate Summary.

The <Job Title> screen is dis-
played, containing the Talent
Pipeline and the candidate(s)
who have applied for that job.

4. Select Can-
didate

Select status |} Screen > Recruiter Review ] in the Tal-
ent Pipeline.

The candidate shows up in the
list.

5. Move Candi-

Use one of the following methods to move the candidate

A dialog window is displayed

date to Hir-  of interest in the Talent Pipeline from status Recruiter for maintaining a comment
ing Manager Reviewto status Manager Review - Hiring (except the last method).
Review Sta-  \janager Review:
tus
® From the Candidates table, drag and drop the candi-
date(s) to a particular status in the Talent Pipeline
by grabbing the grid icon located to the left of the
candidate’s name.
® Flagthe check box to the left of the candidate’s name
for one or more candidates and choose Action >
Advance Candidate to move him/her to the next sta-
tus in the pipeline.
® Flagthe check box to the left of the candidate’s name
for one or more candidates and choose Action > Move
Candidate to a status selected from the dropdown.
¢ Select the candidate’s name. In the right part of the
screen the candidate’s details are displayed. Choose
Move Candidate at the bottom of the page and select
a status from the dropdown.
® While viewing a candidate’s details, update the Status
field in the Application and enter a comment on the
status change box, then choose Save.

6. Maintain For each of these methods (except the last one) youmay  The candidate is in sta-
Comment enter a comment on the status change in the dialogbox.  tusHiring Manager
and Appl i

i In this dialog box, choose Apply Updates. Review.
Updates

7. Forward Inform the Hiring Manager about your decision to invite The candidate has been for-
Candidate him or her to view the candidate. You can do this either warded to the hiring manager
to Hiring verbally, or by using from the summary view of the candi-  for further review.
Manager date the Action > Forward To Colleague functionality.
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4.6.2.3 Perform Phone Screening with Candidate (Process
Step Outside Software)

Purpose

In case the Recruiter is unsure, if the candidate is suitable for the posted requisition, he or she can contact the
applicant via phone for further discussion.

This process step takes place outside the delivered software and will therefore be described briefly.

Procedure

Call the applicant and do a phone interview with them. The questions asked during the phone interview as well
as the answers provided by the applicant are noted down.

Result

In case the potential of the candidate has been confirmed, the Recruiter can move the candidate to status
Hiring Manager Review. Proceed as described in process step Set Candidate Status to "Hiring Manager
Review" [page 111].

In case the candidate does not seem to be a good match even after the phone screening, the Recruiter can
continue in the process execution with Reject Candidate (Sub-Process) [page 136].

4.6.3 Confirm Candidate Shortlist (Sub-Process)

Purpose

After the recruiter has reviewed the candidates and submitted a list of the most suitable ones, the hiring
manager selects the ones that should be invited to the interview.
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4.6.3.1 Review Candidate

Purpose

The Hiring Manager reviews candidates who have applied to job requisitions and have been recommended by
the recruiter. He or she will decide who can be added to the Candidate Shortlist for interview.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Hiring Manager.
2. Access Re-

cruiting mod-
ule

Choose |# Home  Recruiting 3 from the menu in the
top left corner.

The Job Requisitions screen
is displayed.

3. Open Candi-
date Work-
bench for Job
Requisition

On the Job Requisitions screen in the displayed list
search for the row with your requisition.

Navigate to the Candidate’'s Workbench either by choos-

ing the <number> hyperlink in the Candidates column,
or by hovering over the job title and selecting Candidate
Actions: Candidate Summary.

The <Job Title> screen is dis-
played, containing the Talent
Pipeline.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
4. View Candi-  ggjoct status |» Screen » Recruiter Review 4 in the Tal- Details of the candidates rec-

dates ommended by the Recruiter

ent Pipeline. The candidate shows up in the list.
have been reviewed.
To view the candidate’s details, choose the candidate’'s

name the Candidates table on the left.

A summary view of the candidate is displayed containing
such information as:

®* Whether the candidate is internal or external

® Name and contact information, such as phone num-
ber and email

® Cover Letter and Resume, if submitted

® Profile data, if maintained

® Application information

® Jobs he or she has applied for

® Email correspondence so far between candidate
and hiring company

® Screening details, if available

® Other data configured as possible display options

Result

The candidate’s application has been reviewed in detail.
Continue in the process execution as follows:

* Incase you are of the opinion that the candidate is suitable to be invited to an interview, stay on the screen,
and continue with process step Set Candidate Status to "Proceed" [page 116].

i Note

Of course, you can also perform this process step later on; in this case you need to log on to the
Candidate’'s Workbench of this job requisition.

* Incase you are of the opinion that the candidate is not suitable and thus should not be invited to an
interview, continue with Reject Candidate (Sub-Process) [page 136].
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4.6.3.2 Set Candidate Status to "Proceed"

Purpose

The Hiring Manager moves the candidate who should be invited to an interview to status Proceed.

Procedure

i Note

Itis assumed that the Hiring Manager did not sign out from the Candidate’'s Workbench.

Test
Step Test Step
# Name

Instruction

Pass /
Expected Result Fail

1. Move Candi-
date to Pro-
ceed Status

Use one of the following methods to move the can-

didate of interest in the Talent Pipeline from status

Recruiter Review tostatusManager Review

- Proceed:

From the Candidates table, drag and drop the candi-
date(s) to a particular status in the Talent Pipeline
by grabbing the grid icon located to the left of the
candidate’s name.

Flag the check box to the left of the candidate’s
name for one or more candidates and choose Action
> Move Candidate to a status selected from the
dropdown.

Select the candidate's name. On the right part of the
screen the candidate’s details are displayed. Choose
Move Candidate at the bottom of the page and se-
lect a status from the dropdown.

While viewing a candidate’s, details update the
Status field in the Application section of the right-
hand side of the screen and enter a comment on the
status change box, then choose Save.

A dialog window is displayed
for maintaining a comment
(except the last method).

2. Maintain
Comment
and Apply
Updates

For each of these methods (except the last one) you may The candidate is in status

enter a comment on the status change in the dialog box.

In this dialog box, choose Apply Updates.

Proceed.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
3. Forward Can- Inform the recruiter about your decision to invite the The Hiring Manager has re-

didate to Re- candidate to a face-to-face interview. You can do this viewed the candidate and

cruiter either verbally, or by using the Action > Forward To communicated his or her de-

Colleague functionality.

cision to the Recruiter about
whether to invite the candi-
date to an interview.

4.6.3.3 Set Candidate Status to "Schedule Interview"

Purpose

Since the hiring manager has decided to invite the candidate to an interview, the Recruiter changes the
candidate’s status to Schedule Interview.

Procedure
Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiter.
2. Access Re- Choose |} Home > Recruiting > Job Requisitions } from The Job Requisitions screen is
cruiting the menu in the top left corner. displayed.
module
3. Open Candi- On the Job Requisitions screen, search in the displayed list  The <Job Title> screen is dis-
date Work- for the row with your requisition. played containing the Talent
bench f Pipeline.
Je;c; or- ~ Navigate to the Candidate’s Workbench either by choosing lpetine
t'o equist the <number> hyperlink in the Candidates column, or by
‘on hovering over the job title and selecting Candidate Actions:
Candidate Summary.
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Test
Ste Test Step
p# Name

Instruction

Pass /
Expected Result Fail

4. Select Can-
didate

Select status |} Manager Review > Proceed } inthe
Talent Pipeline. The candidate shows up in the list.

Choose the candidate’s name.

The summary view of the se-
lected candidate is displayed.

5. Change Can-
didates’ Sta-
tus

Use one of the following methods to move the candidate
of interest in the Talent Pipeline from status Proceed to
status Interview - Schedule Interview:

® From the Candidates table, drag and drop the candi-
date(s) to a particular status in the Talent Pipeline
by grabbing the grid icon located to the left of the
candidate’s name.

® Flagthe check box to the left of the candidate’s name
for one or more candidates and choose Action > Move

Candidate to a status selected from the dropdown.

® Select the candidate’'s name. In the right part of the

screen, the candidate’s details are displayed. Choose
Move Candidate at the bottom of the page and select

a status from the dropdown.

®* When viewing the candidate’s details, update the
Status field in the Application section of the right-
hand side of the screen and enter a comment on the
status change box, then choose Save.

A dialog window is displayed
for maintaining a comment
(except the last method).

6. Maintain
Comment
and Apply
Updates

For each of these methods (except the last one) you may
enter a comment on the status change in the dialog box.

In this dialog box, choose Apply Updates.

The candidate is in status
Schedule Interview.

4.6.4 Interview Candidates (Sub-Process)

Purpose

This sub-process describes how the Recruiting Administrator is involved in the recruitment process to
coordinate interview scheduling. The interviewer(s) conduct the interview(s), then provide feedback, which can
lead to either the selection of the candidate and the preparation of an offer, or the rejection of the candidate.
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4.6.4.1 Organize Interview and Publish Available Time Slots

Purpose

The Recruiting Administrator organizes the interview: this includes selecting the interview type and the
interviewers and publishing available time slots to candidates for them to choose and confirm the actual

interview time.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-
Recruiting Administrator. played.
2. Access Re- Choose |} Home > Recruiting ] from the menu in the top The Job Requisitions screen
cruiting left corner. is displayed.
module
3. Access In-  Choose the Interview Scheduling tab. The Scheduling screen is
terview displayed.
Scheduling
tab
4. Start On the JOB REQUISITIONS tab, you can see the job requi- The Select Candidates dia-
Scheduling sition card that you are currently processing. In the corre- log box is displayed.

sponding card, choose on the No. not started next to No.
candidates to schedule.

5. Select Can-
didate for
Interview
Scheduling

On the top of the screen, choose the Candidate Status:
Schedule Interview.

Select the candidate(s), for whom you want to schedule in-
terview(s), by choosing their name card, then choose Start
Scheduling.

The <Job Title> - <Job
Requisition ID> screen is
displayed.
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Test
Step

Test Step
Name

Instruction

Pass /
Expected Result Fail

Select Type
of Interview

Enter a name in the Interview Title field.

Choose the Interview Type by checking the appropriate ra-
dio button: Phone or Virtual or Face-to-Face.

If you choose type Virtual or Face-to-Face, choose the
proper interview location in the Location field.

Select In-
terview
Room (op-
tional)

i Note

This step is only relevant in case the interview schedul-
ing is integrated with outlook.

Choose the Select Rooms hyperlink. In the upcoming Add
Interview Rooms dialog box, flag the checkbox of the room
you want to book for the interview, then choose Update.

Select In-
terviewers

In the Manage Interviewers section, choose Add Interviewer
by either by Name or by Role in Requisition, then enter the
interviewer names or select the roles from the dropdown
list.

- Tip

We suggest that you select the Hiring Manager as inter-
viewer.

i Note

If you add more than one interviewer, the interview will
become a panel style interview where all interviewers
are required to interview the candidate at the same
time. The default interview duration is 30 minutes.

Extend the arrow in the bottom right corner of the 30 mi-
nutes’ duration bar to the right to increase the duration in
15 minutes intervals if needed.

To create back-to-back interviews (interviews with different
interviewers who are not all present at the same time), you

can select and drag the interviewer’s duration bar to adjust
the interview order of the interviewers or schedule a break

between interviews.

The Interviewers have been
selected and the decision
about interview duration
and order has been taken.
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Test
Step Test Step Pass /
# Name Instruction Expected Result Fail

. Find Availa- Choose Find Availability. All available time slots that fitthe ~ The Available Time Slots
bility interview criteria will be shown in the Availability Grid below. section is displayed.

i Note

A slot shown in light blue means that the slot is fully
available. Sky blue means that the slot has already
been sent out for another interview. Dark blue are slots
that have been selected or sent already. Slots that have
already been booked by candidates on this interview
will not show as available times.

i Note

Since in SAP Best Practices solution, interview sched-
uling is integrated with outlook, any times that the in-
terviewers have free on their outlook calendar within
their Exchange work hours will be used to get available
slots. If you do not use outlook integration, interview-
ers need to firstly maintain their availabilities manually.
For this, they need to log on to the instance, and nav-

igate to |} Recruiting > Interview Scheduling > My

Calendar 1 where they can provide their preferred
times. For detailed information, refer to the Recruiting
Handbook.

i Note

Availability from Outlook is captured in the Employee
Profile time zone of the Interviewer and displayed for
the logged in Recruiter's time zone.

10. Select In- In the Available Time Slots grid, select the time slot(s) for The interview time slot(s)
terview your interview by selecting the corresponding blank time has been selected.
Time Slot bars. The bar then turns to blue meaning that the timeslot
is selected successfully by you. If no suitable time slot
existed, you can select Add Custom Slot to create and se-
lect your own custom time slot. After maintaining the From
time, choose Add and Select.

i Note

You can select several time slots to give the candidate
the opportunity to choose the best fitting one.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
11. Set Re- In the Remind Candidates via SMS section, choose the Add

minder via  areminder link. Enter the number of days in the day(s)

SMS (op- before interview box.

tional)

12. Continue

Choose Continue.

The Contact Candidate(s)
screen is displayed.

13. Send Email
to Contact
Candidate

On the Contact Candidate(s) screen, choose Candidate
Self-Schedules Interviewinthe Email Template,
and adjust the email Subject or Body if necessary.

Choose Send to Candidate. In the upcoming Interview
Schedule Sent dialog box, choose OK.

The email with the invitation
to the interview has been
sent to the candidate.

4.6.4.2 Confirm Interview Time Slot

Purpose

The Candidate checks their email account and sees the scheduling for an interview. The candidate then logs on
to the Career Site via the link provided in the email and confirms the interview time slot.

Prerequisite

The candidate has received an interview invitation email.
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Procedure

Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Access Access your Email account and review the email for the interview The My Interviews
your Ca-  scheduling. screen is displayed.
reer Site Depending if you are
Choose the link provided in the email to log on to your career site. P g1y
an internal or external
candidate, continue ei-
ther with test step #
2a or test step # 2b.
2a. Confirm  In case you are an Internal Candidate: The system mes-
Interview i
Time Slot In the <No> Open Slots card, choose the Select hyperlink to view the sage l_m erview
ime >lo detailed interview time slot in the calendar view. appoi nt ment
(for Inter- booked
nal Candi- § ; Note successful lyis

date) displayed. The Inter-

In case the recruiter has suggested only one time slot, the Select

. il .
hyperlink is not available. Instead, you can proceed directly with viewer(s) will receive

) : an Outlook meetin
the below instruction. J
request for the con-
) ) ) ) ) firmed interview time
Choose the timeslot that is suitable for you (for multiple timeslots) ) )
o ) ) with the defined meet-
or choose the Confirm link (for only one time slot), and in the up-

) . ) ) ing room information.
coming Schedule Interview dialog box, choose Book Interview.

i Note

In case the time slot is not suitable for you, you can choose

the Decline hyperlink in the <No> Open Slots card (for multiple
times slots) or Interview Date/Time (for only one-time slot). In
the upcoming Decline Interview dialog box, enter the explanation
on your decision in the Add a note field, then choose Decline
Interview. The recruiting administrator will receive an email no-
tification saying that the candidate declined the proposed in-
terview time slot. The recruiting administrator then needs to
re-schedule the interview and send the invitation out again.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
2b. Confirm  In case you are an External Candidate: The system mes-
Interview i
. First log on to the career site with your Email Address and Password. sage I.nt erview
Time Slot appoi nt ment
(for Exter- Inthe Jobs Applied section, choose the Job Requisition card, to booked

nal Candi- which the interview invitation relates, having the notification Pending successful | yis

date) scheduled interview. displayed. The Inter-
In the My Interviews section, choose the View/Confirm Scheduled viewer(s) will receive
Interview hyperlink. an Outlook meeting

) ) ) o request for the con-
If only one timeslot is suggested, choose directly the Confirm link ) ) ) )

] . . ) ) firmed interview time
of the time slot, and in the upcoming Schedule Interview dialog box, ) )
with the defined meet-
choose Book Interview. ) ) )

ing room information.
If multiple timeslots are suggested, choose in the <No> Open Slots
card the Select hyperlink to view the detailed interview time slot in
the calendar view. Choose the suitable timeslot, and in the upcoming

Schedule Interview dialog box, choose Book Interview.

i Note

In case the time slot is not suitable for you, you can choose the
Decline hyperlink. In the upcoming Decline Interview dialog box,
enter the explanation on your decision in the Add a note field,
then choose Decline Interview. The recruiting administrator will
receive an email notification saying that the candidate declined
the proposed interview time slot. The recruiting administrator
then needs to re-schedule the interview and send the invitation
out again.

46.4.3 Receive Interview Invitation Meeting Request and
Confirm Interview Time Slot (Process Step Outside
Software)

Purpose

The Interviewer (Hiring Manager) checks their outlook account to see the invitation meeting request for the
interview, confirmed by the candidate, with detailed time and date information. The Interviewer then accepts
the meeting request .
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Procedure

Test Test
Step Step Pass /
# Name Instruction Expected Result Fail
1. Access Access your Outlook account and review the meeting request ~ The interview time, date, lo-
your for the interview. cation, and candidate infor-
Outlook mation are displayed.
2. Accept In the meeting request, choose Accept to confirm the inter- The meeting request is
the view. saved in your calendar. The
Meeting recruiting administrator will
Request i Note receive an email notification

In case the time slot is not suitable for you, you can about the response of the

choose Decline in the meeting request. The Proposing a interviewer.
new time function is currently not supported. The Recruit-

ing Administrator will receive an email about your decline.

He or she can then choose to rebook the interview or let

the interview take place with another interviewer.

46.4.3.1 Send Interview Reminder

Purpose

One day before the interview takes place, an appropriate reminder is sent out to the candidate. The reminder is
sent out as email notification, and optionally as SMS.

Prerequisites

The SMS reminder can only be sent if the candidate maintained a valid mobile phone number and flagged the
Send me SMS notifications checkbox in their candidate profile . In addition, the SMS reminder must have been
maintained as described in process step Organize Interview and Publish Available Time Slots, test step #11
Set Reminder via SMS.
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Procedure

This is an automated step, and no manual execution is required.

Result

An email notification and possibly a SMS has been sent out to the candidate, reminding about the interview
taking place shortly.

4.6.4.4 Receive Interview Reminder via Email and SMS
(Process Step Outside Software)

Purpose
The Candidate receives the email notification and possibly also a SMS, in which they are reminded about the

interview taking place shortly.

This process step takes place outside the delivered software and will therefore be described briefly.

Procedure

Access your Mobile Device and review the SMS message reminding about the interview time and date.

Access your mailbox and review the email notification reminding about the interview time and date.

4.6.4.5 Conduct Interview (Process Step Outside Software)

Purpose

The Hiring Manager, as nominated by the recruiter, interviews the Candidate with the support from HR
business partner, recruiter, or any other interviewers.

This process step takes place outside the delivered software and will therefore be described briefly.

Recruiting in SAP SuccessFactors: Test Script
126 PUBLIC Test Procedures



Procedure

The hiring manager interviews the candidate who has applied for a certain job. The interview takes place at
the date and time as specified in the invitation. The answers given by the candidate to the questions during
application on the job application page, can be, for example, reviewed during the interview (use the Historical
Results for this).

46.46 Conduct Interview Evaluations, Ratings and Notes

Purpose

The Interviewer (Hiring Manager) conducts interview evaluations, ratings, and notes for the candidate.

If the SAP SuccessFactors Mobile application has been activated on the mobile device of the interviewer as
described in section 2 Prerequisites, the particular interviewer has the option to assess the candidate either on
the company instance website [page 127] or via the mobile device [page 129] .

These options are detailed below.

46.4.6.1 Conduct Interview Evaluations, Ratings and Notes
on Company Website

Purpose

The Interviewer conducts the interview evaluations, ratings, and notes for the candidate on the company
website.

Each participant at the interview (as maintained in the list of interviewers) must execute this step.

In our concrete use case, we consider the Hiring Manager executing this process step.
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Procedure

Test

Ste Test Step Pass /

p# Name Instruction Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instance as Hiring The Home page is dis-

Manager. played.

2. Open Inter- On the Home page, in the For You Today section, choose in the The Interview
view As- Provide Interview Feedback card, the Go to Interview Assessment link. Assessment: <Job
sessment Title> screen is dis-

i Note played.
In case there are several interview assessments waiting for proc-
essing, the View All link will be displayed in the Provide Interview
Feedback card. Choose that link; in the upcoming dialog box,
choose the Go to Interview Assessment link in the appropriate
Provide Interview Feedback card.

i Note

Alternatively, you can access the Interview Assessment page
from |[# Home ¥ Recruiting 3. On the Job Requisitions screen,
navigate to the Interview Central tab. Choose the Job, for which
you performed the interview, and in the Overall Ratings column,
choose the Rate now link next to the candidate you want to
assess.

3. Maintain On the Interview Assessment: <Job Title> screen, rate the listed com- The competencies
Competen- petencies for the interviewed candidate. score has been main-
cies Score tained.

i Note
The competencies are visible only if they have been assigned
to the job requisition (see details in process step Review Job
Descriptions).

Choose Save.

4. Maintain In the Overall Rating section, choose the Recommended or Not The candidate has
Overall Recommended icon to rate the candidate. been assessed.
Rating

Optionally you may enter a comment by using the Comments icon
and choose Done.

Choose Save.

Choose I'm Done.
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46.4.6.2 Conduct Interview Evaluations, Ratings and Notes
via Mobile Device (optional)

Purpose

If the mobile application is enabled on their devices, the interviewers can access the interview portlet to view
and assess both overall interview feedback and candidate competency ratings via mobile device.

In our concrete use case, we consider the Hiring Manager to execute this process step.

i Note

If the mobile application is not enabled, this option is not available and only option described in Conduct
Interview Evaluations, Ratings and Notes on Company Website can be executed.

i Note

In this document, we only describe the screen elements of the iOS system. The SAP SuccessFactors Mobile
application also supports the Android platform, while the Android interface might be a little bit different.

Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1 Log on Open the SAP SuccessFactors mobile app and log on as The SAP SuccessfFactors

Interviewer (Hiring Manager) by tapping the corresponding home page is displayed.
username in the Multi-Profile screen.

2. Open Newly In the To-Do tile, tap Assess Candidates, and then <Job The Candidate
Created Candi- Title> (<Job Requisition ID>) - <number> out of <total Assessments screen is dis-
date Assess number> Interview Assessment pending for <Job Title> played.
(<Job Requisition ID>).

3. Access Candi- Tap the <Candidate Name> tile. The Details screen for the
date Assess candidate assessment is
displayed.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
4. Maintain Over- On the Details screen, in the Overall Rating section, tap The candidate has been

all Rating and  the Recommended or Not Recommended icon to rate the  assessed.

Competencies candidate.

Score

Under Ratings, review the listed competencies and rate

each competency for the candidate.

You can also enter comments in the Add Overall Comments

box.

Tap Submit. In the Feedback Submitted dialog box, tap OK.

4.6.4.7 Decide on Candidate Prioritization

Purpose

Based on the interview evaluations, ratings, and notes, the Hiring Manager decides on the final prioritization
of the candidates with respect to their suitability for the posted job requisition. Then, the decision is
communicated to the Recruiter.

The final feedback can be provided either verbally or via email. The latter can be done also using SAP
SuccessFactors, which will be described in this document.

Procedure
Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Hiring Manager.

2. Access Re- Choose |} Home > Recruiting > Job Requisitions 1 The Job Requisitions screen is

cruiting from the menu in the top left corner. displayed.

module
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Test
Ste
p#

Test Step
Name

Instruction

Expected Result

Pass /

Fail

Open Candi-
date Work-
bench for
Job Requisi-
tion

In the list displayed on the Job Requisitions screen, search
for the row with your requisition.

Navigate to the Candidate’'s Workbench either by choos-
ing the <number> hyperlink in the Candidates column,
or by hovering over the job title and selecting Candidate

Actions: Candidate Summary.

The <Job Title> screen is dis-
played, containing the Talent
Pipeline.

Go to Candi-
date Ratings

Choose the VIEW CANDIDATE RATINGS (No.) tab.

The Candidate Ratings: <Job
Title> screen is displayed.

View the
Stack Rank-

ing

In the Stack Ranking section displayed in the right side of
the screen, check the candidates’ ranking results.

The Hiring Manager decides
the priority of the candidates
on their suitability for the
posted job requisition.

6. Forward Can-
didate to Re-

cruiter

Inform the recruiter about your decision on the candidate.
You can do this either verbally, or via email. For the latter
method, choose the Candidates (No.) hyperlink to go to
the Talent Pipeline page, then choose the Interview Status.
Choose the candidate's name separately and use the Take
Actions > Forward > Forward To Colleague functionality.

The Hiring Manager has com-
municated the decision to the
Recruiter about which candi-
date would be considered as
the first choice.

46.4.8 Receive Final Feedback via Email (Process Step
Outside Software)

Purpose

The Recruiter checks their email account to review the final feedback provided by the hiring manager with
respect to the interviewed candidate.

This process step takes place outside the delivered software and will therefore be described briefly.

Procedure

Access your Email account.

Review the email from the hiring manager.
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Result

Depending on the final feedback of the hiring manager, the recruiter can continue in the process with different
process step sequences.

* For candidate(s) who are still considered after the interview, the recruiter decides if another interview
is required. If yes, the recruiter can move the candidate to status Interview — 2nd Interview
and ask the Recruiting Administrator to re-start the interview-related sub-process Interview Candidates
(Sub-Process) [page 118].

* If noother interview is necessary, then, depending, if the candidate is external or internal, the recruiter can
continue in the process execution as follows:

® incase of an external candidate, the candidate can be moved to status Pre-Offer Background
Check, and the background / reference check can be started, if necessary (process step Initiate Pre-
Offer Background / Reference Check for External Candidate (Optional) [page 132] and subsequent).

® incase of aninternal candidate, the recruiter continues with process step Set Candidate Status to
"Prepare Offer" [page 135].

* For candidate(s) who are not considered anymore after the interview, the recruiter will perform Reject
Candidate (Sub-Process) [page 136].

46.4.9 Initiate Pre-Offer Background / Reference Check
for External Candidate (Optional)

Purpose
After an external candidate passed successfully the interview, the Recruiting Administrator can initiate the

pre-offer background/reference check of that candidate.

The Recruiting Administrator moves the external candidate from status Interview to status Pre-Offer
Background Check.

Prerequisite

The candidate is an external person to the company.
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Procedure

Test
Ste
p# Test Step Name

Instruction

Pass /

Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instance The Home page is displayed.
as Recruiting Administrator.
2. Access Recruiting 105 |', Home > Recruiting > Job Requisitions 1 The Job Requisitions screen is
module displayed.

from the menu in the top left corner.

3. Open Candidate
Workbench for
Job Requisition

On the Job Requisitions screen, in the displayed list,
search for the row with your requisition.

Navigate to the Candidate’s Workbench either by
choosing the <number> hyperlink in the Candidates
column, or by hovering over the job title and selecting
Candidate Actions: Candidate Summary.

The <Job Title> screen is dis-
played, containing the Talent
Pipeline.

4. Select External
Candidate

Select status |} Interview } <appropriate status> 1
in the Talent Pipeline. The candidate shows up in the
list. Choose the external candidate’'s name.

The summary view of the se-
lected candidate is displayed.

5. Change External
Candidates’ Sta-
tus

Use one of the following methods to move the ex-
ternal candidate in the Talent Pipeline from status
Interview to status Pre-Offer Background
Check:

® From the Candidates table, drag and drop the
candidate(s) to a particular status in the Talent
Pipeline by grabbing the grid icon located to the
left of the candidate’s name.

® Flag the check box to the left of the candidate’s
name and choose Action > Advance Candidate to
move him/her to the next status in the pipeline.

® Flag the check box to the left of the candidate's
name and choose Action > Move Candidate to a
status selected from the dropdown.

® Select the candidate’s name. In the right part of
the screen, the candidate’s details are displayed.
Choose Move Candidate at the bottom of the
page and select a status from the dropdown.

® While viewing a candidate’s details, update the

Status field and enter a comment on the status
change box, then choose Save.

A dialog window is displayed
for maintaining a comment
(except the last method).
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Test

Ste Pass /
p# Test Step Name Instruction Expected Result Fail
6. Maintain Com- For each of these methods (except the last one) you  The candidate is in status

ment and Apply  may enter a comment on the status change in the Pre- O fer Background

Updates dialog box. Check.

In this dialog box, choose Apply Updates.

4.6.4.10 Perform Pre-Offer Background / Reference Check
of External Candidate (Process Step Outside
Software)

Purpose

The Recruiting Administrator performs a pre-offer background/reference check of the external candidate. This
check is executed in order to ease the decision of making a job offer to the external candidate who passed the
interview assessment successfully.

This step takes place outside the delivered software and will therefore be described briefly.

Procedure

Investigate the background of the external candidate and verify the accuracy of his/her claims as well as
researching any possible criminal history, worker's compensation claims, or employer sanctions. Check, for
example:

¢ Citizenship, immigration, or legal working status,

¢ Employment records,

* Education records,

¢ Gaps in employment history,

® |dentity and address.

Result

In case of a favorable check outcome, the candidate can be moved to status Prepare Offer.
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4.6.4.11 Set Candidate Status to "Prepare Offer"

Purpose

The Recruiter sets the status of the successful candidate to Prepare Offer.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-
Recruiter. played.
2. Access Re- Choose |} Home > Recruiting > Job Requisitions } from The Job Requisitions
cruiting mod- the menu in the top left corner. screen is displayed.
ule
3. Open Candi- On the Job Requisitions screen, in the displayed list search  The <Job Title> screen is
date Work- for the row with your requisition. displayed, containing the
bench f Talent Pipeline.
Je;cR or- a- Navigate to the Candidate’'s Workbench either by choosing alent Fipetine
t'o equist the <number> hyperlink in the Candidates column, or by
ion
hovering over the job title and selecting Candidate Actions:
Candidate Summary.
4. Select Candi- In case of an internal candidate, select status Interview in The summary view of the
date the Talent Pipeline. selected candidate is dis-

In case of an external candidate, select status |} Offer >

Pre-Offer Background Check 4 in the Talent Pipeline.
The candidate shows up in the list.

Choose the candidate’s name.

played.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
5. Change Candi- Use one of the following methods to move the candidate in A dialog window is dis-
dates’ Status  the Talent Pipeline from played for maintaining a
1. status Interviewto status OFfer - Prepare comment (except the last
Offer (in case of an internal candidate): method).
2. status Pre-Offer Background Check to status
Offer - Prepare Offer (incase of an external
candidate):
® From the Candidates table, drag and drop the candi-
date to a particular status in the Talent Pipeline by
grabbing the grid icon located to the left of the candi-
date's name.
® Flagthe check box to the left of the candidate’s name
and choose Action > Move Candidate to a status se-
lected from the dropdown.
® Select the candidate’s name. In the right part of the
screen, the candidate’s details are displayed. Choose
Move Candidate at the bottom of the page and select a
status from the dropdown.
® While viewing a candidate’s details, update the Status
field, and enter acomment on the status change box,
then choose Save.
6. Maintain Com- For each of these methods (except the last one) you may The candidate is in status
ment and Ap- enter acomment on the status change in the dialog box. Prepare Offer.
Ply Updates In this dialog box, choose Apply Updates.
Result

For the suitable candidate, the process continues with the Prepare Offer (Sub-Process) [page 142].

4.6.5 Reject Candidate (Sub-Process)

Purpose

This sub-process describes the possible activities that can take place after a candidate is rejected from a given
job requisition. The rejection may happen at any stage of the candidate selection process and can lead either
to a simple rejection without other follow-up activities, or to a redirection towards another job requisition that

Recruiting in SAP SuccessFactors: Test Script
136 PUBLIC Test Procedures



is more suitable, or to the addition to a talent pool to keep contact with the candidate until a more relevant job

requisition opens.

Prerequisites

Candidates have been placed in rejected step at some point of the candidate selection process.

46.5.1 Check Candidate Suitability for Other Job
Requisition

Purpose

The Recruiter processes the candidates who are not suitable for the specific job requisition. To decide which
way to go, the Recruiter checks if the candidate would be suitable for other open job requisitions.

Procedure
Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiter.
2. AccessRe-  cpooge | Home » Recruiting  from the menu on the The Job Requisitions screen is
cruiting top left corner. displayed.
module
3. Open Candi- On the Job Requisitions screen, in the displayed list search  The <Job Title> screen is dis-
date Work-  for the row with your requisition. played, containing the Talent
bench f Pipeline.
Je;(; or_ . Navigate to the Candidate’'s Workbench either by choosing lpetine
t'o equist the <number> hyperlink in the Candidates column, or by
on hovering over the job title and selecting Candidate Actions:
Candidate Summary.
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Test
Ste Test Step
p# Name

Instruction

Pass /
Expected Result Fail

4. Select Can-
didate

Select the corresponding status in the Talent Pipeline. Ac-
cording to the different process steps performed, choose
the relevant status as below:

® incase process step Perform Pre-Screening has been
executed, choose New Application

® incase process step Review Candidate of sub-proc-
ess Review Candidates has been executed, choose
Prescreen

® incase process step Review Candidate of sub-proc-
ess Confirm Candidate Shortlist has been executed,
choose Recruiter Review

The candidate shows up in the list.

From the Candidates table on the left of the screen, choose

the <candidate’s name> link of the candidate who is not
qualified or suitable for the current job requisition.

The summary view of the se-
lected candidate is displayed.

5. Review Can-
didate De-
tails

Check the candidate’s profile to figure out if the candidate

would be suitable for another job requisition or could be
added to the company'’s talent pool. View the cover letter
and resume submitted by the candidate, as well as any
other information maintained in the profile.

Result

Stay on the summary view page of the candidate and continue in the process execution as follows:

* Incase the candidate is suitable for another job requisition, call the candidate on the phone and check if
they would be interested in another active job requisition. In case the candidate is interested, continue with

process step Assign Candidate to Other Job Requisition [page 139].

* Incase the candidate is not suitable for another job requisition or is not interested in any other active
job requisition but could be added to the company'’s talent pool for future job requisitions, continue with
process step Add Candidate to Talent Pool(s) [page 139].

* Incase none of the above apply, continue with process step Set Candidate Status to "Declined" [page 141].
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4.6.5.2 Assign Candidate to Other Job Requisition

Purpose

The Recruiter had a phone communication with the candidate to check if he or she is interested in another
active job requisition. As the answer of the candidate was positive, the Recruiter assigns the candidate to that
other job requisition.

Procedure
Test
Ste Test Step Expected Re- Pass/
p# Name Instruction sult Fail
6. Forward Forward the candidate to another active job requisition as follows: The candidate

Candidate [|ag the check box to the left of the candidate’s name in the Candidates has been for-

to Other  table and choose Action > Forward to Requisitions. warded to an-

Job ) ) o o other posted

. In the upcoming Forward dialog box, enter filtering criteria as per your ) o
Requisi- ) job requisition.
i requirements and choose Search.
ion

In the Search Results list, flag the checkbox in front of the job requisition, to
which you want to forward the candidate, and in the Add the candidate(s) to
the selected job requisition(s) and set the application status to field, select
New Application from the dropdown.

Choose Forward to Selected.

4.6.5.3 Add Candidate to Talent Pool(s)

Purpose

The candidate is suitable to be added to talent pool(s) of the company. The Recruiter adds the candidate to a
talent pool, where they will be considered for future job requisitions.
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A Caution

This process step can only be performed by a Recruiter who has the appropriate permissions for talent
pools. The Recruiter should be the owner of at least one talent pool or be shared with at least one talent
pool.

Procedure
Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
6. Go to Can- Onthe summary view page of the candidate, choose the View  The Candidate Profile page
didate Pro-  Profiles hyperlink. opens in a new window.
file
7. Add Candi- Scroll to the Talent Pools portlet of the candidate profile. The candidate has been
date to Tal- Choose + Add. added to your talent pool.
ent Pool A success message is dis-
In the upcoming Add to Talent Pool dialog box, choose the I Y donth gelsd
Talent Pool Name, then select a Place in Status value from the playedon the screen.
dropdown list. i Note
i Note In the Success dialog
box, choose OK.
If you do not select a status, the selected members will be X
placed in the default status you have chosen for the talent
pool.
Choose Submit.
Result

The candidate will be considered for future job requisitions, for which he or she is qualified or suitable.
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4.6.5.4 Set Candidate Status to "Declined"

Purpose

In case the candidate is not suitable for any posted job requisitions, nor for the company'’s talent pool(s), the
Recruiter will move the candidate to status Decl i ned in the Talent Pipeline. Before doing so, the recruiter

possibly calls the candidate to inform them about the company’s decision.

Procedure
Test
Ste Test Step Expected Re- Pass /
p# Name Instruction sult Fail
6. Change Can- Move the candidate in the Talent Pipeline as follows: A dialog win-
didates’ Sta- |50 the check box to the left of the candidate’s name in the Candidates dow is dis-
tus table and choose Action > Move Candidate. Select the appropriate played for

Decl ined status according to your own situation.

maintaining a

comment.
i Note
In the SAP Best Practices solution, there are a couple of rejection
statuses in the Talent Pipeline.
i Note
If you select the Declined status from the Regret With Email group, the
candidate will receive a regret email sent automatically by the system.

7. Maintain Enter in the dialog box a comment on the status change, then choose The candidate
Comment Apply Updates. is in status
and Apply Declined.
Updates

Result

The candidate has been rejected.
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4.6.6 Prepare Offer (Sub-Process)

Purpose

This sub-process describes the offer preparation for the suitable candidate for the job.

The recruiter interacts with the hiring manager to confirm the negotiation range then provides a first offer to
the candidate. Based on the candidate's answer, either the process moves towards the formalization of it into
a contract, a new discussion to provide a second offer, or the rejection of a candidate and selection of another

one.

4.6.6.1 Prepare Offer Details and Trigger Offer Approval

Purpose

The Recruiter prepares offer details for the candidate, who passed successfully the selection, all assessment
activities, and the background check (in case of an external candidate). This offer will then be sent to the hiring
manager and to the hiring manager's manager for approval.

Procedure

Test
Ste
p# Test Step Name

Instruction

Pass /
Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiter.
2. Access Recruit- 1o 0se I Home Recruiting 3 from the menu on The Job Requisitions screen is
ing module displayed.

the top left corner.
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Test
Ste Pass /
p# Test Step Name Instruction Expected Result Fail

3. Open Candidate  On the Job Requisitions screen, in the displayed list The <Job Title> screen is dis-
Workbench for search for the row with your requisition. Navigate to played, containing the Talent
Job Requisition the Candidate's Workbench either by choosing the Pipeline.
<number> hyperlink in the Candidates column, or by
hovering over the job title and selecting Candidate
Actions: Candidate Summary.

4. Select Candidate Select status Prepare Offer in the Talent Pipeline. The ~ The summary view of the se-
candidate shows up in the list. lected candidate is displayed.

Choose the candidate’s name.

5. Maintain Offer In the candidate’'s summary view, fill in neces- The offer details have been
Details sary information in both Offer Information and maintained.
Compensation Information sections.

Enter, for example, <Type of Hire> <Start
Date> <Offered Base Salary>, <Base
Pay Frequency>, andsoon.

A Caution

This caution is valid for scope item Recruiting with
Integration to Position Management and Onboard-
ing (3EK) only!

In case integration with the Onboarding module
is in scope for your company, you must enter an
<ONB Preferred Locale>aswell! Due to
the Recruit-to-Hire Data Mapping, the language
selected here will be mapped in the Onboarding
module to field Native Preferred Language in the
Provide Personal Data screen.

Choose Save.

6. Select Offer Ap-  From the Take Action dropdown on top of the candi- The Offer Approval: <candidate
proval date detail area, select Offer > Offer Approval. name> for < Job Title > screen
is displayed.

Recruiting in SAP SuccessFactors: Test Script
Test Procedures PUBLIC 143



Test
Ste
p# Test Step Name

Instruction

Pass /
Expected Result Fail

7. Send Offer Ap-
proval Email to
Approvers

On the Offer Approval: <candidate name> for

< Job Title > screen, select from the Select

Offer Template dropdown the appropriate template
(Offer Detail Template).

Review the offer details.

In the Approvers section, the Hiring Manager and One
Above Manager (Manager of Hiring Manager) are pre-
defined as approvers.

Add a comment if appropriate.
Choose Save.
Choose Send For Approval.

In the Confirmation dialog box, you are requested to
confirm the sending of the offer for approval. Choose
Yes.

The Recruiter has created a
job offer and has sent it out for
approval.

The Recruiter returns to the
Offer Approval: <candidate
name> for < Job Title > screen.

4.6.6.2 Approve Offer

Purpose

The Hiring Manager approves the job offer provided by the recruiter for the successful candidate.

If the SAP SuccessFactors Mobile application has been activated on the Hiring Manager's mobile device as
described in section 2 Prerequisites, in addition to the offer for approval received on the company instance
website, the Hiring Manager will receive it also on their mobile device. He or she can approve the offer either on
the company instance website [page 145] or on the mobile device [page 146].

These options are detailed in the following chapters.
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4.6.6.2.1

Purpose

Approve Offer on Company Website

The Hiring Manager approves on the company website the job offer provided by the recruiter for the successful

candidate.

Procedure

Test
Ste Test Step
p# Name

Instruction

Pass /
Expected Result Fail

1. Log on

Log on to SAP SuccessFactors Company instance
as Hiring Manager.

The Home page is displayed.

2. Access Of-
fer Form

On the Home page, in the Approvals section, choose
in the Job Offer card.

i Note

In case there are several job offers waiting for
approval, the View All link will be displayed in the
Job Offer card. Choose that link; in the upcom-
ing dialog box, choose the appropriate Job Offer
card.

The Offer Approval: <Candidate Name>
for <Job Title> (requisition no.) screen
is displayed.

3. Review Of-
fer Details

On the Offer Approval: <Candidate Name> for <Job
Title> (requisition no.) screen check the details, add
a Comment, and choose Approve.

A Confirmation dialog box is displayed
asking you to confirm the approval of
the offer detail.

4. Approve In the Confirmation dialog box, choose Yes. The Hiring Manager has approved the
Offer job offer. The job offer has been sent to
the Next Level Manager for approval.
i Note

In case you need to decline the offer, enter an appropriate comment, justifying your decision, and choose
Decline. In the upcoming Confirmation dialog box, choose Yes. The offer returns to the Recruiter. In the
Talent Pipeline, the candidate is moved automatically to status O f er Decl i ned by Approver.The
Recruiter can now adapt the offer as per the feedback received from the approver. The procedure for doing

so is as follows:

* Onthe Home page, in the Approvals section, choose in the Job Offer card the Review and Approve link.

Recruiting in SAP SuccessFactors: Test Script

Test Procedures

PUBLIC 145



* Onthe upcoming Offer Approval: <candidate name> for <Job Title> (requisition no.) screen, choose
Cancel Offer. In the upcoming Confirmation dialog box, choose Yes. As a result, the offer disappears
from your to-do list.

* Goto the Job Requisition screen, and in the row of the appropriate job requisition, choose the
<number> hyperlink in the Candidates column.

* Inthe Talent Pipeline, select status |p Offer » Offer Declined by Approver 3. In the upcoming list of
candidates, click on the candidate's name. At the bottom of the candidate’s profile page, choose Move
Candidate, select status Offer and sub item Prepare Offer, and choose Apply Updates.

* Now you can adapt the offer and send it again for approval. For this, proceed as described in process
step Prepare Offer Details and Trigger Offer Approval [page 142].

4.6.6.2.2 Approve Offer via Mobile Device (Optional)

Purpose

If the mobile application is enabled on his/her device, the Hiring Manager can also approve via Mobile device
the job offer provided by the recruiter for the successful candidate.

i Note

If the mobile application is not enabled, this option is not available and only the option described in Approve
Offer on Company Website can be executed.

i Note

In this document, we only describe the screen elements of the iOS system. The SAP SuccessFactors Mobile
application also supports the Android platform, while the Android interface might be a little bit different.

Procedure

Test

Ste Test Step Pass /
p# Name Instruction Expected Result Fail

1 Log on Open the SAP SuccessFactors mobile app andlog ~ The SAP SuccessFactors home page

on as Hiring Manager by tapping the corresponding is displayed.
username in the Multi-Profile screen.
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Test
Ste Test Step
p# Name

Instruction

Pass /
Expected Result Fail

2. Access Offer
Form

In the To - Do tile, tap Approve Requests.

The Details screen for the Job Offer
Approval is displayed.

3. Review Offer
Details

On the Details screen, review the offer details and
if satisfied, tap Approve. On the Add comment
screen, add a comment, and then tap Done.

The job offer has been approved by
the Hiring Manager on mobile device.

The same offer on the company web-
site will be automatically set as ap-
proved.

The job offer has been sent to the
Next Level Manager for approval.

i Note

In case you need to decline the offer, enter an appropriate comment, justifying your decision, and tap
Decline. The offer returns to the Recruiter. In the Talent Pipeline, the candidate is moved automatically
tostatus O f er Declined by Approver.The Recruiter can now adapt the offer as per the feedback
received from the approver, and submit it again for approval.

4.6.6.3 Approve Offer (Approved by Hiring Manager)

Purpose

The Next Level Manager approves the job offer, which has already been approved by the hiring manager.

If the SAP SuccessFactors Mobile application has been activated on the Next Level Manager's mobile device
as described in section 2 Prerequisites, in addition to the offer for approval received on the company instance
website, the Next Level Manager will receive it also on their mobile device. He or she can approve the offer
either on the company instance website [page 148] or on the mobile device [page 149].

These options are detailed in the following chapters.
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4.6.6.3.1

Purpose

Approve Offer on Company Website

The Next Level Manager approves on the company website the job offer, which has already been approved by
the hiring manager, for the successful candidate.

Procedure

Test

Ste Test Step Pass /
p# Name Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.

Next Level Manager.

2. Access Of-
fer Form

On the Home page, in the Approvals section, choose in
the Job Offer card.

i Note

In case there are several job offers waiting for ap-
proval, the View All link will be displayed in the Job
Offer card. Choose that link; in the upcoming dialog
box, choose the appropriate Job Offer card.

The Offer Approval: <Candidate
Name> for <Job Title> (requisition
no.) screen is displayed.

3. Review Of-
fer Details

On the Offer Approval: <Candidate Name> for <Job
Title> (requisition no.) screen check the details, add a
Comment, and choose Approve.

A Confirmation dialog box is dis-
played asking you to confirm the
approval of the offer detail.

4. Approve In the Confirmation dialog box, choose Yes. The Next Level Manager has ap-
Offer proved the job offer. The candidate
is moved automatically to status
O fer Approved.
i Note

In case you need to decline the offer, enter an appropriate comment, justifying your decision, and choose
Decline. In the upcoming Confirmation dialog box, choose Yes. The offer returns to the Recruiter. In the
Talent Pipeline, the candidate is moved automatically to status O f er Decl i ned by Approver. The
Recruiter can now adapt the offer as per the feedback received from the approver. For the detailed
procedure, refer to the Note in process step Approve Offer on Company Website [page 145].
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Result

Once the candidate is in status Of f er Appr oved in the Talent Pipeline, the recruiter can discuss the verbal
offer with the candidate.

4.6.6.3.2 Approve Offer via Mobile Device (Optional)

Purpose

If the mobile application is enabled on their device, the Next Level Manager can also approve via Mobile device
the job offer approved by the hiring manager for the successful candidate.

i Note

If the mobile application is not enabled, this option is not available and only the option described in Approve
Offer on Company Website can be executed.

i Note

In this document, we only describe the screen elements of the iOS system. The SAP SuccessFactors Mobile
application also supports the Android platform, while the Android interface might be a little bit different.

Procedure

Test Test

Ste Step Pass /
p# Name Instruction Expected Result Fail

1. Log on Open the SAP SuccessFactors mobile app and log on The SAP SuccessFactors home page

as Next Level Manager by tapping the corresponding is displayed.
username in the Multi-Profile screen.

2. Access In the To-Do tile, tap |} Approve Requests > Job Offer The Details screen for the Job Offer
Offer Approval is displayed.

Approval for <Candidate Name> 1
Form
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Test Test

Ste Step Pass /
p# Name Instruction Expected Result Fail
3. Review On the Details screen, review the offer details and if The job offer has been approved by

Offer De- satisfied, tap Approve. On the Add comment screen, the Next Level Manager on the mobile

tails add a comment and then tap Done. device.

The same offer on the company
website will be set automatically as
O fer Approved.

i Note

In case you need to decline the offer, enter an appropriate comment, justifying your decision, and tap
Decline. The offer returns to the Recruiter. In the Talent Pipeline, the candidate is moved automatically
tostatus O fer Declined by Approver.The Recruiter can now adapt the offer as per the feedback
received from the approver, and submit it again for approval.

Result

Once the candidate is in status Of f er Appr oved in the Talent Pipeline, the recruiter can discuss the verbal
offer with the candidate.

4.6.6.4 Discuss Verbal Offer with Candidate (Process Step
Outside Software)

Purpose

The Recruiter discusses the verbal offer with the candidate to see if the candidate agrees to accept the offer.

This step takes place outside the delivered software and will therefore be described briefly.

Procedure

Introduce the offer details to the candidate and get to know if it is acceptable for him or her.

The Candidate evaluates the verbal offer and provides appropriate feedback.
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Result

Depending on the feedback of the candidate, the recruiter can continue in the process with different process
step sequences.

¢ If the (internal/external) candidate has accepted the verbal offer, continue with process step Prepare and
Send Online Offer Letter to Candidate [page 151] and subsequent.

* [fthe (internal /external) candidate has rejected the verbal offer, the recruiter will evaluate if this offer is
the last one or an adjustment would be possible.

¢ Ifitis the last offer, the recruiter will perform Reject Candidate (Sub-Process) [page 136].

¢ Ifitis not the last offer, the recruiter can discuss internally with the hiring manager about the
candidate's request and decide on the details of a new offer. Afterwards, the recruiter will discuss
again about the verbal offer with the candidate.

4.6.7 Close Recruiting Process (Sub-Process)

Purpose

After an external candidate has accepted the verbal offer, the Recruiting Administrator can initiate the pre-offer
background/reference check of that candidate. In case of a favourable outcome, an online offer is sent to

the candidate. After the offer is accepted, the Recruiting Administrator can initiate the post-offer background
check. In case of a favourable outcome, the candidate is ready to be hired into the HCM system. Remaining
candidates will be informed about the outcome of the selection process and the job requisition will be closed.

4.6.71 Prepare and Send Online Offer Letter to Candidate

Purpose

The Recruiting Administrator prepares the offer letter and sends it to the successful candidate.
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Procedure

Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiting Administrator.
2. Access Re- The Job Requisitions screen is

Choose |} Home > Recruiting > Job Requisitions ]

cruitingmod- 51, the menu in the top left corner. displayed.
ule
3. Open Candi- Search in the list displayed on the Job Requisitions The <Job Title> screen is dis-
date Work- screen for the row with your requisition. Navigate to played, containing the Talent
bench for Job  the Candidate's Workbench either by choosing the Pipeline.
Requisition <number> hyperlink in the Candidates column, or by
hovering over the job title and selecting Candidate
Actions: Candidate Summary.
4. Select Candi-  Select status group Offer in the Talent Pipeline. The can- The summary view of the se-
date didate shows up in the list. lected candidate is displayed.
Choose the candidate’s name.
5. Select Offer From the Take Action dropdown at the top of the candi-  The Offer Letter : <candidate
Letter date detail area, select Offer > Offer Letter. name> for <Job Title> screen
is displayed.
6. Maintainand  On the Offer Letter : <candidate name> for <Job Title> The Offer Letter has been cre-

Preview Offer
Letter

screen, select the appropriate country/region and lan-
guage from the Country/Region and Language drop-

down, and the appropriate offer letter template from the

Template dropdown. Adapt the mail body if needed.

i Note

Use the Preview button to review the letter and en-
sure all tokens are populated with the correct infor-
mation. Choose Back to return to the offer letter.

Choose Next Step.

ated and previewed.
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Test

Ste Test Step Pass /
p# Name Instruction Expected Result Fail
7. Select Send-  Select the option for sending the offer letter. Following The next page of the Offer
ing Method options are available: Letter : <candidate name> for
¢ For sending the offer letter online, choose Online <Job Title> screenis dis-
Offer (this is the preferred option). played.
® For sending the offer letter as PDF attachment,
choose Email as PDF attachment.
® Forsending the offer letter as text, choose Email as
text.
® For making a verbal offer, choose Verbal Offer.
Choose Online Offer.
8. Maintain E- Select from the Template dropdown the email template  The next page for sending
Mail with On-  Online Offer that will be sent to the candidate con- the email in the Offer Letter :
line Offer Let-  taining the online offer letter hyperlink. Adapt the email ~ <candidate name> for <Job
ter Link in- body if needed. Title> screen is displayed.
cluded
Choose Next.
9. Send Offer Review the email, and if satisfied, send the email by The offer letter has been cre-
Letter choosing Send. A system message is generated con- ated and sent to the candidate.
firming that your offer letter was sent successfully via
email.
Choose I'm Done.
Result

The link to the online offer has been sent to the candidate via email.

46.7.2 Accept Online Offer

Purpose

The Candidate has received an email notification with the link to the online offer made by the company. The
Candidate checks this offer and eventually accepts it.
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Procedure

Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1. Access Access your Email account and review the email The My Offers screen is displayed,
your Ca-  from the system including the online offer hyperlink.  containing the offer letter <Job Title>
Sit jsiti .) - Pendil t by th
reerstte Choose the link provided in the email to log on to (requisition no.) - Pending sent by the
. company.
your career site.
2. Accept Review the content of the offer letter. If all the terms  The Accept Offer button is switched to
Offer of the offer are understood and agreed, choose in the Accepted MM/DD/YYYY. The candidate
right side of the screen Accept Offer. has accepted the offer.
The recruiter and hiring manager will
receive an email notification about the
acceptance.
i Note

In case of questions from your side, you can email to the recruiter. To do so, choose Email Recruiter, enter in
the upcoming dialog box an email content as appropriate, and choose Send.

i Note

If you decline the offer, your application will automatically move to status Of f er Decl i ned by
Candi dat e in the talent pipeline. The Recruiter can then move the candidate in the Talent Pipeline to
the appropriate Decl i ned status.

4.6.7.3

Purpose

Set Candidate Status to "Offer Accepted"

The Recruiter moves the candidate who accepted the online offer to status Offer Accepted.
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Procedure

Test

Ste Test Step Pass /

p# Name Instruction Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.

Recruiter.

2. Access Re- Choose |} Home > Recruiting > Job Requisitions } The Job Requisitions screen is
cruiting mod- 51, the menu in the top left corner. displayed.
ule

3. Open Candi- On the Job Requisitions screen in the displayed list search The <Job Title> screen is dis-
date Work- for the row with your requisition. played, containing the Talent
bench for Job Pipeline.

Requisiti Navigate to the Candidate’s Workbench either by select- pet
SqEisIEon ing the <number> hyperlink in the Candidates column,
or by hovering over the job title and selecting Candidate
Actions: Candidate Summary.

4. Select Candi- Select status group Offer in the Talent Pipeline. The can-  The summary view of the se-

date didate shows up in the list. lected candidate is displayed.
Choose the name of the candidate who accepted the job
offer.

5. Change Can-  Use one of the following methods to move the candidate A dialog window is displayed
didate’s Sta-  of interest in the Talent Pipeline to status Offer - for maintaining a comment
tus Offer Accepted: (except the last method).

® From the Candidates table, drag and drop the can-
didate to a particular status in the Talent Pipeline
by grabbing the grid icon located to the left of the
candidate’s name.

® Flagthe check box to the left of the candidate’s
name and choose Action > Move Candidate to a sta-
tus selected from the dropdown.

® Select the candidate's name. In the right part of the
screen, the candidate’s details are displayed. Choose
Move Candidate at the bottom of the page and select
a status from the dropdown.

® While viewing a candidate’s details. update the
Status field in the Application section of the right-
hand side of the screen and enter a comment on the
status change box, then choose Save.

6. Maintain For each of these methods (except the last one) you may The candidate has been moved
Comment enter a comment on the status change in the dialog box.  to status OfFfer Accepted.

d Appl
and Apply In this dialog box, choose Apply Updates.
Updates
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4.6.74 Initiate Post-Offer Background / Reference Check
for External Candidate (Optional)

Purpose

A Caution

This process step is relevant only in case due to different reasons no pre-offer background / reference
check has been performed for the successful external candidate. Otherwise, you can skip this process step
and the subsequent process step Perform Post-Offer Background / Reference Check of External Candidate

as well.

The Recruiting Administrator moves the external candidate to status Post-Offer Background Check. The
post-offer background check is performed prior hiring the candidate into the company.

Prerequisite

The candidate is an external person to the company.

Procedure

Test
Ste
p# Test Step Name

Pass /
Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance The Home page is displayed.
as Recruiting Administrator.
2. Access Recruit- 1 50se |’, Home > Recruiting > Job Requisitions ] The Job Requisitions screen is
ing module from the menu in the top left corner. displayed.
3. Open Candidate Search in the list displayed on the Job Requisitions The <Job Title> screen is dis-
Workbench for a screen for the row with your requisition. played, containing the Talent
Job Requisition Pipeline.

Navigate to the Candidate’'s Workbench either by
choosing the <number> hyperlink in the Candidates
column, or by hovering over the job title and selecting
Candidate Actions: Candidate Summary.
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Test

Ste Pass /
p# Test Step Name Instruction Expected Result Fail
4. Select External  Select status Offer Accepted in the Talent Pipeline. The summary view of the se-

Candidate The candidate shows up in the list. Choose the exter- lected candidate is displayed.

nal candidate's name.

5. Change External Use one of the following methods to move your ex- A dialog window is displayed for
Candidates’ Sta- ternal candidate in the Talent Pipeline from status maintaining a comment (except
tus Offer AcceptedtostatusReady to Hire— thelast method).

Post-0Offer Background Check:

® From the Candidates table, drag and drop the
candidate(s) to a particular status in the Talent
Pipeline by grabbing the grid icon located to the
left of the candidate’s name.

® Flag the check box to the left of the candidate’s
name for one or more candidates and choose
Action > Move Candidate to a status selected
from the dropdown.

® Select the candidate’s name. On the right part of
the screen, the candidate’s details are displayed.
Choose Move Candidate at the bottom of the
page and select a status from the dropdown.

® While viewing a candidate’s details, update the

Status field and enter acomment on the status
change box, then choose Save.

6. Maintain Com- For each of these methods (except the last one) you  The candidate is in status
ment and Apply  may enter a comment on the status change in the Post - O f er Backgr ound
Updates dialog box. Check.

In this dialog box, choose Apply Updates.

46.7.5 Perform Post-Offer Background / Reference Check
of External Candidate (Process Step Outside
Software)

Purpose

The Recruiting Administrator performs a post-offer background / reference check of the external candidate.
This check is executed to ease the decision of hiring the external candidate into the company officially.

This step takes place outside the delivered software and will therefore be described briefly.
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Procedure

Investigate the background of the external candidate and verify the accuracy of his/her claims, as well as
researching any possible criminal history, worker's compensation claims, or employer sanctions. Check, for
example:

Citizenship, immigration, or legal working status,
Employment records,

Education records,

Gaps in employment history,

Identity and address.

Result

Depending on the result of the background check, the recruiter can continue in the process with different
process step sequences.

For candidate(s) who passed the background check successfully, the recruiter can perform process step
Set Candidate Status to “Ready to Hire"” [page 161].

If the candidate(s) failed the background check, an appropriate notification is sent to the recruiter. The
recruiter then needs to perform process step Rescind Offer and Inform Candidate and Manager [page
158].

46.7.6 Rescind Offer and Inform Candidate and Manager

Purpose

After having received the notification that the external candidate failed the post-offer background check, the
Recruiter sets the status of this candidate to Decl ined.
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Procedure

Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiter.
2. AccessRe-  cnoose | Home ¥ Recruiting 3 from the menu on the The Job Requisitions screen is
cruiting top left corner. displayed.
module
3. Open Candi- On the Job Requisitions screen, in the displayed list search  The <Job Title> screen is dis-
date Work-  for the row with your requisition. played, containing the Talent
bench for Pipeline.
Job Requisi Navigate to the Candidate's Workbench either by choosing pet
ob Requisi-
i quis! the <number> hyperlink in the Candidates column, or by
‘on hovering over the job title and selecting Candidate Actions:
Candidate Summary.
4. SelectCan- Select status Post - OF f er Background Check in The summary view of the se-
didate the Talent Pipeline. The candidate(s) shows up inthe list. ~ lected candidate is displayed.
Choose the candidate who failed the background check.
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Test
Ste Test Step
p# Name

Instruction

Pass /
Expected Result Fail

5. Change
Candidates’
Status

Use one of the following methods to move the candidate of
interest in the Talent Pipeline:

® From the Candidates table, drag and drop the candi-
date(s) to a particular status in the Talent Pipeline by
grabbing the grid icon located to the left of the candi-
date's name.

® Flagthe check box to the left of the candidate's name
for one or more candidates and choose Action > Move
Candidate to a status selected from the dropdown.

® Select the candidate's name. On the right part of the
screen the candidate’s details are displayed. Choose
Move Candidate at the bottom of the page and select a
status from the dropdown.

® While viewing a candidate’s details, update the Status
field in the Application and enter a comment on the
status change box, then choose Save.

In the SAP Best Practices solution, there are a few options
of rejection statuses in the Talent Pipeline. Choose the
proper Decl ined status according to your own situation.

i Note

If you choose Declined status from the Regret With
Email group, the candidate will receive a regret email
automatically sent by the system.

A dialog window is displayed
for maintaining a comment
(except the last method).

6. Maintain
Comment
and Apply
Updates

For each of these methods (except the last one) you may
enter a comment on the status change in the dialog box.

In this dialog box, choose Apply Updates.

The candidate is in status
Declined.

Result

The Recruiter informs the hiring manager and the candidate about the rejection of the candidate’s application.

The Recruiter needs to execute the offer-related sub-process Prepare Offer (Sub-Process) [page 142] again.
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46.7.7 Set Candidate Status to “Ready to Hire”

Purpose

The Recruiter moves the candidate, who will be hired officially on the posted job, to status Ready to Hire.

Procedure
Test
Ste Pass /
p# Test Step Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance ~ The Home page is displayed.
as Recruiter.
2. Access Recruit- 50 b Home » Recruiting % Job The Job Requisitions screen is
ing module o ) displayed.
Requisitions } from the menu in the top left corner.
3. Open Candidate On the Job Requisitions screen in the displayed list The <Job Title> screen is dis-
Workbench for a search for the row with your requisition. played, containing the Talent
Job Requisition Pipeline.
quisitl Navigate to the Candidate’s Workbench either by tpeiine
choosing the <number> hyperlink in the Candidates
column, or by hovering over the job title and select-
ing Candidate Actions: Candidate Summary.
4. Select Candi- Select status group Offer in the Talent Pipeline. The ~ The summary view of the se-
date candidate shows up in the list. lected candidate is displayed.
Choose the name of the candidate who accepted the
job offer.
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Test
Ste
p# Test Step Name

Pass /
Instruction Expected Result Fail

5. Change Candi-
date’s Status

Use one of the following methods to move the can- A dialog window is displayed for
didate of interest in the Talent Pipeline to status maintaining a comment (except
Ready to Hire—Ready to Hire: the last method).

® From the Candidates table, drag and drop the
candidate to a particular status in the Talent
Pipeline by grabbing the grid icon located to the
left of the candidate’s name.

® Flagthe check box to the left of the candidate’s
name and choose Action > Move Candidate to a
status selected from the dropdown.

® Select the candidate's name. On the right part
of the screen, the candidate’s details are dis-
played. Choose Move Candidate at the bottom
of the page and select a status from the drop-
down.

® While viewing a candidate’s details, update the
Status field in the Application section of the
right-hand side of the screen and enter a com-
ment on the status change box, then choose
Save.

6. Maintain Com-
ment and Apply
Updates

For each of these methods (except the last one) you  The candidate has been moved
may enter a comment on the status change in the to status Ready to Hire.
dialog box.

In this dialog box, choose Apply Updates. If there's
only one opening for this job requisition, the When
you complete this action, no openings will remain

for this job requisition, and the job requisition will be
closed. Do you want to proceed? dialog box will show
up. Choose Cancel.

4.6.7.8 Check Suitability of Other Candidates

Purpose

The Recruiter checks if the other candidates, who have applied to the job requisition and have been rejected,
could be considered for other job requisitions posted by the company, or for the company's talent pools.
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Procedure

Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiter.

2. AccessRe-  cnoose | Home ¥ Recruiting 3 from the menu on the The Job Requisitions screen is

cruiting top left corner. displayed.

module

3. Open Candi-
date Work-
bench for
Job Requisi-
tion

On the Job Requisitions screen, in the displayed list search
for the row with your requisition.

Navigate to the Candidate’'s Workbench either by choosing
the <number> hyperlink in the Candidates column, or by
hovering over the job title and selecting Candidate Actions:
Candidate Summary.

The <Job Title> screen is dis-
played, containing the Talent
Pipeline.

4. Select Can-
didate

Select the corresponding status in the Talent Pipeline. The
candidates show up in the list.

Choose the candidate who has not been considered for
hiring on the job.

The summary view of the se-
lected candidate is displayed.

Continue with one of the below
mentioned options:

® Incase the candidate is
suitable for another job
requisition, continue with
Option 1 [page 163].

® Incase the candidate is
suitable to be added to a
talent pool, continue with
Option 2 [page 164].

Option 1: The candidate is suitable for another posted job requisition:

Test

Ste Test Step Expected Re-  Pass /

p# Name Instruction sult Fail

5. Provide The Recruiter makes a phone communication with the candidate to
Phone Feed- check if he or she is interested in another job requisition.
back (op-

] (op This test step is performed outside software.

tional)
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Test

Ste Test Step Expected Re- Pass /
p# Name Instruction sult Fail
6. Forward Can- [f the candidate is interested in another job requisition, use one of the The candidate
didate to following methods to forward the candidate to that job requisition: has been for-
Othe': .fo.b ® Flag the check box to the left of the candidate’s name for one or warded to an-
Requisition more candidates and choose Action > Forward to Requisitions. other posted

® Select the candidate’s name. In the right part of the screen, Job requisition.

the candidate’s details are displayed. Choose |} Take Action >
Forward > Forward to Requisitions }

In the upcoming Forward dialog box, enter filtering criteria as per your
requirements and choose Search.

In the Search Results list, flag the checkbox in front of the job requisi-
tion to which you want to forward the candidate, and in the Add the
candidate(s) to the selected job requisition(s) and set the application
status to field, select New Application from the dropdown.

Choose Forward to Selected.

Option 2: The candidate is suitable for adding to certain talent pool(s):

A\ Caution

This step can be performed only by a Recruiter who has the appropriate permissions for talent pools. The
Recruiter should be the owner of at least one talent pool or be shared with at least one talent pool.

Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
5. Go to Can-  Choose the View Profiles hyperlink. The Candidate Profile
didate Pro- screen is displayed.
file
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Test

Ste Test Step Pass /

p# Name Instruction Expected Result Fail

6. Add Candi- Go to the Talent Pools portlet of the candidate profile. Choose  The candidate has been
dateto Tal- + Add. successfully added to your

ent Pool talent pool. A success mes-
In the upcoming Add to Talent Pool dialog box, choose the _ pd' vedonth

Talent Pool Name, then select a Place in Status value from the sageIs dispiayedon the

dropdown list. screen.

i Note iNote

In the Success dialo
If you do not select a status, the selected members will be £
) box, choose OK .
placed in the default status you have chosen for the talent

pool.

Choose Submit.

Result

In case the candidate is neither interested in another job requisition, nor can be considered for the company’s

talent pools, continue in the process execution with process step Set Candidate Status to "Declined" [page

141].

4.7 Maintain Candidate Data in HCM Core Component
(Process Step Outside Software)

Purpose
The data of the candidate, who is in status Ready to Hire, will be maintained in the HCM Core Component
application. For this, the HR Administrator either

¢ takes over the external candidate’s data to the HCM Core component used by the company, or
¢ adapts the record of the internal candidate in the HCM Core component used by the company.
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Procedure

Transfer or maintain the data of the candidate to/in your HCM core component as defined in your instance.

This step takes place outside the delivered software.

Result

The successful candidate has been hired/transferred to the new job in the system.

On the candidate’s first day at work, the Recruiter changes the Candidate Status in the Talent Pipeline to

Hired.

4.8 Remove Job Postings

Purpose

Once all openings for the job have been filled, the posting of that job on the various channels is no longer
required. Thus, the Recruiter can remove the job postings.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as The Home page is displayed.
Recruiter.
2. Access Re- The Job Requisitions screen is

cruiting mod-
ule

Choose |} Home > Recruiting }from the menuinthe
top left corner.

displayed.

3. Go to Job
Postings

Select the job requisition for which the job posting needs
to be removed by hovering over the job title: a dialog box
to the right will be displayed for Actions.

Choose the Job Postings link.

The <Job Title> screen is dis-
played.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

4. Remove Post- Choose Remove Post for each Posting Type. The Job Postings are removed.

ing

4.9 Close Job Requisition

Purpose
Once all openings for the job have been filled, the Recruiter closes the job requisition.

Procedure

Test

Ste Test Step Pass /
p# Name Instruction Expected Result Fail

1. Log on Log on to SAP SuccessFactors Company in- The Home page is displayed.

stance as Recruiter.

2. Access Re- Choose |} Home > Recruiting }from the menu

The Job Requisitions screen is dis-

cruitingmod- i, the top left corner. played.
ule
3. Open Job Select the job requisition to be closed by hover- ~ The <Job Title> form is displayed.

Requisition ing over the job title: a dialog box to the right will
Form be displayed for Requisition Actions.

Choose the View or Edit Requisition link.
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Test

Ste Test Step Pass /
p# Name Instruction Expected Result Fail
4. Close Job From the Status dropdown list, select Closed ~ The job requisition is closed. On the
Requisition and at the bottom of the screen choose Close Job Job Requisitions screen in the list of
Requisition. All job requisitions, thisjob
requisition is marked in a different
In the upcoming dialog box, which informs you ? to indicate that it i |
color to indicate that it is no longer
that you are about to close the job requisition, g
open.
choose OK. P
i Note
Once the job requisition is closed,
all in-progress candidates that are
still left in the talent pipeline
(meaning, they have not been
hired) will have their statuses
changed automatically by the sys-
temtoRequisition Closed.
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5 More Information

5.1 Email Campaigns

5.1.1 Delete Email Campaign

Purpose

The Recruiter can delete email campaigns that have not been sent.

Prerequisite

The email campaign has not been sent yet.

The email campaign has no recipients associated with it, whether manually added, opted in, or added by talent
pool.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1. Log on Log on to SAP SuccessFactors Company instance as Recruiter.  The Home page is displayed.
2. Access Choose |F Home ¥ Recruiting » Marketing 3 from the menu 1 he Marketing > EMAIL
Email in the top left corner. CAMPAIGNS screen is dis-
Campaign played.
3. Delete Flag the checkbox in front of the name of the email campaign ~ The email campaign has
Email you want to delete, choose the Take Action icon, then choose been successfully deleted.

Campaign Delete Email Campaign.

In the upcoming Confirmation window, choose OK.
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5.1.2 Send Campaign Email

Purpose

The Recruiter can send campaign emails to groups of recipients he or she has identified.

Procedure
Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as Recruiter.  The Home page is dis-
played.

2. Access Choose | Home ¥ Recruiting % Marketing 3 fromthe menu "€ Marketing > EMAIL

Email Cam- the top left corner. CAMPAIGNS screen is

paign displayed.
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Test

Ste Test Step Pass /
p# Name Instruction Expected Result Fail
3. Send Cam-  Choose the Campaign Name for the email campaign that you The campaign email has

paign Email  want to send. On the Edit Email Campaign screen, choose been successfully sent.

Review Email and review the campaign details. If you are satis-
fied with the layout, choose Send Email.

In the upcoming Send Email dialog box, you can choose to send
the email immediately (by checking the Send Immediately radio
button) or to specify a specific date and time at which the email
is to be sent out (by checking the Send at a Specific Date Time
radio button).

If you check the Send Immediately radio-button, choose Send
Email.

If you check the Send at a Specific Date Time radio-button, you
need to maintain the detailed date and time in the Send Date
and Time field. Then choose Schedule Email. In the upcoming
Email Confirmation dialog box, choose Schedule.

i Note

If something prevented the campaign from being sent, an
error message is displayed explaining the problem and
what you can do to resolve it. An email campaign is not
sent if no recipients have been identified for the campaign.
A warning message will be displayed if the campaign email
body has no content.

i Note

If the recipients for the campaign include talent pools with
more than 30 members, the status of the campaign is
changed to In Progress. Recruiting adds a job to the job
queue to remove duplicate email addresses from the com-
plete list of recipients, and to send the campaign emails.
An email is sent to the sender reporting that the job has
been initiated. Another email is sent to the sender later,
confirming that the campaign emails have been sent.
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5.1.3 View Email Campaign Details

Purpose

The Recruiter can view on the Email Campaign Details page a panel containing details about emails sent and a
panel containing campaign details.

Prerequisite

The email campaign must have been already sent out.

Procedure
Test
Step Test Step Pass /
# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as Recruiter. The Home page is dis-
played.
2. Access Choose |} Home > Recruiting > Marketing }from the menuin The Marketing > EMAIL
Email the top left corner. CAMPAIGNS screen is
Campaign displayed.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
3. View Choose the Campaign Name of the email campaign with Status The email campaign de-
Email Sent , for which you want to view details. tails have been reviewed.
Campaign

Details

In the Emails (# Recipient) portlet of the Email Campaign Details

screen, you can view following information:

Views: the number of recipients who viewed the email
Clicks: the number of recipients who clicked on the link in the
email

Unsubscribed: the number of recipients who unsubscribed
from the marketing emails. These candidates now have their
opt-in setting set to false.

Undeliverable: the number of emails not sent because of inva-
lid email addresses or other technical problems

Not Sent: the number of emails not sent for any other reason,
such as restricted permissions

To view tooltips containing summary information for Views, Clicks,

Unsubscribes, Undeliverable, or Not Sent, hover the cursor over

any of these charts.

To view additional details for any of the graphs, double-click the
graph desired.

i Note

A dialog box is displayed containing names and email ad-
dresses for the individuals counted in the chart you selected.

i Note

To find a particular individual, enter a name into the Search
First Name field, or the Search Last Name field, and choose Go.

To view details about the talent pools to which the campaign

emails are sent, choose # Talent Pools.

i Note

The Talent Pool Receipts dialog box is displayed, showing the
names and number of members drawn from each of the talent
pools for the campaign.

i Note

To view the names of individual recipients within one of the
listed talent pools, choose the right-pointing arrow > to the
right of the name of the talent pool desired.
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5.2 Referral Tracking

Purpose

The Employee who referred a candidate checks the Referral Tracking page.

Procedure
Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as Em- The Home page is displayed.
ployee.
2. Access Re- Choose |} Home > Careers } from the menu in the top left The Referral Tracking screen
ferral corner. is displayed, which contains
Tracking the portlets Your Referrals and
Module Navigate to the Referral Tracking tab. Referral Timeline.
3. Check Page Review the details in each portlet of the Referral Tracking The data as shown in the
Details screen as follows: Referral Tracking page is cor-

* Inthe Your Referrals portlet: rect.

This area contains a configurable message added in the
Employee Referral settings in Admin Tools.

® Total Referrals by Percent: Bar graph showing how
far referrals have progressed in the application
process. (The percentages are calculated based
on the number of applicant statuses visible to em-
ployees).

® Farning Potential: Shows the Employee Referral
amount sum of all referrals a user has made. If
an employee makes referrals to jobs with different
currencies, the sum for each currency is displayed
separately.

® Referral Timeline: The left-hand side section shows a
summary of the selected referral, or if no referral is se-
lected, a summary of the referral with the highest per-
centage completion. The right-hand side section shows
the overall referral progress.
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5.3 Activity Tracking & Dashboard

5.3.1 Activity Feed Actions

Purpose

The Recruiter checks the specific actions that the followed candidates have completed in the activity feed. The
actions will appear on the feed with the most recent event showing at the top. From the feed, the Recruiter
can navigate to the candidates’ profile and take actions, such as adding the candidate to a talent pool or email

campaign.
Procedure
Test
Ste Test Step Pass /
p# Name Instruction Expected Result Fail
1 Log on Log on to SAP SuccessFactors Company instance as Re- The Home page is displayed.
cruiter.

2. AccessCan-  poose|p Home ¥ Recruiting 3 from the menuinthe top | he Dashboard screenis dis-

didate Activ- | corner. played, and the feed is re-

ity Feed viewed.

Navigate to the Dashboard tab and review the feed.

i Note

The feed is populated by the candidates that are being

followed and the actions they take.

The following actions will appear on the feed:

Candidate Logs In to the Career Site
Candidate Completes a Data Capture Form
Candidate Saved a Draft of a Job application
Candidate Abandons Job Application
Candidate Applies to a Job

Recruiting in SAP SuccessFactors: Test Script

More Information

PUBLIC 175



Test

Ste Test Step Pass /
p# Name Instruction Expected Result Fail
3. Set Email In the top right corner of the Candidate Activity Feed sec- The email notification fre-

Notification  tion, choose the Settings icon to open the Activity Feed quency has been set.

Frequency Settings screen. Go to the Email Notification tab and choose

(optional) from the Email Notifications Frequency dropdown list the

frequency, with which you want to receive email notifica-
tions related to your activity feed.

4. Take Action
from the Ac-
tivity Feed

On the Candidate Feed Activity screen, you can add the
candidate to a talent pool and email campaign, or unfollow
the candidate.

Choose the name card icon to the right of the candidate's
name, then choose the Take Action hyperlink.
To add a candidate to a talent pool:

Choose the Add to Talent Pool hyperlink to open the Add to
Talent Pool dialog box. Choose in the Talent Pool Name field
your talent pool and select a status for the candidate in the
Place in Status field. Then choose Submit.

To add a candidate to an email campaign:

Choose the Add to Email Campaign hyperlink to open the
Add to Email Campaign dialog box. Choose your email cam-
paign in the Email Campaign field. Then choose Submit.

To unfollow the candidate:

Choose the Unfollow Candidate hyperlink, and in the up-
coming warning dialog box, choose Yes.

The candidate has been
added to talent pool, email
campaign, or unfollowed.

5. Access Can-
didate Pro-
file

In the Candidate Feed Activity screen, choose the
<candidate name> hyperlink to open the candidate'’s pro-
file.

The Candidate Profile screen
is displayed.

6. Access Job
Requisition

In case the candidate has applied to a job, you can choose
in the Candidate Feed Activity screen the <job requisition>
hyperlink next to the candidate’s name, to open the job
requisition talent pipeline.

The Job Requisition Talent
Pool screen is displayed.
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5.3.2 Candidate Profile Actions

Purpose

The Recruiter can follow or unfollow candidates in their candidate profile, as well as check the most recent

actions related to the candidates.

Procedure

Test Test

Step Step Pass /

# Name Instruction Expected Result Fail

1 Logon Logonto SAP SuccessFactors Company instance as Recruiter. The Home page is dis-

played.

2. Access Choose |} Home > Recruiting }from the menu in the top left corner. The Candidate Profile
Candi- page is displayed.
date Navigate to the Candidates tab.

Profile  vou can search the candidates by name, by keyword and item, or by
tag. For the detailed procedures, refer to process step Search and
Assign Candidates from Talent Pool [page 67], test step #4a, #4b, or
#4c.
Choose the <candidate name> hyperlink to open the candidate profile.

3. View In the top right corner of the page, choose View Activity Feed. In the The most recent ac-
Feed on upcoming Candidate Activity Feed dialog box, you can review the most  tions related to the
Candi- recent actions related to the candidate. candidate has been re-
date viewed.

Profile iNote
This feed will appear on all profiles for external candidates even if
the user is not following the individual.
When done, choose Close.

4., Follow Incase you want to follow the candidate, choose Follow Candidate in The candidate has
or Un- the top right corner of the page. In the upcoming dialog box, choose been followed or unfol-
follow OK. lowed.

Candi- ) .
dat In case you want to unfollow the candidate, choose Unfollow Candidate
ate
in the top right corner of the page, and in the upcoming dialog box,
choose Yes.
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5.4 Email Correspondence and Message Center

Purpose

Email Correspondence enables Recruiters to have a complete history of manual email communication with
candidates. Recruiters initiate the email, and then the reply from the candidate is captured and logged in SAP
SuccessFactors Recruiting. Then the Recruiter can either reply from the new Message Center or from their own
email server and that reply is also captured and logged in SAP SuccessFactors Recruiting.

Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as The Home page is dis-

Recruiter. played.

Continue with test step
#2a or #2b. Then continue
with test step #3.

2a. Access Can- The Candidate Profile page
didate Pro-

file

Choose |} Home > Recruiting }from the menu in the top

left corner. is displayed.

Navigate to the Candidate tab.

You can search the candidates by name, by keyword and item,
or by tag. For the detailed procedures, refer to process step
Search and Assign Candidates from Talent Pool [page 67],
test step #4a, #4b, or #4c.

Choose the <candidate name> hyperlink to open the candi-
date profile.

The Application Profile
page is displayed.

2b. Access Ap- Choose |} Home > Recruiting ]from the menu in the top

plication left corner.

Profile
Navigate to the Job Requisition tab.

Search for the row with your requisition, choose the
<number> hyperlink in the Candidates column, then choose
the candidate’s name.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
3. Send Email Go to the Correspondence section. The email has been sent
to Candi- out to the candidate.
date i Note
i Note
In case email correspondences exist for the candidate, !
you can see the email threads in the Correspondence The candidate receives
section. the email in their mail-
box and can repl
The number at the end of subject represents the number X P
o ) to it from the own
of emails in the email thread. )
mail server. The reply
Choosing your own email thread will take you directly to will be recorded in
the Message Center. the recruiting system
Choosing an email that was not originally sent by you will g qlsplayed 2
open the dialog box to show the original email. i e pontEitE
and Message Center
To send an email to the candidate, choose Send Email in the screen.
Correspondence section.
On the Candidate Correspondence screen, enter the Subject
and Message of the email. Choose Next, check the content,
then choose I’'m Done.
4. Access Choose | Home » Recruiting 3 fromthe menuonthetop | e Message Center screen
Message left corner. is displayed.
Center
Navigate to the Message Center tab.
5. Review The Message Center screen shows all your email threads with  The email threads have
Email different candidates. been reviewed.
Threads
i Note
Unread emails are in bold. Top filter allows you to toggle
between ‘All Messages' and ‘Unread Only’.
You can choose the Display Option icon to sort and filter the
email threads.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
6. Reply to In the left side panel, choose the email you want to reply to, The reply to the candi-

Email and enter the email body in the empty box on the right side of date’s email has been sent

the screen. Then choose Send.

i Note

You can preview the email before sending it by choosing

Preview.

After sending the email to the candidate, the email is

added to the email thread and will show up in the right

pane.

The email count will increase on the Candidate Profile /

Application Profile> Correspondence portlet.

out.

5.5 Recruiting Marketing Advanced Analytics

Purpose

Recruiting Marketing Advanced Analytics combines data from Recruiting Management and Recruiting
Marketing to create full line-of-site data from a candidate'’s first visit to their eventual hire. It is a reporting
application for reporting trends in analytics data. Recruiting Marketing Advanced Analytics has more
sophisticated reporting than the Recruiting Dashboard, including reports on candidate quality, quantity, cost
per hire, time to fill, and source behavior.

Procedure

Test

Step Test Step Pass /
# Name Instruction Expected Result Fail

1 Log on Log on to SAP SuccessFactors Company instance as Re- The Home page is dis-

cruiter.

played.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
2. Access Ad- Choose |} Home > Recruiting } from the menu in the top The Advanced Analytics
vanced An- |t corner. screen is displayed; it dis-
alytics plays the trend lines that
Navigate to the Advanced Analytics tab. can help you visualize
sourcing data trends over
period of time in graphical
components.
3. Review Data In the Advanced Analytics > Brower window, define the Time  The sourcing data for the
Period. dimension you have se-
Select a dimension of data from the Source Type area / lected displays.
Source Type column as follows: choose <Source Type name>
and select from the dropdown that expands an appropriate
<dimension>.
You can display your data in graphs by choosing the Show Visual graphs appear ver-
I I tically on the right of the
Trend - icon on one or more rows of data. data set table for all col-
umns with a value for your
selected time period.
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Test

Step Test Step Pass /
# Name Instruction Expected Result Fail
Use the vertical scroll bar to view all graphs. Each columnin The trend lines of recruit-
the data table has a corresponding graph and represents the  ing related data have been
time period you defined for your data set. reviewed.
i Note
You can customize your display with additional actions
listed below and the graphs update in real-time.
® Hover over aline in the graph - this allows you to see
the values for the column represented by that graph.
® Select additional months - these appear as addi-
tional lines in the graphs.
® When selecting Month Number as dimension and
choose on a month in a graph - the line represent-
ing the month for that specific graph is removed
from the view, and the month you choose becomes
grayed out. This is a toggle; choose the month in the
graph again to make the line visible.
® Choose Year over year - this populates the graphs
with lines for all 12 months for your defined time
period.
® Choose the expand graph icon (the small square
icon with arrows pointing outward, located to the
right of the Year over year) - this hides the table and
expands the graph view. Use this to see the graph
details.
After having viewed the graphs, choose the Close (X) icon.
To return to the initial display of the Advanced Analytics >
Brower screen, choose the Source Type link located on the
very left above the data table.
Recruiting in SAP SuccessFactors: Test Script
182 PUBLIC More Information



Important Disclaimers and Legal Information

Hyperlinks

Some links are classified by an icon and/or a mouseover text. These links provide additional information.
About the icons:

®  Links with the icon o : You are entering a Web site that is not hosted by SAP. By using such links, you agree (unless expressly stated otherwise in your
agreements with SAP) to this:
®  The content of the linked-to site is not SAP documentation. You may not infer any product claims against SAP based on this information.
®  SAPdoes not agree or disagree with the content on the linked-to site, nor does SAP warrant the availability and correctness. SAP shall not be liable for any
damages caused by the use of such content unless damages have been caused by SAP's gross negligence or willful misconduct.
L]

Links with the icon ’h": You are leaving the documentation for that particular SAP product or service and are entering an SAP-hosted Web site. By using
such links, you agree that (unless expressly stated otherwise in your agreements with SAP) you may not infer any product claims against SAP based on this
information.

Videos Hosted on External Platforms

Some videos may point to third-party video hosting platforms. SAP cannot guarantee the future availability of videos stored on these platforms. Furthermore, any
advertisements or other content hosted on these platforms (for example, suggested videos or by navigating to other videos hosted on the same site), are not within
the control or responsibility of SAP.

Beta and Other Experimental Features

Experimental features are not part of the officially delivered scope that SAP guarantees for future releases. This means that experimental features may be changed by
SAP at any time for any reason without notice. Experimental features are not for productive use. You may not demonstrate, test, examine, evaluate or otherwise use
the experimental features in a live operating environment or with data that has not been sufficiently backed up.

The purpose of experimental features is to get feedback early on, allowing customers and partners to influence the future product accordingly. By providing your
feedback (e.g. in the SAP Community), you accept that intellectual property rights of the contributions or derivative works shall remain the exclusive property of SAP.

Example Code

Any software coding and/or code snippets are examples. They are not for productive use. The example code is only intended to better explain and visualize the syntax
and phrasing rules. SAP does not warrant the correctness and completeness of the example code. SAP shall not be liable for errors or damages caused by the use of
example code unless damages have been caused by SAP's gross negligence or willful misconduct.

Bias-Free Language

SAP supports a culture of diversity and inclusion. Whenever possible, we use unbiased language in our documentation to refer to people of all cultures, ethnicities,
genders, and abilities.

Recruiting in SAP SuccessFactors: Test Script
Important Disclaimers and Legal Information PUBLIC 183



/contactsap

© 2023 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any form
or for any purpose without the express permission of SAP SE or an SAP
affiliate company. The information contained herein may be changed
without prior notice.

Some software products marketed by SAP SE and its distributors
contain proprietary software components of other software vendors.
National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for
informational purposes only, without representation or warranty of any
kind, and SAP or its affiliated companies shall not be liable for errors or
omissions with respect to the materials. The only warranties for SAP or
SAP affiliate company products and services are those that are set forth
in the express warranty statements accompanying such products and
services, if any. Nothing herein should be construed as constituting an
additional warranty.

SAP and other SAP products and services mentioned herein as well as
their respective logos are trademarks or registered trademarks of SAP
SE (or an SAP affiliate company) in Germany and other countries. All
other product and service names mentioned are the trademarks of their
respective companies.

Please see https://www.sap.com/about/legal/trademark.html for
additional trademark information and notices.

THE BEST RUN


https://www.sap.com/about/legal/trademark.html

	Recruiting in SAP SuccessFactors: Test Script
	Content
	1 Recruiting in SAP SuccessFactors
	2 Prerequisites
	2.1 System Access and Roles
	2.2 Business Conditions
	2.3 Preliminary Steps
	2.3.1 Choose Display Options for Job Requisitions
	2.3.2 Mass Upload of Resumes (Optional)
	2.3.3 Bulk Creation of Candidates via .CSV File (Optional)
	2.3.4 Candidate Relationship Management Talent Pool
	2.3.4.1 Create Talent Pool
	2.3.4.2 Add Candidates to Talent Pool

	2.3.5 Candidate Relationship Management Email Campaign
	2.3.5.1 Create Email Campaign
	2.3.5.2 Add Candidates to Email Campaign
	2.3.5.3 Add Talent Pool to Email Campaign


	2.4 Activate SAP SuccessFactors Mobile Application

	3 Overview Table
	4 Test Procedures
	4.1 Create Job Requisition (Sub-Process)
	4.1.1 Create Job Requisition
	4.1.2 Approve Job Requisition
	4.1.2.1 Approve Job Requisition on Company Website
	4.1.2.2 Approve Job Requisition via Mobile Device

	4.1.3 Assign Recruiter to Job Requisition
	4.1.4 Conduct Strategy Alignment Meeting with Hiring Manager (Sub-Process)
	4.1.4.1 Analyze Candidate Pipeline and Talent Pools
	4.1.4.2 Review Job Descriptions
	4.1.4.3 Define Pre-Screening Questions

	4.1.5 Adapt and Approve Job Requisition
	4.1.6 Link as Child to Evergreen Job Requisition (Optional)

	4.2 Create Evergreen Job Requisition (Sub-Process)
	4.2.1 Create Pipeline Job Requisition
	4.2.2 Add Child Job Requisition to Evergreen Job Requisition (Optional)

	4.3 Advertise Job Requisition (Sub-Process)
	4.3.1 Review Advertising Strategy (Process Step Outside Software)
	4.3.2 Post Job Internally
	4.3.3 Post Job on External Career Site
	4.3.3.1 Post Job to External Job Boards
	4.3.3.2 Post Job to Job Boards (Optional)

	4.3.4 Post Job Private Internal
	4.3.5 Post Job Private External
	4.3.6 Post Job to Agency

	4.4 Perform Talent Search (Sub-Process)
	4.4.1 Review Job Requisition Type
	4.4.2 Assign Candidates from Related Evergreen Job Requisition
	4.4.3 Assign Candidates from Talent Pool
	4.4.4 Search and Assign Candidates from Talent Pool
	4.4.5 Assign Candidates from Mass Uploaded Resumes and/or Bulk Created Candidates (Optional)
	4.4.6 Run Candidate DB Search in RMK and Search Through Other Channels (Optional Sub-Process)
	4.4.6.1 Search Candidate in Recruiting Dashboard
	4.4.6.2 Search Candidate Through Other Channels (Process step Outside Software)
	4.4.6.3 Add Suitable Candidate to Job Requisition


	4.5 Candidate Experience (Sub-Processes Bundle)
	4.5.1 Internal Candidate Experience (Sub-Process)
	4.5.1.1 Access Career Opportunities Site and Review Job Postings
	4.5.1.2 Complete Candidate Profile and Submit Application
	4.5.1.2.1 Start Automated Screening of Application

	4.5.1.3 Create Job Alert (Optional)
	4.5.1.4 Manage Job Applications (Optional)
	4.5.1.5 Refer Job to Friend (Optional)
	4.5.1.6 Add Referral (Optional)

	4.5.2 External Candidate Experience (Sub-Process)
	4.5.2.1 Access External Career Site, Review Job Postings, and Choose Apply
	4.5.2.2 Create Account and Agree to Data Privacy
	4.5.2.3 Complete Candidate Profile and Submit Application
	4.5.2.4 Complete Reduced Candidate Profile and Submit Application
	4.5.2.5 Sign In, Update Candidate Profile, and Submit Application
	4.5.2.5.1 Start Automated Screening of Application

	4.5.2.6 Create Job Alert (Optional)
	4.5.2.7 Manage Job Applications (Optional)


	4.6 Select Candidate (Sub-Processes Bundle)
	4.6.1 Perform Pre-Screening (Sub-Process)
	4.6.1.1 Perform Pre-Screening
	4.6.1.2 Set Candidate Status to "PreScreen"

	4.6.2 Review Candidates (Sub-Process)
	4.6.2.1 Review Candidate
	4.6.2.2 Set Candidate Status to "Hiring Manager Review"
	4.6.2.3 Perform Phone Screening with Candidate (Process Step Outside Software)

	4.6.3 Confirm Candidate Shortlist (Sub-Process)
	4.6.3.1 Review Candidate
	4.6.3.2 Set Candidate Status to "Proceed"
	4.6.3.3 Set Candidate Status to "Schedule Interview"

	4.6.4 Interview Candidates (Sub-Process)
	4.6.4.1 Organize Interview and Publish Available Time Slots
	4.6.4.2 Confirm Interview Time Slot
	4.6.4.3 Receive Interview Invitation Meeting Request and Confirm Interview Time Slot (Process Step Outside Software)
	4.6.4.3.1 Send Interview Reminder

	4.6.4.4 Receive Interview Reminder via Email and SMS (Process Step Outside Software)
	4.6.4.5 Conduct Interview (Process Step Outside Software)
	4.6.4.6 Conduct Interview Evaluations, Ratings and Notes
	4.6.4.6.1 Conduct Interview Evaluations, Ratings and Notes on Company Website
	4.6.4.6.2 Conduct Interview Evaluations, Ratings and Notes via Mobile Device (optional)

	4.6.4.7 Decide on Candidate Prioritization
	4.6.4.8 Receive Final Feedback via Email (Process Step Outside Software)
	4.6.4.9 Initiate Pre-Offer Background / Reference Check for External Candidate (Optional)
	4.6.4.10 Perform Pre-Offer Background / Reference Check of External Candidate (Process Step Outside Software)
	4.6.4.11 Set Candidate Status to "Prepare Offer"

	4.6.5 Reject Candidate (Sub-Process)
	4.6.5.1 Check Candidate Suitability for Other Job Requisition
	4.6.5.2 Assign Candidate to Other Job Requisition
	4.6.5.3 Add Candidate to Talent Pool(s)
	4.6.5.4 Set Candidate Status to "Declined"

	4.6.6 Prepare Offer (Sub-Process)
	4.6.6.1 Prepare Offer Details and Trigger Offer Approval
	4.6.6.2 Approve Offer
	4.6.6.2.1 Approve Offer on Company Website
	4.6.6.2.2 Approve Offer via Mobile Device (Optional)

	4.6.6.3 Approve Offer (Approved by Hiring Manager)
	4.6.6.3.1 Approve Offer on Company Website
	4.6.6.3.2 Approve Offer via Mobile Device (Optional)

	4.6.6.4 Discuss Verbal Offer with Candidate (Process Step Outside Software)

	4.6.7 Close Recruiting Process (Sub-Process)
	4.6.7.1 Prepare and Send Online Offer Letter to Candidate
	4.6.7.2 Accept Online Offer
	4.6.7.3 Set Candidate Status to "Offer Accepted"
	4.6.7.4 Initiate Post-Offer Background / Reference Check for External Candidate (Optional)
	4.6.7.5 Perform Post-Offer Background / Reference Check of External Candidate (Process Step Outside Software)
	4.6.7.6 Rescind Offer and Inform Candidate and Manager
	4.6.7.7 Set Candidate Status to “Ready to Hire”
	4.6.7.8 Check Suitability of Other Candidates


	4.7 Maintain Candidate Data in HCM Core Component (Process Step Outside Software)
	4.8 Remove Job Postings
	4.9 Close Job Requisition

	5 More Information
	5.1 Email Campaigns
	5.1.1 Delete Email Campaign
	5.1.2 Send Campaign Email
	5.1.3 View Email Campaign Details

	5.2 Referral Tracking
	5.3 Activity Tracking & Dashboard
	5.3.1 Activity Feed Actions
	5.3.2 Candidate Profile Actions

	5.4 Email Correspondence and Message Center
	5.5 Recruiting Marketing Advanced Analytics

	Important Disclaimers and Legal Information
	Copyright / Legal Notice


