
eRecruit Tips and Tricks
Advanced Features



Agenda

• Applicant Management
• M-Application
• Screening
• Activities and Attachments
• Updates



Applicant Management

• Applicant Summary Report Video

• Excel Download

• Group Actions

• One-Click Dispositioning

• Filter Tabs

https://youtu.be/FQfpK6PTbDg


Applicant Management: Applicant 
Summary Basic Report

Navigation: Recruiting Tile eRecruit Reporting



Applicant Management: Excel 
Download



Applicant Management: Excel 
Download



Applicant Management: Group Actions



Applicant Management: Group Actions

• Group Actions can be used to:
– Mark as Reviewed
– Mark as Reject
– Route Applicants 

• Sends the recipient an e-mail with two links:
– The first link opens the Applicant’s Disposition Details page, requesting a 

response regarding whether to invite the Applicant for an interview. The 
second link opens the Manage Applicant page for the job opening where the 
application and resume can be viewed.

• Used when the recipient has an M-Pathways eRecruit role.
• Changes the disposition of the Applicant to Route.

– Forward Applicants
• Sends the recipient an e-mail with the Applicant’s resume attached. 
• Used if the recipient does not have an M-Pathways eRecruit role. 
• Does not change the disposition of the Applicant.



Applicant Management: Filter Tabs



Applicant Management: One Click 
Dispositioning



M-Application

• Information Shown
– Work History
– Education Level
Pre-Screening Question Responses
– Work eligibility and visa sponsorship requirement*
– Conflict of commitment and/or interest
– Disclosure of relatives working in same 

department*
– Criminal history responses*

* denotes external applicants only



M-Application



M-Application



Screening Overview

• Helps manage large pools of applicants
• Questions available for use were developed by 

a team of HR professionals from across the 
University and approved by Office of General 
Counsel



Screening Types

• Basic – Review Answers on M-Application
• Advanced – Applicants assigned a score based 

on answers



Screening Use Guidelines
• Only use questions that are relevant to the qualifications
• Do not add or delete questions after the job is posted 
• Wait to run screening until you have your final candidate 

pool
• Responses depend on applicant’s willingness to respond 

truthfully
• Review of resumes and cover letters, work samples, job-

related tests, etc. are still critical to your obligation to 
review the applicant pool and hire the most qualified 
candidate.



Screening Demo

• Screening Instructions
• Screening Guided Simulation
• Screening Guidelines

http://maislinc.umich.edu/mais/html/HR_EMP_ScreenApplicants.html
javascript:window.open('https://maislinc.umich.edu/mais/flash/HR_EMP_ScreenApplicants_GM.htm','bigwin','fullscreen=yes');void%200;
http://maislinc.umich.edu/mais/pdf/HR_EMP_HRScreening.pdf


Activities and Attachments Tab

• Uses:
– Full Job Description/Position Description Form
– Interview Notes
– Candidate Withdrawal Correspondence
– Bargained-for Seniority Bid Lists
– Position/Salary Approvals
– Non-Selected RIF Justifications



Activities and Attachments Tab



Questions?



Recruitment Process Resources

• UHR Website
• NEW!! Resources for Hiring Units
• Screening and Sourcing Strategies
• Sourcing Tool

• Organizational Learning 
• Unconscious Bias in Selection and Hiring

https://hr.umich.edu/working-u-m/management-administration/recruiting-employment/resources-hiring-departments
https://hr.umich.edu/working-u-m/management-administration/recruiting-employment/recruiting-staff-diversity/sourcing-outreach-networking
https://hr.umich.edu/working-u-m/management-administration/recruiting-employment/recruitment-sourcing
https://hr.umich.edu/working-u-m/professional-development/courses/unconscious-bias-selection-hiring-0


eRecruit Resources

• MyLinc
– eRecruit User Resources

• SSC Employment Process Coordinator or 
Michigan Medicine HR Generalist

• Your local unit HR
• Feedback: talent.acquisition@umich.edu

http://maislinc.umich.edu/mais/html/HR_EMP_eRecruitResourcesWrapper.html
mailto:talent.acquisition@umich.edu


Next session: Using Applicant Lists
Thursday, March 26th @ 10am
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