
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



System Generated Application Details 
Questionnaire Results 

How many years of supervisory / management 1-2 
Name: Bucky Barnes Address: 6624 Blue Jay Way experience do you have? 

Los Angeles, CA 90026 How many years of experience do you have with all 3-5 
Applicant ID: 922480 stages of the project life cycle, from gathering 

requirements from users through project 
implementation and support? 

Job Opening: Internal Auditor Senior Have you managed projects with multiple None 
Email: nicholasadam@outlook.com customers? 

Job Opening ID: 179754 Telephone: 310/555-1212 
Page 1 of 2 

Work Experience 

Employer: Amazon 
Address: 

Seattle, WA 
Telephone: M UNIVERSITY OF MICHIGAN 
Ending Job Title: Desktop Support Specialist 
Start Date: October 02, 2009 

How many years of project management experience None End Date: December 30, 2013 
Duties: do you possess? 

Identified computer issues 
Prepped new computers for distribution Default Prescreening Questions 

Employer: IBM 
Address: Have you ever been employed at the University of No 

Michigan? 
Are you currently eligible to work in the United Yes 

Telephone: States of America? 
Will you now or in the future require University of No Ending Job Title: Systems Administrator 

Start Date: Michigan visa sponsorship for continued employment January 25, 2014 
End Date: 

in the USA? 

Are you aware of any potential conflicts of Yes 
Duties: Monitored systems for outages commitment (such as an outside job you would 

Worked with stakeholders for system upgrades and enhancements maintain if hired) or conflicts of interest (such as a 
Troubleshooted and resolved system issues current contract vou hold with the University)? 

Are you aware of any relatives working in the Yes 
department for which you are applying? 

Have you ever been convicted of a misdemeanor or No Education History felony? 
Do you have any felony charges pending? Yes 

stepped on a spider in June 1996 
Highest Education Level: me Graduate School 

M-Application

mailto:nicholasadam@outlook.com


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
https://maislinc.umich.edu/mais/flash/HR_EMP_ScreenApplicants_GM.htm
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


	eRecruit Tips and Tricks Advanced Features
	Agenda
	Applicant Management
	Applicant Management: Applicant Summary Basic Report
	Applicant Management: Excel Download
	Applicant Management: Excel Download
	Applicant Management: Group Actions
	Applicant Management: Filter Tabs
	Applicant Management: One Click Dispositioning
	M-Application
	System Generated Application Details
	Work Experience
	Education History
	Questionnaire Results
	Default Prescreening Questions

	Screening Overview
	Screening Types
	Screening Use Guidelines
	Screening Demo
	Activities and Attachments Tab
	Recruitment Process Resources
	eRecruit Resources




