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REVISION HISTORY

This document will continue to evolve as existing sections change and new information is added. All updates
appear in the following table:

Date Feature Notes

06 FEB 2019 Created initial document.

OVERVIEW

This guide outlines the information you need to know about new or improved functionality in Oracle Taleo
Cloud for Midsize (Taleo Business Edition) Update 19A. Each section includes a brief description of the
feature, the steps you need to take to enable or begin using the feature, and any tips or considerations that you
should keep in mind.

FEATURE SUMMARY

Action Required to Enable Feature

Oracle
End User Administrator Service
Automatically Action Action Request
Feature Available Required Required Required
Platform Enhancements
Company Code Alias v
Recruit Enhancements
Rehiring of Candidates v
Career Center Enhancements
Requisition Sharing Configuration v




PLATFORM ENHANCEMENTS

COMPANY CODE ALIAS

Customers can define a custom Company Code that acts as an alias to the originally assigned code. The alias
can be used interchangeably with the original code, and is supported on all forms that require Company Code
input. This feature can be useful if the company has undergone a name change.

URL parameters (for example, the URL for the Career Center) will continue to use the original Company Code.
If you send emails with the merge field for the Company Code, the latest updated value will be used.

The Company Code alias must be between 2 and 30 alphanumeric characters, including underscores and
hyphens. It also must start with a letter, and must be unique across all customers; you will see an error if the
suggested alias is already in use.

STEPS TO ENABLE

1. Select Administration, then select Organization.

2. Click the Company Profile link.

3. Replace the original Company Code with the desired new alias.
4

. Click Save.

When you return to the Company Profile, you will see the original code is listed as an alias, and the new code is
listed in the Company code field. Both codes will work when users log in. If you need to add another code, the
list of aliases will continue to grow.

% Administration: Company Profile

Save Cance Reset

Company Information

Company name: SCORE1

Company code: | .. oco - Aliazes: SCORE1

Street address: | 44 41 pyblin Bivd

New Company Code Along with the Original



RECRUIT ENHANCEMENTS

REHIRING OF CANDIDATES

Candidates who are linked to an Employee record, whether in an active or inactive status, can now be hired for
another requisition and their Employee record will be updated. This allows customers to rehire former
employees who have left the company without creating a duplicate Employee record. It also allows for the
updating of Employee records for current employees who are moving to another position.

This rehire feature applies whether you hire by using the Next Step feature, or if you change the main status or
requisition-specific candidate status to Hired for one or more candidates from a list view. It also applies when
you use the Convert to Employee option from a list view.

The status of the updated Employee records is determined by your mappings. If the Employee record is in an
active status (Employed, by default) when the candidate is hired a second time, the updated Employee record is
still in an active status after the subsequent hire. Therefore, no ‘welcome' email is sent to the employee.
However, if the Employee record was in a Terminated or Suspended status, and the rehire moved it to an active
status (Employed), the ‘welcome' email is sent to the employee.

When the system detects that one or more of your selected candidates already has an Employee record, you

will see a screen such as this, where any new candidates appear at the top, and then any existing employees
will appear below this warning:

& Candidates: Mass Conversion To Employees

Proceed jeELIC

The data from following candidates will be transferred to new employee records when you proceed.

Maya Hartman (Hartman, Maya)

Warning!: The following candidates are already associated with an Employee record. If you proceed, the existing Employee records will be
updated with information from the Candidate records.

Marla Wade (Wade, Marla)

[HOLEE  Cancel

Message When One or More Candidates Is New and Others Have Existing Employee Records

If you click Cancel at this point, the Candidate records are still updated with the hire information, but no
changes will flow through to the Employee records. If you click Proceed, you are then taken to the screen that
allows you to complete the information for new and existing Employee records.

Please note that for existing employees, the original Hired Date and Manager are presented, but can be
changed. Also, the existing Employee Login and Employee Code are shown as read-only. These cannot be
changed at this point but the Employee record can be edited after the conversion, if needed.



Candidate to Employee Conversion Include resumes: Include latest offer: Include other attachments:
Employee Name Required Fields Employee Name Required Fields
3/5 3/5
Hartman, Maya Wade, Marla
I I
Employee:Hartman, Maya Red = Required Information
*Job Title: | g consuttant * Start date:
* Manager Name: [ Select Employee ] Employee Login: mhartmang@invalidemail.com
Review Manager: [ Select Manager (company wide) ] Salary:
Department. | piease select v " Employee Code: | gypogp22
* Hired Date: 4 17/2019
Employee:Wade, Marla Red = Required Information
*Job Title: | g consuttant * Start date:
*Manager Name: [ Select Employee ] Employee Login: mwade@invalidemail.com ‘
’ Corleone, Jett Remove
Review Manager: [ Select Manager (company wide) ] Salary:
Department. | pjagse select > * Employee Code: EMP000215 ﬁ

* Hired Date: 11/16/201 ?|
’

Candidate to Employee Conversion Screen Showing New and Existing Employees

If you include attachments, as shown in the upper right-hand corner, the latest resume, accepted offer, and all
the other attachments are added to the Attachments table in the Employee record. This can result in some
duplicates, but the time/date stamp is shown so that it is clear which are the latest. The Administrator can delete
some attachments, if needed.

Once this screen has been completed, the Employee records are updated.

STEPS TO ENABLE

While the is no need to enable this feature, this is a good time to take a look at your current mappings when a
candidate is converted to an employee.

Select Administration, then select Customize Perform or Customize Onboard.

In the Customize Processes section, click Candidate to Employee conversion process.
Review the fields that will be mapped when a candidate is converted to an employee.

It is recommended that you have option to present the 'Candidate to Employee Conversion' page
checked so that your users can input the information.

Verify that the Employee Status and Employee Login fields are set as desired.

Click Save.
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TIPS AND CONSIDERATIONS

Typically, candidates use personal emails when applying for a job. If the Candidate record has a personal
email address, and then you hire this candidate, the resulting Employee record will have the same email
address by default. Often the email is then changed in the Employee record to be the company email address.
If the candidate applies for another job at a later date, and the Candidate and Employee records still have
different email addresses, the system will still recognize that this is the same person because the two records
are linked from the first hire. However, if the email address is one of the fields that is set up on your mapping
page, then after the second hire, the Employee record will be updated once again with the personal email
address. You can uncheck the email field as one of the fields that is mapped when candidates are converted to
employees. However, this change will affect all hires, not just rehires. Alternatively, you can edit the Employee
record and re-enter the email address after the rehire, or add the Email field to the page layout called
'‘Candidate to Employee Conversion Embedded Form' so that the user can see which email will be used and
make adjustments as needed.

Please note that if a Candidate record and an Employee record exist with the same email address, but the two
records are not linked through the hire process, the system will not be able to proceed with this rehire process.

CAREER CENTER ENHANCEMENTS

REQUISITION SHARING CONFIGURATION

This update enhances the Requisition Sharing feature introduced in 18B. You can now configure the default
content that is shared on Facebook, LinkedIn, Twitter, and Email when users and candidates share requisition
information. Social Media templates have been added to allow you to change the default content that is
presented with the Share button. A limited number of merge fields can be used in the templates.

In addition, a small custom logo can be added, which will be posted on Facebook, LinkedIn, and Twitter.

STEPS TO ENABLE

Steps to Customize the Social Media Templates:

Select Administration, then select Customize Recruit.

In the Customize System Templates section, click Social Media Templates.

Click Edit to the right of the template you wish to customize.

Change the text as desired, or remove any merge fields that you don't want to share.
Choose any of the merge fields displayed in the Common Fields or Requisition Fields list.
Click Save.

o ahswNE

Steps to add an image:

On the Customize Recruit page, click Manage Images.

Add the image you wish to be used when requisitions are shared. The suggested size is 300x300 pixels.
Upload and save the image.

Back on the Customize Recruit page, click Edit for the correct Career Center.

Scroll down to Job Sharing section.

Select the image from the drop down.

S o



Job Sharing

Enabe copying of job link
[Z] Enable emailing of job link
[ Enable sharing to Facebook
[} Enable sharing to Linkedin

F7] Enable sharing to Twitter

@I Media Logo | Infoicon ~ | Recommended size: 300 (w) x 300 (h) pixels )

7. Click Save.

Now this image will be used when job seekers click the Share button from the Career Center, or when users
click the Share button from within TBE Recruit.

TIPS AND CONSIDERATIONS

Use only the available merge fields when editing the social media templates. Do not paste in merge
fields from other system templates.

LinkedIn and Facebook both use the same template. However, LinkedIn uses only the Subject field;
Facebook uses both the Subject and the Body.

Be cautious not to add too many merge fields. There is a limit to the number of characters on the
different sites.

Use only JPG or PNG formats for your social media logo.

The shape of the image is slightly different on LinkedIn then on Facebook or Twitter. You may need to
experiment to get an image that looks optimal on all sites.

Changes to the requisition content, any text or merge fields in the templates, or the social media image
do not immediately reflect on Twitter, Facebook, or LinkedIn. The various sites differ in the amount of
time it takes to recognize these changes. It is recommended that you do not make changes often to the
templates.

ADDITIONAL INFORMATION

2019 W-4 Form

The default W-4 form has been updated with the 2019 information. Any activity templates referencing this
default W-4 form automatically include the new form. Completed activities are not affected. Already assigned
activities that have not yet been updated by employees will also automatically refer to the new form.

Referral Source on an Application

When a candidate is directed to the Career Center or the legacy Careers Website and the URL contains a
source, the job seeker will no longer be able to change the source field on the application itself. The drop down
field will be disabled so that the original source is maintained. This change will result in more accurate tracking
information.



History Log Changes

When permissions are removed or added to a User record or the role has been changed, the History Log of the
User record will now track this information going forward.

Also, when a page layout, list view, or custom field has been added, updated, or deleted, this information is now
tracked in the History Log for the admin user who made the change, since those entities do not have History
Logs. If you are trying to track down when a certain page layout was deleted, and by whom, for example, you
can run the standard User report called History Log. This will prevent you from having to search the History
Logs for each Admin.

You must enter a date range. It is recommended that you use the keyword field to narrow down your search.
For example, enter 'list view' if you want to search for a change to a list view.

@ Report: History Logs
Enter parameters to refine your report results. Reports will return a maximum of 20,000 rows of data. Please choose your parameters with this limit in mind.
Run Report
* Start Date: | 171310 User: [ Add ]

1/17/19

Date within: | sny time “ Keyword: | st view

Role: :No Access

R Administrator
i Hiring Manager

i Recruiter

- Employee

| Passive User

Run Report

Standard User History Logs Report
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