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See Screen Applications on Taskroom for more information.



https://taskroom.saskatchewan.ca/manager-resources/hiring-employees/screening-applications

Steps And Statuses

SCREENING ASSESSMENT HIRE

To Be Screened To Be Assessed To be hired

: l

Successful *

W

>

Successful * |-

LRe_Veuw

Candidate may change status within step

Candidate may move to next step or remain

- Candidate has reached final step/status

REVERT:

Should an error be made with a candidate’s Step and Status, selecting Revert
Latest Change of Step/Status from the More Actions drop-down will place the
candidate back into the Step/Status they were in, prior to the most recent
action.
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The candidate’s application will go through three Steps (and
several Statuses within each Step) as the competition
progresses. This can also be thought of as an application’s
“life cycle”.

Step Screening — Status To Be Screened

All applications start in the Step called Screening, with the
Status of To Be Screened.

If the candidate pool is so large that some applications don’t
get reviewed at all due to volume, those applications remain
in Screening, To Be Screened.

Step Assessment — Status To Be Assessed

Candidates who will be assessed are moved from Screening
to the Step Assessment, with Status To Be Assessed.

Any Step - Status Withdraw

If a candidate withdraws from the competition at any point
in the process, their Status is changed to Withdraw, in
whichever Step they happen to be in at the time.

Any Step — Status Unsuccessful

If a candidate is unsuccessful at any point in the process (i.e.,
screened out, failed assessment, or fails post-hire
requirements), their Status is changed to Unsuccessful within
the appropriate Step.

Step Screening or Assessment — Status Successful

If a candidate is Successful in Screening or Assessment,
change their Status to Successful in the appropriate Step.
This Status allows their application to move to the next Step,
if appropriate.

Step Hire — Status To be hired and Hired

When you’re ready to hire a candidate, move their
application to Step Hire, with Status To be hired to start an
Online Commencement Process. When all the hiring process
is complete, move their application to Status Hired. You can
move the application to Status Hired directly and start an
Online Commencement Process at the same time.
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The Candidate List

Saskar(hewan_-ﬁ

& test hiringmgr =

E RECRUITING TASKS REQUISITIONS CANDIDATES

You are here » Requrstion (st
Filters v Q £ Requisitions (11)
Shaw requisitions: P houeiek

| pwn or callaborate on |

& & | woreadions ¥

nclude filled/cancelled requisivons

ons: | own o collaborate on @ Slatus: Draflt @ Pending @ Open ©

Create Requisition

Onloid @  C

ListFermat | Defaul requisition list format. =

o 1v @' # Title Grade Jeb Employment Type Status Status Deta
» Status
ADMUI 7428 Student - Business & Hnance SGEUOL  CAE-  Expressionofinterest  Pending 1o Be Appre
1 SGEU  for SGEU Term less (15 ul-2020
Clear All than @ months
COMRO1Z18  Student - Communicanans SGLLOY. AL Cxpression of Interest— Open Pastad (31
Bl - SGFU far SGEUTerm less 2020
than 9 months
= 1 FNGON 947 Student - Enginesring Assistant SGFULOR. ST Expression of Interest  Cpen Fxpured (77
SGEU
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When viewing the list of requisitions, the number in the far left
column of the list indicates how many complete applications
were received for each requisition.

Click the number associated with the requisition you are
working on.

The @ icon indicates this requisition contains new application.

Candidates are list in alphabetical order. The list can be sorted
by any of the columns by clicking the title bar.
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REQUISITIONS

= RECRUITING ‘ TASKS CANDIDATES
You are here > Requisition List > Submission List ‘ = Back to Requisition List
Filters (~) 2% Submissions for: court Administrative Assistant - Provincial Court (Requisition ID: ADM017559) (G,
~ Selection process (FILTERS » No filters are applied
Step o= & ListFormat | Workplace Diversity v
Screening (26) ]
GssesSneny Ov Candidate 14 Woman  Disability ~ Aboriginal/VM  Req  Asset % S
Hire (1)
o |~ Bah, Bryce (3042352) Q Yes No MBI s gy 5
» Candidates (Metis)
i~ BEARD, Andrea AB (3041413) Q Yes No :‘sgve:f the 5/7  3/5 s
» Candidates s T
o |~ Beatie, Gale GB (2942793) Q Yes No 5/7 0/5 s
above
PLELm o i~ Braaksma, Susanne SB (2924273) Q Yes No Member of a 4/7 375 s
visible minority
o |i= Dube, Tanzil (3042362) Q Yes No gggf:f G 717 115 s
o i~ Gibbons, Gaoming GG (3039818) Q Yes No None of the 4717 575 d_
= RECRUITING ‘ TASKS  REQUISITIONS ~ CANDIDATES
Filters (~] 2% Submissions for: INs2184 Testing - Facility Service Worker (Requisition ID: INS002184)
o el S FILTERS > No filters are applied
s 42 ® = & | MoreActions v List Format | Workplace Diversity v
Screening (2) —
(e Disability Aboriginal/VM Req Asset % Step Status Student Hired? State/Prov., City sub updated
Hire (3)
I choose not | choose not to Tobe Saskatchewan - Apr 15,2021 -
1/ fi
> Candidates torespond  respond 2 5® LIS hired Retspeniiied Regina May 18, 2021
» Candidates ves Ichoosenotto ¢ o oo e Tobe Saskatchewan - Apr 19,2021 -
respond hired regina May 18, 2021
b B v Aboriginal person Tobe " Saskatchewan - Feb 2, 2021 -
- (Metis) 0/2 079 fire hired Not specified Swift Current May 18, 2021
ToBe Saskatchewan - May 18, 2021 -
_ 0/z 0 SCEEniNg g reened Regina May 18, 2021
Apply Candidate Filters IR g0 }
Aboriginal person ToBe Saskatchewan - May 18, 2021 -
Yes (Non-status 072 0/9 Screening
Screened Regina May 18,2021 €
Indian)
J |
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Important Columns In The Candidate List

e : something is new in this candidate’s application, since
you last reviewed it.

Candidate: the candidate’s name and system unique identifier
number

%: the candidate has attached a file to their application.
Clicking it will take you directly to the attachment.

Woman, Disability, and Aboriginal/VM: the candidate’s
Employment Equity self-declarations.

Req, Asset, and %: These reflect the candidate’s answers to the
Prescreening questions (Requirements, Assets, and Weight)

Those candidates who show full marks (for example, 7/7) have
answered all questions correctly, according to the Requirements
or Assets set out in the Requisition. These candidates should be
reviewed to further determine if their application meets the
screening criteria for the competition.

Those candidates who show very low marks (for example, 1/7)
have clearly not answered the questions in a way that would
screen them in. However, a quick review may be warranted to
ensure the candidate did, in fact, answer the questions (in case
they submitted a paper application which should be screened
manually.)

Those candidates who show marks close to full (for example,
6/7) may warrant further review, to ensure their qualifications
have been accurately reflected through the questions.

Step and Selection Status: the candidate’s current Step and
Status within this requisition.

sub updated: the date the application was first created, and
most recently updated.

Other columns in this list are simply for information purposes,
and should not be used for decision-making.

To view a candidate’s application, click their name.
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Viewing A Candidate’s Application

E RECRUITING ‘ TASKS REQUISITIONS CANDIDATES

You are here > Requisition List > Submission List > Submission View

ie=s

Job Submission Attachments History
=3 Language: Engiish  Expand All

® 5 other active submission(s)

Onboarding, Can1 (g2
1D: 780155
Canada > Saskatchewan > Regina

4 Application
Submission (e General Profile Candidate Personal Information

@ HIGHLIGHTS (CURRENT SUBMISSION) First Name Last Name

Requiredmet  Assetsmet  Result Can1 Onboarding

4/7 1/5 0%

Address city

Step: Screening 9979 Queen Street ity to copy to 780155
Status: To Be Screened
Source: Government of Saskatchewan

site Postal/Zip Code Place of Residence Primary Number
Date of Application: Apr 21, 2021 S4NOTY Canada > Saskatchewan > Regina Home Phone
7= MOST RELEVANT EDUCATION

Home Phone Number Work Phone Number Cellular Number

Certificate/Technical Diploma 761080 0787 752275 2780 726 411 4151

Saskatchewan e i 2 tost hanngmgr =

= RECRUITING TASKS REQUISITIONS CANDIDATES.
Not Specified

Pres

& Questions

Question Answer Required/Asset  Result

Saskatchewan.& B8 Find Candidates 2 test hiringmgr ~

— RECRUITING TASKS REQUISITIONS CANDIDATES

You are here > Requisition List > Submission List > Submission View

Summary [~ @ submission: jones, samuel for Accounting Clerk - Health level 3 (ID: FIN003899)

jones, samuel (£ fa ® =

Canada > Saskatchewan > Regina

More Actions ¥

- Job Submission Artachments(2) History
a4 &
® 2 other active submission(s) nguage: English Collapse All
4 Application
Submission (mms General Profile e
Candldate Personal Information
F ne Last Name ddress

Requiredmet  Assetsmet  Result st e Ehlai fadie

0/1 0/1 0% samuel Jones 2100 Broad Street
Step: Screening _— & ’ R -
bl ity PostaliZip Code Place of Residence
Source:Career Cantre Regina S4P1YS canada > Saskatchewan >
Date of Application;ul 20, 2020 RBeglna
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The candidate’s entire application (except attached files) is on
one long page, on the Job Submission tab.

NOTE: Some of the information on this page has been carried
forward from the candidate’s Profile. Be sure to read both the
Attachments and the Pasted Resume section, to ensure you
view all information the candidate has provided for this
competition.

The candidate’s answers to single-answer and multiple-answer
guestions are identified by a right arrow =*. Whether or not
they met the Requirement/Asset is also identified, as is their
Result, based on the weighting you set up in the requisition (if
any).

Viewing space for text-based questions is very small. To review

in a better format, click © to create a PDF of the candidate’s
application, which can then be viewed online, printed or saved
as a PDF document.
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Print Candidate File: SSI, 21Atestcan1 x When viewing the candidate’s application as a PDF, check only
7 Sections are selected the Job Submission and Attachments. Then click Print PDF.

O select all sections O Insert page break after each section

1 Job Submission

Application

4
2 | History
f O Agentand Referrer O Attachments O Candidate File Update O Candidate Information
O Candidate Progression O Comments O Correspondence O Questions and competencies
O Regulations O Resume O Screening Services O Offer

3 Attachments

Most recent flagged resume

Testing attachment -

This action will store information locally on your computer. This can be a security hazard if sensitive information is contained. If you want to proceed, click Print
PDF. Then, if applicable, delete the resulting temporary file from your computer, or delete your browser history.

m

A new window will pop up, displaying the PDF of the candidate’s
application. You can then scroll through, print, or save it.

-  100% + O &

Candidate Information

Public Service Commission - Strategic Systems & Innovation Branch June 10, 2021 Page 5



Viewing A Candidate’s Attached Files

SGSkatChewan__’é | & test hiringmgr ~

= RECRUITING TASKS REQUISITIONS CANDIDATES

w Submission: MayTest, Candidatel M for Student - Communications ID: COMOO1Z18)

MayTest, Candidate1 M 2 = © & | moreAdions v
‘lﬂ'

Canada > Saskatchewan > Regina Job Submission Attachments(2) Histery

4 & Attached Resume(s) relevant to this Submission
® 1 other active submissionis) Visible to A
File Mame Attached by Size | Date Description
candidate
Submission (B General Profile Bew1s 2 | f
e 5 . , 1 a0mn | Atische 10 b relevant fles &
e & | candidate Yes 21KB | Jui21,2020 | 2o
 HIGHLIGHTS (CURRENT SUBMISSION) =
Requredmet Assemmet  Result Gther Attachments relevant to this Submission
”n 0/0 0% ’ Visible to .
File Name Artached by didat size Date Description
Step: Screening candidate
: To Be Screened
o7 o kil i rogras Testing attachmen -Resumedorx (@ & | Candidate Yes 11KB | Jun 15,2020
Date of Application-jul 21, 2020 o
Related to Offer
There are no file attachments for this section
This section contains no information
‘Attachwents relevant to Gther Submissions or General Profile
1l WORK EXPERIENCE
This section contains no information. File Name Resume RelevantTo | Attached by i | s Date Deseription
‘ e o & | Candetn Yes o | s a0

= RECRUITING TASKS REQUISITIONS CANDIDATES

Youare here > ... > Requisition View > Submission List > Submission View

SSI, 21Atestcan? (£ 4 ® % L B8 & | Moredions v

1D: 3068791

e Viewing Attachments relevant to other submissions or general profile: Testing attachment - Resume.docx 1 o
Description: -
*a

© 1 other active submission(s)

= Backto submision Uit

Submission (B General Profile

© HIGHLIGHTS (CURRENT SUBMISSION)

Required met  Assetsmet  Result
3/3 3/6 79%

Step: Screening
Status: Successful This is the Resume.

Testing attachment — Resume

Public Service Commission - Strategic Systems & Innovation Branch June 10, 2021

The files a candidate may attach to their application, such as
their resume, are found on the Attachments tab.

Candidates are allowed to attach more than one file within the
system. The attachment they’ve selected for THIS
COMPETITION is indicated under “Attached Resume(s) relevant
to this Submission” and “Other Attachments relevant to this
Submission” section.

Other attachments listed under “Attachments relevant to Other
Submissions or General Profile” are for other purposes, and
should not be used for this competition.

To view an attached document, click the preview Ea icon.

. 3 .
To download an attachment, click the download ™= icon.

NOTE: Some internet browsers will require you to download
the attachment to your computer prior to opening it. This is to
allow your computer’s virus checker to scan the document
before it is opened.

Click the up/down arrow ¥ icon to view the previous or next
attachment for the same candidate.

Click the left/right arrow  [*] icon to view the previous or next
candidate’s attachments.
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Viewing A Candidate’s Application History

Saskatchewan &

2 test hiringmgr =

I=  RECRUINING | TASKS  REQUISITIONS  CANDIDATES
jones, samuel (£5 a ® =|m FH | morcacions =

Canada > Saskatchewan = Regina

Job Submission Attachments(2)

story

- &

] Show histary for | Current submission - Accounting Clerk - Heal..

Submission (M General Profile
@ HIGHLIGHTS (CURRENT SUBMISSION)

SortBy ~

4 Accounting Clerk - Health level 3 (p: Finoozsss)
Mequiredmer  Assatsmer  Resuit

= e -
0/1 0/1 0% il .
St Eleberanit Jul 20, 2020, 5:52:34 PM  Status changed to Successfulin  Event date: Jul 20, 2020, 5:52 PM test hiringmgr
Source:Career Centre step Screening (HRBP)
Date of Application:jul 20, 2020
Jul 20, 2020, 5:51:40 PM  Applied online Perm Full Time - Public (External) The submission 15 Candidate
Jul 20, 2020, 5:50:37 PM File identified as relevant for the resume applicaton.doc (5 Candidate
submission

Public Service Commission - Strategic Systems & Innovation Branch

June 10, 2021

The History tab contains information regarding the application’s
history in the requisition — step/status changes,
correspondences sent, etc.
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Changing Status Of Unsuccessful (Screened Out) Candidates

While viewing the candidate’s application, click the Change
Step/Statusﬁ icon or select Change Step/Status from the More

Saskatchewan‘% E@ Find Candidates Q 2 test hiringmgr ™

= RECRUITING TASKS REQUISITIONS CANDIDATES
Actions drop-down menu.
Summary [~} [E8 submission: FISHER. ADA for Student - Engineering Assistant (ID: ENGOD1947) (4
FISHER, ADA &2 (@)= = =&
Canada = Saskatchewan = Regina S
2 Job submission G Candidate has declined
-
= 2 other inactive submission(s) A5 Reject S Language: English Collapse All
Applicati
Submission (()mme General Profile PRG0N
Candidate Peff ™ Revert Latest Change of Step/Status
HIGHLIGHTS (CURRENT SUBMISSION)
Requiredmet  Assetsmet  Result First Name: |7 SOUrcing Activities Addiess
&, Share Candidate 2100 Broad Street
2/2 0/9 40% e
i Other Actions
e City &% Send Carrespondence Place of Residence
Source:Career Centre Regina Canada = Saskatchewan =
Date of Application:jun 25, 2020 € Add Comments Regina
Change Step and Status x i )
The Change Step and Status window will appear.
Candidate Name Requisition Title
SSI, TestCan5 21A Testing - Facility Service Worker (INS002215)
. B ’
currently in Change to Take note of the candidate’s current Step and Status.
Step Status Step Status
Screening To Be Screened » Screening
Unsuccessful* v

Ensure “Unsuccessful” is listed as the Status.

*= completes the step

Details or Disposition Comments

O Application received too late Please enter comments here SE|eCt the reaSOﬂ the application iS being Screened OUt.

D More qualified candidate selected

) Does not meet the required criteria for the role
R — If desired, place comments in the Comments box.

Select Other Action

O Send Correspondence

Generally, we do not send Regret letters at the screening stage.

However, if you wish to send one, check the Send

Correspondence box then follow the instruction document on
that topic.

Click Apply and Proceed to Next Action if sending a regret
letter, or Apply and Close if not sending a regret letter.

Note:

Once a candidate is selected for an action, the candidate
remains selected after the action performed. Un-selection is
required before move on.

Public Service Commission - Strategic Systems & Innovation Branch June 10, 2021 Page 8



Changing Status Of Successful (Screened In) Candidates

Saskatchewan

= RECRUITING TASKS REQUISITIONS CANDIDATES

Yo are Rere > Al Submiscions > SubANSSIoN View

FISHER, ADA (15

Canada > Saskatchewan > Regina

+ [ aoume |

= 2 other inactive submission(s)

Submission (mmm  General Profile

€ HIGHLIGHTS (CURRENT SUBMISSION)

Required met  Assers met  Result
2/2 0/9 40%
Srep: Screening
Status: To Be Screened
Source:Career Centre
Date of Applicationzjun 25, 2020

Change Step and Status

Back to Submission List

E@ submission: FISHER, ADA for Student - Engineering Assistant (ID: ENGO01947) &

e =

Selection Process
Job Submission
@  Cendidate hes declined )

e Languspe: Englisn Collapse all

Candidate Peds Sourcing Activities

ADA Other Actions 2100 Broad Street
& Add Comments

ity . b Place of Residence

Regina e Canada > Saskatchewan >

Regina

Candidate Name
Jones, samuel

Currently in

Step Status
Screening To Be Screened

Requisition Title
Accounting Clerk - Health level 3 (FINO03899)

Change to

Step Sratus
* screening F ]

I Successful®

* = completes the step

Please enter comments here

Select Other Action

(@)sens corressondance

[ om s procema o e pcvem |

Change Step and Status

Candidate Name
jones, samuel

Currently in

Step Status
Screening To Be Screened
Comments

Requisition Title
Accounting Clerk - Health level 3 (FIN003899)

Change to

Step Status
* Screening
Successful® v

* = completes the step

Please enter comments here

Select Other Action

O Send Correspondence

Public Service Commission - Strategic Systems & Innovation Branch

| Cancel | | Apply and Continue | Apply and Close

June 10, 2021

Click the Change Step/Statusﬁ icon or select Change
Step/Status from the More Actions drop-down menu.

The Change Step and Status window will appear.
Take note of the candidate’s current Step and Status.
Ensure “Successful” is listed as the Change to Status.
If desired, place comments in the Comments box.

If the candidate will be invited to attend an

assessment/interview, follow the instruction document on that
topic.

If the candidate will not be invited to attend an assessment and
this is therefore the last activity to perform for this candidate,
click Apply and Close button.
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