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Note: The information contained within this document nmay be accurate for all CSM instances. Spestips
often change depending upon individualized systettings.

NACEIlink OCR MANAGEMENT “BASICS” FOR OCR STAFF
Provided by: Nancy McFarland, Assistant Director, Employer Relations & Recruiting
UC Berkeley Career Centearem@berkeley.educ

|. BASIC OCR SCHEDULE SET-UP:

When entering OCR dates, you must create separagelsles if:

- there are different interview dates;

- there are different schedule types (open, presadar);

- there are different interview time spans for cersihedules/jobs (e.g., 30-min. interviews
for some, 45-min. for others).
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You do not need to create separate schedulesfferatit jobs if the schedule date and specs
(type, interview length) are the same. Multiplbgacan be attached to the same room or
multiple rooms. Jobs can apply to all intervieats) and/or certain jobs can be assigned to
specific timeslots or rooms using the slot matrix.
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However, for certain complicated set-ups you magidieto create separate schedules, even if
the schedule date and specs (type, interview I@rgéthe same. See the V — Splitting
Schedules.

Tip: Use the copy feature from the OCR Scheduiarination screen after saving a schedule
record to quickly recreate the same schedule setsage below.

Il. MANAGING SCHEDULES/ROOMS:

A) Cancelling Part of a Schedulde.g., removing 1 of 3 rooms with or without ataehed

job): Review the slot matrix, if necessary, émeh remove the room assigned to the part of the
schedule to be cancelled by control clicking it @nBoom(s) under Schedule Details tab — see
preceding screen shot.

Removing a room on a multi-room schedule will netatth the assigned job. The job will merge
into the remaining room(s). Remove the job, ifessary. Again, be sure to recheck your slot
matrix and adjust your set-up afterwards, if neetiethake sure that the slots/jobs are still
correctly configured.

Tip - If you want to create a separate cancellatgmord of a partial cancellation for your OCR
archives, use the split schedule option, if avédlabr recreate a new, separate schedule record
reflecting the schedule details of the change wstimmade, and then simply delete or cancel it.
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B) Cancelling an Entire Schedule Click on either the Delete or Cancel Scheduligdoufrom
the Schedule Details screen - see preceding sshexn A record of the cancelled schedule will
go into the archives. All rooms for that schedwuik be released for reassignment. All jobs will
become inactive, unless linked to another actite/dehedule — see IV.

lll. MANAGING JOBS:

You can always enter/attach OCR job details “frmmach.” However, use the Copy Job option
to expedite your entry of OCR job info. This ie@ will duplicate a pre-existing job listing
(non-OCR or OCR). You can then edit copied texhtadify/update the new job for OCR. Be
sure to remove the (copy) tag before submittingabe See p. 61 of the User Guide for more
details.

Other Functions for Managing Jobs:

A) Slot Matrix: View job assignments to available interview slu¢se — see the example
below. Make adjustments as needed. All jobs @adsigned to all interview slots, and/or
certain jobs can be designated to specific timsslorooms.

Jobs can also exist on an OCR schedule withougrassislots — also see below. Students are
able to view and drop resumes for these positibimwvever, slots must be assigned to a job
before employers can do their candidate selecbossudents can sign up for interviews for
that job.

Sample slot matrix, including example of active Of6Bs w/o slots assigned:
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B) Delete(from the OCR Position Details screen — see beloMpves a job to the archives.
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C) Removebutton (from the Positions tab — see below): Ress@n OCR job from the
schedule and keeps it in “existing OCR job” statith resume submissions still included (if
applicable) so it can be used again.

Adding or reattaching such a job to a schedulegu§ia “Select Existing OCR Job” feature
will include access to the previous resume subnss(if applicable); using the “Copy Job”
feature will not include any resumes. If resumesdt transfer as expected, make sure that
you have the correct job # (as you may have mal@gtive jobs with the same job title).

Removing a job will not delete the related roonmira schedule. Depending on the
situation, you may also have to reduce the numbeyams assigned to a schedule. (See
lI-A above.)

Important: Removing a job with interviews attachat unschedule those interviews. You
will receive a warning message when you do thiowever, there will be no way to retrieve
those interviews once the job is removed. Theegfoontact students before continuing
and/or print a copy of those interviews first irsegyou need to reassign interview times.
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Related Tips:

1)
2)

3)

Note the OCR job number for a particular job befmiaking any change for easier
identification later in the process.

Be sure to recheck your slot matrix after job/schedhanges and adjust the set-up as
needed.

Make sure that the employer has copies of candréstenes and that students have been
contacted before a job is deleted or removed. adlsis applies to canceling schedules.

IV. LINKING SCHEDULES:

Use the link feature when attaching the same jdb¢anultiple interview dates/rms./schedules.
This will create one applicant pool for the entirgit and prevent duplicate resume submissions
by students for the same job.

Use the copy feature from schedule details tabufiyeed to add a new date w/ similar
schedule details.

From OCR schedules on mgr. side, find/click ondtigedule that you want to link to another
existing schedule w/ job already attached. Selesitions tab, click “Add New,” and use
“Select Existing OCR Job” optioSee p. 61 of the User Guide for more details.)
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- Once schedules are linked, a “Related SchedulesWibappear on the right for managers
to view from the Schedules Details page for eadh daee below.

Related Tips:

1) For consecutive dates, it is recommended that gdureyger dates for linked schedules to
make them the same for resume submissions andigwesign-ups (depending on how
you've set up your trigger date defaults).

2) For dates that are in different weeks, trigger slate trickier to manage depending on how
you've set up your trigger date defaults. This ezsult in very different resume drop/sign-
up periods which might be problematic. You may tttarconsider attaching jobs to the first
date only and then linking the job to the latereds) after the resume submission period has
closed. See Tip #5 below.

3) If an employer has created duplicate schedules)diiinked them, here’s how to fix that:
Remove the job from one date/schedule. Then sBlesitions tab, click “Add New,” and
use “Select Existing OCR Job” option to createn& With the other job # and schedule.

4) Students generally have the option to choose tteetday want to interview when schedules
are linked over multiple days. However, employaes/ decide instead to restrict them to
certain dates after they've completed their sedagprocess. If this happens, employers may
need your help to do this prior to student sign{gpg., reassigning jobs to certain slots or
splitting schedules or preselecting students faiagedates/rooms.)
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5) You can also use this handy feature to copy jolpdizgnt pools and create another related
schedule if an employer gets a great applicant, pas reviewed resumes, and wants to add
interviews at a later date. Also refer to Tip #dwe.

V. SPLITTING SCHEDULES:

Note: You can only split schedules from the Postns tab if more than one room has been
assigned to a schedule, if multiple jobs have beattached, and if interviews have not been
assigned yet. Depending on the situation, you makecide to unassign any scheduled
interview appts. to use this feature.

Use the split schedule option after entering daté®dules and attaching jobs and if:

- jobs now need to be separated — e.g., for eagieranfor specific recruiter assignments,
locations, etc.;

- there’s a date change for a certain job or paat £thedule;

- an employer requests different interview timesgart of a schedule (changing interview
length or schedule start/end times for a certdiredule, making it different than the rest).

Select the Positions tab (see below), find theymlbwant to separate, click “split,” and follow
the prompts to reassign room(s). After completbthe splitting process, this will now show as
a separate schedule. You can edit schedule dteier if needed after performing the split.
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Tip: Have a single room schedule w/ multiple jadosd now the employer wants to make
changes? Add another room first to the existirigedale, and then you can use the split feature
to help reconfigure schedule details if appropriagasier than removing and reattaching jobs for
some changes!

VI. MANAGING SCHEDULE TIMESLOTS:

Important: If interview appts. are already schedulal, this may complicate any timeslot
changes. Always print a copy of any schedule w/ pfs. before making changes, just in case
you have to remove appts., change times, rebuildisedules, etc. Pay special attention to
ANY system prompts re: scheduled appointments.

A) Before adding timeslots you need to determine where you are in the O@Rgss and
decide if the added times will apply to all rooros that schedule or just certain ones.

- If schedules are not approved, adjust the time §pamthe Schedule Details screen to add
slots.

- If schedules are approved, use the “Add Slot” fietan the Schedule Details screen to add
slots to the existing time span. If you need ti&enaore extensive changes to approved
schedules (e.g., changing interview length), ctiokthe “edit timespan/interview” button at
the top of the Schedule Details page. This waktehe slot matrix so review it and reassign
jobs if needed.

- After adding slots: If the additions do not apfmyALL rooms for that schedule, also be sure
to disable select timeslots for those rooms froemSkheduled Interviews tab and the slot
matrix. Click [disable] in the lower right handroer of the appropriate timeslots.

- If the timeslot customization applies only to carteoms/jobs, splitting schedules may
provide a simpler way to customize timeslots fdeserooms/jobs.

B) Before removing timeslots you need to decide if the times will be removeddll rooms
affiliated with that schedule or just certain ones.

This option provides the most flexibility: Simpdlysable select timeslots for the appropriate
schedule(s)/room(s) from the Scheduled Intervieksand the slot matrix. Click [disable] in the
lower right hand corner of the appropriate timesldf you need to reopen disabled slots later,
then you can easily do so from this same screaslitking [enable] in the lower right hand
corner of the appropriate timeslots. If the chadges not apply to all rooms for that schedule,
be sure to check the timeslot matrix first to eaghat you are disabling slots for the correct
room(s)/job(s).

If the change applies to all rooms and schedulesiar approved, you may decide instead to
adjust the time span field from Schedule Detailsetoove slots across the board. Similarly, if
schedules are approved and you need to make mimsese changes (e.g., changing interview
length), use the “edit timespan/interview” buttdriree top of the Schedule Details page to
reconfigure your timeslots.
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