Configuringa Searchn FRS- QuickGuide

1. SearchStructure

Whatshouldthe contacte mailaddressbe if applicants
wishto contactthe department(will be listed at the
bottom of the application
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Configuringa Search- BasicSettings
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Configuringa Search- BasicSettings,cont'd.
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Any texdt typed here will appear atthe top of the application form. Can use this to provide a brief

there —will appearat top of
applicationform with the text
“Clickhereto viewthe job
Search announcement”.

Setsearchto “Active” status
to beginaccepting

applicationgonlyaschool’s
DataCoordinatormaydo this)

Shouldcandidatesbe ableto
lista seconddegreeearned,or
justtheir highestdegree?
Shouldthis be required?

Mix/Max numberof references
acceptedfor eachapplicant

Auto emailapplicantsreferences
askingfor letter of reference(yes/no);

Sendapplicantsconfirmationemails
whenletters are uploadedon their
behalf(yes/no)
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Search Overview Search Committee Search Options System Users My Groups




Configuringa Search- SearchCommitteePermissionscont’d.

Gender

Ethnicity

Tenure Dept. Title

Show Phases

Mitkes [Viw

it], All Reviews [No Access],
Communications [No Access], Disposition
Codes [No Access]

Show Disposition Name

Name

NetiD

Permissions

A ninn L firans] imee g mbn P fimey

J]

Role

~Disngsitinn Codas. Mot

R Codas
!

applications.

documents.

ReferencesAllowsuserto viewthe referenceletters submittedon an

Application: Allowsuserto view applicants’applicationsor to view and edit information within these

Documents Allowsuserto view applicants'submitteddocuments or to view andremove/replace




Configuringa Search- Customizinghe ApplicationForm
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Whena faculty applicantcompletesthe applicationform for your
searchs/he will selectfrom dropdownmenusfor thesefour fields.
Customizehe contentof thesedropdownmenushere.
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Thee mailtemplatesthat the
systemsendsto applicants
canalsobe adjustedfrom this
screen-see




Configuringa Search- CustomizindemailTemplates




