Human

I.SE Resources

Shortlisting

Contents
Logging in to the system as a Panel Member ... 2
Logging in with an LSE username and PassSWOr............ccuuiiiiiiiieereieeeiiiiis e e e e e eeeesiinne e eeaeeennnes 3
Logging in to the system as an external panel MemMDbBEr ........ccccoooiiiiiiiiiii e, 4
Starting YOUr SNOMIISTING .....cvviiiiiiiiiiiiiiiiiie ettt 6
SUbMIttiNG YOUE ShOMST ... e e e e e e er s 14
Using Engage ATS to Confirm the Final Shortlist.............ccooviiiiii 15
Sending Automatic Emails to Unsuccessful Candidates .............cccceeeeiieiiiiiiiiiciii e, 16
Viewing a Summary of Panel Member Shortlists...........coooooooooooieeee 16
Downloading a manual shortlisting grid from Engage ATS........cooiriiiiiiii i, 18
Uploading Shortlisting Scores from an Excel Grid to Engage ATS .......cccooiiieviviiiiiiiiinn e 22
Downloading shortlisting scores from Engage ATS into an Excelfile ..........cccciiienn i, 25



This section describes how panel members should use the system to shortlist applications.

1. You will have been attached to the vacancy as a panel member at the time the vacancy
was published.

2. You should have received a system notification when the vacancy was published, as well
as a notification when the post closed inviting you to shortlist.

Please note: You can access the applications before the post closes although you should
not submit your final decisions until the post closes and you have seen all the applications.

Logging in to the system as a Panel Member

There are two routes to log-in to the system depending on the type of user you are. If you are an
LSE member of staff, you should log-in to the system following the instructions as set out in the
section ‘Logging in with an LSE username and password’.

If you are working at LSE as an agency worker, or a contractor you will need to be given a
username and password by your HR Adviser. You should then log-in to the system following the
instructions as set out in the section ‘Logging into the system as an external panel member’.




Logging in with an LSE username and password

1. Open a browser and type in the URL https://jobs.Ise.ac.uk/secure/ShibAuth.aspx.
You will now see the LSE screen below.

2. Enter your LSE username and password in the log-in box

Note: you will only be able to log-in to the system using this link if you have an LSE
username and password. If you have been given an external username and password, you
will need to log-in another way. Please see the section on logging in as an external user

=FE

LSE Identity Provider

Login using your LSE username and password:

Username: “

Password:

LOGIN

Forgot username or password | Login Help | Cookies?

LSE Central Authentication Service

For security reasons, please LOG OUT and CLOSE ALL browser windows when
you are finished accessing services.
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https://jobs.lse.ac.uk/secure/ShibAuth.aspx

Logging in to the system as an external panel member

LSE users will normally access the online recruitment system using their own LSE username and
password. However, if you have been provided with a username and password for the system by
a member of the HR team, you will be able to log-in as follows:

1. Open a browser and type in the URL jobs.Ise.ac.uk.
You will now see the welcome screen below.

2. Click on the Home button.

Welcome

Welcome to the London School of Economics and Political Science job pages.
From here you can search for vacancies and opportunities. Please note, some of our positions are only open to 4 G
internal candidates. Please click on the relevant icon below to commence your search. FTW Ft :i
" Top Employers
External Vacancies for Families
If you are not a current employee or student of L5E, please click External Vacancies to: 201 5 EM';‘;ETFELS
© Reaister for Vacancy Alerts SWNAE?G g@cﬂ 5

This is the log-in screen for all users, including candidates.

3. Enter your username and password in the log-in box

At LSE, we are always on the lookout for outstanding and committed staff

Search Vacancies and Opportunities DT o

Forgoften your password?

Welcome to the LSE's External Job Site F:itﬁ F 1\ 7"
“fou have reached this page because you have identified yourself as not currently working or studying for LSE. If you are an existing LSE gy ! Yy
Top Empl

staff member, student or a cumrent agency worker engaged at the school please retumn to our welcome page and click on “Internal p ployers
Vacancies" to ensure you see hoth internal and external vacancies. for Working Families

2015 SEEE
Pleasze note all posts close at 23:59 UK time on the date given in the advert. If you are unsure what time this is in your current location, A
please use a website like www timeanddate. com to look the time up at your cumrent location. sw&‘;{“ @@Eﬂ@



You will then see a page like this:
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Starting your Shortlisting

After you have logged onto the system, click on the Panel Home tab

Hom!| Panel Home |IMy5&ﬂings | ‘facancies | Approval Request | Interviews | FAQs |

A
Number of Applications by Vacancy # Grid Seftings
acancy Live Status: (@) | an (7] wacancy Status:| gy [~] “acancy Title: wacancy |0 Clear Search

Mo records to display.

Candidates per Application Stage || Search and Filter Applications -
“acancy Live Status: (@) | an Channel | &l Channess -
Active Stages New Overall Job Type [an -
Mo records to display.
Total 0 o || Area | a1 Mk
a Sub-Area
Search Candidates ~ | A T W
Salary | & ~| W%
Advanced Search
“acancy Type | & v | %
Confract Type | &l v %
Mode of Work | &l v %
Melho.d of | & M =
Recruitment
HR Advi: M
VISET Mame |NI - | =
HR Administrator | & Mk
Hame Search
Schedules M

1. You will then see that you have new applicants to shortlist highlighted in yellow.

You will also be able to see how many applications have been submitted overall, and how
many new ones have been received since you last viewed them.

Home FAQS

Vacancy Name Live status Status Closing date New Overall

=l Administrator Live Shortlisting 14/01/2018 1 1
ﬂs New ‘Owerall
Mew submitted application/shortlisting 1 1

(=l Manager ¥ Mot Live Filled 211212015 1 5

M| 41> (M Pogesize:|20 ~|




2. Click on the New submitted application/shortlisting link and you will be taken to a screen
showing the names of the candidates who have applied. In this example, there is one

candidate application.

Home FAQs

Vacancy Mame Live status
(= Administrator W Live
Stages
I Mew submitted applicstion/shorilisting
= manager W Not Live
ILAIR |I|II | M Page size:| 20 ¥ |

3. Click on the candidate’s name to view the application.

Home FAQs

Recommendations for vacancy Administrator at application stage New submitted application/shortlisting

Search and Filter Applications
Candidstes you heve entered scores against
Candidates you have recommended a decision an

Incomplete

Complete
o
o

‘Your saved (not yet submitted) decisions
*Your candidstes with no saved or submitted decisions

TOTAL F SHOW ALL CANDIDATES

1

Search Candidstes:

Search [l Clear Search

2 ciport sl scores. recs. eto.
! 5uik Recommend Dacisions (@)

n Frint status: ®Show A1l CUShow Unprinted Sulk Print
Candidate Re dati 7 Print RefsiDocs @ 0" Select All []
ndida commendation (@) rin cs @) ool @ e
€ John Smith & )
2 Panel Member1 - yet to review =
¥ Print Refs e o
NEN I Page: of1 |Go| Pagesize:| 1| Change tem 1to 10f 1




4. A split screen will appear, showing the candidate’s application on the left side and the
shortlisting grid on the right side.

Home FAQs

*You can save your scores/notes at any time. If saving, you will need to return to submit your recommendation

Click Submit when you have finished the review process. This will submit your recommendation and accompanying notes m

Sav

S

e

Candidate Vacancy Recommendation |@ Refs/Docs @ Print Status |g|
John Smith ] .
(&) ” Administrator Pangl Memberi - yet to review ;"‘:5 “
o

Step 1: Review the application

Step 2: Enter in notes/scores

Title:

First name:
Known as:
Sumame:

Middle Name{s):
Currently residing in the
UK:

Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:
Posteode:
Country:
FPreferred contact
number:

Preferred contact
number type:
Alternative phone
number:

Please select alternative
phone number type:
E-mail address:
What is your LSE ID
Humber?:

Are you a current LSE
student?:

To help us monitor the
effectiveness of

our
advertising please let us
hwuﬂ\elqeywsawme

06/01/2016 16:10:04
Wacancy Mame: Administrator
Candidate Mame: John Smith
Candidate Id: 3482001
Wacancy ID: 11

Personal Details

Mr
John

Smith

Yes

1 The Street

W1 1A
United Kingdom
07777 688 9o

Mobile phone No

iohni@test.com
A

Mo

LSE Website

»

m

Shorilisting Criteria

0 - Doesn't meet criteria

1 - Does meet criteria

Flease select "0’ if the candidate does not meet
the criteria or select "1 if the candidate does
meet the criteria. Only those who meet all the

essential eriteria should be shortlisted.

Knowledge and experence l'

Cammuninatinn |

Step 3: Your recommendation

Recommended stage

Additional comments




5. Use the scroll bar to the right of the application to read the candidate’s application or click
the grey arrow to expand the window

Candidate Vacancy Recommendation (ig)
John Smith
[« ” Administrator Panal Memberi - yet to review

Step 1: Review the application

LasTname:
First name:
Job title:
Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:
Postoode:

John Smith
1 The Street
London
W1 144

1 January 2016
Dear SirfViadam

| wirite with reference to the post of Administrator in the Library which was advertised on your
online recruitment system.

| was very interested in this role and | think | hawve good skills and experience which | can bring to
it. | have given examples of how | meet the crteria on the person specification below .

Knowledge and experience

| have worked in the library at the University of Kent for two years whilst studying on my course in
Rusiness Administration | was resnonsible for coverinn the recention desk oivino advice fo




6. Use the scroll bar to the right of the shortlisting grid to view the competencies.

Step 2: Enter in notes/scores —

Shortlisting Criteria I

0 - Doesn't meet criteria

1 - Does meet criteria

Please select "0" if the candidate does not meet
the criteria or select '1' if the candidate does

meet the criteria. Only those who meet all the

essential criteria should be shortlisted.

Knowledge and experience |

Communinatinn |'* -q

| Step 3: Your recommendation ‘

7. If the candidate does not demonstrate he or she meets the essential criteria insert a ‘0’ next
to the competency. If the candidate does meet the criteria, insert a ‘1’

TIP: Remember, if the candidate does not demonstrate he or she meets the first criteria
you can reject them from the shortlist and you do not need to consider them any further.

Knowledge and experiencea

ommninniratinm
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8. Use the recommendation’ section to record your decision as to whether you would like to

shortlist the candidate or not.

Step 3: Your recommendation

Recommendead stage

Imwite to interview
Longlist

Regret after shortlisting
Reserve after shortlisting
Withdrawn Application

9. Use the comments box to write any notes to remind you later as to why you decided to

shortlist/not shortlist. Do remember that applicants can request to view any notes that are

made about them and so ensure that anything you write is according to the person
specification criteria.

11



You can save your recommendations at any time by clicking the purple ‘save’ button

Step 3: Your recommendation

Recommended stage
nwite to imtersiew St |

Additiomal comments

I Sawve

Submit

10. Once you have saved a recommendation, you will be taken back to the main list of
candidates so that you can move onto the next one. When you are ready to submit your
final shortlist decision, click the purple ‘submit’ button.

——

12



11. You will see a pop-up window asking if you are sure you would like to submit your scores.

Confirmation a8

“fou are now submitting a recommendation for this candidate.
Once you have submitted you cannot edit your recommendation or additional comments.
Are you sure you would like to submit your recommendation?

ves |

IMPORTANT NOTE: Once you have submitted your scores you will not be able to go back and
change them later. Therefore, please ensure that you only submit your scores once you have
made your final decision.

13



Submitting your Shortlist

1. You will need to submit a recommendation for each candidate who has applied in order to
progress to the next stage in the process.

2. If you are the Chair of the panel, you should not submit your recommendations until all
other panel members have submitted theirs. If you submit your recommendations before
other panel members have done so, they will no longer be able to submit their
recommendations through the system. In addition, once the Chair submits their decisions,
any candidates who are at the Regret after Shortlisting stage will receive an automatic
email notifying them that they have been unsuccessful. Please see the section on Sending
Automatic Emails to Unsuccessful Candidates below for more information.

Remember:

¢ Have you considered all candidates against the essential criteria?

¢ Do you have reasons why candidates do or do not meet the criteria?

¢ Have you guaranteed an interview to all those who have opted into the Two Ticks Scheme?
e Has the Chair confirmed the final shortlist?

14



Using Engage ATS to Confirm the Final Shortlist

It is the role of the Chair of the panel to confirm the final shortlist.

1. If you are the Chair of the panel, you should consider the applications yourself first and
come to your own decision about which applicants meet the essential criteria. You can log-
in to the system and shortlist the applicants following the instructions set out under Section

4: Shortlisting, above.

2. Once you have done this, you should take into account the decisions made by other panel
members. You will be able to see who the panel members are and whether they have
submitted their scores for each candidate by looking at the Recommendation column in the

middle of the screen

Home Vacancies Approval Request FAQs |

Recommendations for vacancy Administrator at application stage New submitted application/shortlisting

Search and Filter Applications

Candidates the Panel has entered scores against
Candidates the Panel has recommended a decision on
Candidates you have entered scores against
Candidates you have recemmended a decisicn on

Incomplete  Complete

1
1

1

“Your saved (not yet submitted) decisions 0
“our candidates with no saved or submitted decisions 1

®co-

TOTAL/SHOW ALL CANDIDATES

Search Candidates: Clear Search x Export all scores, recs, efc. x Upload scores recm etc.
% Bulk Recommend Decisions IQ)
' Print status: '®’ Show All ') Show Unprinted @ Bulk Print
= _ Print
Candidat R dati 7] Print RefsiD ) _ Select All
andidate ecommendation (&) rin efsiDocs (@) Status @ e
p « Panel Member1 - yet to review o 1
© John Smith « Con“enori - yet to review @ ! v 4
ow Y ' Print Refs |
« Panel Member2 - Invite to interview
4| 4 m k[ M Page: | 1/ of1 |Go| Pagesizg| 1| Change Item 1 to 1 of 1

Note: on this example, the panel members are showing as Panel Member 1 and Panel Member
2, and the Chair is showing as Convenor 1. However in reality you will see the actual names of
the panel members. This will enable you to follow up with the panel members directly outside of

the system should you wish to do so.

3. You make your recommendations on behalf of the panel using the Bulk Recommend
Decisions feature as described in Section 4: Shortlisting, above.

15




Sending Automatic Emails to Unsuccessful Candidates

The system is set up so that as soon as a candidate is moved to the Regret after Shortlisting
stage by the Chair of the panel and he/she clicks Submit, the candidate will be sent an automatic
email informing them that they have been unsuccessful.

Please note that if a panel member moves a candidate to the Regret after Shortlisting stage, this
will only be seen by the Chair of the panel and candidates will not receive an email notifying them
that they have been unsuccessful.

Viewing a Summary of Panel Member Shortlists

If you would like to view a summary of the other panel members’ shortlists you can do so by
selecting all the candidates and clicking the ‘export all scores, recs’ link

Home | Vacancies | Approval Request | FAQSs |

Recommendations for vacancy Administrator at application stage New submitted application/shortlisting

Search and Filter Applications Incomplete Complete Your saved (not yet submitted) decisions 0
Candidates the Panel has entered scores against ] 1 Your candidates with no saved or submitted decisions 1
Candidates the Panel has recommended a decision on 0 1
Candidates you have entered scores against 1 0
Candidates you have recommended a decision on 1 @
TOTAL/ SHOW ALL CANDIDATES 1
) . x 2
Search Candidates: F e —" Export all scores, recs, etc. Upload scores recm eic.
Uk Recommend Decisions (@)
Print status: '® Show All "' Show Unprinted [BJ Bulk Print
= = Print
Candidat R dation | Print Refs/D: I = Select All
andidate ecommendation (g) rin ocs (@) status (@) & I

Panel Member1 - Invite fo inferview
Con Venor1 - yet to review

Panel MemberZ - Invite to interview

IlllLllLllll Page: | 1| of1 E Page size: | 1| Change ltem 1 to 1 of 1
The ‘Candidate Export’ window will appear as shown below.

4. Click the purple ‘Download’ button and save the file to your PC. Please ensure that you
save the file in a secure location and is kept confidential.

Candidate Export 5]

Choose format:
2 csv '® Excel

Choose a file name:
Export KLSX

LS '



5. Open the file from your PC and you will see a spreadsheet showing the names of the
applicants and the recommendations and scores of each panel member.

Home Insert Page Layout Formulas Data Review View Add-Ins
3 ii:;yv Calibri s11or Ay = I; P = Wrap Text General - ij % |__;'al j‘I' j\
Pajte fFormatPainter my r e | & Av ESEEFE ﬁl\ﬂerge&&nter' L'Ev % v |68 8 }::nfr?nilﬂionr:;alv a:?rgnglaet' St;lee‘l' Insj”- Del'ets
Clipboard Font Alignment MNumber Styles Cells
AS - e | CandidatelD
A B C D E F G H I
1 Vacancy: Administrator
2 Panel Members: Panel Memberl, Panel Member2
3
4
Shortlisting
Score Total Criteria.Knowled Shortlistii
{Shortlisting ge and Criteria.C
5 [CandidatelD Forename Surname Recommendation Notes Saved/Submitted Reviewer Criteria) experience ation
6 3482091 John Smith Con Venorl
7 Invite to interview Submitted Panel Member: 14.00 .00 "Lao
8 Invite to interview Submitted Panel Member12.00 .00 "Loo
9
10
11
12
13

Please note: It may be that you all select the same candidates for the shortlist and so all

you will need to do is to simply confirm the names via Engage ATS. However, if there is a
difference of opinion it is advisable to hold a shortlisting meeting with the other panel

members to discuss their shortlists and come up with an agreed final shortlist. In that
event, the shortlisting decisions that you submit via Engage ATS should be the same as the
agreed final shortlist on behalf of the panel.

17



Downloading a manual shortlisting grid from Engage ATS

1. Log-in to Engage ATS and find the vacancy you would like to create a manual shortlisting
grid for. In this example we will use the ‘Administrator’ vacancy shown below.

Number of Applications by Vacancy v Grid Settings I
Wacancy Live Status: @ Al ILI “Vacancy Status:| Al ILI Vacancy Title: Vacancy 1D
Vacancy Name Live status Status Closing date New Owverall
[#l HR Analyst Mot Live Published 07/01/2016 0 1
[#] Administrator Live Shortlisting 14/01/2016 ] 2
Administrator Mot Live Published Ongoeing o o
Administrator Mot Live Published Ongoing ] o
[+ Manager 2 Mot Live Published 23122015 o 2
Associate Manager Mot Live Published 21212015 ] ]
[+] Manager Mot Live Filled 211212015 ] 5
Associate Professor in Economics Mot Live Published 21122015 1] o
Ill uL..L. .l. Page size: | 0 - 8 items in 1 pages
Candidates per Application Stage “|| Search and Filter Applications £
“Vacancy Live Status: @ Al ILI Channel IAIIChanneIs |
Active Stages New Overall Job Type | Al -
Application submitted ] 2
Area All -
Registration ] 2 !
Registered not submitted 0 2 || Sub-Area LA |
Mew submitted application/s hortlisting 1} 2 Salary [ 2 -
Invite to interview o 1
‘Vacancy Type All -
Ready for ResourceLink ] 1 L J
Total 0 10 Contract Type | Al -
Search Candidates || Mode orWork (A h
Methoed of All -
o = o] * Search Recruitment I /

2. Expand the vacancy and click on the ‘new application submitted/shortlisting’ link to view
the list of candidates who have applied for the vacancy. In this example, there is one

candidate.
b

Vacancy Live Status: (g | Al

Vacancy Name

|

Vacancy Status:

Live status

4l HR Analyst

:i:] Administrator

Mot Live

Live

stages

Applic aticn submitted




3. Select the names of the candidates that you would like to include in the shortlisting grid by
checking the box next to their name.

Item 1 to 1 of 1

3 || 4 (| M Page:| 1|of1 |Go| Pagesize: 1 ||Change
8| S EyEy
% Candidate Details Process Select
[ =
@
Q || John Smith ‘acancy Mame: Administrator 7 9 = ] i = (=]
S | yom ¥ Name: Adminsrstor B 2 8 @ # B 8 &
ﬁ 0 “ Application Stage: New submitted wiew View  contact edit precess  rcmnd  appeints  note
@ application/shortiisting — -
g = & ¢ A ¥ & B @
'."] Registered on: 06/01/2016 e-mail  history cv add Checklisi  print Int Referenc 4]
Il docs MNotes
Vacancy ID: 11 :_;_’
Edit
App
.N | | 4 .. 3 | | N. Page:| 1|of1 |Go| Pagesize: 1 ||Change Iltem 1to 1 of 1

4. Click on the Export all scores, recs, etc link.

Home Search My Settings ‘Vacancies Approval Request Interviews Reports FAQs |

1 i v =,
Ijj Window tiling preferences EI Print Settings @ Bulk Print i Bulk Process B4 Bulk Email L& Bulk References I x Export all scores, recs, eth
Select All Select None

Currently using Search Form. Click here to Change

8 [ 4 k| M Page: | 1|of1 |Go| Pagesize: | 1| Change ltem 1 to 1 of 1
B el | S AT | I
o
% Candidate Details Process Select
o
@
Q) | John Smith “acancy Mame: Administrator ) y = ] g =) [FF)
‘loe  Name: Admt B B 8 @ % B = B
e i Application Stage: New submitted view View  contact edit process rcmnd  appeints  note
o
o application/s hortlistin — .
& i ’ M & ¢ a 48 a & @
o Registered on: 06/01/2016 e-mail  history cv add Checklist  print Int Referenc ]
[l docs Notes .
Vacancy 1D: 11 #
Edit
App

5. The Candidate Export window will open. Click the purple ‘Download’ button

Candidate Export 5]

Choose format:
CsSvV '® Excel

Choose a file name:
Export HKLSX

I Dmlml-nal:l

Please note:
You can save the file in your H: Space or on a Shared Drive. Please ensure that the location is

secure and shortlisting data is kept confidential.
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6. Open the file. It will show the names of the candidates who applied and the score fields
will be blank.

7. Enter your recommendations into column D, choosing one of the following options:

e Invite to interview

e Longlist

e Regret after shortlisting
e Reserve after shortlisting
e Withdrawn Application

8. Enter your first name and surname in the ‘Reviewer’ column (column G).

— 53 Copy - i = Rl il
" Gromaraner| B L LTI EC |00 Ar EE R FE Wueseacors B o[B8 Srae oo o
Clipboard ] Font ] Alignment ] Mumber ] Styles
c13 - I
A B C D E F €] H |
1 Vacancy: Administrator
2 Panel Members: Panel Memberl, Panel Member2
3
4
Shortlisting
Score Total Criteria.Knowle
M(Shortlisting ge and
5 CandidatelD Notes Saved/Submitted Reviewer Criteria) experience
6 348209
7
8
9
10

9. Enter either a “1.00’ or a ‘0.00’ in each of the ‘shortlisting criteria columns’. On this
example these are columns |, J, K and L, although on your spreadsheet there may be
more if you have more criteria.

10. In the Score Total (Shortlisting Criteria) Column H, enter the total of the 1.00s and
0.00s. You can do this easily by using the formula functions on Excel.

D E F G
r2
Shortlisting
Score Total Criteria.Knowled Shortlisting Shortlisting Shortlistii
{Shortlisting ge and Criteria.Communic Criteria.Teamwor Criteria.Li
nmendation Notes Saved/Submitted Reviewer Criteria) experience ation k and motivation and netw

LSE 2°



Tip: Please ensure that you type your recommendation exactly in the format shown so that
when the grid is uploaded to the system afterwards, it uploads correctly.

11. Save the file, ensuring that the location is secure and confidential.
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Uploading Shortlisting Scores from an Excel Grid to Engage ATS

1. Log-in to Engage ATS and find the vacancy you would like to upload the shortlisting scores
to. In this example we will use the ‘Administrator’ vacancy shown below

Number of Applications by Vacancy

Vacancy Live Status: @ All ILI Wacancy Status:| All ILI Vacancy Title: Wan
Vacancy Name Live status Status
[# HR Analyst Mot Live Published
[#] Administrator Live Shortlisting
Administrator Mot Live Published
Administrator Mot Live Published
[#] Manager 2 Mot Live Published
Associate Manager Mot Live Published
[#] Manager Not Live Filled
Associate Professor in Economics Mot Live Published

) 4 1] o [ m|  Pagesze |10 ~

Candidates per Application Stage || Search and Filter ,
Vacancy Live Status: @ All | Channel I_;
Active 5tages New Overall Job Type 2

I_

2. Expand the vacancy and click on the ‘new application submitted/shortlisting’ link to view
the list of candidates who have applied for the vacancy. In this example, there is one
candidate.

Number of Applications by Vacancy

Wacancy Live Status: @ All ILI Vacancy Status: | Al ILI Vacancy Title:
Vacancy Name Live status Status

[#l HR Analyst Mot Live Published

:-:J Administrator Live Shortlisting
Stages

Application submitted

MNew submitted application/shortlisting

Administrator Mot Live Published
Administrator Mot Live Published
2] Manager2 Mot Live Published
Associate Manager Mot Live Published
[#] Manager Mot Live Filled
Associate Professor in Economics Mot Live Published

4[4 1] v ][m  Pagesie |10 ~

Candidates per Application Stage || Search and F

“acancy Live Status: @ Al ILI Channel

3. Select the candidates you would like to include in the upload by ticking the box next to their
name.
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Home | Vacancies | Approval Request | FAQS |

Recommendations for vacancy Administrator at application stage New submitted application/shortlisting

Search and Filter Applications

Candidates the Panel has entered scores against
Candidates the Panel has recommended a decision on
Candidates you have entered scores against
Candidates you have recommended a decision on

Incomplete
1

1
1
1

Complete

]

]
]
@

Your saved (not yet submitted) decisions 0
“Wour candidates with no saved or submitted decisions 1

TOTAL/ SHOW ALL CANDIDATES

1

Search Candidates:

Clear Search

x Export all scores, recs, etc. x Upload scores recm efc.
Bulk Recommend Decisions (@)

Print status: "® Show All ' Show Unprinted [BJ Bulk Print
Candidate Recommendation (@) Print Refs/Docs (@) 2;:;:'8 ) Select All [
€ John Smith = Panel Member1 - yet to review @ Lj
; + Con Venor1 - yet to review - v

0o o e =
|L| |L||L| |l| Page:| 1|of1 |Ge| Pagesize:| 1| Change Item 1 to 1 of 1

4. Click on the ‘Upload scores, recm, etc’ link

Your saved (not yvet submitted) decisions 0

Your candidates with no saved or submitted decisions 1

Print status: "®' Show All "' Show Unprinted

x Export all scores, recs, etI:.I x Uplead scores recm etd

Bulk Recommend Decisions @

[E] Bulk Print

Primt

Refs/Docs (@)

Print

. Select Al
Status (@) w

23



5. The ‘Import manual scores and recommendations’ window will appear. Click on
‘Choose File’ to browse your PC and find the file that you would like to upload.

Click the purple ‘update’ button to complete the upload.

import manual scores and recommendations

Files you upload here should have a first row of column headings, immediately followed by
If you wish to update “Manual Scoring” scores then the new values should be in columns v

section (tab) and It em is the label of the item within that section.

Please upload a Choose File |JMNo file chosen

cevy or Xlsx file.

Send email J
| update |}

File Hame # Candidates

LSE “



Downloading shortlisting scores from Engage ATS into an Excel file

1. Log-in to Engage ATS and find the vacancy you would like to export the scores for. In this
example we will use the ‘Administrator’ vacancy shown below.

Number of Applications by Vacancy “ Grid 3
‘Vacancy Live Status: @ All ILI Vacancy Status: | Al ILI ‘Vacancy Title: Vacancy 1D
Vacancy Name Live status Status Closing date New
[#] HR Analyst Mot Live Published 07/01/2016 1]
[+ Administrator Live Shortlisting 14/01/2016 o
Administrator Mot Live Published Onguoing ]
Administrator Mot Live Published Ongeing ]
[+ Manager 2 Mot Live Published 23122015 o
Associate Manager Mot Live Published 21122015 o
[l Manager Mot Live Filled 2M22015 o
Associate Professor in Economics Mot Live Published 21122015 1]
.1- -L-.L- .l. Page size: |10 & items i
Candidates per Application Stage “|| Search and Filter Applications
“acancy Live Status: @ Al ILI w Channel | All Channels d
Active Stages New Ovwerall Job Type | Al -
Application submitted o 2
Area All -
Registration 0 2 L J
Registered not submitted 0 o || Sub-Area | &l |
Mew submitted applic ation/s hortlisting 0 2 Salary [ 20 -
Invite to interview 1} 1
acancy Type All -
Ready for Resourcelink 0 1 L J
Total 0 10 Contract Type | Al |

2. Expand the vacancy and click on the ‘new application submitted/shortlisting’ link to view
the list of candidates who have applied for the vacancy. In this example, there is one
candidate.

Number of Applications by Vacancy

Wacancy Live Status: @ All ILI Vacancy Status: | Al ILI Vacancy Title:
Vacancy Name Live status Status

[#l HR Analyst Mot Live Published

:-:J Administrator Live Shortlisting
Stages

Application submitted

MNew submitted application/shortlisting I

Administrator Mot Live Published

Administrator Mot Live Published
2] Manager2 Mot Live Published

Associate Manager Mot Live Published
[#] Manager Mot Live Filled

Associate Professor in Economics Mat Live Published

.i. ._I. Page size: | 1m0m -

Candidates per Application Stage || Search and F
“acancy Live Status: @ Al ILI Channel

LSE *



3. Select the names of the candidates that you would like to include in the export by checking
the box next to their name.

4. Click on the Export all scores, recs, etc link.

| Home | Search | My Settings | ‘Vacancies

Approval Request | Interviews | Reports | FAQs |

ED Window tiling preferences Q Print Settings [BJ Bulk Print g Bulk Process &4 Bulk Email l;} Bulk References x Export all scores, recs, efc

Currently using Search Form. Click here to Change

b4 1 Page:| 1|of1 |Go| P ize:| 1| Change ltem 1to 1 of 1
‘3 M| 4 Ll age: age size: g em 11to 1 of
% Candidate Details Process Select
[ =
@
2 John Smith Vacancy Mame: Administrator lj [ ﬁ @ __'3‘-‘-: Lj ]
£ i “ Application Stage: New submitted view “iew  contact edit process rcmnd appeints  note
o
o o - - _
a application/shertlisting =) b @ i’ |j -
g Registered on: 06/01/2016 e-mail  history cv add Checklisi  print Int Referenc |+
L docs MNotes
— “acancy 1D: 11 3/:’
Edit
App
4| 4 (I Page:| 1 of1 | Go| Pagesize: 1 | Change ltem 1o 1 of 1

Select All Select None

Item 1to 1 of 1

‘ [} Search Candidates

4[| 4 . k| M Page: | 1|of1 |Go| Pagesize: | 1| Change
Candidate Details Process Select
John Smith Wacancy Name: Administrator I y = 4 = L
y B 7 8 @ % B &= A
0 “ Application Stage: New submitted view View  contact edit process rcmnd  appeoints  note
application/s hortlistin ] E =
” § = ® @ 0 o a3
Registered on: 06/01/2016 e-mail  history Ccv add Checklist  print Int Referenc [Ca)
docs Motes

Vacancy ID: 11

Mo
FEW
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5. The Candidate Export window will open. Click the purple ‘Download’ button

Candidate Export

Choose format:
Csv '® Excel

Choose a file name:
Export

I D-nwnlnavtl

Please note:

HALSXK

You can save the file in your PC. Please ensure that the location you choose is secure and

confidential.

6. You will then be able to open the file and see the data that the panel have entered.

Home Insert Page Layout Formulas Data Review View Add-Ins
:-_j iz:t ; Calibri = EE B SWrEpText General - ij?‘ ﬂ g E- ?‘ E
Pajte \;Forpr:at Fainter @ f [E_F] EEE @Merge&&nter' EE' %or |88 Fcoorr:ndaigionngal' asF?';rgla:' Stgleellv Insvert Delvete Forvrr
Clipboard Fl Font Fl Alignment Fl Mumber Fl Styles Cells
A5 - fe | CandidatelD
A B C D E F G H I ]
1 Vacancy: Administrator
2 |Panel Members: Panel Memberl, Panel Member2
3
4
Shortlisting
Score Total Criteria.Knowled Shortlisting
(Shortlisting ge and Criteria.Commi
5 |CandidatelD Forename Surname Recommendation Notes Saved/Submitted Reviewer Criteria) experience ation
6 3482091 John Smith Con Venorl
7 Panel Member:
8 Invite to interview Saved Panel Memberi2.00 "L.oo "L.oo
9
10
11
12
13
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