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,,.[:l Benefits and Definitions

COUNTY

Benefits of DayForce and Milwaukee County Careers Website

*  Consistent look across all divisions — internally and externally
. Dayforce interface for easy flow

*  Additional functionality

. Integrated, near paperless hiring and onboarding

Requisition A'job posting
ATS Applicant Tracking System
Candidate Ajob applicant
Submission An online application
Evergreen A continuously open job requisitions for continuous hiring

situations where employers want to enable candidates to apply at all times

Candidate Experience Workflow  Process by which the candidate moves through the system
(CEW)

Onboarding Paperless new hire forms completion process
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MWALKEE Position / Requisition

COUNTY

BUSINESS NEED
*Business Need
eFinancial Approval
® Accounting Setup
*HRMS Setup

Business
Need

REQUISTION

/ *JEQ Approved

ONBOARD /HIRE Hire / - Position / *Create or Modify
New Hire Forms Onboard Requisition *Post to external/inter
Reference Checks

Lifecycle
of a MKE
County
Applicant

Offer Candidate

\ , Evaluate / | .

Interview

N
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"

waKee Accessing the DayForce Portal

COUNTY

1.

External Only from website the
Forgot Password screen appears

— Click the Forgot Password button.

When the Reset Password
screen appears:

— Type in your email
— Click the Reset Password button

INTERNAL request reset password
from IMSD
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’1 Accessing the DayForce Portal

MILWAUKEE
COUNTY

Logging In
1. To access the DayForce portal:

Select Role

ecruiting Admin .
-t — Navigate
A https://sso.dayforcehcm.com/mkecounty

Recruiting Manager with WFM

— Enter your One sign on Password and click
Sign In
Note: Be sure the pop-up blocker on your web
browser is turned off

Recruiting Pre-Employment

Recruiting Risk Management

Recruiters

Employee Clock Labor

2. Click next
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,...[:l Accessing the DayForce Portal

COUNTY

— MA -
— @ ’@ Test Site (61.0) Home Myt 1< riowe Paoplal x &€ Q @ =
- Click the icon to access the new HTML feature.

Don't show again

Rios, Deborah D 111112

Manager Recruitment - 1144 Employment

O =

Workflow
Management

Recruiting

Pending Actions View all actions in Message Center

3. Recruiting Tab
— Click on Recruiting Tab
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MILWAUKEE
COUNTY

«

7 Talent Community

= Job Requisitions

» Recently Viewed
Recruitment Analyst - 1144 Em...

Candidate Management
» Pinned
p Talent Pools

» Pinned

Accessing the DayForce

3 Refresh | e Favorites »

@ Open 2 © OnHold

Recruitment Analyst - 1144 Employment

Accountant 2 - 5041 GMIA- Administration

Fiter (@ View | = New

@ Pending Approval

Job Req

ion Title

Test Site (61.0) Recruiting

w Filled

E Reports

w Closed

s Export

g Cancelled

© Rejected

D

Indicators

57

4 i

Portal

Hiring Manager

1 Rios, Deborah ...

. Anderson, Stev...

Days Open  Candidat... Assigned Recruiter

60

75

2 1 Vasquez, Rocky...

i 1 Vasquez, Rocky...
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MILWAUKEE General Navigation

COUNTY

Test Site (61.0) Recruiting

& ¥ Refresh | ¢ Favorites « Filter @ View | = New Reports GExpDrl

5 .
Talent Community @ Open 2 @ On Hold @ Pending Approval !} Filled %! Closed ¥ Cancelled © Rejected

= Job Requisitions Job Requisition Title D Indicators Hiring Manager Days Open Candidat.  Assigned Recruiter

e evied Recruitment Analyst - 1144 Employment 57 1 Rios, Deborah ... 60 2 3 Vasquez, Rocky...

Recruitment Analyst - 1144 Em...
Accountant 2 - 5041 GMIA- Administration 48 ‘Q ' .Andersnn‘ Stev... 75 2 1 Vasguez, Rocky...
Candidate Management =

» Pinned
p Talent Pools

» Pinned

On the home Page, the Recruiting selection
ell as a selection under the three k

Test Site (61.0) Recruiting

J'"N‘
QO & &
\ /4
o

_.I 4 Refresh | gl Favorites = Filler @ View | = New Reports !l Export

o + Al2) @o0pen2 | @ OnHold @ Pending Approval ' Filled ¥ Closed w Cancelled © Rejected
Recruiting

Job Requisition Title D Indicators Hiring Manager Days Open Candidat... Assigned Recruiter

ﬁ Workflow Administration - Recruitment Analyst - 1144 Employment 57, ! Rios, Deborah ... 60 2 1 Vasquez, Rocky... |

Accountant 2 - 5041 GMIA- Administration a8 ﬂ ' .Anderscn‘ Stew... 75 2 ! Vasquez, Rocky...
Letter Management

Careers

Data & Analytics
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M[:l Lifecycle of a Milwaukee County Applicant

COUNTY
BUSINESS NEED
eBusiness Need
eFinancial Approval
® Accounting Setup
*HRMS Setup
ONBOARD / HIRE \J
*New Hire Forms REQUISTION
*Reference Checks *JEQ Approved
*Create or Modify
*Post to external/internal sites
Lifecycle
of a MKE —
/ County
/ Applicant
CANDIDATE
e Create Offer Letter *Review
eExtend e-Offer \ *Advance
*Pre Employment
ks Evaluate / \
Interview
EVALUATE / INTERVIEW

* Certify/Score
*Multiple Interview Stages
*Final Selections

10
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MILWAUKEE
COUNTY

CREATING A JOB
REQUISITION

Session 1
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Requisitions: Create a Requisitio

MILWAUKEE
COUNTY

1 Refresh | ke Favorites v Filter @ View | = New Reports 4 Export

+ Al2) @O0Open2 | @O OnHold @ Pending Approval ® Filled % Closed ¥ Cancelled © Rejected

Job Requisition Title

D

Recruitment Analyst - 1144 Employment

Accountant 2 - 5041 GMIA- Administration

Business
Need

X Requisition



https://county.milwaukee.gov/EN

MILWAUKEE Requisitions: Create a Requisition

COUNTY

Recruiting - New Job Requisition

Job Requisition

Job Requisition Details

Provide details for the new j n. Fields marked with an asterisk

Request Date™® Reason For Opening Justification For Request Vacating Employee

|3;16;2021 | @ | Replacement |Replacemeni x v IRios, Deborah D 11... % ¥ ]

Location™ Job Assignment* Hiring Manager® Submitter

| 114 - Human Resources-... X = ‘ | Manager Recruitment-1... 3 ‘ [Rios, Deborah D 11... % '1 | Rios, Deborah D 11... 3¢ '1

Job Requisition Title* Recruiter

|Manager/ecruilment - 1144 Employment I Muench, Kathy S 1...

-Signature for Offer Letter Evergreen

O

Job Description Additional Notes

IblJobReq_PositionDetails_PanelHeader

Business ¢ Candidat A Offer /' Onboard
Need / Hire
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MiwaUEE Requisitions: Create a Requisition

Recruiting - New Job Requisition

Job Requisition

Job Requisition Details

Provide details for the new job requisition. Fields marked with an asterisk are required values.

Request Date™® Reason For Opening Justification For Request Vacating Employee

|3;16;2021 | @ | Replacement x v‘ |Replacemeni x v‘ IRios, Deborah D 11... 3¢ ‘

Location™ Job Assignment* Hiring Manager®

Submitter

| 114 - Human Resources-... X = ‘ | Manager Recruitment-1... 3 ‘ [Rios, Deborah D 11... % '1 | Rios, Deborah D 11... 3¢ '1

Job Requisition Title* Recruiter

|Manager Recruitment - 1144 Employment I Muench, Kathy S 1... - ]

de E-Signature for Offer Letter Evergreen

O

Job Description Additional Notes

IblJobReq_PositionDetails_PanelHeader

Business { :
@ @ Cand1dat>
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MILWAUKEE
COUNTY

/

2

Requisitions: Create a Requisition

7 N\

1 iting - New Job Requisition 0O X 4
details for the new Job Requisition's Position. Fields marked with an asterisk values. e
qrt Date® Number Of Openings* P4y Class*™ B4Y Type* S
|3;31,r2021 | = | | 1 |FuIIT|me X ‘ [Annuaily |
Pay Group Full Time Equivalent Position Term Employment Indicator
|. usa B\—W?k.ly 1 x v‘ | 1 | ular X ‘ Select an Option... |

Week \/m
5)

Average Daily Hours

3

X

ils

Bcted Job Details
Job

Manager Recruitment

ifition Additional Users

‘4 ional users who should have access to this job requisition.
Delete

Additional Users

Business

Need Candidate’

Evaluate

\Intervie \

10. You can add as many
users to the requisition
as you like

« Submit 9 Print

Cancel

' Onboard

\ / Hire

Offer
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wwauee  REQUISItIONS: Create a Requisitio

COUNTY

Test Site (61.0) Recruiting

Q3 Refresh |y Favorites Filter @ View | o New Reports 4 Export

4+ Al @ Open 3) @ OnHold @ Pending Approval ¥ Filled | | W Closed ® Cancelled © Rejected

Job Requisition Title Indicatars

Hiring Manager ¥  Days Open Candidat... Assigned Recruiter

Manager Recruitment - 1144 Employment
Recruitment Analyst - 1144 Employment

Accountant 2 - 5041 GMIA- Administration

Business
Need

1 Rios, Deborah ... 0 o] L Muench, Kathy ...

1 Rios, Debarah ... 60 2 l Vasquez, Rocky...

.Anderson. Stev... 75 2 L Vasquez, Rocky...
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waoee  REQUISITIONS: Email Communicati

COUNTY

AL AETION REQ: Aetiter - F740 Auic Services has & Bacruiting - New Jib Requistion.

Fagarm 1“!—!.’.“1 B, 5120

Ta Chdrrer, i, Tl | 111D At Heiehges 1707 50 i, Bty 7 0 B0 Wb, Chondl 131 10 Mititorsll, i 1R o omvminnl o B, MDY, Do ol G = 1LY o], Voo LS Gty B [ LS, miiin®e it o e P,
o vy g Mg Qe B LIVGRD Lona B T THIDED: one e, e

Sitor - I A Sovvioes ik Inpuk Froen o 0n Rascrilting - Nessl Job Respuisfion. Ak s BP of B yoar o0 showkd e on abillty (o hise and oompleteniss off Bhe doguistion

Tt Jobs recpisition 1D b T2,
Thee Job recusiion Bl b Sudior - 17| Rl Services.

Thest iruaipn™s vy Ko Soolm Miaredon
Tha reculior I Mathny Mg,
Thels Bt el dlabe b0 B Aiag- 20 MO0,

Pl it Adcepd, Beent, oo regues Reabrmiiaion of B foam

Business
Need
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waoee  REQUISITIONS: Email Communicati

COUNTY

ﬁ ACTION REG: Auditor - 3747 A Services has 8 Recruiting - Hew job Bequitivian.

Frue— .lu'il-'lr.hrlll-'u.ll

5 Ly g, fopate o AN AE e mgagen TEE ik Slompiple, Diesp T RETE bionst gp: P C R Dafema Dol |RETOE bl il 180 B PR, D R . Lo i D6 S e
Al - TP A SorADES Mebib gl P e o ROTuilig - Mew ol Biguieiiom A, § QOnDisd bl Siaiice, youl Wi OF D Sl a0l be il 1Dy Qrsdis, cindes, M.

Thap fias rupatiition 1Di: T8
Theap Jols rocpisltion B2 Wc Aacifor - JFAL At Serviors.

Tha: Prasreme s, Saima B Sontt Fanaks.

T i i Kattvy s
Thsie ‘U ol bt ol b2 Py Ay 30 9021

Plaasa asther Socict, Bxfect, of recusil Resubrmivion of the far

Business
Need
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waoee  REQUISITIONS: Email Communicati

COUNTY

.ﬁ. BTN RECH Audor - 3740 Asadit Sereiiad Bad 8 Becrsting - Mew ol Regquinien.

Frge .ln-llrn-.hnl-l.lll-ﬂ:l-

'S g drpiidet, Tdvas L 1 A0E b, oo 1510 ) bt Dbt T 13000 bfetin W Valllil? | Seommietit G 8 TSN i P, [ R P, [ P e Lkl Sk O PR o, Dt O F7F 11D o e

Bt - JPL Biadl Sarbris muind Wit T po oon BTl - Maeer Jols quillrhenri il o Rink) Marespembnd fisoini, Pl Nocun pous Sttt o Bedvs felabiad 0o e Paalth sl waloly sipeacts of Th iapus-a

Thae joibs docpition 1 ¥R
Tha Jobs requision B ki futor < 154 Aol Sevici.

Th endiraeer s e i Soot Marske

Thet i i Enityy Manch,
T ' i LT Sl L s ey B0 O

Plasis sather decip®, Ridec, o vl Baimidwrisadean of B forrm

Business
Need
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Requisitions: Email Communicatic

ﬂ ACTICH REQ: Audditor « T80 Assdit Serwices has a Becruiting - New Job Requikision

P .lﬂinlr Sopape, |, 1318 VT, ek B

B idrrary Sy, Warg B WANH | ke, b L1N1EEY i, e 1] 10U Rebampigoe, Dl TSR0 E Verviand, Taapn ' QHMIT Dirgrmemad, T s TE5THE Drwg, Mmerp | 1GETEL Vanaway Bowing | 15 16T, poeme shaer o baee mggeera o Ry sace dnghs, Damar B
16 L Loy, B O 15 P BT Woma, D O 151 91T comon i

Haniio + T L Mol Sarwhie Faimind ol Froen oo oo Recriling - Hew Job Raguiaion A the reoullen, Fooes o e cormpsterdss of e regust s e apqoorall of sy changes o pou bulld e joby sdeertisment ior ths.
ke

Thuap jots nompasition |vi: T3,
T Joky eecuaisition ke Wc Ao < 1761 daxdt Services.

Th oo s name b oot Mundon

Thst: wiCurine B sty Blsch,
T o gk ek b b o Mgy 0 02D,

P ity i, Fuide®, or ravuee imaleeiiion of thay Fam

Business ;
9 @ Candldat



waoee  REQUISITIONS: Email Communicatic

COUNTY

ﬂ WOTIFICATEON of APFROYAL: Becrusing « bew Job Bequitition Auditor . T80 Sssdit Sersioes for the dasditer position has been spproved.

Fopem . demgp e LLSATD TR, Sk el

T Cadas Ayt i, e L 191400 &0 mpgen P44 1 1 Biites e 110000 Bhanaiiien, Dot C 1200 HE, Wbt Pl M1 iteiiteDoniiea Lt § T EED Waame o B0 TTH dprieid i 000 Girmat Bt 1 S0l Datean Diontt | BTl alinis itdits,
i Rar byguemar, e Faarry sy W, Gl 0 1000 Lo, B B 100500 By, D 1 111102 e fwe i

Business ;
9 @ Candldat
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waoee  REQUISITIONS: EMail Communicatic

COUNTY
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waoee  REQUISItIONS: Approval Process Flo

COUNTY

Job Requestion Approval Process Flow

-
Focus on items related |

to pay grades, codes,
BIE,

Crisate job requisition

Focus on iterns related
to the health and
safety aspects of the
request

Facus on ability ta hire
and completeness of
the requisition

Business / . ' Evaluate / Offer
@ Cand1dat> Intervie > > y
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MILWAUKEE
COUNTY

POSTING A JOB
REQUISITION

Session 2
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weoee REQUISITIONS: Posting a Job Requisit

COUNTY

4 Job Requisitions

Manager Recruitment - 1144 Empl ID

114 - Human Resources - 1144 Employment =

Candidates Job Description Details Activity Postings

Status
Open @

Openings
1

/
¥ Refresh | P Fiter | P Postv @ Edit

Indicators Posting Title Posting ID External Job B... Job Board

Posting Date

Expiration Date

Clos

Business
Need
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.o B Requisitions: Posting a Job Requisition

Create Client Site Posting

Job Posting Template
Posting Details
electa Template

Job Description - English (US) Job Application Templates *
‘ clect a Template

Job Assignment Details P i i
Posting Start Date * Posting Expiry Date

81612021 [ mmiadiyyyy
Prevew .pos ez [m]]
|| Evergreen
Step 1 of 4
| Se—
Language *

English (US)

Location * o
‘ Select an Option...
Client Sites *

‘ Select an Option...

Business ‘ :
9 Candldat
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g B Requisitions: Posting a Job Requisition

COUNTY

Create Client Site Posting
Job Posting Template
Posting Details
| BetauliBageslamplaie
Job Description - English (US)

Job Application Templates *

| AA Standard Application
Job Assignment Details

Posting Start Date * Posting Expiry Date

. 8/16/2021 =] ‘ 8/31/2021
Preview & Post J
D Evergreen

Step 1 of 4
—

Language *

English (US)

Location * o
|| Miwaukes, Wi, USA X |

Client Sites *

|| Client Careers Site % H Careers % H Internal Careers Site 3

BIIJ\IS:’elgSS Candidat
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MILWAUIEE Requisitions: Posting a Job Requisitic

Create Client Site Posting

5 Posting Title *
Posting Details
|Talem Acquisition Manager

Job Description - English (US) + Header

Job Assignment Details BEDEETEIRE 4% Get Latest Description

Need ASAP TA Manager

Preview & Post - o | B I U & ‘ =

Step 2 of 4 Description of Job Announcement goes here

+ Footer

Business ;
9 @ Candldat
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s Requisitions: Posting a Job Requisition

COUNTY
Create Client Site Posting
g ¥ Job Start Date Job End Date

Posting Details
|Salary . ‘9/11/21:21 o) \ ‘BI‘E-112021

Job Description - English (US) Hiring Rate Min Hiring Rate Max Hiring Rate

ob Assignment Details
|| Display Hiring Rate Information on the Job posting @

Preview & Post
Job Family

| 15 - Other 2 Professionals
Step3of4

Required Education .Emp\uyment Indicator
| Equivalent Experience '

TravelRequired  Trawel®

ves

Telecommute %

Business ;
9 @ Candldat
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wanee  REQUISItions: Posting a Job Requisitio

COUNTY

Create Client Site Posting

Posting Details Preview

Select a button below to view the posting as it appears to a candidate in the language indicated. The preview will
be displayed in a new window so you will need to enable pop-ups from this site. After you have finished, you will
see your posting on your client career site on 8/16/21

Job Description - English (US)

Job Assignment Details

Client Careers Site

English (US)

Preview & Post

Step4of4

English (US)

Internal Careers Site

+ Finish

4 Previous

Business Candidat

Need
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wwanee  REQUISItIONS: Posting a Job Requisition

COUNTY

MILWAUKEE MILWAUKEE COUNTY FAQ HOW TO APPLY CAREERS
COUNTY

MILWAUKEE
COUNTY

Talent Acquisition Manager
Milwaukee, WI, USA  Req #63
Date Posted: Monday, August 16, 2021

About Milwaukee County

Milwaukee County oversees operations from our Airport, Behavioral Health, Child Support Enforcement, Combined Court Operations, Human Services, Parks, Public
Safety, Public Works, Fleet Operations, Transportation, and at the Zoo. Our departments are also dedicated to our Seniors in the Department on Aging, those with
Disabilities, and Veterans Affairs. Our employees also remain committed to serve the cultural, human, recreational and social needs of the entire community.

Need ASAP TA Manager

Description of Job Announcement goes here

Milwaukee County offers a wide variety of interesting jobs for people who want fo make a difference in our community. Milwaukee County provides a competitive
benefit package and is an Equal Opportunity Employer. [f disability related accommodations are needed, please contact | 414-278-3936

Other details

JM LSl 2 Professionals @ Travel Required Travel % ID

(R I N=LITETLLN  Equivalent Experience ALIETENANEIEE Thursday, August 19, 2021 AL A= GEDETEN Tuesday, August 31, 2021

Telecommute %

Business Candidat

Need
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Requisitions: Posting a Job Requisitio

MILWAUKEE
COUNTY

Job Search My Profile

Talent Acquisition Manager
Milwaukee, WI, USA Req #63
Date Posted: Monday, August 16, 2021

About Milwaukee County
Milwaukee County oversees operations from our Airport, Behavioral Health, Child Support Enforcement, Combined Court Operations, Human Services, Parks, Public
Safety, Public Works, Fleet Operations, Transportation, and at the Zoo. Our departments are also dedicated to our Seniors in the Department on Aging, those with

Disabilities, and Veterans Affairs. Our employees also remain committed to serve the cultural, human, recreational and social needs of the entire community.

Need ASAP TA Manager

Description of Job Announcement goes here

Milwaukee County offers a wide variety of interesting jobs for people who want to make a difference in our community. Milwaukee County provides a competitive
benefit package and is an Equal Opportunity Employer. If disability related accommodations are needed, please contact| 414-278-3936 |

Other details

Job Family ALl el 2 Professionals Pay Type Travel Required Travel % II:.
ELIIEGESIGEILE  Equivalent Experience HLLESIELNEGE Thursday, August 19, 2021 HLLESLLEDEIGE Tuesday, August 31, 2021

Apply Now

Telecommute %

Business ;
9 @ Candldat
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MILWAUKEE
COUNTY

Requisitions: Live Demonstration

Reject

Screening HM Review ¢ Interview

Offered
Approve

Decline
Withdraw
Accept

Onboarding

NEO
-9
Onboarding forms

Candidate’ Evalu(?te Offer Onboard
Interview / Hire
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M[:l Requisitions: Fun Game - Quiz

®_

Join at www.kahoot.it
or with the Kahoot! app

1. Join with either option above to play

L @ " Requisition

“HEPONEY
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