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ABOUT	RECRUIT	
Faculty recruitment has long been a paper-intensive process, creating an unnecessary administrative 
burden both to increasingly over-assigned staff and faculty committees juggling multiple priorities. In 
2011, the University of California selected UCI’s AP Recruit system—used on that campus since 
2006—for system-wide deployment at all ten UC campuses. 
 
Recruit provides for secure online academic employment recruitment management, supporting the 
entire recruitment workflow from early approvals, opening recruitments, applications, reference 
gathering, reviewing by the search committee, and, finally, selecting a hired candidate. Reports are 
built-in to the system, providing for an easy way to create the reports that the University of California’s 
Office of the President uses to ensure all campuses meet their requirements as equal opportunity 
employers. Recruit also ensures the security and integrity of all applicant, reference, and related 
recruitment data. 
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How To Use This Manual 
 
The purpose of this manual is to document RECRUIT’s functionality in order to aid Recruit 

Administrators and for trainers to help other users of the system. Permission is granted to copy, 

distribute and/or modify this document for your educational use. Please refer to the UC Recruit Project 

Website at http://sites.uci.edu/ucrecruit for recent product updates that may not be included in this 

edition of the guide.  

- UC Irvine’s RECRUIT Development Team 

-  

The use of a double asterisk (**) denotes an internal UC San Diego process/function and not a 

platform-wide use or function. 

   -      UC San Diego Office of Academic Diversity and Equal Opportunity (OADEO) 

-  

What You Need to Know Before You Start 
 
Operating Systems & Browsers 
 
Recommended operating systems: 
Microsoft Windows (7, 8) and Apple Mac OS X 10+ 
Other: Recruit's responsive design is compatible with up-to-date mobile devices. 
Supported browsers: 
Automatic updates are always recommended to ensure a secure and modern browsing experience, as 
certain technologies may lead to a degraded or otherwise suboptimal browsing experience. Each of the 
latest browsers are supported along with backwards compatibility for one full version still supported by 
the vendor: 
 
Google Chrome 
Mozilla Firefox 
Apple - Safari 
Internet Explorer 
 

How to Log Into Recruit 
 
To access Recruit you must have a UC San Diego Business Systems account, sometimes referred to 
as Single Sign On (SSO), UC San Diego’s authentication system for the campus community. If you 
have never activated your SSO, instructions are available at —
http://blink.ucsd.edu/technology/network/access/# 
 
Log into to Recruit here — http://apol-recruit.ucsd.edu/ 
 
A link to Recruit is also available on UC San Diego’s Academic Personnel homepage — 
http://academicaffairs.ucsd.edu/aps/apol/index.html 
 
All trainees will use Recruit’s training site at— https://apol-recruit.ucsd.edu/training 
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Recruit Administrators and User Managers are the primary supporters for end-users and they will 
manage most role assignments. Committee chairs, editors, reviewers, and approvers are assigned their 
roles on a recruitment-by-recruitment basis by the department analyst who is in charge of administering 
the recruitment.  
The role you are assigned in Recruit determines the tasks you can perform.  
 

Recruit Administrators are the primary supporters for all other users and have the most Admin 
tool access and all the access rights of the roles listed below. 
 
Recruit User Managers act as gatekeepers, assigning, editing and removing user roles for others. 
 
Department Analysts administer all aspects of the recruitment from start to finish. They create the 
recruitments for their departments, complete the search plan, publish the recruitment, assign 
search committee roles, manage the applicant files and generate reports. 
 
School Analysts have the same access rights as the Department Analyst but on the School level. 
 
Committee Chairs review the applicants. Chairs have slightly more access rights to the applicant 
pool than the committee reviewers. Chairs can review incomplete applications and can manage 
applicant files (although this is generally left to the Analyst). 
 
Committee Editors have the same access rights as Chairs. Editors are generally staff and assist 
the department analyst in managing the applications. 
  
Search Committee Reviewers have viewing rights to completed applications for a given 
recruitment and may comment on them and flag applicants.  
 
Equity Advisors have access to view completed applications for a given recruitment and can 
create diversity reports. These roles are often part of the approval workflow for the search plan and 
reports. 
 
Central AP Analysts have access to download a number of reports to provide to UCOP. 
 
Diversity Analysts have viewing rights to completed applications for given recruitment. They may 
also view and create diversity analysis reports. 
 
Trainer is a role that gives permission to create fake recruitments for use in the Recruit training 
site. This timesaving admin tool also creates a pool of fake applicants along with sample applicant 
files to help emulate the online application process.  
 
Approvers are the newest roles in Recruit and are responsible for overseeing the Search Plan, 
Diversity Reports, and the final Search Report. Approvers are either system-assigned or assigned 
by analysts on a recruitment-by-recruitment basis. Listed below are the Approver titles that may be 
chosen for a workflow: 

Committee Chair, Faculty Principal Investigator, Affirmative Action Reviewer, Department Chair, 
Department Director, Equity Advisor, Dean’s Analyst, Dean, University Librarian, Diversity 
Office, Central AP Office, Academic Senate, Budget Office, Vice Provost, Provost, Executive 
Vice Chancellor, Chancellor. 
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Delete. Click the “Delete” link to permanently remove an applicant’s document from their application. 
This action will be logged and time-stamped. 
 
Manage the References & Letters  
 
Recall when your recruitment was configured, references requirements were set to one of the following: 
 

 None (the applicant is not required to provide references) 
 Only contact information (the applicant is required to provide their reference’s names, etc) 
 Letters of recommendation  (the applicant is required to provide references AND notify their 

references that a letter of recommendation is requested) 
 
Department analysts, chairs, and editors have complete manage rights regarding references and the 
letters of recommendation per applicant. You may Add, Edit, or Delete a reference. You may Upload 
letters that arrive outside the system. You may Send a letter request to references if the requirements 
are “Contact Information Only” or “None”.  See Appendix B: Notifications Sent to References 
(department-initiated).  
 
Send a letter request to references in cases #1 and #2 outlined above. 

1. First, add the reference using the Add reference button. 

 
 
2. Next, click the link Send letter request. 

 
 

3. The following email template opens. All fields are editable except the Confidentiality 
Statement (The University of California confidentiality policy). 
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report. 

6. Search and recruitment efforts: Stated efforts that were actually undertaken will be included in 

the report. This field is in the Advertisement section of the recruitment’s Search Info. 

7. Applicant Disposition Reasons: Disposition reasons comments for all unqualified applicants and 

reasons & comments for all qualified applicants who did not move further in the hiring process 

are included in the report.  

Report Approvals 

  
Submitting a First Round of Approvals 
 
Submit the Applicant Pool, Shortlist, and the Search reports for review at different points of the search 
(ex: prior to interviews for the diversity reports and after selection of final candidate for the Search 
reports). 

 
1. On the Reports screen, click the Applicant Pool, Shortlist, or the Search Report tab.  

2. Click “Submit for approval.” 

3. A workflow may have already been added for you. Make sure all roles are assigned names of 

people in those roles. If not, specify a person. 

4. Add any additional steps or alternate approvers if needed. 

5. If needed, use the Comments section to communicate with your approvers. 

 
Note: Automatic email notifications are sent to approvers and cc’d to analysts submitting the reports. 
Notifications include a direct link to the approval screen where approvers may download the report, 

comment, and approve. When the system detects an approval, the next in line will be notified. See 

Appendix A, “How Approvers Use Recruit” and Appendix B, “Notifications Sent to Approvers.” 
 
Submitting New Reports 
 
Scenario: The search is intended to generate multiple hires for the position. The analyst may create any 
new report and then submit it for a new round of approvals.  
 
1. On the Reports screen, click the Applicant Pool, Shortlist, or the Search Report tab.  

2. Click the corresponding button to create the new report. The new report will appear in the Date 

Generated column.  

3. Click the link, “Submit as new approval.” The following confirmation box opens. 
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 Viewing Method 3: Click the link, “Use Document Viewer”. This will open the applicant's 
documents within the browser frame. The document viewer tool may be affected by browser 
versions and third party PDF readers. If you have trouble viewing any file, use the Download 
PDF bundle link (use viewing Method #1).  

 
4.  References (center section) 

 Below the documents section, find any references’ names and letters (if letters have been 
required). 

 If the applicant has not yet requested a letter, this will be indicated below the Referee’s 
name, “Letter of Reference not yet requested”.  

 Either click the hyperlinked name of the Reference to download the letter. Or download the 
entire PDF bundle of documents and letters. Or use the Document Viewer link. 

 
5.  Applicant Review – Private Notes 

 Click the button, Mark as Read to cue you that you have looked at this application. 
 Jot a personal note to yourself about the applicant.  
 Mark as Read and Personal Notes are NOT displayed to the rest of the search committee. 

 
6.  Applicant Review – Committee Comments 

•  Type or update your comment in the box provided in the Your Comment section. 
•  One comment per applicant. You may return and add more text, but it is still considered 

one comment. 
•  Your name will be displayed below your comment. 
•  There is no limit on the number of characters permitted in the comment field. 
•  Comments are displayed to the rest of the search committee. 

  
7. Applicant Review – Flags  

•  Any user may flag an applicant by typing into the Add Flag box.  
•  Your name will be displayed below your flag. 
•  Flags are by default, displayed to the rest of the search committee.   
•  Analysts, committee chairs, and editors can place flags that are not visible to the reviewers.  
•  Unlike comments, flags are intended to be a unique set of labels applied to applicants to 

help categorize them. You may not use the same flag for one applicant. 
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Appendix B 

Notifications Sent to Applicants 
 

1. The application has been started. 
 Sent to applicants when they start their application. 
 Will be suppressed if the analyst added the application. 
 If IRD recruitment, includes a notation, “To ensure full consideration complete by [review date].”   
 If IRD recruitment, includes a notation if application was submitted after the review date. See sample below.  

 
Subject: UC Recruit: Application Started
 
Dear [applicant name], 
 
Thank you for starting an application for [Recruitment name] at the University of 
California, XYZ.  
<<< INSERTED FOR IRD RECRUITMENT >>> 
To ensure full consideration, please complete your application by [review date]. 
<<<END OF TEXT FOR IRD RECRUITMENT>>> 
 
======================== 
Your Application Details 
======================== 
Your username: [username] 
Login link: [Link to applicant login] 
 
Recruitment Name: [recruitment name] 
Department: [department name] 
School: [school name] 
 
<<< INSERTED FOR IRD RECRUITMENT if submitted after the review date has passed >>> 
Note that at this time no additional review dates have been scheduled, so your application 
may or may not be considered by the search committee.  
<<<END OF TEXT FOR IRD RECRUITMENT>>> 
 
You may continue to modify your application until [Date]. After [Date], no further updates 
are allowed. 
 
=================== 
Questions? 
=================== 
If you have any questions about your online application or the process, please contact us. 
 
    [link to contact form] 
 
Thank you for your interest in the University of California, Irvine. 
 
UC Recruit Team 
University of California, XYZ 

 
 

2. Thank you for completing your application.  
 Sent to applicants a few hours after they complete their application. 
 Will be suppressed if applicant was manually completed by the department. 
 Includes any modification dates. 
 If IRD recruitment, includes warning that modifying after a certain date could disqualify them from 

consideration. 
 Includes a reminder to take the diversity survey if the system detects it has not been taken. 

 
Subject: UC Recruit: Application Complete

 
Dear Hilda Haythere, 
 
<<<< INSERTED ONLY IF SURVEY HAS NOT BEEN SUBMITTED >>>> 
Please complete a one-page survey to help us meet our 
obligation as a federal contractor. 
    [Link to Diversity Survey] 
 <<<<< END OF TEXT FOR THE NON-SURVEY TAKERS >>>>> 
 
Thank you for successfully submitting your application! 



UC Recruit User Manual 
 

65. 

=================== 
Application Details 
=================== 
Position Name: Adolescent Psychology Assistant Professor 
Department: Psychology & Social Behavior 
School: School of Social Ecology 
 
Username: [Applicant’s username] 
Status: Submitted 
Login link: [Link to applicant login] 
 
You may continue to modify your application until [Date].  
After [Date], no further updates are allowed. 
=================== 
Questions? 
=================== 
If you have any questions about your online application or 
the process, please contact us. 
 
    [Link to contact form] 
 
UC Recruit Team 
University of California, XYZ 

 
 

3. Thank you for completing your application and survey reminder. 
 Sent to all completed applicants who have not taken the survey. 
 Sent 4-5 days before the recruitment’s edit deadline (a final date or review date). 

 
Subject: UC Recruit: Application Confirmation and Survey Request
Dear Fred Fryer, 
 
We request that you complete the following survey by [Date].  
This survey helps UC meet our obligation as a federal 
contractor. 
 
   [Link to Diversity Survey] 
=================== 
Application Details 
=================== 
Position Name: Associate Professor - Biochemistry 
Department: Biochemistry 
School: School of Biological Sciences 
 
Username: [applicant’s username] 
Status: Submitted 
Login link: [Link to applicant login] 
You may continue to modify your application until [Date]. After 
[Date], no further updates are allowed. 
=================== 
Questions? 
=================== 
If you have any questions about your online application or the 
process, please contact us. 
   [Link to contact form] 
 
UC Recruit Team 
University of California, Irvine 

 
 
 
4. Deadline approaching – completion reminder. 
 Sent to all incomplete applicants ~3 days before the recruitment’s edit deadline (a final date or review date). 

 
Subject:  UC Recruit: Application Completion Deadline Approaching



UC Recruit User Manual 
 

66. 

 
Dear Al Applicant, 
 
Thank you for starting an application for [position] at the 
University of California, XYZ. 
To ensure full consideration, please complete your application by 
Sep 18, 2013 
 
======================== 
Your Application Details 
======================== 
Your username: [applicant’s username] 
Login link: [Link to applicant login] 
 
Recruitment Name: [XYZ] 
Department: [Pediatrics] 
School: [School of Medicine] 
 
=================== 
Questions? 
=================== 
If you have any questions about your application or this 
recruitment, please contact us: 
 
 [Link to Contact form] 
 
Thank you for your interest in the University of California, 
Irvine. 
 
UC Recruit Team 
University of California, XYZ 

 
 
5. Application is in the system. 
 Sent to applicants who were added by an analyst, provided the analyst asks for the system to notify the 

applicant. 
 

Subject: UC Recruit: An application has been submitted on your behalf 
Dear Joanne Jones, 
 
An application has been established on your behalf for the position 
noted below and is on file at the University of California, Irvine. 
 
Position Name: Assistant Professor - Atmospheric Chemistry  
Department: Chemistry 
School: School of Physical Sciences 
 
-- 
[Analyst signature] 
University of California, XYZ 

 
 
6.  Access your application 
 Sent to applicants who were added by an analyst when the analyst activates the application to allow the 

applicant to log in. 
 

Subject: UC XYZ Recruit: Access Your Application 
Dear Joanne Jones, 
 
The application that was created in your behalf is ready for your 
inspection and/or management. 
 
Position Name: Assistant Professor - Atmospheric Chemistry  
Department: Chemistry 
School: School of Physical Sciences 
 
To access your application, log on within 72 hours by using the 
following link: 

[Link to log in] 
 
 
This will direct you to a page displaying your ApplicantID (login name) 
with an opportunity to choose a confidential password. This link will 
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expire in 72 hours. 
 
-- 
[Analyst signature] 
University of California, XYZ 

 
 
7. Notification of a new, optional document request.  
 Asks an applicant to log in and provide a document that was added after the recruitment opened 
 Sent to all applicants, complete or incomplete. 
 A date to provide the document is provided. 

 
Subject: UC Recruit: Optional Document Requested
Hello Jane Stark, 
 
You are being sent this email because you applied to the following 
position at the University of California, Irvine: 
 
        Recruitment: Professor of Lorem Ipsum 
        Department: Department D 
 
Please note that the hiring department has requested that you provide a 
new, optional document: 
        [Optional document title] 
 
You have until [Date] to provide this document. Log into your application 
here: 
        [Link to log in] 
 
More information from the hiring department: 
[Custom text provided by department when requesting new letter] 
 
If you have any questions, please contact the hiring department directly: 
       [Link to contact form] 
 
Thank you for your interest in the University of California, Irvine. 
 
-- 
[Analyst signature] 
University of California, XYZ  
 
8. Notify applicant of password reset  
 Provides for an applicant who has forgotten their password to reset it. 
 Initiated by applicant using “Forgot your password?” tool on the Apply page. 

 
UC San Diego Recruit: Password Reset
Dear Jane, 
 
You requested to reset your password for UC San Diego’s Recruit system. Please visit the 
following link in order to complete this task: 
 

[Link to reset/confirm password] 
 
Note that this link will expire within 72 hours of your reset request. 
 
Thank you for using Recruit. 
-- 
[Link to Recruit apply page] 

 
 

Notifications Sent to References 
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1. Request a letter of recommendation from the reference (applicant-initiated). 
 Asks the reference to log in and submit a letter. 
 Applicant can re-send request until the final date or review date. 

 
Subject: UC Recruit: Letter of Reference Requested 
 
Hello Dr. Reference, 
 
[Applicant’s name] is requesting a letter of reference from you for a position at the 
University of California, XYZ in the [Name of department]. 
 
Applicant Name: [Name of applicant] 
Applicant Email: [applicant’s email] 
Applicant Notes: [Custom text provided by applicant] 
 
Position Name: Adolescent Psychology Assistant Professor 
Department: Psychology and Social Behavior 
School: School of Social Ecology, UC Irvine 
 
At your convenience, please consider providing this letter electronically by using the 
following information: 
 
Easy Login Link: 

[Link to direct upload after reading Confidentiality Statement] 
If the Easy Login Link isn't working, try logging in with the following information: 
 
URL: [link to Recruit’s reference login page] 
Email: [the reference’s email] 
Token: [unique-identifier-alpha-numeric string] 
 
Please read the University of California's confidentiality policy regarding external 
letters of recommendation: 
 
Although a candidate may request to see the contents of letters of evaluation in 
accordance with California law and University policy, your identity will be held in 
confidence. The material made available will exclude the letterhead, the signature 
block, and material below the signature block. Therefore, material that would identify 
you, particularly information about your relationship to the candidate, should be 
placed below the signature block. In any legal proceeding or other situation in which 
the source of confidential information is sought, the University does its utmost to 
protect the identity of such sources. 
 
At your convenience, please consider submitting a letter of reference using the 
information above. 
 
Thank you for your time, 
University of California, XYZ 

 
 
 
2. Request a letter of recommendation from the reference (department-initiated). 
 Asks the reference to log in and submit a letter. 
 This ability is only available if the reference requirements are set to “Contact only.”  
 Department may re-send at any time. 

 
Subject: UC Recruit: Letter of Reference Requested 
Dear [Reference name], 
 
You are invited to submit a letter of reference for [applicant name] for the position of [recruitment 
name] at the University of California, XYZ. 
 
At your convenience, please consider providing this letter by emailing it to [department address]. 
 
Please read the University of California's confidentiality policy regarding external letters of 
recommendation: 
 
Although a candidate may request to see the contents of letters of evaluation in accordance with 
California law and University policy, your identity will be held in confidence. The material made 
available will exclude the letterhead, the signature block, and material below the signature block.  
Therefore, material that would identify you, particularly information about your relationship to the 
candidate, should be placed below the signature block.  In any legal proceeding or other situation in 
which the source of confidential information is sought, the University does its utmost to protect the 
identity of such sources. 
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Thank you for your time. 
 
[Analyst signature] 
University of California, XYZ  

 
3. Reference thank you.  
 Thanks the reference for providing a letter. 
 Initiated by the reference’s upload action. 
 Informs reference that the letter will become part of the applicant’s appointment file if an offer of employment is 

extended. 
 

Subject: UC Recruit: Thank you for your contribution
Dear [Reference name], 
        
Thank you for submitting a letter of recommendation. Your letter is now available on-
line for viewing by the faculty search committee.  
 
We would like to include your letter in the appointment file when an offer of 
employment is extended. If you have any concerns about this, please contact [analyst’s 
name and email]. 
 
[Analyst signature] 
University of California, Campus XYZ  

 

Notifications Sent to Approvers 
 

Approver’s notification.  
 Approvers who are next in line in the workflow receive the email. 
 If a step is approved before it is the current step, the email is suppressed. 
 Approvers are never emailed twice for the same request.  
 If there are multiple people listed in a step (alternates), all receive the email simultaneously. 
 The email template for optional approvers have slightly different wording: “Your approval is requested instead of 

required.” 
 When a current step is approved and if the next step is marked as optional, all potential approvers for the next 

mandatory step are sent the email. 
 Submitters of the item (Plan, reports, etc) receive a ‘cc of these emails. 

  
Subject: UC Recruit: Approval Request: [Associate Professor of Chemistry [JPF00123] 
Hello [Approver name] 
 
Your approval is required for: 
Recruitment name: Associate Professor of Chemistry (JPF00123) 
Approval request for: Applicant Pool Report 
Your role: Committee Chair 
 
To view, approve, or comment on this request please visit: 
[Link to approval screen] 
 
If you have any questions, please contact the user who requested the approval: 
 
[Analyst’s name, email]  
 
To change how you are notified about approvals, click here: 
[Link to change notifications] 

   
Approver’s notification – Updated Reports  
 Approvers who have previously approved a diversity or search report are sent an email if the report has been 

updated. 
 The notification is an FYI and not a request for a re-approval. 
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Subject: UC Recruit: Approval Update: [Associate Professor of Chemistry [JPF00123] 
 
Hello, 
A document you have approved has been updated. 
Recruitment name: Associate Professor of Chemistry (JPF00123) 
Approval request for: Search Report 
Your role: Equity Advisor 
You approved: 9/3/2014 at 12:27pm 
 
The reason for the update is because we hadn't marked the disposition reasons for the 
unqualified applicants. 
 
Your approval still stands. However, if you wish to view or comment on the changes, 
please visit: 
[Link to approval screen]  
If you have any questions, please contact the user who requested the approval: 
 
[Analyst’s name, email]  
 
To change how you are notified about approvals, click here: 
[Link to change notifications] 

 
 
 
 
 
Notification of completed approvals 
 Email is sent to the submitter of the item (Plan, reports, etc.) when all required approvers have signed off. 
 Email also informs recipient of the next steps to take.  

 
Subject: UC Recruit: Approval Complete: [Associate Professor of Chemistry [JPF00123] 
 
Hello, 
Your request for approval is complete! 
Recruitment name: Associate Professor of Chemistry (JPF00693) 
Approval request for: Search Plan 
 
To view this request, please visit: 
[Link to approval screen] 
 
Your next steps: 
*Publish the recruitment so that applicants can start applying. 
*Monitor incoming applications and mark each as meets basic qualifications or does not 
meet basic qualifications. 
*Assign disposition reasons to applicants who do not meet basic qualifications. 
*Submit the applicant pool report for review and approval by the search committee 
chair at least one week before the close date to assess if additional outreach is 
needed before closing the recruitment. 
 
-- 
Message generated by UC Irvine AP Recruit 
 
To change how you are notified about approvals, click here: 
[Link to change notifications] 

 
 
 
 
 
 

Supporting Recruit’s End-Users 
 
Recruit technical supporters (those with Administrator access) will see inquiries with these subject lines: 
 
- Subject: UC Recruit: Question (Technical)  
- Subject: UC Recruit: Question (General) 
- Subject: UC Recruit: Reference Question (General) 
- Subject: Recruit: Contact Us  
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