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  Taleo User Guide: 
 

  Managing Candidates and Preparing  
  an Offer of Employment 

	
  
	
  
Step 1: For PC users: Please use Internet Explorer (IE) 7 or 8. 
            For Mac users: Please use Firefox 4 for Mac OS X 10.4 and later. 
 
            Access Taleo via the Hiring at Macquarie website: 
            www.hr1.mq.edu.au/hiring/index.php 
 
 
Step 2: If a new user, you will be presented with a Legal Agreement – read the  
            Conditions of Use and select I agree. 
 

 
 
 
Step 3: Enter your assigned User Name (mq followed by your staff number),  
            Password and then click the Sign In button. 
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Step 4: Enter in a secret question and answer (in case you ever forget your   
            password). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5: Select the Recruiting module. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6: On the Welcome Page, select the link: View Requisitions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



	
   3	
  

Step 7: You will be presented with a list of requisitions that you own or collaborate  
            on.  Click on the number next to the relevant requisition.  This number  
            indicates how many candidates have applied for the requisition. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 8: Next you will be presented with the Candidate List.  Note the  
            following features on this page: 
 
            a) Selection Workflow Box – giving a quick view of the number of  
                candidates at each step of the selection process  
            b) Red Flag Icon – indicates a candidate file requiring attention (i.e. a  
                new candidate at the beginning of the selection process) 
            c) Gold Star Icon – indicates an ACE candidate, which is simply a  
                candidate that has met minimum requirements when responding to the  
                prescreening questions 
            d) Blue House Icon – indicates that this candidate is an internal  
                candidate (i.e. works at Macquarie University) 
            e) Assets, Requirements Column – displays how many assets and  
                requirements have been met by the candidate (if you have stipulated  
                assets and requirements in your prescreening questions) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
           

           a)           b)                      c)  d)                           e) 
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Step 9: Click on the star at the top of the ACE Candidate column to move all 
             the ACE candidates to the top of the list.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 10: At this stage, each collaborator (selection panel member) will need to  
              view the Job Submission and Resume for each candidate. 
 
              Click on the name of the first candidate. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 11: Now you will be taken directly to the Job Submission Tab. 
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Step 12: You will be presented with the candidate’s Job Submission  
              (application form).  It contains 5 parts: 
 

a) Candidate Personal Information 
b) Cover Letter 
c) Prescreening – containing answers to the selection criteria 
d) Education – qualifications attained by the candidate 
e) References 

 
 
              Click on the arrow to open up and display the responses to each section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 13: Next you may view the candidate’s Resume and Other Attachments. 
 
              Click on the Attachments Tab. 
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Step 14: Click on the File Name to view the Resume or Other Attachments  
               submitted by the candidate. 
 
               When finished viewing, click on the Move Up button to return to the  
               Candidate List. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 15: Moving Candidates through the Candidate Selection Workflow  
              (CSW) 
 
               After all panel members have reviewed the Job Submissions and met to  
               decide which candidates they would like to shortlist for an interview, the  
               Hiring Manager (or Hiring Manager Assistant) can commence  
               moving the candidates through the CSW. 
 
               There are 7 steps that make up the CSW: 
       

1. New                                               5. Reference Checks  
2. Shortlist                                         6. Offer 
3. 1st Interview                                  7. Hired 
4. Selection Committee Decision 

 
               To begin, ensure you are on the Candidate List page as shown below: 
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Step 16: Successful Candidates - In the left column, tick all the successful  
              candidates on the list which you would like to move from the New step  
              to the Shortlist step. 
 
              In this example, we will move 5 of the 8 candidates to the Shortlist step. 
              A tick box will appear and the row will be highlighted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 17: Now click on the More Actions Tab followed by the option in the  
              drop-down menu called Change Step/Status. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 18: A pop-up window will appear – click on Application Reviewed and  
              change to Progress to Next Step.  Then click on Save and Continue. 
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Step 19: A second pop-up window will appear stating that the 5 candidates have  
              reached the Shortlist step.  Just click on Save and Close. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 20: Returning to the Candidate List page, click once on the column called  
              Selection Step/Status.  This will group the 3 unsuccessful candidates  
              at the New step, and the 5 successful candidates at the Shortlist step. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 21: Unsuccessful Candidates - You will now need to mark the 3 candidates  
              not moving through to the Shortlist step as Unsuccessful, and send them  
              correspondence (an email) to advise them of this decision.  Note that  
              once a candidate has been marked as unsuccessful, this status will be  
              visible to the candidate in their profile. 
               
              Tick all unsuccessful candidates on the list.  Then click on the More  
              Actions Tab followed by Change Step/Status. 
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Step 22: A pop-up window will appear – firstly place a tick in the box marked 
              Send Correspondence. DO THIS FIRST! 
 

              Next click on Application Reviewed and change to Unsuccessful.   
              Then click on Save and Continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 23: In the Details or Disposition box select the appropriate reason why  
              the candidate/s are unsuccessful.  Then click Save and Continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 24: Emailing the Unsuccessful Candidates – Click on the Template  
              Selector button and then choose the template ‘Rejected Prior to  
              Interview’ by clicking on the Select button at the end of the line. 
              
              Then click on the Next button. 
 
 
 
 
 
 
 
 
 

 
 

DO THIS FIRST! 
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Step 25: The template email which will be sent to the unsuccessful candidates is  
              now displayed.  If you wish to edit the message click on the Edit button. 
 

              When email is ready to be sent, click Send and Close. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Step 26: In our example, 3 candidates have been marked as Unsuccessful at the  
              New step, and have been sent an email.  The other 5 candidates are now  
              at the Shortlist step and are ready to continue moving through the CSW. 
 

              To continue, click on the Shortlist link in the Selection Workflow Box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 27: The list now just displays the 5 candidates at the Shortlist step.  
 
                
 
 
 
 
 
 
 
               REPEAT STEPS 16-19 to move successful candidates from the  
               Shortlist step to the 1st Interview step. 
 

               REPEAT STEPS 21-25 to mark candidates as unsuccessful at the  
               Shortlist step and send them an email. 
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Step 28: If all candidates at a particular step are deemed successful and are  
              moved to the next step, the screen will appear as shown below:  
 

              Just click on the Clear the Selection button in the Selection Workflow   
              Box to return to the full Candidate List. 
 
 
 
 
 
 
 
 
 
 
 
 
Step 29: REPEAT STEPS 16-19 to move successful (appointable) candidates  
               from the 1st Interview step to the Selection Committee Decision  
               step. 
 

               REPEAT STEPS 21-25 to mark candidates as unsuccessful at the  
               1st Interview step and send them an email.  You may wish to contact  
               the unsuccessful interviewed candidates by phone prior to this action. 
 
 
Step 30: At the Selection Committee Decision step, the selection panel  
              members will be required to rank all the appointable candidates. 
 

              In our example, 5 candidates were interviewed at the Interview step:   
              3 of which were deemed appointable, and 2 marked as Unsuccessful. 
               
              Each of the 3 appointable candidates will therefore be ranked 1st, 2nd and  
              3rd at the Selection Committee Decision step.  This will be noted on the  
              Selection Committee Report form (Form 7.08a). 
 

              REPEAT STEPS 16-19 to move successful (appointable) candidates  
              from the Selection Committee Decision step to the Reference Checks  
              step. 
               
              In the Details or Disposition box acknowledge that the Selection  
              Committee Report and Interview Notes will be attached.  Then click  
              Save and Continue. 
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Step 31: A second pop-up window will appear stating that the 3 appointable  
              candidates have reached the Reference Checks step.  Just click on  
              Save and Close. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 32: As mentioned in Step 30, the Selection Committee Report and  
              Interview Notes will need to be attached to the requisition. 
 
              Click on the Title of the Requisition. 
 
 
 
 
 
 
 
 
 
 
Step 33: Click on the Attachments Tab, browse your computer for the Selection  
               Committee Report and click on the Add button.  Repeat for the           
               Interview Notes.  The files will appear below. 
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Step 34: Now to return to the Candidate List, click on the Candidate number in  
              the left panel (in this example, 8). 
 
 
 
 
 
 
 
 
 
 
 
 
Step 35: Click on Reference Checks to return to the candidates at this step.  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Step 36: At this stage, the hiring manager will need to upload at least two  
               reference checks for each appointable candidate.  Please visit  
              www.hr1.mq.edu.au/hiring/toolkit/howtocheckref.html for further  
              information, and to access the Reference Check Pro Forma (Form 7.08b) 
 
              REPEAT STEPS 32-34 to attach the reference checks to the  
              requisition. 
 
 
Step 37: Tick the successful 1st ranked candidate which you would like to  
              move from the Reference Checks step to the Offer step. 
 
              Then click on the More Actions Tab followed by Change Step/Status. 
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Step 38: A pop-up window will appear – click on Pending and change to  
              Progress to Next Step.  Then click on Save and Continue. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Step 39: A second pop-up window will appear stating that the candidate has  
              reached the status of Offer to be Made.  Just click on Save and Close. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 40: Click on on Offer to return to the candidate at this step who is about to      
              receive an offer. 
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Step 41: Creating an Offer - Tick the successful candidate to be made an  
               offer. 
               
               Then click on the More Actions Tab followed by Create Offer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 42: The Offer Form will now be displayed – 4 sections need to be completed: 
               * Top Section       * General Terms       * Bonuses        * Details 
 
              Please note the location of the Save button – save regularly to avoid  
              losing data.  The system automatically will log you out after 60 minutes 
              of inactivity. 
 

              There are 3 columns that make up the form: 
 

a) 1st Column – this column contains all the details that will form the 
basis of the Letter of Offer to be drafted by the Staffing Advisor.  

b) 2nd Column – this column has existing information from the 
requisition form which you are able to insert directly into the offer. 
Click on the Copy Button to copy information from the 2nd column 
directly into to the 1st column. 

c) 3rd Column – this column is not used. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1st Column 2nd Column 3rd Column 

Copy Button to copy 
from 2nd column to 
1st column (offer) 
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Step 43: Top Section – please ensure all the following fields are completed: 
 

a) Target Start Date – date you would like the candidate to start work 
b) Start Date – date which candidate has indicated they can commence 
c) Expiration Date – date for the offer to expire – (optional) 
d) Currency – use Copy Button to copy across to 1st column 
e) Salary (Pay Basis)- use Copy Button to copy across to 1st column,  

or enter in negotiated salary if different 
f) Pay Basis - use Copy Button to copy across to 1st column 

 
 
 

 
 

 
 
 
 
 
 
 
 
 

 
Step 44: General Terms Section – please ensure all the following fields are  
               completed: 
 

a) Relocation Amount – in whole dollars, if appropriate - (optional) 
b) Employment Fraction - use Copy Button to copy to 1st column 
c) Executive Base Salary/Package Amount – for positions outside of 

the Enterprise Agreement only  
d) Level - use Copy Button to copy across to 1st column 
e) Step – select Step 1, unless a higher step has been negotiated 
f) Loading/Review Date – if negotiated and appropriate – (optional) 
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Step 45: Bonuses Section – this section is completed for positions outside of the  
               Enterprise Agreement only: 
 
 
 
 
 
 
 
 
 
 
Step 46: Details Section – please ensure all the following fields are completed: 
 

a) End Date – for fixed-term positions only 
b) Fixed Term Period – in months or years (fixed-term positions only) 
c) Hours per Day/Days per Fortnight – part-time positions only 
d) Hours per Fortnight - use Copy Button to copy across to 1st column 
e) Justification if above Step 1 
f) Probation Period 
g) Supervisor Title - use Copy Button to copy across to 1st column 
h) Supervisor Name 
i) Temporary Accommodation – if relocation offered – (optional) 
j) Visa Sponsorship Required – (optional) 
k) CORES appointments Special Conditions – (optional) 

 
               l)  If there are any further special conditions to go into the offer, please  
                   advise your Staffing Advisor by typing these in the Comments Field   
                   at the end of the Offer Form. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

Complete for positions 
outside of the Enterprise 
Agreement only 
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Step 47: Once all fields on the form have been entered, click the Save and Close  
              button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 48: OPTIONAL – You will be presented with a summary screen – if you have  
              any special conditions agreed to in the negotiation process that require  
              approval by a higher authority, click on the Offer Approvals Tab.   
              Otherwise skip straight to Step 52. 
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Step 49: OPTIONAL – Next click on the Request Approval button. 
 
 
 
 
 
 
 
 
 
Step 50: OPTIONAL – A pop-up window will occur.  Click on the Add Approvers  
              button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 51: OPTIONAL – Untick the Suggested Users Box on the left 
                                  - Select the Approver 
                                 - Enter a comment, 
                                 - Tick the ‘Notify me once the task is completed’ box 
                                 - click on the Done button   
 
              You will receive an email once the offer has been approved. 
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Step 52: The final steps are to send the Offer Form to your Staffing Advisor to  
              draft the Letter of Offer.  
 
               Click on the More Actions Tab followed by Send Correspondence. 
 
 
 
 
 
 
 
 
 
 
 
 
Step 53: Click on the Template Selector button and then choose the template  
              ‘MQ LOO Request’ by clicking on the Select button at the end of the line. 
              
              Then click on the Next button. 
 
 
 
 
 
 
 
 
 

 
 
 
 
Step 54: A summary of the correspondence to the Staffing Advisor will appear.   
              Click the Send button. 
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Step 55: A final screen will appear.  Untick the ‘Exclude messages that  
              contain missing values’ box and then click the Send button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your staffing advisor will now draft the letter of offer and send to the 1st ranked 
candidate.  They will also move the candidate from the Offer step to the Hired 
step if the candidate takes up the Offer. 
 
Please remember to notify the other ranked candidates that the position has been 
filled by another candidate.  This completes the hiring process through Taleo. 
 
 
 
 
 


