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Chapter 1. The BrassRing on Cloud home page

The BrassRing home page is mobile responsive and improves how you work in BrassRing. Its user
experience is based on persona designation. There are five different personas: Recruiter, HR User, Hiring
Manager, Reporting/Analytics, and Administrator. Each persona provides the user with the view of the
data that works best for them, but the user can also personalize their view. The BrassRing Hiring menu

(E) is available for the user to work with Reqgs, Candidates, Reports, Administer BrassRing, and access
the BrassRing Support Community and Help.
BrassRing Highlights and Welcome Message

©

BrassRiny Highlights Welvume Lo the Recruiter Humepayge!

Tips and tricks for recruitment excellence Click on the Quick Links icon on the right side of your screen to view shortcuts to

Check out our new BrassRing Client website sites that IBM feels are critical to your success as a Recruiter. If you need
additional assistance navigating this system please email your System
Administrator,

« BrassRing Highlights is used by IBM to post system messages that might include details about
releases, or maintenance, etc.

- The Welcome Message is used by your Administrator to post a message specific to your
organization.

The Home Page Tabs

My Open Regs (7) My Approved Reqs {2) My Regs Pending Approval {4) My Candidates My Tasks (D) Edit Tabs

« My Open Reqs is used to view the reqs for which the user has a My relationship.
« My Approved Regs is used to view the approved regs for which the user has a My relationship.

- My Regs Pending Approval is used to view the reqs that are awaiting approval for which the user
has My relationship.

« My Candidates is used to view the candidates who applied to My Open Regs.
« My Tasks is used to view the pending approvals of reqgs or candidate forms.
« Edit Tabs is used to edit the view of tabs to show on the home page.

Personalize Cards, Grids, Visualizations

o=
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" R Configure display is used to configure what fields display and in what order.
* 1l visualization view provides pictorial display of the data.

== Card view presents data in a container view for Auto Req ID, Title, Division, and Manager. It also
includes a link to New and Total number of candidates.

New Total
5 13

— New is the number of candidates the user has not viewed.
— Total represents the total number of candidates who applied to the req.

= Grid view displays the data in a grid view that can include up to 20 fields.

The refresh icon (S) refreshes the data.
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Filters

Use the Filters link P 2 o narrow the list of regs displayed on the All Open Regs, My Open Regs,
My Approved Reqs, and My Reqgs Pending Approval tabs. From the Refine Results section, select
the field values to filter.

Filters «
Filter name:

Not Saved

Save Filter | Load Filters

Manage Saved Filters

Refine Results

Search within results Q

« Save Filter — Save the filters by adding a name and apply the saved filters in the future.
« Load Filters — Run your saved filters.
- Manage Saved Filters — Edit saved Filters.

Quick Links

The Quick Links pane can provide links to internal and external sites. Administrators can configure the
default folders and links that appear for each persona.

Select the Quick Links icon (E) to access the Quick Links pane. Select the icon again to close the
pane. You can customize the pane by adding new links and creating folders to categorize your links.

* Select Edit Links to edit or delete links by using the edit or delete icons (7 %),
 Select Add Link to add a link. Enter the Name, URL, and assign a folder if needed.
« Select New Folder to add a new folder.

Quick Search
Quick Search is available on the home page and other internal BrassRing pages. You can use Quick

Search to search for Candidates, Reqs, or Candidates in specific Reqgs. Select the down arrow ()

to select the type of search, enter the search details, and select the magnifying glass (<) to run the
search.

8~/ | Search Candidates Q

,& Candidates

% Regs

Candidates in Req

- Candidates searches by candidate name or search for specific skill in the candidate resume.
» Regs searches specific reqs by req number or req name.
- Candidates in Req searches for candidates in a specific req.
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Chapter 2. Talent Records

Select the Candidate's name to access the Talent Record from any list of candidates.

1.
The Actions menu takes actions on Candidate. Select the down arrow (® ) to expand the Actions
menu.

2. ®
Select the Next Page icons ( ) to move to the next page in the top ribbon.

3. The Profile section provides access to Candidate Contact Details, Resume,
Cover letter, Work Experience, Education, and Submission History.
Profile

Contact Details Resume Cover letter Experience Education

4. The Activity section includes:

Activity

Action log Job response Forms Attachments Notes HR Status Communication eLink

a. Action Log — any action taken on candidate

b. Job response — Resume or CV and application information. Only available in view mode. Actions
cannot be taken from this menu.

c. Forms — any Candidate form completed

d. Attachments — any attachments uploaded
e. Notes — any notes added

f. HR Status — any HR Status assigned

g. Communication — any communication sent
h.

eLinks — any elinks sent. Only available in view mode. Actions cannot be taken from this menu.
5. The Filter section can filter the list by:

Filter: All ®

LAl
This folder
My Regs
My Actions

a. This folder — Actions taken on the current req in which you are working.
b. My Reqs — Actions that are taken in reqs you are associated with.
c. My Actions — Only actions you took.

6. Use the Search bar to search for specific actions.

Search: Q
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Chapter 3. View Open Requisitions

1. Access open requisitions from:
- The My Open Reqs or the All Open Regs tabs on the home page.
By selecting Menu > View all reqs > Open.
By selecting Menu > View my reqs > Open.

2. From either the My Open Reqs or All Open Regs tab on the BrassRing home page, select Actions and:
a. Add Req to initiate a new req.
b. eLink Blank Reqto elink a blank req to an internal user for completion.
c. Export Excel to export a list or regs.

3. Hover over the Req ID to display a summary of the req details

4. Select the Req ID to access details of the req.

5. The Req details page displays the following buttons:

e ot | e | e

a. Edit — edit req to make changes.
b. Hold - place req on-hold temporarily.
c. Cancel — cancel req.

d. More — take other actions on req based on user privilege. Example: Close, Delete, Save as New,
elLink, etc.

6. The Req details page displays the following tabs:
Details History Attachments Forms
a. Details — provides details of the req.
b. History — includes all actions that are taken on the req in the past.

c. Attachments — shows req specific attachments and allows user to add more.
d. Forms - displays req sub-forms and allows user to add req sub-forms.

© Copyright IBM Corp. 2019 5



Chapter 4. Searching Candidates

Quick Search can be used to run searches on Candidates, Reqs, and Candidates in Regs. Quick search is
available on the BrassRing home page. Candidate searches can be run by selecting Menu > Candidates >
Search. Candidates can be searched by adding specific criteria to standard and custom fields.

- Use the Refine Results section to add your criteria to the search. Expand the search fields by using the
down arrow ().

- As the filters are selected, the search results are automatically updated with candidates that match
the selected criteria. For example, narrow your search results to show External Candidates only. The
number of External Candidates is displayed in brackets.

Candidate type

¥ External(55)

Internal{9)
— The number of filters is added to the filtered field

Candidate type

— All filters are also added to the top of the search results.

Filters: 1

Candidate type: External x

* To remove a filter, select the X icon (* ) for the filter, or select Clear Current Filter to remove all filters.

Save searches by selecting Save Search and adding a name for the saved search.
To load saved searches select Load Filters and select the search name.

Select Manage Saved Filters to edit or remove saved searches.

© Copyright IBM Corp. 2019 7



Notices

This information was developed for products and services offered in the US. This material might be
available from IBM in other languages. However, you may be required to own a copy of the product or
product version in that language in order to access it.

IBM may not offer the products, services, or features discussed in this document in other countries.
Consult your local IBM representative for information on the products and services currently available

in your area. Any reference to an IBM product, program, or service is not intended to state or imply that
only that IBM product, program, or service may be used. Any functionally equivalent product, program, or
service that does not infringe any IBM intellectual property right may be used instead. However, it is the
user's responsibility to evaluate and verify the operation of any non-IBM product, program, or service.

IBM may have patents or pending patent applications covering subject matter described in this document.
The furnishing of this document does not grant you any license to these patents. You can send license
inquiries, in writing, to:

IBM Director of Licensing

IBM Corporation

North Castle Drive, MD-NC119
Armonk, NY 10504-1785

us

For license inquiries regarding double-byte character set (DBCS) information, contact the IBM Intellectual
Property Department in your country or send inquiries, in writing, to:

Intellectual Property Licensing

Legal and Intellectual Property Law

IBM Japan Ltd.

19-21, Nihonbashi-Hakozakicho, Chuo-ku
Tokyo 103-8510, Japan

INTERNATIONAL BUSINESS MACHINES CORPORATION PROVIDES THIS PUBLICATION "AS IS"
WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED
TO, THE IMPLIED WARRANTIES OF NON-INFRINGEMENT, MERCHANTABILITY OR FITNESS FOR A
PARTICULAR PURPOSE. Some jurisdictions do not allow disclaimer of express or implied warranties in
certain transactions, therefore, this statement may not apply to you.

This information could include technical inaccuracies or typographical errors. Changes are periodically
made to the information herein; these changes will be incorporated in new editions of the publication.
IBM may make improvements and/or changes in the product(s) and/or the program(s) described in this
publication at any time without notice.

Any references in this information to non-IBM websites are provided for convenience only and do not in
any manner serve as an endorsement of those websites. The materials at those websites are not part of
the materials for this IBM product and use of those websites is at your own risk.

IBM may use or distribute any of the information you provide in any way it believes appropriate without
incurring any obligation to you.

Licensees of this program who wish to have information about it for the purpose of enabling: (i) the
exchange of information between independently created programs and other programs (including this
one) and (ii) the mutual use of the information which has been exchanged, should contact:

IBM Director of Licensing

IBM Corporation

North Castle Drive, MD-NC119
Armonk, NY 10504-1785

us

© Copyright IBM Corp. 2019 9



Such information may be available, subject to appropriate terms and conditions, including in some cases,
payment of a fee.

The licensed program described in this document and all licensed material available for it are provided by
IBM under terms of the IBM Customer Agreement, IBM International Program License Agreement or any
equivalent agreement between us.

The performance data discussed herein is presented as derived under specific operating conditions.
Actual results may vary.

The client examples cited are presented for illustrative purposes only. Actual performance results may
vary depending on specific configurations and operating conditions.

The performance data and client examples cited are presented for illustrative purposes only. Actual
performance results may vary depending on specific configurations and operating conditions.

Information concerning non-IBM products was obtained from the suppliers of those products, their
published announcements or other publicly available sources. IBM has not tested those products
and cannot confirm the accuracy of performance, compatibility or any other claims related to
non-IBMproducts. Questions on the capabilities of non-IBM products should be addressed to the
suppliers of those products.

Statements regarding IBM's future direction or intent are subject to change or withdrawal without notice,
and represent goals and objectives only.

AlLIBM prices shown are IBM's suggested retail prices, are current and are subject to change without
notice. Dealer prices may vary.

This information is for planning purposes only. The information herein is subject to change before the
products described become available.

This information contains examples of data and reports used in daily business operations. To illustrate
them as completely as possible, the examples include the names of individuals, companies, brands, and
products. All of these names are fictitious and any similarity to actual people or business enterprises is
entirely coincidental.

COPYRIGHT LICENSE:

This information contains sample application programs in source language, which illustrate programming
techniques on various operating platforms. You may copy, modify, and distribute these sample programs
in any form without payment to IBM, for the purposes of developing, using, marketing or distributing
application programs conforming to the application programming interface for the operating platform

for which the sample programs are written. These examples have not been thoroughly tested under

all conditions. IBM, therefore, cannot guarantee or imply reliability, serviceability, or function of these
programs. The sample programs are provided "AS IS", without warranty of any kind. IBM shall not be
liable for any damages arising out of your use of the sample programs.

Programming interface information

Trademarks

IBM, the IBM logo, and ibm.com are trademarks or registered trademarks of International Business
Machines Corp., registered in many jurisdictions worldwide. Other product and service names might
be trademarks of IBM or other companies. A current list of IBM trademarks is available on the web at
"Copyright and trademark information" at www.ibm.com/legal/copytrade.shtml.

Terms and conditions for product documentation

Permissions for the use of these publications are granted subject to the following terms and conditions.
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Applicability

These terms and conditions are in addition to any terms of use for the IBM website.

Personal use

You may reproduce these publications for your personal, noncommercial use provided that all proprietary
notices are preserved. You may not distribute, display or make derivative work of these publications, or
any portion thereof, without the express consent of IBM.

Commercial use

You may reproduce, distribute and display these publications solely within your enterprise provided

that all proprietary notices are preserved. You may not make derivative works of these publications, or
reproduce, distribute or display these publications or any portion thereof outside your enterprise, without
the express consent of IBM.

Rights

Except as expressly granted in this permission, no other permissions, licenses or rights are granted, either
express or implied, to the publications or any information, data, software or other intellectual property
contained therein.

IBM reserves the right to withdraw the permissions granted herein whenever, in its discretion, the use
of the publications is detrimental to its interest or, as determined by IBM, the above instructions are not
being properly followed.

You may not download, export or re-export this information except in full compliance with all applicable
laws and regulations, including all United States export laws and regulations.

IBM MAKES NO GUARANTEE ABOUT THE CONTENT OF THESE PUBLICATIONS. THE PUBLICATIONS

ARE PROVIDED "AS-IS" AND WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESSED OR IMPLIED,
INCLUDING BUT NOT LIMITED TO IMPLIED WARRANTIES OF MERCHANTABILITY, NON-INFRINGEMENT,
AND FITNESS FOR A PARTICULAR PURPOSE.

IBM Online Privacy Statement

Safety and environmental notices
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