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Oracle Recruiting   

Guidance – Shortlisting 

Important: Please note that Walsall Council’s Recruitment and Selection Policy 

stipulates that all panel members should have completed the council’s 

recruitment and selection training and unconscious bias training; the panel 

chair must have completed both. 

Recruitment & Selection Policy   

Recruitment & Selection Guidance  

 

You can access Recruitment guidance, links to policies, procedures, guides 

and useful forms on our SharePoint site 

 

 

 

 

 

 

https://walsall.sharepoint.com/:b:/r/sites/ar1jx/Shared%20Documents/A-Z%20HR%20policies/R/Recruitment%20and%20Selection/LIVE%20Recruitment%20%26%20Selection%20Policy%2014.07.25%201.pdf?csf=1&web=1&e=ZFRwuY
https://walsall.sharepoint.com/:b:/r/sites/ar1jx/Shared%20Documents/A-Z%20HR%20policies/R/Recruitment%20and%20Selection/LIVE%20Recruitment%20%26%20Selection%20Guidance%2014.07.25%20-%20health%20amends%20Oct%2025.pdf?csf=1&web=1&e=ZcmEae
https://walsall.sharepoint.com/sites/ar1jx/SitePages/Inclusive%20Recruitment.aspx?web=1


 
 

Step 
Number 

Step Description Step Image Notes: 

1 Sign into 
OneSource. 

 
 
 

There is no need to 
enter a username or 

password, simply 
click the ‘Sign in with 
Walsall SSO’ option. 

 



 
 

 
2 

 
Click My Team and 

then  
Hiring 
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Click on 
Requisitions at 
the bottom of the 
page 

 
 
 
 
 

 

 

 
 

This will take you 
to your requisitions 
page, where you 

can view all of your 
current vacancy 

requisitions. 

 
 
 

 
 
 
 
 

 
 

 
 
 
 

 
 

 



 
 

4 Click on the title of 
the requisition you 
wish to shortlist for.  

. 
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To view your 
applicants, click on 
the number of 
applications.  
i.e. “23”  

 

 

 
 
 
 
 

   



 
 

6 Applicants for your 
vacancy will be 
listed. 

 

 
Important Note: 
Candidate names 
are hidden until the 
interview stage to 
prevent bias. You’ll 
see asterisks (*) 
and a candidate 
number instead. 
Use the candidate 
number in all 
shortlisting 
communications. 
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You may notice 
at this stage that 
some candidates 
are marked as 
Shortlisting 
Verification 
Required under 
the Status list 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 

 The pre-screening questions are as follows: 
 
➢ Are you eligible to work in the United Kingdom? 

If the applicant selects ‘no’, you should shortlist as normal.  Seek advice if necessary. 
➢ Disabled Applicants (including Neurodivergent) - The council offers a guaranteed 

interview scheme for candidates with a disability as defined under the Equality Act (2010), 
who evidence in their completed application form that they meet the criteria as detailed on 
the employee specification for the post and who advise the council of their disability at the 
time of their application. This is in accordance with the Disability Confident scheme. 

➢ Care Leavers/ Care Experienced – The council offers a guaranteed interview scheme for 
applicants who inform the council at the time of application that they are a Walsall Council 
care leaver / care experienced and who evidence in their completed application form that 
they meet the criteria as detailed on the employee specification for the post. 

➢ Armed Forces Community Covenant – any candidate who has formerly served in the 
Armed forces and who meets the essential criteria will be guaranteed an interview. 

➢ Do you have any unspent convictions, cautions, reprimands or warnings? 
If the applicant selects ‘yes’ you will be alerted here as there may be implications on posts 
that require a DBS check. 

➢ Are you related to, or a close friend of, any elected member or employee of the 
organisation? 
If the candidate answers ‘yes’ – further investigation should be made to ascertain if they 
have a friend or relation who is involved in the recruitment to this role. 

➢ Are you subject to a redeployment process? 
Important Note: this question is asked of internal candidates (Walsall Council employees) 

This tells us 
that the 
candidate 
has 
answered 
one of the 
pre-screening 
questions 
with a 
response that 
requires our 
attention 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 

8 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
To find out more 
about how 
candidates have 
responded to 
these questions, 
click on the 
asterisks for the 
candidate you 
wish to view – 
this will take you 
to their 
application 
details. 

 
 
 

 
 
 
 
 
 
 

only.  If a candidate answers ‘yes’ to this question, their application should be considered 
before others when shortlisting as per the Redeployment Procedure.  See below section 
‘Redeployees’ for more information. 

 
 

 
 
 
 
 

 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

https://int.walsall.gov.uk/Human_Resources/Recruitment/Redeployment
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Next click on the 
Questions tab 
on the left hand 
side of the page. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    
 
 

This will then 
display the 
candidate 
responses to 
the 
questions, 
including the 
responses 
that require 
attention. 
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In this example 
the candidate 
has indicated 
that they meet all 
guaranteed 
interview 
scheme criteria.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Please note, 
all 
guaranteed 
interview 
scheme 
questions will 
sit under this 
section of the 
candidate 
application. 
You will no 
longer be 
able to see 
disability on 
the shortlist.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 

 
11 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
To do this, select 
‘Move’ at the top 
right of the 
screen whilst 
you are viewing 
the application 
details 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you have checked on the applicant’s response, it is important to change their status 
from Verification Required to, to be Shortlisted so that they can be included in the 
recruitment process and moved correctly to the next stage 

 along with other applicants. 
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You will notice 
on the next 
screen that 
“state” has 
automatically 
been updated to 
To Be 
Shortlisted. 
 
 
 
 
 
 
Click ‘Save and 
Close’ at the top 
right of the 
screen to save 
this change 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 

 
 
 

 
 
 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Redeployees: 
 
If an internal candidate (Walsall Council employee) applies for a role, they will be asked the 
following screening question: Are you subject to a redeployment process? 
 
Please see the information above on screening questions to understand how to view these 
responses.  

If a candidate answers ‘yes’ to this question, their application should be considered before 
others when shortlisting as per the Redeployment Procedure.  

Please note that it is your responsibility as hiring manager to check each application form.  There 
are occasions when an applicant may incorrectly answer that they are a redeployee when they 
are not, please contact the Recruitment Team before considering any redeployee application, to 
ensure that the applicant is currently registered for Redeployment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://walsall.sharepoint.com/sites/ar1jx/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Far1jx%2FShared%20Documents%2FRecruitment%2FWPP%20Redeployment%20Policy%20%2D%20VC%20Jan%2024%2Epdf&parent=%2Fsites%2Far1jx%2FShared%20Documents%2FRecruitment
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To find out if the 
candidate has 
requested for 
any reasonable 
adjustments, 
click on the 
asterisks which 
anonymise the 
applicant’s 
name, this will 
take you into 
their application. 
 
 
 
 
 
 
 
 
Next click on 
Extra Info 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This section 
will display 
the details of 
the 
reasonable 
adjustments 
required (if 
any). 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Shortlisting: 
 
When shortlisting, there are two options: 
Option 1: Manual Shortlisting: You can manually shortlist with your panel and if you wish, use 
the Shortlisting, Rejection and Selection Form which can be found in the useful forms section of 
our SharePoint site We would recommend this option if you have a large number of applicants, as 
you will only need to complete one form. You and the recruitment panel can meet up and view the 
applicants together, then complete the form.  Alternatively, you can shortlist individually then 
come together to agree the final shortlist.  
 
You don’t need to upload the shortlisting, rejection and selection form to the requisition on Oracle, 
but do make sure you save a copy in your files. 
 
Once you have done this, follow the steps for ‘Moving Applicants using Oracle Recruiting’ 
below. 
 
Option 2: Shortlisting using Oracle Recruiting: If you have a small number of applicants, you 
may wish to use the Oracle Recruiting feedback form.  Please be aware, however, that an 
individual shortlist form for each applicant will be sent to each member of the panel, and they will 
have to complete each form in turn.  This could potentially mean, for example, that if you have 30 
applicants, each member of the panel will receive 30 emails and will need to complete 30 forms.  
If there are 3 panel members, that will mean 90 forms will be returned to you! 
  
  
 
 
 
 
 
 

 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

https://walsall.sharepoint.com/sites/ar1jx/SitePages/Recruitment-Guidance.aspx
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To request 
feedback/ 
shortlisting from 
panel members 
using oracle 
recruiting. Go 
onto your 
shortlist and 
select the 
applicants you 
wish to seek 
feedback for by 
ticking the box 
next to each 
applicant.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
  
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Tick the box 
at the top, to 
the left of 
Actions if 
you would 
like to tick all 
boxes in the 
shortlist.  
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Next, click on 
Actions and 
select collect 
feedback from 
the drop-down 
menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

  
 
 

  
 
 
 
 
 

  
 
 
 

 
 
  
 
  
 
 
 
 
 
 
 
 
 
 
 
 

 
You will be 
taken to the 
collect 
feedback 
screen.  
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Next, under 
select 
respondents, 
select the 
collaborators you 
wish to include in 
shortlisting by 
ticking the box to 
their name. Next 
click continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The list of 
collaborators 
you have 
already 
chosen when 
you set up 
the 
requisition will 
display here, 
but you can 
add more by 
typing the 
name of the 
officer into 
the add 
respondent 
box. 
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Select interview 
questionnaire, 
under the add 
questionnaire 
drop-down, 
select WMBC 
shortlisting 
questionnaire. 
When you have 
done this, click 
continue.  
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Include 
Documents. 
This section is 
not relevant to 
Walsall Council 
requisitions, 
please do not 
select any of 
the documents 
listed. Click 
Continue.  
 
 
 
 
 
On the request 
details page, 
you have the 
option to set a 
deadline date 
and time for 
when you wish 
for the panel to 
respond to you. 
To do this, click 
on the 
expiration date 
drop-down and 
select your 
required date 
and time, then 
click ‘OK’. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the note 
to 
respondents
’ box to send 
a message to 
your panel 
members like 
in the 
example to 
the left.  
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Please do not 
tick/select the 
request rating 
from 
respondent as 
we do not score 
candidates at 
shortlisting 
stage. 
 
 
 
Once you have 
completed the 
above, click 
submit at the 
top right of the 
page to send 
your request to 
the panel.  
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The panel 
member will 
be taken to 
interview 
feedback, 
where they 
will need to 
answer yes or 
no to the 
question is 
the 
candidate 
suitable for 
shortlisting? 
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Before 
completing the 
form, the panel 
members should 
review the 
application forms 
on Oracle 
Recruiting. The 
panel members 
will receive both 
an email and a 
notification on 
One Source 
asking them to 
complete 
feedback. To do 
this, the panel 
member should 
click on the 
submit 
feedback link 
within the 
email/notification
.  
 
 
 
 
 
 
 
 

 
 

 
 
 

 
 
 
 
 
 
 
 
 

 
Please note 
that more 
detailed 
notes 
regarding 
shortlisting 
and/or a 
shortlisting, 
rejection and 
selection form 
should also 
always be 
kept by the 
panel.  
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Use the drop-
down menu to 
select yes or no. 
The panel 
member will also 
be able to 
summarise the 
reasons for 
shortlisting/ not 
shortlisting the 
candidate in the 
supporting notes 
section. Once 
they have done 
this, they should 
click submit at 
the top right of 
the page.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
This will 
display a list 
of the people 
feedback 
requests 
have been 
sent to, and 
whether or 
not these 
have been 
completed.  
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Once this has 
been submitted, 
you as the hiring 
manager will be 
able to view the 
feedback 
provided by the 
panel. To do this, 
select an 
applicant from 
the list by 
clicking on the 
asterisks.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Further 
information 
from the 
panel 
member will 
then display.   
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To view further 
information, click 
on the ellipsis to 
the right of the 
panel members 
name and select 
view feedback.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Now that you have shortlisted you will need to move your applicants to the correct stage in the 
Oracle Recruiting system. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: Before 
you begin, 
make sure 
that all 
applicants 
are at 
shortlisting, 
to be 
shortlisted 
status. You 
can view this 
easily in the 
applicant list.  
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For the 
applications that 
have been 
shortlisted select 
them by ticking 
the tick-box 
next to each 
applicant. 
When you have 
selected the 
applicants click 
actions and 
select move 
from the drop-
down menu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

  The phase shortlisting and state to be shortlisted should appear for your applicant(s). 
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At this stag, 
change the 
phase to 1st 
Interview and the 
state should 
automatically 
change to 1st 
Interview to be 
scheduled.  
 
 
 
 
 
Click save and 
close at the top 
right of the page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
  

 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
    

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

If you wish, 
you can add 
any 
comments in 
the comment 
box at this 
stage, but 
completion of 
this box is not 
mandatory.  
 
 
 
 
You will then 
be taken 
back to the 
list of 
applicants 
where you 
can see that 
the status of 
the 
shortlisted 
applicants 
has changed. 
You will also 
now be able 
to view the 
names of the 
applicants 
you have 
shortlisted. 
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For those 
applicants who 
have not been 
shortlisted select 
the relevant 
applicants by 
ticking the box 
next to applicant 
details. 
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Click actions 
and select move 
from the drop-
down menu.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

The phase 
‘Shortlisting’ 
and state ‘To 
be shortlisted’ 
should 
appear for 
your 
applicant(s).  
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At this stage, 
change the state 
to Rejected by 
Employer using 
the drop-down 
menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you wish, 
you can also 
add any 
comments in 
the comment 
box, but 
completion of 
this box is not 
mandatory. 
Please note 
that 
applicants 
may be able 
to request 
access to this 
type of 
information 
and anything 
written in this 
box should 
be suitable 
reasons for 
rejection.  
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Next, you will 
need to select 
the reason that 
the applicants 
were not 
shortlisted. To do 
this, click on the 
drop-down menu 
under reason 
and select does 
not meet the 
required criteria 
for the role.  
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Click save and 
close at the top 
right hand of the 
page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will be 
taken back to 
the list of 
applicants, 
and you may 
notice that 
the rejected 
applicants 
are no longer 
showing in 
the list. This 
is because 
they are no 
longer active 
applicants – 
this is a filter 
automatically 
set by oracle.  
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If you wish to 
see all 
applicants 
(included the 
rejected 
applicants) click 
the ‘x’ next to 
the word active 
to remove this 
filter.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

  
 

What happens next? 
The next step is to agree an interview date and times with your panel and set up interviews for 
the shortlisted candidates.  You can find out more about this in our next set of guidance notes: 
Oracle Recruiting: Guidance – Interviews. 
 
Any Questions? 
If you have any questions about this process, please check the guidance at Training & Support 
And FAQ’s or contact the recruitment team by raising a help desk ticket through One Source.  

All applicants 
will then 
display.  
Please note: 
When you 
reject 
applicants 
using the 
process 
above, 
Oracle will 
send an 
automated 
rejection 
email to each 
applicant.  
 
 
 
 
 
 

 

https://osp.walsall.gov.uk/onesource/Training-and-Support#112962261-recruitment-guidance---hiring-managers
https://osp.walsall.gov.uk/onesource/Frequently-asked-questions#113072254-i-always-forget-how-to-undertake-recruitment-as-i-rarely-recruit--how-can-one-source-help-me

