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o PeopleFluent Training

Nicole Silver, 

Talent Acquisition Sr. Recruiter

Note:  All training resources will be available afterwards on the 
OneUMMS Web Site at:  oneumms.org/upperchesapeake.

Agenda
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Introduction

The University of Maryland Medical System (UMMS) uses an Applicant 
Tracking System called “PeopleFluent”. 

We will be providing an overview of the UMMS Talent Acquisition (TA) 
process and information on how to utilize the PeopleFluent System. 
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Learning Objectives

By the end of this session, you will be able to understand:

• The UMMS Talent Acquisition Process.

• How to create a new requisition in PeopleFluent.

• How to move candidates through the recruitment process in 
PeopleFluent.
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OneUMMS Talent Acquisition Process
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PeopleFluent Process Overview

Overview

Process Input

Communication

o The process of creating a requisition is done by the hiring manager to 
hire, promote and/or transfer a team member to a new role. 

o It is completed electronically via the PeopleFluent Software. 

o Hiring managers are expected to initiate the required data via 
PeopleFluent such as position code, job code, location, and other 
information. No manual forms are needed.

o Access is granted to all supervisors, managers, directors and 
executives automatically when they are inserted into a role in Lawson 
with direct reports.  

o If they do not have direct reports (or a role has not been set-up) 
PeopleFluent access is NOT available.  

o The hiring manager must first work with their HR Business Partner to 
correct the supervisor structure.

o All communication through PeopleFluent is tied to the email address 
the hiring manager has set up in Lawson. 

o To verify your email address for PeopleFluent communication:

o Log in to HRConnections.
o Click Bookmarks and select Employee Self Service.

o Select Employment.

o Select Work Phone and Email. 
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Hiring Manager Login
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Hiring Manager Login (Continued)
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Creating a New Requisition

o Requisitions are created to initiate recruitment for:

• Replacement positions

• Vacant positions

• New positions

o Requisitions are also used for:

• Promotional opportunities

• To initiate transfers 

o Each facility within the Medical System has a unique approval 
process that automatically initiates once the requisition is created.
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Creating a New Requisition

To initiate a new requisition:

o Click the “Create Requisition Icon” on your Welcome Page

o Hover over “Requisitions” in the Primary Navigation bar and then 
select “Create Requisition” from the drop-down menu.
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Creating a New Requisition

Required Requisition Information:

o Start by selecting the facility name on the “Create Requisition Screen” 
and continue down the page entering / selecting all of the required 
information that’s marked with a red asterisk (*).
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Creating a New Requisition

Justify for Requisitions:  (Note:  This does not apply to UCH)

o It is best practice to justify the opening of requisitions, and you should 
complete the boxes as indicated by the statement “REQUIRED FOR 
BWMC,CRHS, MGH AND SHS”. 

*These boxes can also be used by other facilities to provide additional 
information or notes to recruitment as necessary.*
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Creating a New Requisition

Add Contacts and Hiring Manager(s)

o Contacts include the Recruiter and the Primary Hiring Manager 
assigned to the requisition. If an additional hiring manager will be 
included in the screening process, you have the option to add a 
second contact.

o Each requisition needs to have these assigned in order to be 
processed.

1

*Note: Look you can up your recruiter by their last name – if you are unsure of your 
recruiter please proceed to Step 2*
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Creating a New Requisition

Add Recruiter:

o If you do not know who your assigned recruiter is, click on “Add” 
under the type of contact to open the Select Contact Menu. 

o Go to “Last Name” and type in the “Recruiters Name” 

o Click on “Search” 

o Check (√ ) to select the Recruiters Name from the menu

o Click on “OK” to select the desired Recruiter 

2
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Creating a New Requisition

o After you have finished entering all of the necessary information on 
the requisition, click on “Create” to submit the requisition. 

o After the requisition has been created please make note of the 
requisition number for your records, since the requisition will be 
transitioned into a pending status.  

o Pending requisitions will go through your facilities requisition approval 
process and you will receive an email notifying you that the requisition 
has been approved/open. 
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Requisition Workflow Folders

o The blue number following requisition 
names and workflow folder names 
indicates the total number of candidates 
in the requisition or in the specific 
workflow folder. 

o The green number next to the requisition 
or folder name represents more recent 
candidate activity such as a candidate 
being moved either into the requisition or 
between workflow folders within the past 
24 hours. When a candidate has recently 
been moved, the candidate’s name is 
also displayed in bold. 

• External Candidate Icon   

• Internal Candidate Icon       
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Candidates in Workflow

o To display the names of the candidates who are within a workflow 
folder, click the [+] sign next to the folder name. 

o If the candidate’s name is in bold the candidate has recently been 
moved into the folder. 



18

Candidates in Workflow

o You can also display all of the candidates in a workflow folder via the 
Candidate List at the bottom of the details pane. 

o To display the Candidate List, click the name of the workflow folder. 
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How to Understand a Candidate’s Profile

o Information about candidates in PeopleFluent is stored in profiles. 
Understanding candidate profiles will help you understand how to 
best work with your candidates.

o Select the candidate you are interested in viewing. Their information 
will display in the details pane.

There are 5 tabs available as 
part of the candidate profile:

1. Resume
2. Candidate Info
3. Profile
4. Offer/Pre-hire Info
5. Workflow
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How to Understand a Candidate’s Profile

o View Candidate on Candidate Info Tab:

o Resume Displayed on Candidate Info Tab:
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Moving a Candidate Through the Workflow

In addition to managing candidate movement via the workflow tab on 
their profile, candidates can progress through the hiring process 
workflow by moving them to the next appropriate folder. 

1. Point the cursor at the name of the 
candidate you want to move.

2. Press down the left mouse button, 
and drag and drop the candidate to 
the appropriate folder.

3. The candidate’s name is displayed 
in the new folder.

Note:  This is how hiring managers can 
communicate systemically to recruiters 
regarding next steps for the candidate 
leading up to the offer decision*
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Making an Offer

When a finalist has been selected, the hiring manager can request an 
offer by moving the candidate to the "Request Offer" folder.

o Once you drop your candidate into the “Request Offer” folder, an 
email will populate. 

o Click “Email” and this email notification will be sent to your recruiter to 
extend an offer.

*Note: Feel free to add additional notes to the email if you have special requests 
for the recruiter but please leave existing information.*
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Making an Offer
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Organizing Requisitions

o Organizing your requisitions can help you group positions by status, 
such as hold; pending; filled; and open.
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Conclusion

o Remember to keep the PeopleFluent requisition up to date.

• This is how hiring managers and recruiters communicate systemically 
regarding next steps for the candidate leading up to the final 
candidate selection.

o Make sure you know the process for your facility’s requisition 
approval.

o Recruitment will partner with management once the requisition has 
been created and approved in PeopleFluent.
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Thank You!
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