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[bookmark: _Toc339645641]Overview
This document describes the features and functions of Sourcing Center and how to use it. 
Sourcing Center was created to provide a single tool to:
· Identify candidates and business contacts from multiple sources. 
· Filter and sort them in order to provide the best match for a specific need.
· Take appropriate actions on a selection of Candidates. 
Sourcing Center is built on the foundation of Powersearch and can be thought of as an enhancement to that user experience. It also provides some of the same features and functions you find in Short Lists and Speed Review.
Now that Sourcing Center is at parity with Powersearch, we will deprecate the use of Powersearch and rely solely on Sourcing Center. Users of Powersearch should make the transition to Sourcing Center as soon as it is practical for your organization. Although you will have ample time to make the transition, we believe Sourcing Center is a significant improvement over Powersearch and therefore will focus all future development and maintenance on Sourcing Center. We will announce the end of life date for Powersearch in the near future.
Likewise, with Short Lists and Speed Review, we expect to be at parity with these features and to retire those respective screens in the near future.
[bookmark: h.334t9nu64d4n][bookmark: h.chaldnh3ru9e][bookmark: _Toc339645642]Main Screen
The following is a typical screen shot of Sourcing Center in Boolean Mode.
[image: ]


The screen is divided into three major sections:
· Header 
· Results
· Filter Side Bar
Each screen section is explained in more detail in the sections that follow.
[bookmark: _Toc339645643]Header Section
The Header section contains the following controls.
[image: ]
There are three controls on the top row of the Header section. From left to right:
· Search Mode control—Selects one of the two search modes (Boolean or Job Match).
· Search Bar—Where you enter either your Boolean search expressions (in Boolean mode) or the Job Order (in Job Match mode).
· Search Buttons—Clicking the Magnifying glass [image: ]or pressing Enter on the keyboard will initiate a search in either Boolean or Job Match mode.

The next row down in the Header section is a series of two or more tabs and the Add Source link. 
[image: ]
Clicking a tab brings that source into focus. In the example above, you can search on Candidates, Contacts, and the members of a short list named Asia PCB Designers. Note that all of the Search terms and Actions apply to the currently selected source.
Clicking the Add Source link opens a new Add Source window where you can choose any Short List or Job Order to view members of the list or Applicants to the Job.
[image: ]
Under the Source tabs is a single row of controls that enables you to configure the display format of the results, as well as take action on the selected results. 
[image: ]
The controls are, from left to right:

	[image: ]
	The Actions drop-down is enabled after you select one or more results. Depending on the source, you can send emails, add people to a list, apply to a job, etc. 
Once an action is taken, it is displayed as a dedicated Last Action Button to make repeating the action convenient. In the example shown, add selected candidates to this particular Short List.


	 [image: ]
	The number of results is displayed for the current Query. If shown, a + sign indicates that the number is an estimate.
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	The left control expands the detail section to provide a List/Detail view, which is discussed below.
The right control is known as the Waffle. It enables you to add and remove columns and rows from the list view and column view.

	[image: ]
	The next control allows you to limit the names presented to only the selected rows or to show all.
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	This control selects the number of rows displayed on one page. 
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	This control displays the current page number (number on left) and total number of pages (number on right). The arrows enable you to go to the previous (left arrow) or next (right arrow) page of results, if they exist.



[bookmark: _Toc339645644]Results Area
Once a search is complete, the results display in the main area of the screen.
[image: ]



[bookmark: _Toc339645645]Side Bar Search
The final major section of the screen is the Side Bar Search control.
	[image: ]

	The Clear All button removes all filters, but gives you a chance to save the parameters before losing your work.

The Side Bar Visibility control [image: ] enables you to hide the side bar in order to gain back more viewing area for the search results. You can also adjust the amount of space the side bar requires by clicking on the right edge and dragging to the desired size.

The saved searches area enables you to save and recall candidate searches, manage searches, and manager your named filter lists.

The Gear control [image: ] provides access to the settings that impact the filter as a whole.

Some filters will present a dark blue “pill” control. The down arrow expands the filter to reveal additional settings. Clicking the black X deletes the filter.


[bookmark: _Toc339645646]Search Modes
Sourcing Center supports two search modes:
· Boolean
· Job Match
[bookmark: _Toc339645647]Boolean Search Mode
Boolean search mode provides the user with a powerful combination of:
· Boolean Search against the Candidates’ text resumes. 
· Filtered Search against the information stored in the Candidates’ database records and any of their Applications to Jobs.
[bookmark: _Toc339645648]Boolean Search Support 
Search terms entered into the main search bar search the text of the Candidate’s latest CV. The search bar supports search strings up to 1,100 characters long. Within this limit, we support an unlimited number of parentheses pairs, and up to five levels of nesting. Multiple levels of nesting may result in a slight degradation in performance and should be avoided, if possible. 
AND, OR, and NOT keywords are supported and are case-insensitive. 
Multiple keywords separated by space are assumed to be OR connected. 
Searching for: 
Product Manager 
will bring back all candidates with the term Product OR Manager. Results with the highest ranking will generally have both. To ensure both terms are present, explicitly include the AND keyword, such as: 
Product AND Manager
This will ensure that both terms are in the resume somewhere, but not necessarily used together in order.
Unquoted terms are stemmed in the language of the Candidate’s CV and may match any variation of the term. For the Product Manager search, you will see results that match Products, manage, management, and any other form of the root words Product and Manage. 
To ensure an exact match, enclose the words in quotes, like this:
“Product Manager”
This not only ensures the matches will be in the order shown above, but it will also turn off stemming, so that only the forms Product and Manager will be accepted.
Searching for all terms is case-insensitive, whether quoted or not. For example, the following search terms are all equivalent and return the same results:
· Product
· product
· PRODUCT
· prOduCt
[bookmark: _Toc339645649]Side Bar Filters
The filters on the side bar apply to the fields of the database record for Candidates and Contacts, along with information stored in any application records for Candidates and Account records for Contacts.
These filters apply in addition to the Boolean search terms mentioned above. 
[bookmark: _Toc339645650]Candidate Ranking
In Boolean search mode, we develop a Candidate Ranking of 1-100 based on the presence of both Boolean and Filter search terms in the Text Resume. The value is derived from a combination of factors, including the number of times that a term is found and the position of the term in the document. The numbers are balanced against the other results and should serve as a relative strength indicator and not as an exact score for the candidate. 
The Job Match search mode provides more control over how to score candidates.
[bookmark: _Toc339645651]Job Match Search Mode
A Job Match search differs from a Boolean search in three important ways:
· It relies completely on Filter Terms with no Boolean search component.
· It requires a Job Order with ideal candidate specifications to generate the initial search terms.
· It provides an explicit scoring methodology that enables you to have more control over the factors considered in the score.
The following information is required on the Job Order in order to use Candidate Match:
· A Location for the job represented by a Location Object that has enough information for geocoding. (See the section on location filters above.)
· A desired Radius for Candidates to be considered.
· One or more Qualifications which list the Skills required of the Candidate.
· A Minimum and Maximum Salary specification for the Job.
· A Job Title.
· One or More Target Companies where the Candidate is currently working or previously worked.
Job Match consists of two distinct stages. 
The first stage identifies a set of candidates to be considered by using Must Have filters to eliminate candidates that are not worth considering. This is important to ensure that less than 5,000 candidates remain to be scored. Scoring is an intensive process that will take too much time if too many candidates are considered.
The second stage scores those candidates that remain using Nice to Have filters. Nice To Have filters are represented in a light blue color to distinguish them from the dark blue Must Have filters. 


[bookmark: _Toc339645652]Initial Search Settings
Parameters from the Job Order are used to form the initial search and score. The exact parameters and settings are currently set for all users in the org through a Custom Metadata setting called “Sourcing Center”.
[image: ]
To access this record go to Setup and Type “Custom Metadata” into the Quick Find Search box. Click “Custom Metadata Types” and then location Sourcing Center in the resulting list. Click Manager Records next to the Sourcing Center Type line item and then Edit on the Sourcing Center Record.
The Top section controls the default Must Have Filters and the Bottom Section indicates which filters should be used for scoring.
Must Have Filters
The following Must Have filters may be created by default to help narrow down the candidates to be considered:
· A Location filter eliminates candidates who do not currently reside in a given Location. Choices are:
· No Filter
· Must Have Country
· Must Have State
· Must Have Radius
· A Skills filter eliminates candidates who do not have one or more qualifications. Choices are:
· No Filter
· Must Have Any (1 or more)
· Must Have All
· A Target Companies filter check box requires that the current or a previous employer be included in the list of target companies provided.
· A Job Title filter provides the choice of:
· No Filter
· Current Title
· Current or Previous Title
· The Last Activity filter requires that some interaction has occurred recently with the candidate. Choices are:
· No Filter
· < 30 Days
· < 90 Days
· < 180 Days
Additional Must Have filters may be applied and the Default Must Have filters may be modified in order to increase or decrease the number of candidates to be considered.
[bookmark: _Toc339645653]Default Nice to Have Filters
Four Nice to Have filters are generated for the initial scoring:
· Score Location.
· Score Title
· Score Skills.
· Score Target Companies.
If all four were selected, each would make up 25% of the final score. Adding a fifth filter type would make each type worth 20%. In the future, we will enable the user to change the relative weighting of the filters.
The Radius filter generates a score based on the actual distance from the Job. Living at the job site is worth 100%. Living just within the Radius limit on the Job Order is worth 33%. Candidates who live outside the Radius, but within 1.5 times the Radius are still awarded scores between 0 and 33% for this filter type.
A candidate whose current title is a match gets 100% credit for the category. A candidate with a previous title that matches gets 50% credit.
Matching skills are equally weighted. Matching all will generate 100% credit for the Skills; matching one out of four would generate 25% credit. 
As stated above, the score for each of these four standard filter types is combined to generate a final score in the range of 0-100%.
[bookmark: _Toc339645654]Additional Nice to Have Filters
Additional Nice to Have filters may be added or existing Nice to Have filters may be modified in order to further dial in the scoring of the candidates. This is useful if there are too many candidates near the top with similar scores. 
Employer is scored just like Title based on Current Company and Previous Company Employment History.
Certifications is treated like skills. Award credit for each match and divide by the total number of Nice To Have Certifications to calculate the score.
School is an all or nothing match. If the Candidate has any of the schools provided in the list, they get 100%. If no match, they get 0%.
Degree and Field of Study will be simplified in this pass. They get 100% for match and no partial credit for lesser degrees. If the user has a Masters or PhD and does not list their Bachelors, we will not assume they have one in this pass. 
Application Stage and Last Activity Date are more likely to be used as Must Have filters, but if they are used as Nice To Have filters we treat them as all or nothing, as well. If there are multiple filters in each category, we will treat them like Title. Any match counts.
Lists are all or nothing, as well. If the candidate is present in the list, they get full credit. If there is more than one list provided, they work like skills. A candidate’s score is the number of lists they appear in divided by the total number of list filters with Nice To Have attributes. For example, five list filters are specified with two of them Must Have and three of them Nice To Have. A candidate must be in the Must Have lists or will be knocked out. If they appear in two of the three Nice To Have lists, they will score 66%.


[bookmark: _Toc339645655]Standard Filters
The table below lists the Sourcing Center standard Filter Types for the Candidate Records.

	Filter Type
	Candidate
Contact
Both
	Must/
Exclude
	Contain
Starts
Exact
	Options or Parameters

	Location
	Both
	
	
	City, State/Province, Country, Postal, Radius

	Contact
	Contact
	X
	
	First Name, Last Name, Email Address

	Skills
	Candidate
	X
	X
	

	Employer
	Candidate
	X
	X
	Current, Current or Past, Past

	Company
	Contact
	X
	
	Company Name, Industry, Min/Max Employees, Min/Max Revenue, Account Type

	Title
	Both
	X
	X
	Current, Current or Past, Past

	Salary
	Candidate
	X
	
	Current More/Less Than. 
Desired More/Less Than.

	Certifications
	Candidate
	X
	X
	

	School
	Candidate
	X
	X
	

	Degree
	Candidate
	X
	X
	Current, Previous, Either

	Field of Study
	Candidate
	X
	X
	

	Application Stage
	Candidate
	X
	
	Application, Submittal, Interview, Offer, Placement

	Last Activity Date
	Both
	
	
	Before and/or After Date

	Last Modified
	Both
	
	
	Before and/or After Date

	List Filters
	Both
	X
	
	One or more Short Lists



Most of these filters are intuitive. Others require a little more detail, which is provided in the table below. 
The following table documents the fields searched by each filter.
	Filter Type
	Jobscience Object
	Jobscience Field (API)

	Location Radius
	Contact
	Latitude, Longitude

	Location No Radius
	Contact
	Mailing City, Mailing Postal Code, Mailing Country, Mailing State

	Skills
	Skill
	Skill Name

	Employer
	Employment History
	Employer Name1

	Company
	Account
	Company Name, Annual Revenue, Employees, Industry, Type

	Title
	Contact
Employment History
	Title2
Job Title2

	Salary
	Contact
Contact
	Current Salary
Desired Salary

	Certifications
	Contact
	Certifications

	School
	Education History
	School Name

	Degree
	Education History
	Degree

	Field of Study
	Education History
	Major

	Application Stage
	Application
	Stage

	Last Activity Date
	Task
Event
	Date
Date

	Last Modified
	Contact
	Last Modified Date

	List Filters
	Short Lists
	Member of the List


Notes:
1. Considered Current Employer if History Record has no End Date.
2. Considered Current Title if it comes from the Title Field, or if it appears in an employment history record with no End Date.
[bookmark: _Toc339645656]Before and After Filter Types
Before and After filters are not strictly speaking before and after. The qualified dates will actually include the given date. For example, if the filter says before 2/4/2015, it will match items with the date 2/4/2015, as well as any earlier dates. 


[bookmark: _Toc339645657]Location Search
Location Search supports two search modes: Radius Search and Address Match on City, State, and/or Country. 
In order to perform a Radius Search, a search filter must contain one of the following combinations:
· A Postal Code and Country 
· A City and Country 
· A City and a State/Province
Any combination will enable a Geolocation to be calculated. If none of these combinations is provided in the search, the Radius control will remain inactive and set to 0. Once sufficient information is available for a Radius search, the control will become active.
To match a Candidate, the Latitude and Longitude fields of that candidate record must contain valid geolocation data for the candidate’s address. Candidates must have the same combination of Postal Code, City, State, and Country listed above in order to generate an accurate Location. If a candidate does not have field values for Lat/Long, check the Mailing Address fields for valid information. Correct any misspellings in City and Country. We accept Country names in most common languages, but to be sure, use the two-character ISO code for the country. For example, United States is US, Germany is DE, France is FR, etc.
If the Radius control is set to zero, the search becomes an Address search, where we will try to match City, State/Province, Country, and Postal Codes exactly. We recommend Radius search for City and Postal code searches, but for Statewide or Countrywide searches, set the Radius to 0 and make sure the State/Province and Country are properly spelled on the search input.
[bookmark: _Toc339645658]Text Based Filters
Many of the standard filters are text based in nature. Title, Employer, Company, Skills, School, Degree, and Field of Study are all Text Based filters. The challenge with these filters is that sometimes you want to find a close match and other times an exact match. We have provided for this need by enabling you to select the type of match you want for each filter. 
	[image: ]
	Contains search means the search term must be contained in the field. In this example, “Senior Manager” will match “Senior Manager of Accounts Payable” because that title contains Senior Manager.
Exact match is just like it sounds. The field and the search term must match exactly.
Starts with means that as long as the string in the field starts with the search term, we have a match. Senior Manager of Engineering is a match; Senior Engineering Manager is not.


Note that the search terms default to Contains, since it provides the widest possible match.

[bookmark: _Toc339645659]List Filters
List Filters enable the use of Short Lists to filter the results of search. Candidates either “Must Be” a member of a short list to qualify, or “Must Not Be” a member to be returned in the results.
Multiple lists can be specified to find the intersection of these lists. Only a candidate who belongs to all of the lists provided will be in the results. 
“Must Not Be” a member implements an exclusion list. Perhaps a candidate previously worked at a company, but was not eligible for re-hire. Placing the candidate in this list will ensure that they do not inadvertently show up in a search.
[bookmark: _Toc339645660]Multi-select Pick Lists
[image: ]The Application Stage standard filter is a multi-select pick list. All of the stages are displayed and you can check one or more of the stages. The filter supports both “Must Have” and Any or All settings, but the Gear menu [image: ] will not be visible until at least one of the items is checked.  


[bookmark: _Toc339645661]Custom Filters
Sourcing Center supports Custom filters. They are established by filing a request with customer support stating the name of the field or fields you wish to filter on. Custom filters follow the underlying data type of the filter. Text, Date, Picklist, and Multi-select Picklist are all supported.
Custom filters that were previously installed by Jobscience Support for Powersearch will automatically work with the new Sourcing Center. 
The normal limit for custom filters is ten per org, but if you have special requirements for more than ten, we will evaluate your specific requirements to determine if more than ten filters is possible. 
[bookmark: _Toc339645662]Manage Filters
You may find that there are filters you do not often use, or that the order of the filters is not ideal for your daily use. Select the Manage Filters link from the Saved Searches menu to manage these.
	[image: ]
	[image: ]


The far left checkbox on each row controls the visibility of the given filter. For those filters that support Type ahead, you can enable or disable the feature for that specific filter. Re-order the filters by clicking the handle on the far right and then drag the filter up or down to the desired location.
[bookmark: _Toc339645663]Named Filter Lists
You will often find that you are using the same set of filters again and again. One common use case is variations of a title that you find to be equivalent, such as “Project Manager” and “Program Manager”. Another use case is a list of skills that are similar, such as “Java”, “EJB”, “Java Beans”, or “JavaScript”. A third use case is when you recruit from a list of schools, like the Ivy League.
We have introduced Named Filter Lists to address these use cases.

	[image: ]
	If you have a list of filters already in place that you want to represent by a Named list, click the gear menu [image: ] and click the Add Filters to List button at the bottom. This will enable you to create a new list or add to an existing list.

	[image: ]
	If you want to add a single filter to an existing list, drop the menu for that item and click Add to List. You can start a new list this way, as well.
For example, enter and select Program Manager in the Title filter and then Project Manager, program director, and Director of Projects. Click the Gear menu [image: ] and select Add to List.



	[image: ]
	Click on + New Filter List to assign this list of filters to a single name. For example: “ProgMgr”.
The next time you want to search for these filters, type @ProgMgr instead of the individual filters.


[image: ]
Change the Gear menu [image: ] to Any or All based on your particular need. In general, a list like this will use the Any setting to return candidates with Any of these titles.
Also note that settings on the individual filters must be consistent before adding them to the list. If your intention is for Current or Previous titles to match, then ensure they are all set properly. 
If you do not remember the named filters available for a given filter type, simply type @ and your filter Names will appear just like type ahead suggestions for the actual values.
You can also find a “Manage Filters” link in the Saved Searches menu at the top of the filter side bar. This pop-up will enable you to view and manage all of your named filters for all filter types.
[bookmark: _Toc339645664]Views

[image: ]The best way to understand the views available is to experience them. For any search results, you can switch between the various views without impacting the results.
Click the View drop-down to see the views that are available to you and to select the view you want displayed.




	





[bookmark: _Toc339645665]List View
List view defaults to a four-line view similar to the one we provide in Powersearch. 

[image: ]
The other variation view is a single line list view (Compact List), which shows more candidates per screen. 
[image: ]
Notice that the views support different columns by default and are customized separately. Changing the columns on the single line view does not impact the four-line view.
[bookmark: _Toc339645666]List Detail View
A variation on the List view is called the List Detail view since it displays the result list of candidates, but also enables you to review the details for each candidate.
[image: ]To enable this view, select List + Details from the View drop-down and then select one or more candidates. This expands the detail section of the page.
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You will see on the detail section a choice of views that currently includes:
· CV—to view their CV. 
· LinkedIn—to view their LinkedIn profile.
· Activity—to view any open or past tasks and events associated with this candidate.
· Quick Action - The + button enables you take one of several Quick Actions which generally includes:
· Chatter Post
· Log a Call or a Note
· New Task or Event

	[image: ]
	Note that the Quick Actions in your org are controlled on the Contact Page Layouts. If you don’t see the action you expect, please ask your system admin to enable it for you.
These actions can also be enabled on other views by adding the “Notes” column to the layout.



[bookmark: _GoBack]Note that the CV and LinkedIn views follow the same rules as the CV and LinkedIn views covered below.
[bookmark: _Toc339645667]Column View
The Column view is designed to compare a few candidates against a specific set of attributes that you can define. To enable this view, select Columns from the View drop-down.
The Waffle control enables you to add rows to or remove rows from the comparison. An additional control appears. 
[image: ]


[bookmark: _Toc339645668]CV View
The CV view provides the PDF version of the Candidate’s CV, if uploaded. The first variation enables you to view one, two, or three CVs at a time. Based on the size of your screen, you may not be able to view three at once and still read all of the information. 
The second variation provides a JCard plus CV view. JCards provide a way to display specific data from the Candidate’s database record in a standard way. They are completely customizable so you can pull in information that is not necessarily on the CV, but that will help in making decisions about this candidate.
To enable this view, select CV from the View drop-down.

[image: ]

[bookmark: _Toc339645669]LinkedIn View
LinkedIn Recruiter view provides a real time LinkedIn profile for this candidate. It requires that you have a LinkedIn Recruiter account with LinkedIn. To enable this view, select LinkedIn from the View drop-down. The first time you select the view, you will be asked to provide your account credentials. Subsequently, you will be able to go directly to this view.
To view a LinkedIn profile, the candidate record must have a valid LinkedIn User ID field. If none exists, LinkedIn will display a list of likely candidates to choose from based on Name, Company, Title, etc. Select the correct Candidate to set this field for future use.


[bookmark: _Toc339645670]Customizing List and Column Views
At the top of the List view you will see the column headers, which look like this:

[image: ]

Hover over the vertical line between columns to adjust the size. Click on the column and drag it left or right to reorder the columns. Click the “Waffle” control in the upper right to reveal a list of columns like this:

	[image: ]
	Remove a column from the display by unchecking its box. Add a column to the display by checking the box of the appropriate field. 
If you know the field name, you can use the filter box to reduce the number of fields shown, where the search term appears anywhere in the name. For example, searching for “Name” will match “Last Name” and “First Name”.
Even custom fields that are specific to your org are available for display.
Column view is customized in much the same way. Click the Waffle control to add or remove rows.


[bookmark: _Toc339645671]Actions
Actions are applied to all of the candidates who have been selected, either on or off screen. If you have selected candidates across many pages, it might make sense to choose the “Selected” view to display only those candidates selected and then page through those, if necessary, to verify that you want to take action on all of them.
	[image: ]
	The list of Actions available depends on the source. For example, if the Candidates database is your source, you can add Candidates to a Short List, but if you are selecting Candidates in a Short List as the Source, you can delete them from the list, as well.
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	When selecting an action that requires a Short List or Job Order, a pop-up dialogue will open to let the user select the List or Job. 
New Short Lists can be created on the fly as well, but new Job Orders cannot. Job Orders are too complex and require too many details to create.



As new sources are supported, new actions are likely to become available, as well. 
[bookmark: _Toc339645672]Sources
Candidates and Contacts are the default Sources for Sourcing Center. In fact, the tabs can not be closed. 
Currently, there are two other Sources supported: Short Lists and Job Orders. The Sources can be opened and used the same way Candidates and Contacts are, namely as a list of candidates to filter, order, and take actions on. 
[bookmark: _Toc339645673]Short Lists
A short list can be opened explicitly through the Add Source link. If you add candidates to a Short List, it will open up as a Source tab if it is not open already. Please note that the search filters that are in effect for the Candidates and Contact tab are ALSO in effect for the Short List Candidates. This means some or all of the Short List members may be filtered out. 
Note: If you want to work with all of a Short List’s members, please clear all of the search filters to ensure that they will all be displayed. 


[bookmark: _Toc339645674]Job Orders
When we refer to a Job Order as a Source, we actually mean the list of candidates who have applied to a given Job (i.e., Applicants).
You can open a Job Order tab explicitly or when a candidate from another source is applied to the Job.
Support for Applicants in Sourcing Center is limited. The Application Management System (AMS) is a much better tool for moving candidates along the stages of process in a Job Order. The notable exception is the use of ideal candidate filters to cull out and reject unqualified candidates who apply though the Job Board. According to one customer, up to 80% of applicants to a Job do not meet minimal requirements. Sourcing Center can easily identify those who do not meet the minimal requirements and reject them from the process.
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