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Accessing HR interview notes through the ORC autogenerated email: 

 

1. The hiring manager will receive the following email once a qualified candidate has been 

routed to them in ORC. 

 
2. Click the link provided in the email to view the candidate(s) in ORC. 

3. Click on the candidate’s name to open their job application. 

 
4. Click the Attachments tab on the left-hand side of the screen. 

 
5. The HR interview notes will be saved as an attachment under Internal Documents. 

6. Click the arrow next to the attachment to download and open the interview notes. 
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Accessing HR interview notes through ORC: 

 

1. From the Oracle home screen click My Team on the top banner 

2. Click on the Hiring tile 

 
3. This will take you to the Job Requisition screen 

4. Click on the Applications link next to your open requisition  

 
7. Click on the candidate’s name to open their job application. 

 
8. Click the Attachments tab on the left-hand side of the screen. 
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9. The HR interview notes will be saved as an attachment under Internal Documents. 

10. Click the arrow next to the attachment to download and open the interview notes. 

 
 


