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Keyword: Enter partial job title and press B.58 ¢ 2. Click Candidates and Requisitions.
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Status: :
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Requisition Dashboard

Qualifying Candidates

Requisition Dashboard

B. b5 v 4

Hiring Manager Review: 27 [EeITEN ] Hire: 0 Disposition: 0

View ALL Applicants:
1 Hiring Manager Review = 27 applicants.

| Records per page =10

§ Use the highlighted arrows in the lower
right corner to advance.

HR Contact

Double-click applicant to view job
application & attachments
#6357 - 010422 Director

Records Per Page: | 2 | Records Per Page: 10

44>

View Candidates’ Applications

Resumes T |-30'rc—5|:—nnr_anc,e 1 | nierviews: 0 |53'2r=.— ngs: 0 | Motes: 1 | Attachments: 3
—
| At A Glance view and
Resumes,

Talent Profile Sen?_' 7 Open cover
Question Resulis Source: | Online ~ | to letters.
Specific Source: | Buresu of H Re‘"ew website - |
Caomespondence —
=T v— |
nisnews Application -
References. Deta'l TabS

Contact Information

Application Status

Personal Information

1. Find a candidate to consider.

2. From the candidate’s application click
Actions -> Move to Qualifying.

(Not required, but useful to organize
applications)

opson= - ODispositioning Candidates©

Managers: Please do not

disposition candidates BHR will
sposition Candids handle.

Navigation Tips

>Slow Load Time? Speed the processto [\ / ,
load your candidates. -

Maove To Qualifying

From the Requistion Dashboard - Enter your
Hiring Manager number and press TAB

>View Applicant’s Resume or other Attachments in
separate window.

Right click on a candidate’s application -> Select
Drill Around->Attachments. The attachments

: . . open in a separate window.
Print Applications

To view and print a Word document that contains most of a candidate’s application information, click
on a candidate’s attachments and open the document titled EXT HIR MGR SUMMARY or INT HIR MGR
SUMMARY.

Responses to screening questions as well as other attachments are not part of the application Word
document and must still be accessed in Manager Space.

After a job closes, you will receive an
email that includes a Requisition List
indicating all preference candidates.

* Preference is also noted in the Notes

. . . . . . . section of the Candidate’s application.
To Print Question Responses - click Options > Print to File. This will create a PDF document.
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