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Reviewing Applicants 

*Contingent on permissions and team settings* 

What you need to do What you will see 

STEP 1:  

In the ‘New Job’ box, click the ‘jobs 
open’ link. 

This will prompt you to the ‘My Jobs’ 
open menu. 

  
STEP 2:  

Once clicked, you will be prompted to 
the ‘My jobs’ page- here you can see 
any open, closed, pending or approved 
jobs you may have in the system. 

 

To sort positions by status, click the 
drop down arrow in the ‘Status’ 
window. 

 

To view the job card, click the ‘View job’ 
link on the right hand side of the page 
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Reviewing Applicants 

*Contingent on permissions and team settings* 

What you need to do What you will see 

STEP 3:  

Click the ‘View applications’ link on the 
left top corner. 

 

  

STEP 4:  

You will be prompted to the applicants 
list. Here you can sort applicants and 
create your offer. 

 

To view applications scroll to the right 
side of the applicants name and click 
‘View application’ 

 

                              

   

*HINT* 

Another way to download resumes 
without viewing the application is by 
clicking on the icon pictured. 
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Reviewing Applicants 

*Contingent on permissions and team settings* 

What you need to do What you will see 

STEP 5:  

After clicking ‘View applications’ you 
will be prompted to the ‘Applicant Card’ 

Here you can review applicant’s 
resume, cover letter etc. 

 

 

  
STEP 6:  

In the Applications section of the 
‘Applicant Card’ you can view any 
history of applications submitted to any 
other open positions within your 
department. 

From this section you can also create 
the offer and start the hiring process for 
the applicant. 

 

(Follow next steps in the Making an 
offer section, page 26) 

                              

   

 

 

 


