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Applicant Review Guide
Note: Be sure to ‘Allow pop-ups’ for the Talent Acquisition System (TAS)

Applicant Visibility

Applicants become visible for review as soon as they apply to the position and status is set to “Under
Review by Search Committee (New)”. Originators, Hiring Managers, and Approving Authority users can
view applicants from the Dashboard by clicking Jobs Open.

Note: If Search Committee Chair or Members have been assigned to the posting, they will also have
access to the applicants at this stage of the process.

My Dashboard

Welcome Harry, this is your Dashboard where you will see all your tasks oerganized in various stages.

3 ~
.

Position Description

My position description - Under review

( Manage position descriptions and create... )

Advertisements

6 Advertisements

Search committee review

1 Jobs requiring panel review

Postings
17 Jobs open

28 Team Jobs open

Applicant Progress Board

A holistic view of the applications for each
active Job you are recrulting for

( Review applications )

.

Offers

0 Offers awalting your approval

14 New hires

LS

Approvals
1 Jobs awaiting your approval

14 Approved

\
Applications

O Jobs have applicants for review

1 Applicants assigned to you for review
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Viewing Applicants On the My Panel Jobs page, there is a list of jobs along with the Status of the job
posting. To the far right you have the option to Review applications.

My jobs

Visibility Status
Anljobs Myjobs A Current Non-current
£ Settings

3 saarch results

Date added = Request Provider First Name Reports to Provider First Name

Review applications  View job

292284 HRRep Unit Coord Mar 28, 2023 Cancalled Hary Hire.
292285 Program Specalist St Mar 28,2023 Cancelled Hary Hire. Review applications  View job
292285 Program Specialist St Mar 28,2023 Cancelled Harry Hire. Review applications.  View job

1. From this page, users have access to view the applicant's resume and application form via the

icons beside their name.
a. Users have access to bulk move applicants from the list view based on the color coded

icons picked next to their name.

= PageUp® wm

@ 492260 - Airframe & Powerplant Mechanic » | JobStatus: Offer Position: 1 Owner: Time Onginator  View Job © Gukded tour

Switch to card view £ Table Settings

= wmers | | fmiooking for '

Application status & Screening activities &

* _ Application Resume — ——
(e Y] - Background Check In Progress + New activity Progress [ Deciine |
o o Form

Appiication Rasumo i
[-Zele] = Under Review by Search Committee (New) + New activity o Progress | Deciine | £

foYere] Recommend for hire (Offer Card Launches) + Mow actvry - Decmne | §

L Appicaton Resume .
000 Background Chack Complatad + Mew activmy. I Progross || Doctine |
- Form o =

1-4results out of 4 v

Swikch 1o previous Manage Applications expenience

© 2selected A 2selected n @ 0ol Bulk Actions ~ [P Press ESC to deselect all
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Bulk communicate .

Bulk compile and....
Bulk apply
[Switch to previous|
SRR e Manage Appl Bulk assign

Bulk Invite to apply
Bulk move and s...
Bulk reference ch...
Bulk send

Bulk taskireminder

@ 2selected ~ 2selected A @ Osclected Bulk Actions v

b. Users can sort applicants based on First Name, Last Name, Submitted Date (ascending
and descending) and Outcome. Sorting is completed for each group of applicants within
an application status.

2. You can also switch your view to “Card View”
a. Inthis view you can drag & drop applicants into any of the Application statuses
available.
b. You can also do “Bulk Actions” from this view.

= o o ontitoms
= PagelUn® s Jobs  People  Reconti
492269 - Airframe & Powerplant Mechanic *  sob status ot Postone 1 Heing Managr: Time Ongistr  View job ©Homtouwss  Manage Applcatons
Juick flcers | Under Review by Search Co. Recommend for hire (0ffer. Send Offer Letter (Onlin 0. Offer accepted () Offer Accepted. Form Com Background Check in Progs Background Check Comple.
Stauses
- 1. =3 = _. —=3!
Sheristod Applicants Las Crucos. =0 Las Crucas =0 © Paso. =0 T CTteE =
R Spec. Assc 4 Soacelnt cottymst R Spocias
Current Acpicanon Statuse
Intemal Applications
Fom  Resume Form  Resume Form  Resume Fom  Resume
Fags
9 Schodulo torvicw & schocute monion
saloctan
Changostats  Progress v OO | | Changestats o

st interviow Decined (0)
Interviewed, Not Selectod (Send E.. (0)
Campus nterview 0)

Reforance Check - Latters of Reco._ (0)
Recommend for hire (Offer Card La... 1)
Send Offer Letter Oriine Oficr Ma... ©)
Oeraccuptea)

Offer Accepled. Fom Compiete (0)
Bockground Check Infiated (0)

Background Check i Progress )

Background Chack Completad )
Backoround Chieck Unsuccasstl (0)

Appicant declined (0) v
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Note: To bulk compile a PDF of applicants with application documents, click the “Bulk Action” at the
bottom of the page and select “Compile & send” this will give you options of what you want to send to
yourself by email.

PageUp’ =) Jobs  People  Recentitems Quicksearch Q,  Time [

Bulk action status: | @ 2Applicants  Complete
You have selected 2 applicants to compile documents for, please select the documents you would
like 10 include.
Application details
Applicant personal details
Profile
Application form
Additional form
New hire form
Application notes
Onboarding Form
Completed internal reference check forms

Completed online reference check form

Applicant documents
Cover letter

1 Cover Letter - System
) Offer Letter
Other - Applicant

Resume

Faculty Credentials & Qualifications Form

Faculty P&T Committee Review/Approval

HR USE ONLY

HR USE ONLY - Equity Review

HR USE ONLY - Experience Calculator

Qi

Interview Notes
Mail matcher document
Other - Recruiter

Salary Supporting Memo

Unofficial Transcripts (Undergraduate and Graduate Combined)

Print options

Format for double-sided printing

Create PDF Cancel

3. You can view, change status or view offer status of individual applications by clicking on the
applicant's name
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>

@ vou this applicant's the Job Alrframe & Mechanic. Only tothis
application will be shown.

TEST Applicant

i

Viow prafilc View raferancos
Address 0000 south stroet Pnane

Las Crucos, Now Moxico
00000, Unaa States

Original source Word of mouth e-Zinas comms hokt No

Applications  History  Scheduled emails  Resume

@ 492269 - Airframe & Powerplant Mechanic

Date submitted Status changed Apr 4, 2023 Offer Resume
War 23,2023 Recommend for hira (Offe Omd incompiats View
View
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