MSAD 75 Applicant Tracking Tool

Hiring Manager / Principal Instruction Guide

MSAD 75 Applicant Tracking Login Link
https://link75.tedk12.com/sso/Account/Login

** If you do not know your login credentials, please contact the MSAD 75 HR

department.

TABLE OF CONTENTS

Understanding the Management Portal and SchoolSpring
Request to Post a Job (The Job Requisition Form)
Process for Replacing a Current Employee
Process for Requesting a New Position
The Management Portal Dashboard
The Application Manager
Application Manager Icons Explained
How to Navigate an Application with the Blue Folder
Adjusting an Application’s Status

Application Status Definitions, When To Use Them and Automated Emails

Requesting an Interview with an Applicant
Recommending a Candidate for Hire
Performing Bulk Actions with the Application Manager Button

MSAD 75 Applicant Tracking Tool — Hiring Manager / Principal Instruction Guide
Document Last Updated 02/22/2024

Page 1 of 19

00O ~NO WWN

11
12
13
17
18


https://link75.tedk12.com/sso/Account/Login

Understanding the Management Portal and SchoolSpring

MSAD 75 has purchased the Applicant Tracking tool from PowerSchool. There are two sides to
Applicant Tracking: the administrative management portal (used by HR and hiring managers) to
manage workflows and review applications, and the public job board and application portal
(used by applicants). The public job board is called SchoolSpring.

SchoolSpring is a national job posting database. On SchoolSpring, job seekers can create a
single applicant profile that allows them to apply for jobs across many school districts.
SchoolSpring is where job applicants can also schedule their interviews (if prompted by the
Applicant Tracking automated scheduling tool).

Management Portal: https://link75.tedk12.com/sso/Account/Login

Unified Talent

”_@ Applicant Tracking Welcome to TalentEd Hire Sign Out

APPLICATION
TooLs MANAGER DASHBOARD - REPORTS ~ ANALYTICS = CONFIGURE = SUPPORT

J >
v v e

Posting Management Application Management Interviews & Recommendations
Job Postings Application Manager My Interviews
Requisitions Hiring Approvals
Requisition Approval Job Offer Statuses

SchoolSpring Dashboard: https://link75.schoolspring.com/
H_I@ SChOOlSpring @ sign In/ Register | Admin

Maine School Administrative District No. 75 <31

Serving the towns of Bowdoin, Bowdoinham, %}“ff

. Op,
Harpswell and Topsham since 1969 o
Jobs About
Search Jobs Search State, City, ¢ Category Vv Grade Level Vv JobType e Search Reset Hide Map
All Sort by Date: \
29 results
Van Driver
Maine School Administrative District No 75
Topsham, Maine "
Feb 16, 2024 o)
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Applicant Tracking FAQs

One of my employees submitted a resignation letter. What do | do first?
You will need to submit a hiring requisition form.

I’'m being asked if | have filled out an EPAR. Do | need to fill out an EPAR?

Yes. Either you or your designee must fill out an EPAR form in Infinite Visions. This is a
separate and additional process, and BOTH forms must be completed. If you have any
questions about this, please contact the HR department directly.
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Request to Post a Job (The Job Requisition Form)

If you would like to request that a new position be added to your department, OR when you are
notified that one of your direct reports will be leaving the district, you will need to submit a
request to post a job through the management portal. This is the automated way that hiring
managers will be able to communicate directly with HR and the Business Office about hiring. If
approved, these form requests will also automatically kick-off the process for posting a new job
on our SchoolSpring page.

Process for Replacing a Current Employee

Go to the menu Tools > Posting Management > Requisitions

Posting Management Application Management Interviews & Recommendations
Application Manager My Intarviews
Document Library Job Fairs & Career Days
Document Liorary Job Fairs
Carear Days

Click New Requisition in the bottom right-hand corner of the page.

REQUISITIONS

Reguisition Approval (0)

= Only show requisitions | submitted,
.._‘
[ revisions | sumwrien | aperoven | pewen | assionep o s0s poot | Arcrveo |

Results 0-0 of 0

o Tive Category Location Submitter
DELETE SELECTED ARCHIVE SELECTED EXIT NEW REQUISITION

Copyright © 2005-2023 -
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Complete the following fields in the form:

Position ID — leave this blank; the system will auto-number the request.

Click the “Select Job from Template” text — this will allow you to choose a job from an
existing template. Selecting a template will automatically insert the job title, job details and job

description into this form — this is a big time saver!

NEW REQUISITION

ELwSEiE e @il ow
=% X
JOB TITLE: Tencher ((Mgeral)
REPORTS TO: Mrincial/AMgglant Frincipsl
GENERAL DESCRIPTION
Tha classroom teacher & responsibl delivering high guality instructional experiancs
consistent with the curriculum standardgthe school district, Essential duties for 2ll faculty
members Include: classroom Instruction; cOMigeences with students, parents and colleagues;
ackive participation in the wark of the departm o curricadum develapment, achiviti=s pnd
pedagogy.
QUALIFICATIONS
» Massachusetts Department of Elementary and Secondary WRgnss In specific subject
wa TRABEN rare - Beanon 20 TemOmaes - IDCOR CUDKH o PTES
ES & northandoverpublicdhocls.tedic Loomyhine Searches Searchl obTemp lates azpo
Location *
Saanh Sadet Job Typa: -
Hate: Salecting o tempilate will overwrits The current vaiues on the page
Job Tyse Job Title: Descriptios Duate Up
Litwary besdia Specaisi JOB TWHLE: Litvary Moz Sperisist
vl REPBRTY TO Frie gl Ass sant S o MR
LPH. Licwmoen o Mool Muiss JOB TILE: Ciasucos LM
e RERORTS T b A8er B iemacie dnchon of B chaam Tz =
Freve al - Semeiany JOB TITLE: Elesariay Sonao Fmips
ASmInEiTEn o 1 m
Frmzpel - Wads S OB TTLE: Frecpa
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Scroll down and review the other data fields that the job template has pre-selected for you.
Make any necessary changes as needed. Items marked with a red asterisk are required. If
you don’t know what value to select for a non-required field, you can leave it blank.

If you don’t know what value to select for a required field, or have any other questions while
filling out this form, please reach out to the MSAD 75 HR department.

Shift Type * | 31-40 Hours per week / 36 Weeks per year v|

Salary Code *

Job Tag | Transportation v‘
External Job Application | Transportation v |
Internal Job Application | Internal Application V|
Location * | Transportation Department v|

Posting Status

Minm Qualifications | High School Diploma, HISET, or GED ~ |

Screening

Select your Email Notifications options — If you would like to receive an email for each
application that is received for this job, add your email address to the list by clicking the Add
Recipients button. You can also elect to add additional notifications for when the job posting is
getting ready to expire.

In the example below, we are asking the system to send the user a notification for each
application received, AND to send a separate notification 3 days before the job close date to let
them know that the job will be closing soon. If you would like another hiring manager to also
receive notifications for each application, you can add multiple recipients to this list.

Notifications will be sent when the job is posted. Reminders will be sent at selected time.

Reminder: | None Ml uPDATE ALL

Jessica Factor | 3 days before close date v| x
Adding your name will notify for you every application, and

adding a reminder will notify you when the job is getting ready to close.

Job Application Timeframes — leave this blank

Alternate Job Contact — leave this blank unless you (or another school representative) wants
to specifically be contacted by potential applicants. (Note: The default contact is MSAD 75 HR
department).

References — leave these fields as they are
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Notes to HR — if you have any specific comments or notes that you want to send to HR about
this job, please enter them in this area.

Current Employee — please enter as much information as you have in this area about the
person who has given their notice to leave MSAD 75.

EPAR Section — If you have already created an EPAR for a separating employee, please
indicate this here. If you have not created an EPAR, begin the process of an EPAR in the Infinite
Visions system.

Approval Workflow — Select “I’'m replacing a staff member in an existing position.”

Click “Save and Submit” — you can also opt to click “Save as Draft” and come back to finish
the form later.

Process for Requesting a New Position

If you are requesting a new position for your department or school at MSAD 75, you will need to
manually fill out all the fields covered in the previous section. Then at the bottom of the
requisition form, select the “I'm requesting a new position” approval workflow to kick-off the
appropriate approvals process. If you have any questions about submitting a request for a new
position, please reach out to the HR department directly.

Approval Workflow * | I'm requesting a new position v

Status Draft

Approval Path 1 Jessica Factor Human Resources
Director

2 Jennifer Gagnon  Business Manager
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The Management Portal Dashboard

Within the management portal, you can click on the Dashboard button to see a high-level
overview of all your tasks and all the open positions in your department. The dashboard also
allows you to see any upcoming scheduled interviews, and also allows you to see how many
people have applied for each of your job postings.

Unified Talent

m@ Appllcant TraCki ng ‘Welcome to TalentEd Hire Sign Out

. . APPLICATION
The Dashboard gives you an overview of your tasks TooLs MANAGER - DASHBOARD - REPORTS  ANALYTICS = CONFIGURE - SUPPORT

_ A ) e ~
v i ’ ) j v e (s

Unifiad Talent

[[@ Applicant Tracking

APPLICATION
TOOLS yanaGER
© —

DASHBOARD

MY ACGEPTED INTERVIEWS

My Accepled Interviews in the Next 7 Days (2/20/2024 to 2/27/2024)

Candidate Date Type  Job Location Internal
_ 5] 022172024 - B:00 AM Substitute Custodian  MSAD No. 75 District Offce No

J0B POSTINGS

Resuits 1-10 of 29

Job Title: Location Open {Int) Close (Int) Open (Ext) Close (Ext) #of Apps ¥
Ven Driver Transportation Department  02116/2024 - 0201612024 1
Bus Driver Transpartation Department 02162024 - 02/16/2024 1
Substitute Custodian District Wide 021162024 - 0201612024 1
Substitute Transportation Transpartation Departmant 021182024 - 02016/2024 0
Substitute Educatars {Tea District Wide 0211642024 - 6201612024 o
Substitute Cook District Wide 021162024 - 02/16/2024 - 0
Special Education Coordin~ MSAD No. 75 District O D2116/2024 - 0201612024 0
Speech-Language Pathologi Mt Ararat Middie Schadl 02162024 - 02/16/2024 0
Social Warker -Long Term District Wide 021162024 - 0201612024 0
Basaball Goach (Gr. 7) ML Ararat Middle School 021162024 - 02016/2024 0
B:: | 32
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The Application Manager

To review applications in the management portal, click the Application Manager button in the
top menu.

Unified Talent

I.I.@ Appllcant Tracking Welcome to TalentEd Hire Sign Out
. . . . o . APPLICATION
Review all submitted applications in the Application Manager area’ MANAGER < DASHBOARD : REPORTS - ANALYTICS - CONFIGURE - SUPPORT
_._—-—-—-iv'—-’ = ) j D friss 0
= ) e e

Application Manager Icons Explained

There are three icons next to each application:
Application — click to view the applicant’s application
Application Packet — click to view the applicant’s application and any attached documents (i.e.
resume, cover letter, etc.)
Blue Folder — click, to perform many actions, including but not limited to:
- View detailed access to the applicant’s application
- View applicant’s references
- Schedule an interview with the applicant
- Fill out a recommend to hire form for the applicant

Application Packet

Application D @ Blue Folder

APPLICATION MANAGER
-- Select a Saved Search -- ~
DEACTIVATED VIEW | Default View -

Redlts 1.8 6
Last Name First Name Cont# Status App Date Posting ID Position Title \ t i
testt 5 Apphcation Received OB 172016 g uture Classiied Posions L] i’l“J. ["_—I
A 20 uture Centified Postions ‘ 1L‘1I [:I
Four Appicant 5 nppication Received 0052008 e Track and Field Coach L] iL‘} i)
Tt — . AT 0052008 1 Bus Drive L] i":} [
Anp 0910572008 3 4igh School Math Teacher L i'._*} m
Appication Received Q02008 3 High School Math Teache l’.‘} D
Results 1-90f9  SelectAll(9) Clear Selecled (0)  Export Results S o m
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How to Navigate an Application with the Blue Folder

Inside the Blue Folder icon there are several tabs relating to the applicant.

App and Docs Tab — View the applicant’s application and their attachments. Inside the app
tab, you will note that you can see all the other jobs that an applicant may have also applied for.

APPLICATION MANAGER

PROFILE UPDATED:02/16/24 CID# 7 PID# 39

Substitute Custodian

« Previous Applicant

EMAIL ! REDFLAG INTERNAL | BEGINHIRE |  PROFILE

s | e | nerence | mrcnouno | va | v | sorcmm | comr

Application
Date ¥ Posting Title
1
?-ﬁlg\,ﬁqﬂ Substitute Custodian

l

ALY APPLICATIONS

Application
Date ¥ Posting Title

021672024 y . ’
B 19:48 AM Substitute Custodian

0271672024 §
19:18 AM Bus Driver
0271672024
10:09 AN

0251652024

1005aM  Cook

Prescrean
Active Status Rating Hired

Yes Application Recsived B @ EDIT

Job Description HOURS: Both daytime and nightime hours available *-"
SALARY: $22.44/hour

ESSENTIAL FUNCTIONS:

Complete maintenance of assigned work areas in buildings and on grownds.

Maintain daily work schedule; including, but not limited to, unlocking and securing doaors,
cantrolling lights, daily checks of systems for heat and ventilation, emptying wastebaskets,
sweeping, mopping, washing and waxing floors, vacuuming, dusting and cleaning bathrooms.
Set-up and take-down for special events and functions.

Act as a contact for individuals and groups wsing school facilities outside normal school hours,
Remove snow, salt and sand walkways when necessary.

Prascreen
Activa Status Rating Hired

Yas Application Recsived B @ A EX
Mo Position Filled/Closed a '@ O EL

Paraprofessional I, 11, Il - Prek Mo Application Under Review B @ En EX

Mo Application Under Review D @l m EDIT

Click the Docs tab to view all supplemental attachments and additional documentation.

| reresence | msx | soreewns [ woes |

MSAD 75 Applicant Tracking Tool — Hiring Manager / Principal Instruction Guide Page 10 of 19
Document Last Updated 02/22/2024



Interview Tab — Use this tab to schedule an interview or to submit a recommendation to hire
form.

m I INTERVIEW | REFERENCE SCREENING

Reference Tab — Add or review references; add reference survey results.

ser | oocs | mremew —

Task Tab — Not in use at this time

Screening Tab — If you conduct a pre-screen phone call, please enter the results here by
clicking the “Add Screening Result” button and following the prompts within the form.

m DOCS INTERVIEW REFERENCE BACKGROUND m TASK CONTACT NOTES

SCREENING RESULTS

O Screen Date Screened By Screen Type Score Comments

Mo Screenings

ADD SCREENING RESULT

Notes Tab — Add any internal notes. Notes entered into this area will not be seen by the
candidate. If there is feedback that other potential hiring managers or HR need to be aware of,
this information should be added into this notes section.

MSAD 75 Applicant Tracking Tool — Hiring Manager / Principal Instruction Guide Page 11 of 19
Document Last Updated 02/22/2024



Adjusting an Application’s Status

You can change the status of an application at any time so that on both the management
dashboard and SchoolSpring, the applicant’s application status will be marked the same.

APPLICATION MANAGER
| -- Select a Saved Search -- V|

Search

Start typing to search on First Name, Last Name or Pasition Title.

DEAGTIVATED VIEW: | Default View v

/ Results 1-4 of 4
(] Last Name First Name Conf# Status App Date Posting ID Position Title
O 30 Application Received 02/19/2024 43 Wan Driver D @l‘ D
O 29 Application Received 02/16/2024 39 Substitute Custodian D @i D
O 28 Paosition Filled/Closed 02/16/2024 42 Bus Driver D @f D
0O 26 Application Under Review 02/18/2024 19 Cook D @.‘ o

1

To change the status, select the user(s) from the Application Manager list that you would like to
adjust. Scroll down and use the bulk actions menu to change the status. In the bulk actions
menu, select Application Status and click GO.

DEACTIVATED VIEW: | Default View o

Results 1-6 of 6

O Last Name First Name Conf# Status App Date Posting ID Position Title

O Application Received 02/21/2024 21 HiSET ELA Teacher D @i D
O Application Received 02/20/2024 38 Substitute Cook D @ D
O Application Received 02/19/2024 43 Van Driver D @i D

Application Reviewed / Pu... 02/16/2024 39 Substitute Custodian D @i D
v Application Reviewed / Pu... 02/16/2024 42 Bus Driver D @i D
v Application Reviewed / Pu... 02/16/2024 19 Cook D @i D

1
Res§lits 1-6 of 6 SelectAll (6) Clear Selected (2)  Export Ressis ' BulRActions: o m
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You can adjust the application status in this menu by selecting the appropriate dropdown menu.
Please note that the candidate will be able to see this content on SchoolSpring!!!

EDIT APPLICATION STATUS

Last Edifed by: on 0216/2024 10:48 AM

No Application Status History

Awvailable

This information is seen by the candidate in the Candidate Self-Service area.

Application Date

02/16/2024 11:48 AM

Application Status
This status will be seen by the candidate

Application Comments

These comments will be seen by the candidate

v Application Received
Application Under Review
Hired

CAUTION! The status and
comments put in this area
CAN BE SEEN by the

Hired for Other Position

Inactive

Incomplete Application/Missing Info
Position Filled/Closed

Application Status Definitions, When To Use Them and Automated Emails

Application Status Value

When to use it

Does it send an
automated email?

Application Received This is the default value that each application is set Yes
to when it is received inside the system.

Application Under Review | This status should be selected if the candidate’s No
application is currently under review.

Application Reviewed / This status should be selected if you do not want to Yes

Pursuing Other Candidates | pursue this candidate.

Hired This status is auto-selected during the hiring No
workflow, and should not be manually selected.

Hired for Other Position This status can be selected if a candidate applied for No
multiple positions, and was hired for a different
position.

Inactive Applications more than 365 days old will No
automatically move to the Inactive status.

Incomplete Application / This status should be used as an internal flag to Yes

Missing Info indicate that additional outreach to the applicant is
needed for more materials.

Position Filled / Closed This status should be used if the candidate is not Yes

selected for the position.
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Requesting an Interview with an Applicant

Click the Application Manager button. Click on the Blue Folder for the applicant that you would
like to schedule an interview request for. Click on the Interview Tab. Click the “Schedule
Interview” button.

DOCS INTERVIEW REFERENCE

| sk | screenno | wores |

e [ ooes | nremuen | nerensice | saorcroms | va | o | soremw | cowor | nres
SCHEDULING

(] Schedule Status Date Type Job Title Interviewer(s) Results Count

No Interviews

0 Selected Select All Clear Delete 0-0 of 0

e gl SCHEDULE INTERVIEW

Add yourself as an interviewer by clicking the Add Interviewers button. If you would like to add
additional Hiring Managers to this interview session request, you can add the here as well with
the same button. Note: /nviting additional MSAD 75 staff to sit on an interview committee is not
the same functionality as described here. The only users who should be added within Applicant
Tracking should be the hiring managers who are reviewing applications ahead of a wider
interview session. If you have questions about this, please reach out to the HR department.

Confirm that the job posting ID that has been pre-selected is the correct one.
Choose what type of interview this will be from the dropdown.
Select an Interview Location.

Select “Interview Survey” in the last drop down menu.

DETAILS
Interviewer/s*
No Additional Interviewers
-
Job Posting* ‘ 39- i Custodian ~
SN
Interview Location* ‘ v
Interview Survey
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The most convenient option to schedule an interview is to use the candidate to self-scheduler
tool. Select the radio button “Allow applicant to self-schedule...” to enable this feature.

Follow the prompts to set up interview slots. Below is an example of an interview request for a
30 minute interview where the user can select a time between the hours of 7 AM - 10 AM and 4
PM -6 PM. The box is checked at the bottom which also requires the candidate to schedule an
interview at least 24 hours in advance.

SCHEDULING

Schedule Status*

© Allow applicant to self-schedule interview by selecting from the available time slots configured below:

Interview must occuronor  02/22/2024 i
before™

Interview Length* | 30 Minutes v

Interviewer Availability*

Date Avallability Title
02721 7:00 AM - 10:00 AM Substitute Custodian
02721 4:00 PM - 6:00 PM Substitute Custodian

REFRESH AVAILABILITY Manage Avallability BRI NN Ing
®  Applicant must schedule interview at least 24 hours in advance

You can enter optional messages for both the interviewers and the applicants before sending

the interview request. The request will be sent via email notification.

OPTIONAL MESSAGES

When scheduling interviews, both applicants and interviewers may receive interview invitations via email. Any additional direction or notes you
select to add below will be included with those emails.

Message to Interviewer(s) ‘ INTERNAL MESSAGE

B I U A ~ A ~ FONTSIZES~ = I 4 h &5 B oam © % L R = = =

Il
(]
W

2
X %,

Thank you in advance for participating in this interview process!

EXTERNAL MESSAGE

Message to Applicant(s) ‘
B 7 U A~ A - FONTSZES» S = 4 h & B oas © % & &2 =

x* x

i
il
Il
i
W

Please arrive 10 minutes early for your interview. We look forward to meeting you!

—— et e ] Emrimn T lmbm
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You will receive a final prompt to send the automated message to the interviewers and the
applicant via email. Please note, the email will be sent immediately as soon as you click
“Continue.”

You have selected an option that will automatically email to the applicant.

If you would like to wait to send an email, please click CANCEL and select the "Request
interviewer(s) to schedule with applicant " option.

CANCEL CONTINUE
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The applicant will receive an email similar to the one shown below providing them with
instructions on how to select an interview slot on SchoolSpring:

Interview Request

Interview Request

This emall contains up-to-date important detalls about your Interview with Maine School
Administrative District No 75. Please carefully review the information below.

Dear Applicant,You have been invited for an interview. Below yvou will find a summary of the interview.
You may find more details regarding your interview at any time by visiting the careers web site.

Please arrive 10 minutes early for your interview. We look forward to meeting youl

The interviewer has specified a range of dates and times available for vour interview. The inferview
must be scheduled on or before 02/22/2024 and times can be scheduled online. To schedule your
Interview Go to https.link75.schoolspring.com
1. Sign in with your credentials
2. From the home page, select My Jobs.
3. Click Submitted Applications.
4, On the Submitted Applications page, click the Job Title.
5. Select the Interviews tab.
*Pleaze note, your inferview must be scheduled 24 hours in advance.

Maine School Administrative District No 75

Interview Summary

Schedule Status: Mo Response
Interview Date: TBD

Location: MSAD Na. 75 District Office
Location Phone: 207-729-8961
Interviewer:

Application Summa

Applicant:

Posting Title: Substitute Custodian
Posting 1D: 39

Application Status: Application Received
Job Type: Facilities

To view additional details, go to https:Mink?5.schoolspring.com
1. Sign in with your credentials

2. From the home page, select My Jobs.

3. Click Submitted Applications.

4. On the Submitted Applications page, click the Job Title.

5. Select the Interviews tab.

Maine School Administrative District Mo 75
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Inside the applicant’s SchoolSpring account, they will be able to select from the range of times
that you specified in your interview request.

Select Time

The interviewer has specified a range of dates and times available for your interview. These
selection are available on a first come first serve basis. Please select a time that works with
your schedule. The interviewer will be notified of your selection and comments.

Available Interview Times | requied

+ Select Interview Time
Wednesday, 21 February 2024 07:00
Wednesday, 21 February 2024 07:30
Wednesday, 21 February 2024 08:00
Wednesday, 21 February 2024 08:30
Wednesday, 21 February 2024 09:00
Wednesday, 21 February 2024 09:30
Wednesday, 21 February 2024 16:00
Wednesday, 21 February 2024 16:30
Wednesday, 21 February 2024 17:00
Wednesday, 21 February 2024 17:30

Characters Remaining: 2000

Recommending a Candidate for Hire

When you have identified an applicant that you would like to hire, you will need to submit a
recommendation to hire form.

Click the Application Manager button. Click on the Blue Folder for the applicant that you would
like to recommend for hire. Click on the Interview Tab. Scroll down to the “Recommend to Hire’
section. Click on the “Add Recommendation to Hire” button.

RECOMMEND TO HIRE

[C] Job Title Date Recommended By Status
[ Substitute Custodian 02/16/2024 4:31 PM Hannah Weddle Pending
[ Substitute Custodian 02/16/2024 4:33 PM Hannah Weddle Pending
[} Substitute Custodian 02/16/2024 4:46 PM Hannah Weddle Pending VIEW

0 Selected Select All Clear Delete 1-30f3

ADD RECOMMENDATION TQ HIRE
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Fill out the information requested on the form. Acknowledge that you are submitting the
recommendation to hire for this candidate. Please ensure you have the correct candidate
selected before submitting the form.

When you submit this form, the system will automatically notify the HR department that you
would like to move forward in the hiring process.

RECOMMEND TO HIRE: _

Have the references been

checked?

How many candidates were

interviewed?

| am recommending this

applicant for hire. *

Performing Bulk Actions with the Application Manager Button

Within the Application Manager, you can take bulk actions on multiple applicants. Some
examples are:

- Email a group of candidates at the same time

- Request interviews for a group of candidates at the same time

- Activate or deactivate multiple applications

- Adjust the Application Status value of multiple applications

- Print multiple applications, and more
To complete a bulk action, select the appropriate applications from your list by checking the
corresponding box. Then scroll down to the bottom of the list and select a bulk action. Then click
the “Go” button. This will take you into the bulk actions workflow, where you will follow prompts.

ot | N (o:rn

earch

Start typing to search on F Position T
VIEW: | Default View ~
Results 1-4 of 4

O Last Name First Name Conf# Status App Date Posting ID Paosition Title

O 30 Application Received 02119/2024 43 Van Driver D @ )

v 29 Application Received 02/16/2024 39 Substitute Custodian D @ )

¥ 28 Position Filled/Closed 02/16/2024 42 Bus Driver B O

O 26 Application Under Review 02116/2024 19 Cook D @ o

1

Results 1-4 of 4  SelectAll (4)  Clear Selected (2) Export Results Bulk Actions:l v‘ m

Results per Page Jump to Page
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