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f  Clicking on the fiResumeo icon will bring up the applicantis resume in the
attached format (i.e. Word, PDF, etc).

4. To mark an applicant as reviewed, click on the icon in the iMark Reviewedo
column.

Mark Reviewed

v

5. You will receive a pop-up window indicating that you are successful. Click OK.

Message

The applicant has successfully been marked az reviewed. (18178,1033)

6. Notice that the applicant will now be moved to the fiReviewedo tab:
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9. This will take you to the filnterview Scheduleo page, where you need to complete all
the fields marked with an i*o.

You can also add comments.
If you would like to notify the applicant via the system, click Notify Applicant

Then, click ASubmito.

£ Manage Job Opening Interview Schedule
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10.You will receive a message that you have succesfully submitted interview details.
Click OK.
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17.Finally, you will see a pop-up window that confirms you have successfully rejected
the candiate.

Click OK.

18. Notice the candidate now shows up on the fiRejecto tab.
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23. Contact Human Resources for the next steps in the hiring process.
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