Manage Applicants

Welcome, Taige Test Employer | Logout

#  Students JobX Reporting = Access & Audit | Site Setup | Help

To add a job, please select an employer from the employer dropdown list Search
presented in the filters to the left.

Your Selections: Reset ' |ob Actions:
Job Filters Applied:

Employer: All Available <2 @
Job Status: Show All V . \.‘b Email @ - Select Action Below — T || Apply Action
Delete  Export Prirtt Sygerizars

Job Filters Select/Deselect Al Show |25 T |results per page WG ars =< = = ==
My Jobs: &
Employer Name: - w«# LISTED - Jobs Currently Listed with Applicant Data (if applicable)
Show Jobs From All My Empl * Student Emplcyment Office
Ref#  Title Contact Job Type App # Listed Actions
jCI-h Status: - 4312 Teston Campus PWS Job-11/17/1.. Gary Taylor On Campus Federal Work Stu 00 Mew) 11418716 1;) :3 Q

- Listed Jobs (4)

on 4313 Teston Campus PWS |ob-11/17/1... Gary Taylor On Campus Federal Work Study 33 Mew] 11A7/16 3
@ I Pending Approval (2) - v lay p y s “PEL

You may hire an online applicant by clicking the ‘View Applicants’ link
next to the applicable job.
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Manage Applicants

Welcome, Taige Test Employer | Logout
w Employees = JobX = TimesheetX Reporting Access &Audit Help

View Job Applications - ADMISSIONS - AB Tech - 061516

The list below contains all applications that have been received for this job. You may view an application by clicking either Applicant Name ar Preview the application by clicking the magnifying
glassicon (“4). Previswing allows you to view the application without affecting the "New!" status. Clicking the Applicant name removes the "New!" status and displays the application details.

Filter by Name:

You may filter the results by searching by First / Last name below.
Click the Apply Filter(s) button to filter the results. Click the Clear Filter(s) button to return all records.

First Name:
Last Name:

Only show New?

| Apply Filter(s) | | Clear Filter{s) |

» g g D D e @
Delete _Export Export Print Print Send Reject Email
Summary  Details Summary  Details Greeting  Applicants Applicants

Select/Deselect All Show | 25 ¥ |results per page 1ftodofd == = > >>

/ Delete  Hire

Name Email Address App Date Ne Elag Emailed? Resume

G 3

Taige Test Employer taige.haines@ngwebsolutions.com 11/1/2016 New! .p Custom b A \; Delete  Hire
@ D

Roy Rogers1 royrogers1@ngwebsolutions.com 6/23/2016 .p Greeted Resume 2800.00 % A (@@ Delete Hire

Click the Applicants Name link to view the application in a full screen view.

Click the magnifying glass next to the student’s name to get a quick view format of the
application.

If the student has provided a resume, click on the “Resume” link next to their name.
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Now that you've reviewed the online
applications for your job, how do you
contact an applicant if you wish to set up an
interview?
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Schedule an Interview with Applicant(s

Welcome, Taige Test Employer | Logout
#A  Employees | JobX TimesheetX Reporting Access &Audit = Help
View Job Applications - ADMISSIONS - AB Tech - 061516

The list below contains all applications that have been received for this job. You may view an application by clicking either Applicant Name or Preview the application by clicking the magnifying
glass icon (*4). Previewing allows you to view the application without affecting the "New!" status. Clicking the Applicant name removes the "New!" status and displays the application details.

Filter by Name:

You may filter the results by searching by First / Last name below.
Click the Apply Filter(s) button to filter the results. Click the Clear Filter(s) button to return all records.

First Name:
Last Name

Only show New?

| Apply Filter(s) | | Clear Filter(s) |

T EEEY R

Delete _Export Export Print Print. Send Reject Email
Summary  Details Summary  Details Greeting  Applicants Applicants

Select/Deselect All Show |25 v |results per page 1todof 4 |s= < > >>
ame Email Address App Date New Flag Emailed? Resume Award Delete  Hire
)
est Employer taige.haines@ngwebsolutions.com 11/1/2016 New! Fj Custom “y Delete Hire
5
Roy Rogers1 royrogers1 @ngwebsoclutions.com 6/23/2016 Fj Greeted Resume 2800.00 % Delete ire

Click the box next to one or more applicants you would like to send a
greeting email to schedule an interview. Next, click the ‘Send Greeting’
button.
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Schedule an Interview with Applicant(s)

Welcome, Taige Test Employer | Logout
4@  Students JobX Reporting Access &Audit Site Setup = Help

View Job Applications - Student Employment Office - Test on Campus FWS Job-11/17/16

The list below contains all applications that have been received for this job. You may view an application by clicking either Applicant Name or Preview the application by clicking the magnifying
glaszs icon (%), Previewing allows you to view the application without affecting the "New!" status. Clicking the Applicant name removes the "New!" status and displays the application details.

Filter by Name:

¥ou may limit the results by searching by First / Last name below.
Click the Apply Filter(s) button to filter the results. Click the Clear Filter(s) button ta return all records.

First Name:
Last Name

Only show New?

| Apply Filter(s) | | Clear Filter(s) |

port Print Print Send Reject Email
etalls ~ Summary  Details Greeting  Applicants Applicants

Select/Deselegt Al Show| 25 7 | results per page 1t030f3 << < = =»
/ Email Address App Date New  Flag Emailed? Resume  Award Delete  Hire
« N

malachirogerss@ngwebsolutions.com 11/17/2016 New! P A _; Delete  Hired
N - N e "

tedrogers2@ngwebsolutions.com 11/17/2016 New! P £ A (@ Delete Hire

royrogers1@ngwebsolutions.com 11/17/2016 New: T 1000.00 /{ 9 Delete Hired

This feature is utilized to set up interviews for one or more applicants. If you don’t wish to interview an
applicant, please be sure the box next to that candidate is not checked.

You may change the text in the body of the e-mail or add additional email recipients in the “To’ box, then
click on the

“Send” button.

Important Note: Do NOT use this function for informing applicants you are not interested in hiring them and

the job has been filled. For that purpose, you can utilize the integrated ‘Send Rejection Email(s)’ function
reviewed in a future slide. ‘
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Now that you've reviewed the online
applications for your job, how do you reject
an applicant?
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Notify applicant(s) they did NOT get the Job

Welcome, Talge Test Employer | Logout
A | Students JobX = Reporting Access &Audit = SiteSetup = Help
View Job Applications - Student Employment Office - Test on Campus FWS Job-11/17/16

The list below contains all applications that have been received for this job. You may view an application by clicking either Applicant Name or Preview the application by clicking the magnifying
glass icon (4). Previewing allows you to view the application without affecting the "New!" status. Clicking the Applicant name removes the "New!" status and displays the applicaticn details.

Filter by Name:

You may limit the results by searching by First / Last name below.
Click the Apply Filter(s) button to filter the results. Click the Clear Filter(s) button to return all records.

First Name:
Last Name:

Only show New?

| Apply Filter(s) | Clear Filter(s) |

Delete _Export Export Print Print Send Reject Email
Summary  Details  Summary  Details Greeting  Applicants  Applicants

Select/Deselect All Show | 25 ¥ |results per page 1fto30f3 == = > ==
Email Address App Date New Flag Emailed? Resume  Award Delete  Hire
>}
malachirogersS@ngwebsolutions.com 11/17/2016 New! Fj % A G Delete  Hired
= 5
tedrogers2@ngwebsolutions.com 11/17/2016 New! Fj =Y A (@@ Delete Hire
- 2
royrogers1@ngwebsolutions.com 11/17/2016 New! Fj 1000.00 % A (3@ Delete Hired

Click the box next to one or more applicants you would like to send a
rejection email. Next, click the ‘Send Rejection’ button.
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Notify applicant(s) they did NOT get the Job

Welcome, Taige Test Employer | Logout
A  Employees JobX TimesheetX Reporting Access &Audit Help

Job Application - ADMISSIONS - AB Tech - 061516

Click here to return to reviewing applications.

suggested use: To inform applicants that they did not get this job.

Do NOT use for informing applications that the job has been filled. For that purpose, first fill the job, then you will be automatically prompted to inform the other applicatig@t

Email Applicants - Rejection

Default: No applicants selected. You must select recipients.

New! ,D Rogers1, Roy [royrogersi@ngwebsolutions.com]  Greeted/Inteviewed
¢ Rogersi, Roy [royrogerst ions.com] G
F O Rrogers1, Roy [royrogers1@ngwebsalutions.com]  Rejected
New! ,D #| Test Employer, Taige [taige.haines@ngwebsolutions.com]
To
Comma-separated list of other recipients’ email addresses (i.=., walk in candidates), if any.
Example: Joe@yahoa.com, Mary@hotmail.com
From taige.haines@ngwebsolutions.com
Subject Job: AB Tech - 061516 - Not Available

n on-line application for the AB Tech -

You recs al
61516 e
I regret o inform you that the position has been filled. Thank you .
Bady very much for your interest in the position
ph

Send | Cancel

This feature is utilized to inform the specific students they did not get this job. If you
select more than one student to reject, individual e-mails will be sent to each student
selected. If you don’t wish to reject an applicant, please be sure the box next to that
candidate is not checked.

You may change the text in the body of the e-mail or add other email recipients in the
“To’ box, then click on the “Send” button.
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