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Review Applicants and Print Resumes
In this example, we will view all applications for Job Opening 9666 and print them.

	1.  
	Click the Recruiting link.
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	2.  
	Click the Find Job Openings link.
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	3.  
	The Find Job Openings page appears.

There are many ways to search for a Job Opening, using specific criteria.

If you are unsure of specific information, you can use the Display Jobs field to find all jobs created by or associated with your ID. 

In this example, we know the specific Job Opening ID, 9666.

	4.  
	Click in the Job Opening ID field.
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	5.  
	Enter the desired information into the Job Opening ID field. Enter a valid value e.g. "9666".

	6.  
	We do not want to limit our search by Status, we will make the Status blank.

Click the Status drop-down list.
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	7.  
	The Status drop-down list appears.

Click the Blank list item.

[image: image5.png]




	8.  
	Click the top Search button.
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	9.  
	The Search Results appear.  Because we used a specific Job Opening ID number, we have only 1 result.

Click the Packard Foundatn Prgrm Analyst link.
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	10.  
	We want to see more of the screen and will minimize the Navigation Menu.

You can always unhide the Navigation Menu by clicking the Expand button or pressing Ctrl+Y on your keyboard.

Click the Collapse (Ctrl+Y) Menu button.
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	11.  
	Notice in the upper left corner you are able to unhide the Navigation Menu.

We are on the Job Opening page.

 

The top section of the page contains information about the Job Opening and cannot be modified.

 

The grey Manage Applicants header and grey View Applicants sub-header indicate where you are.

	12.  
	There are 7 applicants for this job as indicated by the number in the blue Applicants bar.

If there were more applicants, you might need to use the arrows to see all of your applicants.

	13.  
	We want to view all of our applicants and will need to use the Vertical Scrollbar.



	14.  
	This screen allows flexibility.

Individual applicants can be selected by checking the box to the left and then selecting an individual action from the column to the right (Take Action).

Small groups can be created by checking the boxes on the left of those individuals you want to group.  After you designate those to be grouped, select an action from the Group Action list below.

All applicants can be selected at once.

	15.  
	We will now select all applicants so that we will be able to review all the applications.

Click the Select All link.
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	16.  
	All applicants have check marks in the boxes to the left and we would like to group them so that we can review their applications as the same time.

Click the Group Action drop-down list.
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	17.  
	The Group Action drop-down list appears.

Although we have several options, in this example, we only want to view and have the ability to print all the applications.

Click the Batch Resume Print list item.
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	18.  
	Click the Go button.
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	19.  
	Notice a second browser window appears.  If one doesn't appear, check your Pop-Up blocker options.

The top of the page provides summary information, including jump links to the Job Opening Description, and the individual applicants.

When you scroll down this page, all of the applicants' information is displayed, including all attachments associated with their application for this Job Opening.

	20.  
	In order to view individual applicants you might need to use the Vertical Scrollbar.



	21.  
	During the application process, applicants are given three options for providing information.  

They can upload an attachment, cut and paste into the textbox or choose not to provide a  formal resume and simply provide their work experience, education and other information.

Depending upon which option they select, the information displays differently on this page.

During this example, we will review the three options as they display on this page.

	22.  
	We are looking at all of the information that Bird, Big has provided for this Job Opening.

Note that he has uploaded an attachment, the text of which is automatically displayed below.  There is no need to go elsewhere to see this attachment.

	23.  
	Use the Vertical Scrollbar to see another applicant.



	24.  
	Notice that Jones, Samantha has not provided an attachment, nor filled in the Resume Text box.  

She has, however provided her education and work experience.  

Use the Vertical Scrollbar to view more applicants.

	25.  
	Note that this applicant (Von Count, Count) used the textbox to provide a cover letter and resume.

	26.  
	Use the Vertical Scrollbar to view more information.



	27.  
	We have scrolled to the bottom of the page.  

We can review the Job Opening information, to remind us of what job responsibilities and qualifications were listed.

	28.  
	If all we wanted to do is view our applicants, we would now close this browser window and return to the Job Opening page.

In this example, however we want to print all of the applicants' information.

Keyboard shortcut:  Crtl+P.

Click the File menu, in the upper left corner.
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	29.  
	The File drop-down list appears. 

Click the Print... menu.
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	30.  
	The Print dialog box appears.

Click the Print button.
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	31.  
	We are finished with viewing and printing these applications.

Click the Close button to the pop-up window in the upper right corner.
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	32.  
	We return to the Job Opening page.  

In this example, we want to go to the Home link and work on other projects.

Click the Home link.
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	33.  
	You has successfully reviewed and printed the applications for Job Opening 9666.

For additional detailed TAM information you may use the TAM on-line manual or Quick Reference Guides.

End of Procedure.


	Page 4
	Date Created: 4/15/2009


Page 1
	Date Created: 4/15/2009
	



