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 The main Vacancies 
screen contains 
details of all the jobs 
you have posted 
through the system 
 

 At the top left of the 
screen there is a 
filter function where 
you can define 
which vacancies you 
wish to view. You 
can filter via your 
hierarchy, the status 
of the role and the 
date range of a role. 
 

 There is also the 
facility to search for 
a specific role 

Vacancies Homepage 
To view your posted vacancies click on the Vacancies tab. At the top of this page is a breakdown of your jobs and candidates. 
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 When you click into one of the progression pots on a vacancy you are then able to view candidate details and manage these candidates 
through the recruitment journey. 
 

 You are able to click on the progression pots at the top of the screen to navigate to he candidates who are at this stage. Above the name 
of the pot the system displays the amount of candidates at this stage. 

 On the left 
hand side 
of this 
screen you 
can see a 
list of 
candidates 
who are at 
this 
specific 
stage. As 
you 
progress 
through 
the stages 
the 
candidate 
list will 
always 
remain on 
the left. 

Candidate Management 
Viewing Candidates 
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 You are able to search or filter out the candidates using the toolbar 
above the candidate list. You can search for a candidate via name or 
use the filters as shown in the image to the right. 

 The first two options in the candidate filter tool allow you to sort 
candidates in list  order from a number of options and either in 
ascending or descending order. 
 

 You are also able to filter out candidates based on: 
 Star Rating,  

If you have  Forwarded the Candidate,  
If you have Downloaded the Candidate Details,  
If you have Emailed the Candidate 
If you have viewed the candidate. 

 Once you have selected your filter chose the Apply button to set this or you can chose the Clear button to remove 
all filters. 
 

 PLEASE NOTE: 
If you can see that candidates are in the progression pot but none are visible, it is likely that there is a filter set on 
the candidate name list. 

Candidate Management 
Filtering Candidates 
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 When you first view a candidate you see a brief summary of the candidate information and  some options to progress a candidate. 
 

 The first heading above the candidate will display what stage the candidate is at in the recruitment process. This will automatically change 
as you move the candidate through the system. 
 

 Below this you can then see the candidate name and contact details along with an option to apply a star rating to a candidate. Simply 
click the star rating you wish to give  them and this will automatically be saved to the candidate. This is useful to create an initial long list. 
 

 Below the candidate information is the option to add a 
tag or a keyword to a candidate. 
 

 These tags can be used to the filter out candidates in 
your talent pool depending on any Tags you have 
associated with them 
 

 This is a useful feature for candidates you wish to 
approach for future roles 

 To the far right of the Candidate 
Information page is the candidate 
source information. 
 

 This will display whether the 
candidate is an external candidate, 
internal candidate or a candidate 
submitted through an agency. 

Candidate Management 
Candidate Information 



Page 21 

 After the candidate information the next option on the list is the Application Information. This is where you would find the details the 
candidates have applied with. 

 You are also able to see the date the candidate applied along with details on where the application came from (candidate source) 

 On the application 
information you are able 
to view the following 
information: 

 Career Summary (If the 
candidate has provided 
this at application stage it 
will display here) 

 CV Preview - If the 
candidate has applied with 
a CV, you are able to view 
the CV in this area. 

 Application Form – If the 
candidate has applied 
using an application form, 
you are able to view the 
form in this area. 

 Application Email – If the 
candidate has supplied a 
Cover Letter at application 
stage it will appear in the 
Application Email area. 
 

 To the right of the candidate application information, there is an area you can add notes to the 
candidate. 

 These are live notes and will automatically display the last notes added. 

Candidate Management 
Application Information 
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 The next option is to view the candidate personal details. 
 You are able to update any personal details of a candidate on this screen and Save using the button on the bottom right. 

Candidate Management 
Personal Details 
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 The next option in the candidate information is the Manage Documents feature. 

 Simply drag and drop 
files or chose the upload 
browser to attach 
documents to 
candidates. 
 

 This is particularly useful 
to keep all candidate 
information in one place. 
 

Candidate Management 
Uploading documents against candidates 
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Review candidate’s GDPR compliance information 
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 The next option in the candidate information is the GDPR Compliance feature. 

 In the GDPR compliance 
area you are able to see 
when a candidate’s 
information is due to be 
automatically removed. 
 

 If a candidate has 
requested their data to 
be deleted or if they 
have not opted back in, 
the Pending Delete field 
will show this 
information. 
 

 Once a candidate’s 
details has been deleted, 
the Deleted field will 
show this along with the 
date of deletion. The 
candidate will remain in 
the system as a “Ghost 
Candidate” without any 
personal information 

 To manually remove a candidate from the system, simply click on the “Remove application from system button”. The candidate will then be 
added to the delete queue for their data to be removed and to switch them to a “Ghost Candidate”. 



Page 28 

 NOTE: This option is only visible when you move a candidate to Offer Stage. 

 In this function you are 
able to add details of the 
offer made to the client. 
 

 These details are useful 
when reporting so the 
more accurate 
information you enter 
here, the more accurate 
your reports are. 

Candidate Management 
Offer Information 
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Progressing and rejecting candidates 

 On the top right of the candidate information is where you are able to either reject 
or progress a candidate. 
 

 The next natural progression or reject stage will display as the main option in this 
toll however you are able to click the drop down arrow next to this stage if you 
wish to skip stages or move candidates to a specific progression or Reject Stage 

 When rejecting candidates you have the option to either Reject the candidate or 
Reject and Talent Pool the candidate. 
 

 If you chose Reject and Talent Pool, this candidate is automatically added to the 
talent pool for future vacancies.  

 You can also select multiple 
candidates at the same time 
from the candidate pane on 
the left and move stages in 
bulk 
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