Applicant Tracking Searching
Cheat Sheets

Tip: Start your searches with few criteria. Thise the “Refine this search” link at the bottonhaf list to add more criteria and narrow your
search. If you narrow too far and come up withfee applicants, refine last search and removdettecriteria

you added. S

Refine this search

Tip: While you are looking through the applicasoyou can open to one page (ex. Cettification)taed page through each applicant at that page

using the arrow keys at the top=
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Search Menu

Searching Menu
Clicking Applicant Search will take you to the seafch form where you may search for applicants based on a number of criteria. The Save Last Search command
allows you to save the last search you ran thi’session. Searches that have been saved in the past are available by clicking Saved Searches. The Last Search
command will run the last search you ran gdring this session. For more information on how to search, click the Important Searching Information link. Use the Find
Duplicate Applications links to find applicafions that appear to be duplicates.
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Important Searching Information

General Information
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To save a search, choose “Save this search” &iotibem of the applicant Iist.@ this “’E@
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Saved Searches Form

Searching Menu
You can save the last search that you ran this session. When you run a saved search it will sho . . . . ou
: - 7{earch Criteria: saves the crlterlayo\UKtr

ran during this session, click the "Save and MNext" button. Clicking the "Cancel" button will return

button will not reset your search criteria, only the fields on this page. used in your search. May generate a
Refine L ast : : , : new list of applicants each time this
Search If you choose to have this search perform an action, please do so with great care, making sure t .
performed. If your saved search sends an email to the applicants who are found in the search, y search is run. nan

email of results to you, please verify that you have an email set in the Account Information sectio Sear ch Results: saves this list of

s applicants (ex. A list to call from). Will
S return these exact applicants each time
* Name j the search is run.
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(3) Search Criteria () Search Results

Search

Run Last

Private is only seen by this user id.
Public is seen by all user id’s in this
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Change the applicants' status is not an option since it will e-mail to th
Action(s) to be performed with the results:  (Help! address associated with the id.

Initial run date  (K€lp)

You may select more than one
Click here for help with select boxes

Change applicant status to  [Help) v

You must click "Save and Next” in order for your changes to be saved.
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