
Applicant Tracking Searching 
Cheat Sheets 

 
 
 
Tip:  Start your searches with few criteria.  Then use the “Refine this search” link at the bottom of the list to add more criteria and narrow your 
search.  If you narrow too far and come up with too few applicants, refine last search and remove the last criteria 
you added. 
 
 
 
Tip:  While you are looking through the applications you can open to one page (ex. Certification) and then page through each applicant at that page 
using the arrow keys at the top. 
 
 
 

Go to searching menu and choose 
Applicant Search 



 When 
combining entries from 
different fields, 
envision an “AND” 
between. 

Show me all the applicants with a last 
name starting P AND a first name 
starting with an N.  (narrows search) 

When combining 
entries within a scroll 
box envision an “OR” 
between. 

Show me all the applicants that chose 
High school OR Middle school in 
their employment preference field.  
(broadens search) 



To save a search, choose “Save this search” at the bottom of the applicant list. 
 

 

Private is only seen by this user id.  
Public is seen by all user id’s in this 
district 

Search Criteria: saves the criteria you 
used in your search.  May generate a 
new list of applicants each time this 
search is run. 
Search Results: saves this list of 
applicants (ex. A list to call from).  Will 
return these exact applicants each time 
the search is run. 

When sharing user id’s, e-mailing results 
is not an option since it will e-mail to the 
address associated with the id. 


