T . .
MANAGING CANDIDATES workopolisUniversity

Workopolis.com provides applicant tracking and candidate management tools to help you keep organized.

Accessing the Folder Manager

We use a folder system to help you manage candidates. I
You can create, manage and share folders by selecting Jobs Creals New.Jab Jump to your own.. Or ses open jobs for
. 3 Create Mew Job * QpenJobs TRAINING DEPARTME‘
the Folder Manager link from the Candidates Menu. Tempiate * DraftJobs
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Creating Folders

Enter the desired folder name and select Private or

Shared. Once you have selected the type (Private or T ot s bt st v oo s g of your chseios. U sl bl 1ot o hari sy your P
Shared)l CIICk Create' m‘nu feldar nam: [Traineg Consumars, 200 © rvate & Shared
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Copy to Private Folder

Private folders are viewable only by the user who created
it. Shared folders are viewable by anyone in the
organization that has been granted access.

Adding Candidates to your Folder

To add candidates to your newly created folder, return to
your Main Menu and click Open under Jobs menu. Click
the number under the Applicants column to view a list of

your candidates.
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Select the candidates you wish to move into your newly Candidn 115,80 o S8 e ot - ron [ e 2
created folder by checking the box to the left of the — e BATC  viewsd o sece  J
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Once you have made your selection of candidates, potol
choose the name of your newly created folder from the i . s e -
Manage Candidates Pull-down menu (located at the e b o S B
bottom of the listing) and click the GO button. [ St

Copyright © 2009 workopolis.com. All rights reserved.



orl‘hlh . . .
MANAGING CANDIDATES workopolisUniversity

Viewing Your Candidates

To view your candidates, go to the Home page and select men e et T &--JI
Folder Manager under the Candidates Menu. Onten 3 D s Renare ol ——
. . . . . CHERT tename ol Ghgue o
To view the candidates in a specific folder, click on the .
number under the # of Candidates in Folder heading. R
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Shared Notes

If you want to share information about the candidate with
other members of the Hiring Team, click on the
candidates name to preview their resume.
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To make a note:
e Enter text in your shared notes area

For example, Left message with candidate or
Setup interview — April 20™.

e Click Update Shared Note to complete the
action.
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Contacting Your Candidates

You can send e-mails to candidates in your folders directly S e e SH ST———
from your Workopolis account. Pivte Fotders
¢ Select candidates by checking the box to the left e .
Of their names B canddates m My Shortist Prvate Folders mn
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SELECT Wlﬂl Email Adaress.
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e Select E-mail E E e T —
e Click Go -

A confirmation screen will appear.

e Click Continue Send E-mail Send Candidat Emal
e Select the message template and click Get e —
From —$ra-Appeoach
or e
Subject
I
e Enter a subject and type your message in the box e o
provided
. / |
To send your message: T
e Click Send E-mail
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TRAINING THAT WORKS

Contacting Your Candidates (cont’d

— Invite Candidate to Appl E— .
. . ) B _= (e r—
e Select Invite Candidate to apply for a job A — e
e Click Go =
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The Job Posting List will appear, displaying your active Maln menaJob Lt Scroening Tooks  Admin

 Search Ressmés  Saved Searches  Alersl AN Applicants  Rasking My Shorilisss
job postings. Sob Pesting Ui
e Select the job to which you would like the I — P
candidate to apply by clicking the button to the left -
of the job title S T
e Click Send E-mail PR E—— .
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The Send Candidate E-mail screen will appear.
e Select the message template and click Get

Or

e Enter a subject and type your message in the box = —
provided

To send your message: .
e Click Send E-mail sendEmsi_| cancel
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