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The candidate management features allow you to manage
the resumes that you receive online through Workopolis.

. . . o rch - Candidates « Brand Optimizer - | Solutiol
From the Applicant List, you can view your applications;

set up automatic email acknowledgement for incoming All Applicants

resumes; search, filter, shortlist and track your applications.
Manage Folders
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Log into your Workopolis Employer Account. Shared
) Requests
Under the Candidates menu,
Click All Applicants Recommendations

Thank You Email
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The following steps will guide you to successfully manage -
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your applicants from viewing the resumes, creating folders,
communicating with candidates via email and more.
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Candidate Management

Applicant List

The Applicant List stores all resumes submitted to your
job postings via the Workopolis.com Apply Now button.

To view a detailed list of applicants:
» Click directly on the number of Applications

The Applicant List

» Click directly on the candidate’s name to view the
resume

» Click on the printer icon for a printer friendly version of
the resume

» The Viewed column lets you know which resumes you
have seen.

Note: Only the Administrator of the account can delete
candidates from the Applicant List.
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Candidate Management

Within the resume itself you can:

» Add the candidate to My Shortlist (Private or Shared
folders)

» Write Folder and Shared notes
» Give the candidate a Status
» Rank the candidate

To view the resume without the workopolis.com tools or
comments, click Printer friendly version.
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Joane B. Miron

This Resume was last modifiad: Apr 27, 2011

s

T\ Language
D English

PERSONAL INFORMATION Enalish.
Phone: 416 - 9538310 Tools
FAX -
Address: 720 King Street West
Aot #
City: Toronto B invite colleague to view candidate

Province: Ontario
Postal/Zip: M5V 2T3
Country: CANADA
LinkedIN Prafile:
Facebook Profile:
Twitter Feed:
WySpace

YouTube Channel
Personal Website:
Personal I Blog:

CAREER FOCUS (AREA OF INTEREST):

SALARY RANGE: $50000.74999

‘Willing To Relocate: No

Preferred Work Country: Canada

Work Authorization: For Any Employer

Job Type: Full Time

Most Recent Job Title: Training & Implementation Consultant
Top 3 Skills: Planning, Coordinating, Dependability

Candidate Information
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Current Position

Ranking

Status.

Folder Note:

Add tolUpdate
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Candidate Management

Managing your folders

Under the Candidates menu, click Manage Folders

We have a folder system to help you manage candidates.
You can create, manage and share folders with your
colleagues.

To create a new folder enter the desired folder name and
select Private or Shared and click Create.

» Click directly on the number of candidates to view the
contents of a folder

» Click directly on the number of colleagues to view the
users who have access to a shared folder

Note:

> 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.
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‘Option 1 Create a new folder.

Gewfoldername:

© Private @ Shared CREATE

Copy to Private Folder

THECKALL Rename Folder

Delete

O

[pefautfolder

POC- Bilingual CSR 2

Copy to Shared Folder

Rename Folder

Fin. Analyst Calgary

Fin. Analyst Calgary not senior




Candidate Management

Adding Candidates to a Folder

There are several ways to add candidates to a folder you
have already created.

» Select a folder from the dropdown menu
» Click Add to/Update

Option 2: Adding resumes directly from your Applicant List

» Check the box to the left of the candidate’s name

» Choose the folder from the Manage Candidates
dropdown menu

» Click Go

| Option 1: Adding a resume you are currently viewing
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Joane B. Miron

This Resume was last modified: Apr 27, 2011

Language
€D English

PERSONAL INFORMATION Endlisn.

Phone: 416 - 053.8310 Tools

Email. joane.miron@workopolis.com

City: Toronto 4 Save This Job Seeker in Outlook

Province: Ontario @ Printer friendly version

PostallZip: M5V 2T3 S invite collsague to visw candidats

Country: CANADA

LinkedIN Profle . .

Facebook Profile Candidate Information

Career Focus (Area Of Interest): 7~ ~

Salary Range: $50000-74999
Job Type: Full Time
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Candidate Management

Managing Candidates within a Folder

The Private and Shared folders are used to list, rank, sort
and manage the resumes of candidates you may want to
follow up with later.

Under the Candidates menu,
Click Private or Shared

Note: Candidates found in the Resume Database as well as
the Applicant List can be managed through the folders.
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Candidate Management

To filter candidates by folder:

» Select the folder from the dropdown menu
» Click View

To delete candidates from a Private or Shared folder:

» Check the box to the left of the candidate’s name
» Click Delete Candidates

Note: Deleting candidates from the Private and Shared
Folders will not remove the candidate from the applicant list
or the resume database. It will only remove them from the

above list.
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Default folder
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Position POC - Bilingual CSR1
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Rep. publicitaire - 2
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The Private and Shared folders contain additional column
headings:

> Folder Note will only be visible to you in your Private

folder as well as the colleagues with whom you have Feree
shared the folder.
» Shared Notes will be visible to every one of your —
origanization users. R
» Rank allows you to identify, at a glance, your preferred e -
candidates.
> Status indicates where the candidate is in the hiring : ‘ e
process. —
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Candidate Information

To enter a Folder Note: | ——= Create a new folder =]

Current Position

» Enter your comments in the Folder Note text box provided

> Click Add to/Update Ranking
Status

To enter a Shared Note:
Folder Note

» Enter your comments in the Shared Notes text box
provided

» Click Update Shared Note

Add to/Update | €€e—

Shared Notes

Date : Jan 3, 2012

user: Joane

| view All | | Update Shared Note | e




Candidate Management

You can assign a Rank and Status to a candidate directly
from their resume or from the folder to which they have been
added.

From the folder:

» Select the candidates to which you are assigning a Rank
and Status, by checking the box to the left of their name

> Click Edit Notes
» Assign a Rank number and a Status
» Click Save Comments

From the resume:
» Click on the candidate’s name to view their resume

» Assign a Rank number and a Status
» Click Add to/Update

Note: Both options allows you to add Folder and Shared
notes.
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Candidate Management

You can send emails to candidates in your folders directly
from your Workopolis account. You may choose to send an
E-mail or Invite candidate to apply for a job.

Option 1: Email

» Select candidates by checking the box to the left of their
names

» From the Send Candidates dropdown menu select E-mail
» Click Go

A confirmation screen will appear.

» Click Continue Send Email
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Candidate Management

The Send Candidate Email screen will appear.

» Select the message template and click Get

OR
» Enter a subject and type your message in the box provided
» Click Send Email

Note: To personalize your email message, use the following
text symbols to merge applicant and job information into
messages.

» #APPLICANT# will be replaced by the first and last name
of each recipient

> #JOB# will be replaced by the job title of the position to
which the candidate is applying
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Candidate Management

Option 2: Invite candidate to apply for a job

» Select candidates by checking the box to the left of their
names

» From the Send Candidates dropdown menu select Invite
candidate to apply for ajob

» Click Go
A confirmation screen will appear.
» Click Continue Send Email

The Job Posting List will appear, displaying your active job
postings.

» Select the job to which you would like the candidate to
apply by clicking the button to the left of the job title

» Click Send Email
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Candidate Management

The Send Candidate Email screen will appear.

> Select the message template and click Get

OR
> Enter a subject and type your message in the box provided
» Click Preview Email

The Email Preview page will appear.

» Verify the message and view the attached job link below
» Click Send Email
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Email preview
Choose email-t late: | New Message E‘ Get
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Preview Email | | Cancel

Email preview

To
From

joane.miron@workopolis.com

Subject

Currently recruiting for a Best Practice Trainer
Message

Dear #APPLICANT#,

We found your resumé in our database and noticed that you have an interesting profile for our Best Practice Trainer currently posted on Warkopolis.
Ifyou want to find out more aboutthis position or would like to submit an application, please click on the link below to be redirectad to the full job description
Thank you!

The HR Team
hitp:fiwww.workopolis.com/fwork.aspx?action=JobPosting&jobid=13526324&Iang=EN
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