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Talent Recruitment Configuration 
This document will demonstrate how to set up a job requisition, link the job requisition on hiring sites 
like indeed, monster, as well as your own. We will also go over how the candidate would apply to 
the job and how we can track the progress of their recruitment and communication between both 
parties. 
 
First, let’s start off with setting up a job requisition. 
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Setting up a Job Requisition 

1. Select the Hamburger Menu. 
2. Select Recruitment. 
3. Select Configuration. 
4. Select Configuration again. 

The main tab is displayed. The hiring managers pane allows you to specify up to three 
Hiring Managers for each Job Requisition. 

 

5. Select the Applicant Policies pane. 
Applicant Policies allow you to determine which fields are required for applicants. 
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6. Select the Applicant Tracking/Recruitment Configuration pane. 

 

After you’ve chosen your settings, your requisition is complete. 
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Post Your Job Online 
Now let’s talk about posting the job online. It’s a relatively short process. Let’s walk thought it now. 

1. Select the Hamburger Menu. 
2. Select Recruitment. 
3. Select Configuration. 
4. Select Configuration again. 
5. Select the Instructions tab. 

The window below is displayed. To post the Job Requisition on your company website, or on 
job boards online, copy the appropriate URL for the selected job requisition. When 
applicants go to these pages, your company’s theme colors, logo, name and time, with time 
zone will now display in the header of these pages. 

 

When applicants go to these pages, your company’s theme colors, logo, name and time, with 
time zone will now display in the header of these pages. 

The can scroll through all open jobs listed and select it for more details. Once they’re in the job 
requisition, they can review all the details about that job and apply for it there. 
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Applying for a Job Online 
Applicants will need a profile whether they see a job immediately or just want to have a profile for 
possible future openings. If they see a job they’re interested in, they would log in and apply easily if 
they’ve already uploaded a profile. Otherwise, they can set one up on the spot. 

1. Select the Create New Account button. 
2. Enter all applicable information like email address, name, password, etc.  
3. Select Save & Continue. 

The following window will display allowing the applicant to upload their resume which will 
prepopulate most of their profile automatically. 

 

Once they are logged in, they can see what jobs are open in the Find Jobs tab of the portal. 
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4. Scroll through the positions available. 
5. Select Apply For Job button to begin the application process. 
6. Select the My Applications tab to view the jobs they’ve applied to and their status. 

That concludes the instructions on applying for a position using the online system. 
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Reports 
Are there various reports available to tell me what applications are out there, who has applied, 
where they are in the hiring process, etcetera? Oh, yes, there are! Let’s look at some now. 

1. Select the hamburger menu. 
2. Select Recruitment. 
3. Select Applicants. 

The following window is displayed. This report will allow managers to track, view, and edit 
the progress of all applicants. It will also allow you to view, manually add an applicant, email 
an applicant, or edit select applicants from this menu bar. This report is only for Applicants 
and will not display employees. 

 

4. Select this icon to view the applicant’s information.  
The following window is displaying all the jobs that a person has applied for in our company. 
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5. Select this icon to view the application in detail.  
This window is displayed. Besides tracking the various stages of the applicant, you can 
select a status of New, Reject, or OK. You can also rank them in order of hiring preference. 
Hiring Stages Change History provides an audit trail of the hiring stage of the individual for 
this particular job application. 

 

6. Let’s select the Interview Candidate option since we have decided they may be a good fit. 
7. Select the Back button. 

8. Select the icon to view Josh’s record.  
This window displays and allows us to set up the interview and communicate with him there. 
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9. Select Add Interview. 
The interview pop-up displays. 

 

10. Enter all the appropriate information in the interview pop-up and then select the Save 
Interview button.  
You will return to the Applicant Information Edit window. 

 

11. Select the interview checkbox. 
12. Select the Send Selected Interviews as ICAL to email the individual the interview information 

and download to their calendar. 
This pop-up will display allowing you to choose what email you want to send to the 
applicant. Emails can be created as templates or written as you go. 
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13. Select the appropriate template. Fill out the rest of pop-up with the appropriate information. 
14. Select the Send Email button. 
15. Select the Save button at the Applicant Information Edit window. 
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Deciding Not to Hire Someone 
You’ve now completed the steps to setting up an interview and emailing them through the system. 
Now let’s assume we’ve decided not to move further with this applicant.  

1. Return to the Applicant Information Edit window.  

 
2. Select the Main tab. 
3. Select Candidate Not a Fit. 

 

4. Select the Save button. 
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Reviewing All Applicants 
At this point we want to review all our applicants. We will review where we are in the interviewing 
and hiring phase of our search. 

1. Select the hamburger menu. 
2. Select Recruitment. 
3. Select All Applicant Interviews. 

This will list all current applicants and their status in the interviewing process. 
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