
How to A Create Candidate

STEP BY STEP



Go to  ‘My Team,’ 
and select 
‘Hiring’ under 
APPS.



Select ‘Candidate Search’ on the bottom navigation bar.



Select ‘Create Candidate.’



Upload the Candidate’s resume and the information will be parsed into the form.

Select ‘Job Requisition’ for the candidate to be added to a requisition.



Enter the requisition 
number.



Review and update any information as needed. A phone number and email address is required.



Review the information that populated from the resume and correct any information as needed.



Scroll to the top and click ‘Create.’



The candidate will appear as a ‘Prospect.’ The next step will be to convert them to an applicant.
 
Click on the number below ‘Prospect.’



Select the Candidate’s name and ‘Add to Requisition.’



Select the 
requisition 
and click 
‘Add.’



You will now see the number of Prospects is ‘0’ and there is an additional application.

Click on the number below ‘Applications.’



The candidate’s information is now on the requisition.


