HOW TO SHOW DATE APPLICANTS APPLIED FOR SPECIFIC POSTING

Search for the Job Posting. Click on the magnifying glass in the upper right portion of screen, type in the
popup box a portion of the name or job id#, then click on vacancies tab.
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A list of the applicants will be shown, in a default viewing format. Click on Add/Remove Columns in the
left sidebar.
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Click on <Choose a Column Present>, then select Applicant Quick Screening *NEW*.
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Now your applicant list will provide a more usable grid with summary information. (Names not showing
in this screenshot but that field is in the grid.) We need to add an additional field, one that is specific to
THIS job posting.

Click on the down arrow next to the save icon at the top of the left sidebar. This will Expand/Collapse All
Groups (of fields that show below).
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| AppMNeo: The application numbeer.

Scroll down the groups on the left sidebar until you find one that begins with “For Job #”. Click on that
heading and fields specific to this posting will appear. Click on that box next to “Job ID: xxxx Date First
Comp.”
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A column will now appear in the grid that reflects the date the applicant first applied to this posting. It
will also show if their application was Not Submitted. Not Submitted applicants should not be
considered for the vacancy.
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