
Submitting a Hiring Form 

1. Log into Applitrack using your username and password: 

 

2. Click “I Agree” on the Terms of Confidentiality Page 

 

 

3. Click the Forms tab(down the left hand side of the screen)  

 

(Continue) 



 

 

 

4. Click Fill Out a New Form tab (down the left hand side of the screen) 

 

 

 

 

5. Click in the small box next to the type of form you are submitting 

*Note that only the types of forms that you have access to will be listed 

 

 

 

 

 

 

6. Click the Continue with Selected forms button at the bottom, left side of the screen 

 

 

 

 

 

(Continue) 

 



7. Type in the job id number, title of the position, or location of the position that you filling 

*A list of positions will appear and this is the list you will select your position from 

        

And 

Type in the last name of the applicant that you are hiring for the position 

*A list of applicant names will appear and this is the list you will select your applicant from 

               

8. Click the Next Button, at the bottom, left side of the screen 

 

 

9. Either the form will appear of you’ll get the following message (if you get this message, click the blue 

words click here): 

 

(Continue) 



 

10. Complete all of the areas of the form that are blank, all items with a blue triangle are required 

 

(Continue) 

 

This 

information 

will populate 

automatically 

based on 

which ever 

position 

you’ve 

selected to 

hire for. 



        

11. Click Submit Form 

*All hiring forms are routed directly to the Human Resources department for processing 

        

 

If you have any questions on this process, please contact the Human Resources 

Department at 952.975.7100. 

 


