Recruiting and Hiring - How To View s
Candidates in Recruiting and Hiring S}

1 Navigate to https://www.applitrack.com/Collier/onlineapp/admin/ admin.aspx

2  From the R&H homepage, Click "Applicants"
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https://www.applitrack.com/Collier/onlineapp/admin/_admin.aspx

3 To view applicants, you can sort "Vacancies by Category" or "Vacancies by
Location"
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4 Click on the category matches the vacancy category. Instructional position are by
level, and non-instructional are in the non-instructional category.

a

6 c ‘ﬁ Filter AI:IDf'CBHES Search Activity Timeline Overall Statistics My Recent Activity

s5a Guest Positions >

&8 Instructional - Elementary > Q Search

&8 Instructional - High School >

Applicant Name Vacancy Job Category
Instructional - Middle > TR =
i sthol Pipeline Stage Folder Name Interview Series
Submitted Only [J Active Only ([ Limit to last 45 days

Instructional Application >

Search Advanced Search

Maintenance >

it
s8a Instructional Support >
it
=

Managerial >

Made with Scribe - https://scribehow.com



5  Click on the Job ID for your position.
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7  Click "Open" next to a candidates name to view their application.
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8 Click "Online Application" to view their official application.
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9 Click "Application Materials" to view any resumes, cover letters, transcripts or

certifications.
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11  Click on "Communication Log" to view emails sent to the applicants.
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Click "Quick Look" to return to the Applicant's Homepage.

Recruiting & Hiring ¥  District School Board Of Collier County

(13

&
-
B
[+
o)

')

=

13

O > 2

e

&)
]

=

-
+

E——

~ A
L= € b Next App

Quick Look

Inication

Online Application

Application
Materials

References

Communication Log

Interviews

EEE < Wednesday, October 23, 2024 4:32 PM

Click on the "Contact" icon to view applicant contact information.
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14  To forward an application to another user, click on the forward button.
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15 To email an applicant, click here:
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16  To see the next applicant within the series, click on "Next App"
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17  To print applicant materials, click here.
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