TALENT’ LINK

How to View Applicants (for hiring managers)

This job aid provides step-by-step directions for Hiring Managers reviewing applicants. Hiring Managers have
two options for reviewing applicants: (1) review only applicants shortlisted by HR or (2) review all applicants.

OPTION 1: REVIEWING SHORTLISTED APPLICANTS
The steps in this section begin after you receive a system-generated email notifying you that one or more
applicants need to be reviewed.

1. Go to TalentLink by clicking the link in the system-generated email or via

humanresources.columbia.edu/talentlink; click the blue “Talentlink” button to log in.

TalentLink

TALENTLINK /
E d and then confirm your access with mult

2. View Dashboard.

3. Goto the Applications box; click “Jobs have applicants for review”.

& = 4
lob Description Mew Requisition Approvals
1 Requisitions open 0 Jobs/Regs awaiting your approval
0 Approved

& =)

2 232
Advertisements Applications Search committee review

1 Advertisements 1 Jabs have applicants for review 0 Jobs requiring panel review

4. Click “View shortlisted applicants” (right side of row) on the Shortlisted applicants’ page.

Shortiisted applicants

Requisition Numbe Tl Date atided &

452550 Pragram Cosrdinatar HM Test 12 Apc 2015 sheatlisting

5. Click on the applicant’s first or last name to view their applicant card.
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View shortlisted applicants

Sedection Criteria Dutcome Reviewned

o x
Select an outcome
. “« . . ” . . " . ’ . .
6. Click “Application” (right side of row) to view applicant’s answer on the application.
@ Aileen Forbes (Aileen Forbes) =Y
@ You wing this applicant's application for the job Associate Dean of Academic Affairs, Core Curriculum and Undergraduate Programs. Only infermaticn related to this application will be showr
B This applicant has been referred by an employee.
Address:
New York, New Yark Phone:
10025, United States Cell:
E-mail. ~ Number 1595
Employment Status: & Current Employee Original source: Employee referral
Flags

View references

Profile

e-Zines comms hold

Applications

(=) Associate Dean of Academic Affairs, Core Curriculum and Undergraduate Programs

Flags Application Resume

7. Click “Resume” (right side of row) to view applicant’s resume.

Note: Flags are used to highlight information about the applicant (e.g., Alum, Current Employee,
Veteran, etc.) or the application (e.g., Formerly Laid Off). Flags are located at the top of the applicant
card. Hover your mouse over the icon to discern what a flag represents.

@ Aileen Forbes (Aileen Forbes)

@ vou ar

g this applicant's application for the job Assotiate Dean of Academic Affairs, Core Curriculum and Undergraduate Programs. Only information related to this applic

@ This applicant has been referred by an employee.

Address:

New York, New York Phone:

10025, United States Cell:
E-mail _ Number 1595
Employment Status: & Current Employee Original source: Employee referral
Flags
VIS TETETEnces
Profile

8. Click “Done” after reviewing applicant.

Note: A green check mark will appear in the Reviewed column to track applicants who have been
reviewed.
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View shortlisted applicants
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9. Go to the Selection Criteria Outcome column. Choose a criteria in the Select an outcome dropdown:
e Interview to move forward with the applicant.
¢ Do not interview to *not* move forward with the applicant.

View shortlisted applicants

1=

63346400 2 Apr 2019 Hirirg Manager Revew

10. Repeat steps 5-9 to review the remaining applicants.

OPTION 2: REVIEWING ALL APPLICANTS

1. Go to TalentLink via humanresources.columbia.edu/talentlink; click the blue “TalentLink” button to log

n.

TalentLink

falersaink ol Hi? Users, Fleese res3 th
TALENTLINK /

Erten yevisr LN sred passanesee] st

2. View Dashboard.

3. Go to the New Requisition box; click “Requisitions open”.

My Dashbaard

ol Dvpscribion Foarer Mpgueiston ApmrTe s

4. View requisitions you have been added to on the My Requisitions page.

5. Click “View” (right side of row).
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My Requisitions

6. Scroll down to POSTING DETAILS to view job advertisement (optional).

7. Click on “View applications” button on top right.

{492550) Program Coordinator HM Test Earreey -

8. View applicants on page.

9. View, print, download or save a resume, or to view answers the applicant provided on an application,
click one of the three icons in the right-hand column of an applicant’s row:

° @View resume and/or print resume.

e _“Download Resume and save to your computer.

° View answers applicant provided on application and access any files uploaded.

® Program Coordinator HM Test (492550)

Contact Phane  Ceail FipCode  Ciry State  Country  Emplayee  Sub

216,354 8400 ihe 2@ pagiu

10. Click applicant’s name or “View applicant card” to view a one-page applicant summary.

Note: Flags are used to highlight information about the applicant (e.g., Alum, Current Employee,
Veteran, etc.) or the application (e.g., Formerly Laid Off). Flags are located at the top of the applicant
card. Hover your mouse over the icon to discern what a flag represents.

@ Aileen Forbes (Aileen Forbes)

[@ You are viewing this applicant's application for the job Associate Dean of Academic Affairs, Core Curriculum and Undergraduate Programs. Only information related to this applic
@ This applicant has been referred by an employee.
Address:
New York, New York Phone:
10025, United States Cell:
E-mail _ Number 1595
Employment Status: & Current Employee Original source: Employee referral
Flags
VIS TETETEnces
Profile
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11. Change status of applicant--after reviewing--to let HR know if the applicant will move forward or not
(optional).
e Click the current Status of the applicant (see Status column).

@ program Coordinator HM Test (492550)

@ar [+] Subm

hane  Erail

s Code  City State  Country  Ermployes

MBEBI00  laorelhe2SOpagiuppesplene 44713 Cleveland  Ohio  Usited SLate

e Select the appropriate application status from the Change application status pop-up
window; click “Save” to move applicant to that status.

@ Crangs application status - Pagellp People - Google Cheame - o X

i htps//adminuatded. pageuppeople.com /e provider/manageApr

Change application status
New

Shortlist
Da Net Mave Forwar
Search Committee Review

Second Round Interdew
Final Interview

e Confirm status has changed (new status will be bolded and italicized).

Search m /

[DAN E] Submitted  Status / Pref Name First name = Last name Contact Phone  Email Zip Code  City State Country Employee Sub-source ﬂ

[DJOD12Apr2018  Interview AHam Alexander Hamilton 216.334.6400  laurelh+25@pageuppeople.ne 44113 Cleveland Ohio United State Website
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