Managing Your Applications
If you are collecting applications for your job through eRecruiting, you can access your applications through the Jobs section.  Below are some instructions for managing your applications.

Viewing Your Applications:

1. From the Home Page, select a school name under Your Linked Schools

2. Go to your Jobs section and select the numeric link in the Applications column.

3. Use the “Print All Applications” link for easy access to all of the submitted resumes and application materials. The system will bundle the documents and email them to you and will also present them to you on-screen so you can print them out.

4. Once you are ready to make your decisions, select the students you wish to accept by placing a checkmark to the left of their name(s). Use the “choose an action” menu to accept your chosen candidates.  Click the “submit” button when you are ready to confirm your acceptances. 

5. An automatic email will go out to the applicants informing them of your decision.  You can also add a custom message to this email when you confirm your decision.

6. Repeat the process for any students you wish to select as alternates or decline.  These students will also be notified by automatic email of your decision.

7. If you wish to personally email candidates after the decision is made, you can checkmark the students and use the “choose an action” menu to email the selected students.

