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The Remote Manager Experience offers a lightweight way for 

managers in resource-constrained environments to conduct a 

limited set of functions allowing them to view, advance and hire 

candidates for existing requisitions. 

With the Remote Manager Experience, you can: 

 View jobs offered in your company. 

 View candidates who applied on these jobs.  

 Advance candidates in the workflow. 

 Perform candidate actions such as filling out a form. 

 Search for candidates. 

 View candidates matching autopooling criteria. 

 Match a candidate to a job. 

 Hire a candidate for a job. 

The above actions may be available depending on system 

configuration, granted permissions and security level set for 

certain data and fields. 

Viewing  Jobs 

The Jobs list displays jobs available in the company. Job-specific 

information is presented into columns.  

 Jobs with the following statuses are not displayed: Filled, 

Canceled, Deleted. 

The Jobs list may span several pages. A navigation tool allows 

you to navigate from page to page. A counter also indicates the 

number of jobs displayed on the page as well as the total 

number of jobs. Jobs can be sorted by clicking the column 

header.  

When hovering the mouse over the job title, a callout appears 

displaying: 

 job title 

 job ID 

 icons representing features activated for the job  

When clicking on the job title, the list of candidates who applied 

on the job is displayed. 

Viewing Candidates 

When clicking on a job, the list of candidates who applied on the 

job is displayed. Candidate-specific information is presented into 

columns. Incomplete candidate submissions may also be 

displayed. 

The job-specific candidate list may span several pages. A 

navigation tool allows you to navigate from page to page. A 

counter also indicates the number of candidates displayed on the 

page as well as the total number of candidates. 

Candidates can be sorted by clicking the column header. 

Candidates can also be filtered with different criteria such as 

internal candidates, candidates who are new in the selection 

process, etc. Clicking the Filters button displays available 

filtering criteria. Once a criteria is selected, an  appears 

indicating that a filter is applied to the list. 

When hovering the mouse over the candidate name, a callout 

appears displaying: 

 candidate name 

 candidate ID 

 candidate home, cellular and work numbers 

 candidate e-mail address 

When clicking on the candidate name, the candidate 

summary page is displayed. Note that you cannot modify the 

content of a candidate file. The candidate file is organized 

into three sections:  

The Personal Information section contains information such 

as: 

 candidate first name, middle name and last name 

 candidate ID 

 candidate email address 

 candidate work, home and cellular numbers 

 step and status 

 application creation date and medium  

The Submissions section presents jobs for which the candidate 

has applied and that your permissions enable you to see. You 

may have the ability to access screening services results from 

within a candidate submission. All screening services results 

are displayed below the candidate’s list of submissions. A 

summary of the screening services results is displayed 

(Requester, Request Date, Provider Status, etc.). To obtain 

more details, a Details link is available from within each 

screening service. When details are displayed, a link to the 

partner's More Details page may be available. This page 

opens in a separate window. If you do not have access to this 

page, the window will still open with a "Not available page" 

message. 

The History section presents useful tracking details on actions 

performed on the candidate file. The History section can be 

filtered to display events specific to the candidate general 

profile or one of the candidate submission. 

 

Advancing Candidates in the Workflow 

You can change the step and status of candidates to move 

them through the hiring process. For example, you could want 

to move a candidate to the interview step or the hire step. You 

could also decide to reject a candidate.  

The Change Status action is available via the list located next 

to the candidate name. Once a new step or status is selected 

for a candidate, you may provide comments, details or the 

reason why you did the change. 
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Performing Candidate Actions 

Two other actions can be performed on candidates: Fill Out 

Form and Revert. These actions are available via the list 

located next to the candidate name. 

The Revert action allows you to move a candidate back to a 

step or status previously reached. The Fill Out Form action 

allows you to select a PDF form required for the selection 

process. This form can be printed, further completed if 

needed and signed by the candidate. 

Searching for Candidates 

The search widget is available at the top right hand corner of 

pages.  

 

When performing a candidate search, you can enter partial 

(either the first or family name) or complete names in the 

field. However, a best practice is to enter complete names to 

obtain more exact results.  

If you have the permission to access candidate identification 

information, you may search by: 

 candidate user name 

 candidate first name 

 candidate last name 

 candidate first and last names 

 candidate e-mail address 

 candidate identification number only (you must use at 

least three numbers of the total identification number or 

more, otherwise the search will not work) 

If you don’t have the permission, only a search with the 

candidate identification number is permitted. 

Once you have entered your search criteria and clicked 

Search, the search engine displays candidates who satisfy 

your search criteria. You then have the ability to: 

 Filter the candidate list to display internal candidates, 

referred candidates or candidates who are active on 

concurrent requisitions. 

 Sort the candidate list by clicking the column header. 

 Match a candidate to a job by clicking the drop-down list 

located next to the candidate name. 

Viewing Candidates Matching Autopooling Criteria 

If autopooling criteria were set for a requisition, the system 

automatically generates a list of candidates matching the 

autopooling criteria. This list of candidates is accessible in the 

job-specific candidate list by clicking Autopooled Candidates. 

You then have the ability to:  

 View candidate files. 

 Match a candidate to the current job opening (the 

candidate is moved from the autopool results list to the 

requisition-specific candidate list, and can then be moved 

along the workflow like any other candidate). 

 Reject candidates for the current job opening (which will 

remove undesired candidates from continuing to appear 

in the candidate pool for this requisition). 

Matching a Candidate to a Job 

After performing a candidate search, you can match a 

candidate to a job. The Match action is available in the list 

located next to the candidate name. 

 

Once the Match action is selected, the system presents a list 

of jobs. The jobs displayed match the default matching 

criteria set in the system. Once you have selected the job to 

which you want to match the candidate, you can send an 

email to the candidate to inform him/her that a match has 

been done and to request more information on his/her 

application. The Request More Information email is sent to the 

candidate if: 

 The candidate has an e-mail. 

 For internal candidates, the requisition is Open - Posted 

for at least one internal or one external career section. 

 For external candidates, the requisition is Open - Posted 

for at least one external career section. 

Hiring a Candidate 

Once you have found the perfect candidate, you have the 

ability to hire him/her. The Hire action is available via the 

Change Status action. Simply select the Hired status and 

provide comments.  


