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Applicant Tracking for Educators

A Step-by-Step Guide to Finding and Working with Applications

Welcome to AppliTrack — a program designed specifically to meet the needs of school districts. As an AppliTrack user,
you can access the applicants who applied for positions in your building, as well as pools of applicants from your HR
office. Once logged in, you will find that you can quickly search, browse, view and leave notes on applications that match
criteria you specify.

This guide is designed to take you screen by screen through the three most common ways to use the system. These
include:

e Browsing, which is best described as “show me a list of applicants; I'll go through them one at a time.”
¢ Routing, which is best described as “email me when applicants apply for a position or position pool.”
e Searching, which is best described as “show me applicants that meet multiple criteria.”

Many features exist within AppliTrack and each one is fully documented within the online help system. AppliTrack also
includes free technical support, which can be accessed once inside the help system.

Customized For:
Enter Your District Name Here

www.AppliTrack.com/enter your district code

Step 1 — Logging In

1. Open Internet Explorer 9 @ Y. @ ﬂ.
(or other favorite browser). - ' Adebe
Internet Netscape FireFox Safari Adobe

2. Go to the website listed above. Explorer Navigator Reader
3. Enter the ID and Password received from your HR office.

4. Click to Sign In.

More Information

Acrobat Reader is required to view PDF documents, including the completed applications. To check that your computer
meets the system requirements, click the Run Browser Tests button.
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Step 2 — Browse for Applications by Vacancy

2} hdministration Screen - Microsaft

Internet Explorern

=1

1. C“Ck the Fmd App'lC&thﬂS tab'  address | @] Rt e, applitrack. comfdes OnlineApp  Admin_Admin, asp v Go LR g
. . olders o Find By
2. Click the By Vacancy link. Last hame |
3. Click a category. (f) Find by Vacancy Oy
Click & categary to show the applicants in it
4. Click a JobID or Pool name. P Elementary School Teaching

More Information

When applicants apply, they can indicate
interest in vacancies (JoblIDs), position
pools (like Elementary/Art) or both. Pools
can be useful when the volume for a
vacancy is low. Applicants in a pool can be
sent an email advertising the vacancy, or
used as viable candidates, if a late-breaking
vacancy occurs.

w Middle School Teachin

@

P High School Teaching

@

Dpenings Applicants

+» Middle School Teaching/ESL
View Pool: 2l who selected this pool. e
JoblD 114: Those who specified "Bilingual Teacher at Blackhawk Middle 17
Schoal”
JobID 116: Those who specified "ELL Teacher at Blackhawk Middle 50
Schoal”
» Middle School Teaching/Foreign Language - Spanish
View Pool: 2l who selected this pool, 27
JobID 127: Those who specified "Spanish Teacher at Blackhawk Middle 3
Schoal”
hd

@ hkkp: e, applitrack, comfdexOnlineApp/,

‘AdminfApplicantGrid, aspx? JobCode=1148dncludeIncomplete 0 Internet

The other “Browse By” options work in the
same manner as “By Vacancy.” Try them all!

Step 3 — Working With a List of Applicants

1. Click Filter Ap p licants. -2 Administration Screen - Microsoft Internet Explorer ‘ZHE|[X|
: address @http:waw‘applltrack.comIdexiOnhneAppJ‘Rdm\m’_Admln‘aspx v Go Fle > 1','
2. Clicka f||t_er category to see how _ Hora T | [ e
many applicants within your current list
also match other criteria. In the example L 4 OO-9 )y = =l kT Y B |
beIOW, 9 Of the 17 applicants hold a ber OF ADD O Full Name Date Comp. | gy | G | TG Cert. Notes
BA/BS and 8 hold a MA/MS. Murphy, Maribel 6/5/2005 4@ 64 21 Current Egteg:_‘e;i:;ﬁ
1. JobID: 111 -ESL Teacher (0 yewrs exp.) You viewed O 1/22/2006 ::t:i’g?fe rad |
3. Click a link to filter your list of ®:ow 16 ElL Toacher (a0 yorrerd " o e o fe0s
licant o * Sy Sl e e
app Icants. e ESL (0 322:2 ::g:) DrincigaIEForwardad On £16,2005
: . ko lcasas@bsd2.crg
2 = T'dEdlsis‘:(';c;?alaT::iglgg Principal & Emailed On /82005
4. Click any column header to sort the o Mathemaiics (44 years exp.) Principal 8 viewsd O 6/5/2005
list. Note: The list of appllcants! by Kerstein, Evelyn 6/8/2005 50 15 Anticipated Nﬂ%ﬁ;"
default, IS SOI’ted by date - |eaVIng the 3 1. JobID: 110 - 1st Grade Bilingual Teacher (5.0 You Wiewed On 1/22/2006
most recently submitted application on T1| 0en 2. Teibr 114~ iingual Teacher (50 yems o) oo et o e U
. 3. Middle School Teaching Principal B Wiewed On /1042005
top. If desired, see Step 5 on Page 6 to DEb By ;
. . . . # Foreign Language - Spanis! .0 years exp;
include additional columns in your list of
app“cants for Sorting or VieWing. Rucinski, Grace 5/18/2005 3 61 12 Curent z:i}ﬂ:emﬁ.
1. JoblID: 102 - Middle School Reading & Language You viewed On 1/22/2006 ;ff:. i:‘i:f‘iiz
. . Ar (0 years exp.) ) Principal B Viewed On E23/2005 g
5. Click the Open link to open an R 1 e R
application. Bl g o Sttt o em s : 3

@‘] javascript:voidiparent . mainCals, sartColl"[Ava| |[Rating] desc"y;

# Internet

More Information

Searches can be “stacked” on top of this list by using the More Search Criteria filter.
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Step 4 — Working With an Application

1. Click a bookmark to quickly zoom to
an application section.

& | htlp:!Mww.applitrack@\

- Viewing A

& Forward
i"i tollser(s)

etalion 9’1 - Micrnse'lternet [)([@r

(5[(=]

2. View the Next or Previous application

in your list of applicants. @ D3

) ) E* Options = x ine A ion
3. Start an email to the appllcant. % ([ Personal D 4 - 3 Principal A-ote: Viable candidare with .. Date Completed: 6212005
3 [ Postal Add Experience Continued
4. Leave a note on this application. = | [ Employmer Emplayer aud Posicion Tde Location \ Dates: [ owart |ReferencesorSupervier
Note: Notes are never seen by (1 ) [ Experience e Aot Tt s 2200 R oo P
applicants % [ Experience Enﬂfxg;;ﬂ’;:‘::': B 3 it twee. appliirack.com * MatePad - Micrassft Internet [uplarer
. g2 [ Education -;‘rem snm;mn; 1= Active? E—— =
) ) ([ Middle Sch P — _— —
5. Add the applicant to a folder for quick B Contator — [ ey b
reference later. Note: Folders are ([ Extracurtic: g o stz ] Other’s Nofes [
accessed by clicking the Find [l Statement i G De s 5 e it — e e 0o Ao aaw>
Applications tab and then In Folders %;a”f“a?*ef Daimiimn St Rotig M -~
and Routings. Pt | Feemdscaion e
[ Additional | Note Lt sk o ol s thar,
Bl D Additionsl ) Education rencecs ssewrted 1 B
6. Forward this application to another | D Addtionsl Sigh Schoal Afended:
user. [ Bl oppre | R S
£ | ¥ A BEx1lin
I_g_] B i iL

(x)

2]

|<

7. View another document in this

@ javascript: void{opentotes())

0 Internet

applicant’s file. Note: If the online
application is the only document in this file, this option will disappear.

Step 5 — Add/Remove Columns

While several fields, such as the applicant’s name and completion date are automatically included in
the list of applicants, others can also be listed. Fields such as GPA are useful for sorting, while fields
such as “Recent Employment” show thumbnails of application sections.

1. Click the Add/Remove Columns tab.

2. Scroll up or down to view available fields.

3. Check off the column(s) you would like to view within your list. Note: After the column is
displayed you can sort it by clicking the column header.

Step 6 — Perform Batch Actions

Any action that can be performed to a single applicant can also be performed to many
applicants at the same time. For example, you can send an email to entire lists of
applicants, or forward a group of applicants to another user with just a few clicks.

1. Click the Batch Actions & Tools tab.

2. Click the checkbox(es) next to applicants you would like to work with.

3. Click an action. For example, to send an email to multiple applicants, click Send
them an email.

4. Follow any on-screen instructions.

Add Remove Columns...

-Experience-

m Recent Employment: The
4 hree

Folders Tools
And Routings

Recent Sub
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Step 7 — Configure Your Routings

CEX
viBs (Fe ” 4R

Routing are best described as “email me 2 Administration Screen - Microsoft Internet Explorer,
when someone applies for a position.”

1. Click the Folders And Routings tab.

Email "tryout@generalasp.com” when someone applies for
any of the following positions:

1 ‘JDbCode 114 - Bilingual Teacher ﬁSD

2 ‘JDbCode 110 - 15t Grade Bilingual Teacher V‘

2. Click Configure My Routings.

3. Select vacancies or positions pools
for which you would like to receive
notification emails.

3 JobCode: 116 - ELL Teacher v

4. Click Save. Note: Save and Add More
will display six more blank lines. You
can configure an unlimited number of
routings.

Save [ Save and Add Mare ] [ Clear All Routings ] [ Cancel ]
%45

More Information

Not only do routings send you emails, but
they also display the number of applicants
for each routing that you have not looked at on your Home Tab. This is useful if you want to make sure you leave no stone
unturned.

. Internet

Step 8 — Using the Search Form

AS Opposed to the filterS, the SearCh form 2§ Administration Screen - Microsoft Internet Explorer |Z||E|rg|
allows you to enter multiple criteria on the [ aiiess | & hepjumy Be :fe » A
same form. The general rule of thumb is:
the more criteria you select, the fewer
candidates you'll receive.

:INitrack. com/dexOnline Appfadmin/_Admin.asp: s
=
Falders Jaob
#nd Routings Pastings

yol Find by Sea

Select criteria to find applical

1. Click the Find Applications tab.

Status || Wacancy || Position | ExtracUrricular | Cerfification || Education || Other

2. Click the Using The Search Form link. Extracurricular Interest{s) |
| Would coach/sponsor any,l’.ﬂ:’@ Any O all (4)
—
3. Flip among the tabs (Status, Vacancy, [ athletic
: . H [ Aquatics [ Badmintan B
Extracurricular, etc.) to view different vesal (5 e
parts of the search form. [ Bowing Footbal
[ Gymnastics [ swimming
. . . . [ Tennis [ Track
4. Decide if you v,\’/gnt to find applicants 0] Taer 0 valesbal
that have “any” items you select on [ wresting
their application or “all” items you [] Club
select. Generally, finding applicants O umni O ar
with “any” items you select will return o pareny 5 patam e ~
. -
more applicants. [—\Jﬁ[s
|® replace | © Filer [ O add tm |my tast search. Find Applications --->

5. Check off (or type in, if applicable)
criteria.

0 Internet

6. Click the Find Applications button.
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