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Welcome to the SearchSoft Help Site! 

The menu below will guide you through the different topics you will find on this help site. As always, if you 

cannot find the answer you are looking for here, feel free to call us at (800) 977 6735, email 

to help@searchsoft.net, or visit the People Admin Community.  
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Account Information Related Topics 

Basic Account Information 

The Account Information tab shows the following basic information about your account: 

 First and Last Name 

 The date your account was created 

 Username 

 Email Address associated with the account (*Email address is always a required field) 

 Email Options 

 

 

 

How to Change Password 

You can change your password from the Account Information menu.  

 
 

To change your password simply enter the new password twice for confirmation. When you have finished, click 

"Change Password." 
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How to Change Username 

You can change your username from the Account Information menu. 

 
 

Your current username will be displayed in the Username field. If you would like to change it, simply type in 

the new username and click "Save and Next." 

 

 

Having trouble logging in 

Employers and Applicants have the ability to retrieve their own username/password information. On the 

Applicant and Employer Login page, you will see "having trouble logging in?" link below the "Login" button. 

 
 

Once the user clicks on "having trouble logging in?" a new screen will appear: 
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1. Enter the email address 

2. Click "Send Recovery Email" 

Upon clicking "Send Recovery Email" the user will receive a confirmation email. 

 

 

 

Once you receive the "Account Recovery" email you will have 48 hours to use the link in this particular email 

to recover your account. If you fail to use the link within that 48 hours of receiving the email, the link will 

become invalid. You will have to go through the process once more. This email will also remind you of your 

username.  

 

 
 

Once you click on the link, it will take you to the "Change Account Password" page. 

1. Enter your new password 

2. Confirm you new password 

3. Click Save and Next 
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You will receive a confirmation page that will remind you of your username. If you click the "Continue" link, it 

will immediately take you into the system. 
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Basic System Navigation & Use 

Applicant Viewing Options 

When viewing a list of applicants resulting from a search or from selecting interested applicants next to a job 

posting there are two options for viewing the application    Preview or Click directly on the applicant's name. 

Preview  

The Preview link to the left of the applicant's name presents the application in a condensed format similar to a 

resume or summary of the full application. The Preview is opened in a new window or in a new tab depending 

on your browser's configuration. Once you are finished reviewing the application, close that window or tab and 

you will see the list of applicants again that will allow you to select another application to Preview.  

 

Clicking on the Applicant's name 

Clicking the applicant's name presents the complete details of the 

application.  
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To see the entire, detailed application on one screen select the "Printable Application" page from the 

Application menu on the left side of the screen. If you would like to move to the next applicant in your results 

list while you are in an application, click the arrow button that is at the top of the left menu. You will see the 

page you are currently viewing for the next (or previous) applicant in the Applicant Results List. If you click the 

arrow with the vertical line, you will move to either the first or last application in your list. 

 

 

 

Applicant Search Result Page 

The Search Results screen presents a list of applicants that was obtained from either a general search using the 

Searching Menu or from the Interested Applicants/HQ Interested link within a Job Posting. Below the "Search 

Results" title of the screen are listed the criteria used in the search. If the list came from the Interested 

Applicants link, then the Job Title is the search criterion. If the list came from a general search, then the specific 

criteria will be displayed.  

Displaying 1 to ____ of ____ shows the number of applicants displayed on the screen and the total number of 

applicants in the results. The screen can display only 100 applicants at a time. If there are more than 100 

applicants in the results, then there are links at the bottom of the list of applicants to display the next page(s) of 

applicants.  

Select All and Deselect All buttons will place or remove checks in the boxes beside all the applicants on the 

current screen. Applicants must be selected with checks beside their names to perform actions on them.  

Actions performed should affect: If there are more than 100 applicants in the results, then this option will be 

visible. The two options availabe in the drop down box allow you to select whether you want the action to be 

performed to affect: Checked records (on this page only) or all records in the list (all pages). If you wish all 

records in the list to receive the action use select All records in the list (all pages) from this box.  Otherwise 

select Checked records (on this page only) and the action will only affect the checked applicants on the 

current page. 

/ATS-Employer/Searching-2.html
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Applicant Result Page Mass Actions 

The drop down menu in the box titled Select an Action presents actions that can be performed on one or more 

applicants who have been checked in the boxes to the left of the name or all records if "All Records in the list 

(all pages)" is selected. Clicking the Go! button will perform the action. Not all actions may be visible based on 

the user's rights in the system.  

Delete  

Reserved for the District Administrator and should not be visible to other users. If this action 

is performed it will delete the applicant's application. This action is not advised except in very 

limited and unusual circumstances. If this action is performed accidentally, contact Customer 

Service at SearchSoft immediately for assistance in recovering the application(s).  

Remove from 

Results  

Allows the user to manage a list of applicants by removing those applicants that the user does 

not wish to consider. This action simply removes the applicant(s) from the current screen. It 

does not delete the applicant from the system. The list on the current screen can be saved so 

that the work in reviewing and narrowing the list can be maintained and the reduced list can 

be retrieved for further work at a future time. This action does not change the interest 

expressed by the applicant when they attached their application to a job. If the Interested 

Applicants link is selected again, all interested applicants will be in the list   even those on 

which this action was performed. Saving the modified list is the only way to save your efforts 

regarding this list of applicants.  

Send Stored 

Email  
Allows the user to send an email from the stored list of emails that have been created. 

Create and 

Send Email  

Allows the user to create and send an email to one or more applicants at the same time. The 

applicants DO NOT see the other names who have received the email.  Send and Discard will 

send the email, but not store the email for future use.  The option to Send and Save will place 

the email in the Stored Email list which should be reserved for generic email messages that 

are not specific to time, job, or location. 

NOTE: An email address must be listed in the Account Information for the user before the 

email features can be used.  

NOTE: If you wish to send an email from your personal email account, you can click on any 

email link in the system. This action should open your personal email screen that is available 

on the computer that you are using. If you are within a district network, your technical 

department may have to adjust settings to allow this to occur on your district computer. This 

action allows you to send only one email at a time from your personal email account.  Emails 

sent from your personal email account are not stored within the SearchSoft system, and are 

therefore not audited or searchable in the future. 

Export Data  

This action exports the application data to a file. The data exported includes name, address, 

and phone number as well as other data from the application.  

The Data section of this manual contains more information on this feature.  

Hire 

Applicant(s) 

This action allows the user to hire an applicant within the system.  This will automatically 

mark the applicant as "Hired," mark the job as "Filled," and send an email to those applicants 

who were not selected for the position. 

Add to Folder This action allows the user to manage applicants in folders.  

/SearchSoft.html
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*See article  

Change 

Applied Job 

Status 

This action allows the user to manage the status of the applicant with regard to a particular 

job. With this function, the hiring manager can see at a glance how an applicant relates to this 

job with options such as Interview Scheduled, Interview Recommended, Does Not Qualify, 

etc. 

Add to Posting  

This action allows the user to add applicants to a job posting so that when the Interested 

Applicants link is selected, the list will include not only those applicants who expressed 

interest in the position themselves, but also any applicants the user may want to consider for 

the position who did not select the position themselves. The applicant does not see that this 

action has been taken.  

Add Note  

This action allows the user to add a note to one or more applicants to record contacts, 

interview dates, phone calls, etc. The note is confidential and not visible to the applicant.  

NOTE: Remember that in most states applicants can obtain all documents in their file, 

including these confidential notes, if they file an Open Records request, a Public Information 

Request, or a similar legal request.  

 

 

Logout 

Always remember to logout. The logout button is located in the top right hand of the screen.  The information in 

the application is confidential and should not be accessed by unauthorized individuals. The system will 

automatically logout after a period of time, but it is best to logout as soon as you leave your computer. 

Required Fields and Records 

Required fields and records help to ensure the applicant enters a minimum amount of information before their 

application is considered complete. Required fields are marked with red asterisks and must be completed before 

an applicant is allowed to save changes for that page. Applicants are informed of required records in the 

instruction area of the corresponding application page and that incomplete applications will not be considered 

for employment. If an applicant tries to logout of the application before all required items have been completed 

they are displayed an “incomplete” application warning page that lists all incomplete items with links to each 

incomplete page. An email is sent to them that lists the incomplete fields and provides a link back to the system. 

When an applicant logs out with all required items complete their application status is then marked “Active   

New” and they are sent the new applicant email. Employers are then able to search for applicants who have 

completed all required fields and are therefore marked “Active.”  This is a preventative measure for employers 

to keep from seeing applicants who have not filled out enough relevant data to be considered for employment. 

 

When viewing an application, both the applicant and employer can click the yellow question mark icon located 

to the right of the current page pull down to have the system display any missing required fields or records. 
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Jobs 

 

Managing Jobs 

The jobs section of the Applicant Tracking System (ATS) is designed to enable districts to post vacant 

positions. By posting open positions, the district provides applicants the ability to apply specifically to those 

positions.  

There are several functions associated with Jobs: Add, View, Edit, Copy, Delete, Archive and search for 

Interested/Highly Qualified Applicants. These links are made available to users based on user rights.  

 

Job Form 

The asterisk (*) beside the field name on the screen indicates that it is a required field. To modify which fields 

are required, contact Customer Service. (Some districts may have additional fields not mentioned here or may 

have changed the field names.) 

Standard Job Fields 

Jobs Form Fields  Description  

* Job Status  

Allows the district to define stages of the job posting process. (This list may 

vary depending on a district’s needs and requests. See examples in next 

table.)  

* Job Posting Type External   Only external applicants can apply to the job. 

Internal   Only internal applicants can apply to the job. 

At Large   Either external or internal applicants can apply to the job. 

Pool   This is an internal posting which allows the district to collect 

applications for a particular type of position.  Applicants generally do not 

apply to pool postings. 

Open Date/Closing Date  

These fields are used together to make it possible to have a posting open for 

a set period of time. The fields can be used to prevent an applicant from 

seeing or applying for a job outside of a specified date range. 

Automatically Change Job 

Posting Type on/Change Job 

Posting Type to 

These field enables the employer to change the job posting type on a specific 

date.  For example, a posting could be set to change from Internal to At 

Large on a particular date. 

* Archived  

This field is used to remove a job posting from the Active jobs list and place 

it in the Archived jobs list. By default this field is set to “No.” To archive a 

closed job posting, change this field to “Yes” and click “Save and Return to 

List.” The archived job can be found by performing a Job Search for 

archived postings.  Generally there is no reason to set this field to "Yes" 

when initially creating a new posting. 

* Building / Department / 

Location / District / School 

This field allows the district to define where the job is located. 

NOTE: The visibility of a job can be restricted to administrative users whose 

account has been setup to see jobs only at a particular location.  

Users who should always see this This field will allow all the selected users to view the job posting, regardless 

/ATS-Employer/Jobs.html
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posting of the restrictions in the system based on the location in the user's account 

information. (Not all districts use this field.) 

Internal Number/Position Code This field allows the entry of a job number other than the automatic number 

generated by the system. This is typically used by districts that have an 

established job numbering system and would prefer to continue with that 

practice. Some districts use this field for an internal Position Control 

Number. 

* Title 

Type the name of the job in this field. Remember, the job can be a “generic” 

or “pool” job. If this is the case, use a title that is more general (Substitute 

Teacher, Elementary Teacher). If the posting is specific, providing detail will 

give the applicant more information (High School Algebra and Geometry 

teacher or Middle School Cafeteria Manager). It is recommended that if the 

posting is for a specific position at a specific location, then the location name 

(or abbreviation of the name) could also be included in the Job Title.  

* Job Type 

This field determines what types of applicant (i.e. Administrative, Certified, 

Classified) may see the posting. It also provides the selection of the primary 

job responsibility that applicants can use in searching for jobs. If a job has 

multiple responsibilities, the primary one can be selected here and the 

multiple responsibilities can be listed in the Job Title and/or Job Description.  

NCLB Highly Qualified 

Teaching Area 

This field allows the district to define the NCLB teaching area for the 

position being posted. This field and the Core Content Subject field drive the 

criteria for the "HQ Interested" link, described later in this document. This 

field is a part of the HQ module, which is sold as a separate component of 

the SearchSoft ATS. Please contact the Sales department for more details or 

purchasing information. Depending on how the district implements this 

module, the Teaching Area and Core Content field may be combined into a 

single field.  

Core Content Subject This field allows the district to define the NCLB core content subject for the 

position being posted. This field and the previous field drive the criteria for 

the "HQ interested" link, described later in this manual. This field is a part of 

the HQ module that is sold separately. Please contact sales for more details 

or purchasing information. Depending on how the district implements this 

module, the NCLB Highly Qualified Teaching Area and Core Content fields 

may be combined into a single field.  

Job Type Description 

This field allows the user to type or copy/paste a brief description of the 

responsibilities of the job, refer to an attached job description document, or 

provide a web address where an online job description can be viewed.  

Start Date This field allows a user to post the date of the first workday for the job. 

Salary Range 
These fields allow the district to communicate salary information to the 

candidate. 

Duty Days Duty Days are the number of working days required per year or contract. 

Additional Job Information 

This field can be used to provide specific instructions regarding the 

acquisition of the job, interviewing, mailing documents, etc (e.g. "Please do 

not call Acme High School for questions about this posting. Rather, call 

Human Resources or simply wait for email notifications," etc).  

Coaching/Extracurricular These fields are to convey additional job information that is searchable by 

/SearchSoft.html
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Activites/Area of Certification applicants. The district may select more than one value in each of these fields 

by holding the CTRL key as items are selected using the mouse. If enabled, 

the applicant can search for jobs using this information.  

Grades 

This field allows a user to select the grades for the position. The user may 

select more than one grade. If enabled, the applicant can search for jobs 

using this information.  

 

 

 

Save / Edit Options on Job Form 

Save and Return to List:  
Saves the job posting and returns to the Jobs List 

Save and Create New Record:  
Saves the current job posting and opens a new, blank Jobs Form 

Save and Manage Attachments:  
Saves the current job posting and opens the screen that allows the attachment of document(s) to this job posting, 

such as job description, salary information, or a district designed job notice document, etc.  

1. Click: Jobs tab (or if already in the Jobs tab, click All Jobs) 

2. Click: Edit link next to the job to which you would like to add an attachment  

3. Click: Save and Manage Attachments to add an attachment to the posting  

4. Click: Add File Attachment link  

5. Click: Browse and locate the document you would like to attach  

6. Click: Open to display document file name to be attached  

7. Enter: In the description field the text you would like displayed for viewing the attached document  

8. Click: Submit to attach the document to the job posting  

Save and Edit Previous / Next Record:  
These options are visible when the job posting has been opened with the Edit link. Saves the current job posting 

and moves to either the previous or next job posting in the Jobs List to allow editing.  

 

 

Adding Jobs 

To add a job, go to "Jobs" located in the top menu bar. If your district utilizes a Request to Post form, please 

read instructions on launching a Request to Post.   

/ATS-Employer/Jobs.html
/ATS-Employer/Jobs.html
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Click on the Add link to create a new job posting.  

*If you do not have an "ADD" button, you may not have the ability to post jobs. Please contact your District 

Administrator for assistance.  

Because all districts can request to customize their job form, please take note to fill out all fields with an * as 

these are required fields within the job form. 

 

Once you have filled out all the required fields, you must click "SAVE AND RETURN TO LIST" in order for 

the job to be saved.  

 

Users who should always see this posting 

"Users who should always see this posting" is a feature that enables an Authorized user to provide another 

employer user visibility to the Interested Applicants of a job posting at a location different from his or her own. 

For example, you may have Principal John at Dallas Elementary hiring an Art teacher and Principal Jane knows 

she will have an opening for an Art teacher at a later date. In this instance, rather than creating two job postings, 

we recommend using the "Users who should always see this posting" feature. This will allow for the job to be 

posted at Principal John's location, where there is currently an opening, but allow for Principal Jane to see the 

remaining candidates for her future posting.  
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This feature is also helpful when a classified posting is managed by a Department, but the Principal also needs 

access. For instance, the Food Services Manager has posted a job that will be at Principal John's building. By 

using "User's who should always see this posting," Principal John will be able to review the candidates, even 

though the job is located at the Food Services location.  

 

**This feature does not exclude individuals that would see the posting regularly. This feature simply allows you 

to provide additional users with access** 

 

To add a user to "Users who should always see this posting": 

 

1. Click the "Jobs" Tab  

2. Click the "Add" button to create a new job  

3. On the job form, below "Location" you will see "Users who should always see this posting:"  

 

        The column on the left will automatically be populated with all employer users from the system. By using 

the arrow tool (highlighted in red), you can add users to see the posting to the column on the right.  

 

Request to Post 

**Please note: The images seen below are from our demo site. The images below may or may not reflect your 

district site.  

 

If your district utilizes the Request to Post feature, to post a job, do the following: 

 

Go to "Jobs" located in the top menu bar and select "Request to Post." 
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A new screen will open, allowing you to fill out the Request to Post form. All fields marked with an * are 

required.  

 
 

Once you have filled out all the required fields, go to the "(Select an action)" pull down located at the bottom of 

the form. Select the appropriate option, enter your password, and click submit.  
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Editing Jobs 

Click on the Edit link to the left of the job listing to edit the details of a job posting that has already been 

created. Only users who have the right to edit jobs will see this link. Also, user rights will govern what fields are 

available to edit. Changes are recorded in the Audit Record which can be found at the bottom of the job screen 

if the user has access to the Audit function.  

Viewing Jobs 

Click on the View link to the left of the job listing to view the details of a job posting. Users who do not have 

the right to add or edit jobs will have the right to view jobs. Users (regardless of user rights) are not able to edit 

the details of a job in view mode.  

Deleting Jobs 

This functionality is only made available to the highest level users. It is highly recommended that jobs not be 

deleted if they have been open and visible to applicants. Instead, it is recommended that jobs be Archived after 

they have been filled and processed. See Archived Jobs for additional information on archiving jobs. Deleting a 

job might be used when a job posting was started, but was never posted to the public.  

1. Click: The empty checkbox next the desired job(s). When clicked a checkmark appears inside the box  

2. Select: Delete in the 'Select an Action' box at the top of the job list  

3. Click: 'Go!' button  

4. Click: Delete, when prompted to confirm the delete. As confirmation, an email will be sent to the email 

account associated with the user who deleted the job. If you delete a job by accident, please contact 

Customer Support for assistance.  

Archiving Jobs 

Archiving jobs allows the district to maintain a more manageable list of active jobs, but retain “filled” jobs for 

future reference. Once a job is filled and the processing on the ‘new hire’ is complete, it is recommended that 

the job be archived. The details of the job posting and list of interested applicants of an archived job can be 

accessed at any future time.  

/ATS-Employer/Jobs.html
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Note: If these links or tool box options described are not visible, the user may not have the rights to archive or 

edit jobs. 

Archiving Jobs Steps  

1. Click: Jobs tab  

2. Click: Edit link next to the job to be archived  

3. Click: “Yes” in the field “Archived?”  

4. Click: Save and Return to List to archive the posting  

 OR  

1. Click: The empty checkbox next the desired job(s) in the All Jobs List 

2. Select: Archive in the Select an Action box at the top of the list of jobs  

3. Click: Go! button  

4. Click: Archive once prompted to confirm archiving  

NOTE: When a job is flagged as “Archive” it is moved immediately to the Archived area when the job is saved. 

A job cannot be scheduled to archive in the future; it is an immediate action.  

 

Viewing Archived Jobs  

1. Click: Job Search link on the left Navigation Menu of the Jobs Tab or the Searching Tab  

2. Click: Yes in the Archived? field 

3. Click: Submit  

This will return a list of all archived jobs.  

NOTE: You can select additional criteria in the Job Search screen to return a more highly refined list of 

Archived jobs. 

Copying Jobs 

An existing job (or a job in the Archived list) can be copied to create a new job posting. This new job will not 

automatically include any of the interested applicants for the previous posting, but copies all of the posting 

details in the original job posting and any attachments from the original job. The new job may be set to an 

OPEN Job Status by default, so be sure to change the status if you are not ready to post the job immediately. 

The Open and Close date fields in the new job are blank so new dates will have to be entered. Also, the Start 

Date field is blank and will need to be completed.  

1. Click: Copy beside the job you wish to copy  

2. Edit: The Job Form for Job Status, dates, other data that may need to be changed 

3. Click: Save option at bottom of form.  

NOTE: Remember the new job is in the active list. If you copied from the archived list, click All Jobs in left 

menu to return to the Active list to see the new job. 

 

 

/ATS-Employer/Jobs.html
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Working with Applicants in Jobs 

 

Viewing Interested Applicants 

Click on the Interested Applicants link located to the left of the Job Posting to retrieve a list of all candidates 

who have expressed specific interest in the posted position.  

1. Click: Jobs tab (or if already in the Jobs tab, click All Jobs)  

2. Click: Interested Applicants link on the Jobs page next to the job posting.  

NOTE: This search will provide a list of specific applicants who have expressed specific interest in the posted 

job. This does not guarantee that these individuals are qualified for the position.  

 

Viewing Highly Qualified Interested Applicants 

To view a list of applicants the system has determined are highly qualified based on a series of questions in the 

application, please follow the steps below. This link is a part of the HQ module that is sold separately. Please 

contact the Sales department for more details or purchasing information.  

1. Click: Jobs tab (of if already in the Jobs tab, click All Jobs)  

2. Click: HQ Interested link on the jobs page next to the job posting.  

NOTE: This search will display all of the applicants who have expressed interest in the position and have a 

highly qualified record that matches the core content subject selected in the job posting. This does not guarantee 

that these individuals are highly qualified for the position.  

 

Refine Interested Applicants Results 

A list of interested applicants or HQ interested applicants can be shortened to a more manageable number by 

refining your search. This action will open the Searching Menu and allow you to apply specific search criteria 

to the list of Interested Applicants.  

1. Click: Jobs tab (or if already in the Jobs tab, click All Jobs)  

2. Click: Interested Applicants or HQ Interested link next to the Job of interest  

3. Click: Refine this Search link at the bottom of the list of applicants or Refine Last Applicant Search in 

the left hand menu  

4. Select: the desired criteria (See Applicant Searching for additional information)  

5. Click: Submit at the bottom of the page  

Note: This action can be used as many times as needed to get to a manageable applicant list.  

 

Add an Applicant to a Job 
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An employer can attach an application to a job posting so that the applicant's name appears in the posting's list 

of interested applicants. This allows the employer to express interest in the applicant for a particular job posting, 

without the applicant's knowledge that this has occurred.  

 

Adding an Applicant to a Job Posting   (Expressing Interest in an applicant for a posting)  

Click: Searching Tab (or if already on the Searching Tab click Applicant Search) 

 

Enter: The desired search criteria to find the applicant(s) to attach to a job posting. Click: The Submit button at 

the top or bottom of the page. 

 

Option 1:  

 Click: The box next to the desired applicant(s) 

 Click: The drop down arrow in the "Select an Action" box above the list of applicants  

 Select: Add to Posting from the list of actions  

 Click: Go! Button  

 Select: Job Posting from the drop down list to which you wish to attach the applicant(s)  

 Select: If you are doing this on behalf of the applicant select the option box.  (The system will track the 

applicant in the job as though they applied directly.) 

 Click: Add to Posting Button 

 

Option 2:  

 Click: View/Edit next to the applicant Record  

 Select: Applied Jobs from the Current Page pull down list  

 Click: Add link Select: Job Posting from the drop down list to which you wish to attach the applicant(s)  

 Click: Yes to the Employer Interested?  

 Click: Save and Next Button 

 

NOTE: An employer can remove the applicant from the list of "Interested Applicants" only if the applicant was 

added by an employer. The employer cannot withdraw the interest the applicant expressed when the applicant 

applied to the job posting.  

 

Change Applied Job Status 

 

Applied Job Status is a field on the Applied Jobs page of the application. This field is invisible to applicants and 

tracks applicants' pursuit of individual job postings. This field allows the employer to track applicants 

throughout the hiring process.  

Mass Change of Apply Job Status   from Applicant Results List  

1. Click: Jobs tab or "All Jobs" from the left hand menu if already in the Jobs tab  

2. Click: Interested Applicants or HQ Interested link on the Jobs page next to the job posting  
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3. Check: Box beside the applicant(s) whose Apply Job Status should be changed 

4. Select: Change Apply Job Status from the "(Select an Action)" box above the list of applicants  

5. Click: Go! button  

6. Select: New Apply Job Status from pull down 

7. Add: Note if you wish  

8. Click: Change Status button  

Note: The change can also be seen in the Applied Job status field on the Interested Applicants result page for 

the job posting.  

Changing Apply Job Status from Applicant Profile  

1. Click: Jobs tab or "All Jobs" from left hand menu if already in the Jobs tab  

2. Click: Interested Applicants or HQ Interested link on the Jobs page next to the job posting  

3. Check: View/Edit link next to the applicant  

4. Select: Applied Jobs page in the top Current Page pull down  

5. Check: Box beside the job(s) you wish to change the status  

6. Select: Change Applicant Apply Job Status for Job(s) from the "(Select an Action)" box above the list of 

Applied Job Status' 

7. Click: Go! Button 

8. Select: New Application Status from pull down 

9. Add: Option to capture a note on to explain the reason for status change 

10. Click: Change Apply Job Status link to change the status 

If an applicant's status is set to Hired, review the two options at the bottom of the screen.  

1. Click: An option is given to set the applicants overall status to Inactive Hired  

2. Click: An option is given to mark the job status as Filled  

3. Click: Normally, this action is performed in the HR office. The Hired option may not appear in the list 

due to user right settings.  

Click: Save and Next to save the change to the status.  

Note: The status change can also be seen in the Applied Job status field on the Interested Applicants result page 

for the job posting.  

 

How to Hire Applicants 

Within the system, you have the ability to hire an applicant and at the same time send all the applicants you did 

not hire an email letting them know that you have filled the position.  

 

How to Hire Applicants and Send Emails to Applicants Not Hired 

1. Go to the Jobs tab 

2. Locate the job you wish to hire from and select 'Interested Applicants' 

3. Place a check mark in the box to the left of the applicant's name that you would like to hire.  
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4. From your '(Select an action)' pull down, select 'Hire Applicant(s)' 

5. Click 'Go!' 

6. A new pop up window will appear: 

 

6. a. Change the applicant's overall status to "Hired"?: This is a required field. The only time we would 

recommend selecting 'No' for this field is when you have a temporary contract and you would like for the 

applicant to remain part of the general pool. The applicant 

        becomes inactive if you mark them 'Hired' 

    b. Do you wish to hire any more applicants for this position?: We would recommend marking this field 'Yes' 

if you are hiring from a Pool Posting; otherwise, select 'No'. 

7. By selecting No on the second question, additional questions will appear:  
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7. a. Change the job's status to 'Filled'?: Again, the only time we would recommend selecting 'No' would be in 

the case of a Pool Posting.  

    b. Would you like to email all applicants who applied to the posting who are NOT being marked as 'Hired'?: 

If you selected 'No' on the previous question, you will not likely want to send an email to all applicants.  

8. By selecting 'Yes' here the email that is sent to applicants that were not selected for the job appears here: 
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8. a. Template: This is where if you have previously created a stored 'Not Hired' email, you could select from 

the stored email template. Otherwise, you can create an email by filling out the fields below. 

    b. Subject: This is the subject line your applicants will see when they receive the email. Again, if you are 

using a template email, this will be filled for you. 

    c. Body: This is the message your applicants will receive with regards to not having been selected for the 

position. Again, if you are using a template email, this will be filled with whatever information you had created 

within the stored email.  

9. Click 'Hire Applicant(s)'  

*Once you have clicked 'Hire Applicant(s)' the email is sent immediately to anyone not marked 'Hired' 

 

 

Status 

Applied Job Status 

The table below lists common Applied Job Statuses and suggested definitions. This list can be customized for 

your district by contacting Customer Service or by using the List Editor. 

 

Applied Job Status  Description  

New  The default status an applicant is given when they apply to a position  

Recommend for 

Interview  

Used to denote applicants that an employer would like to interview for a particular 

position  

Does Not Meet Job 

Criteria  
Used to denote applicants that are not to be interviewed for a particular position  

Interview Scheduled  An interview has been scheduled for an applicant  

Interview   Not 

Recommended  
The applicant has been interviewed but is not recommended for this position  

Interview   

Recommended  
The applicant has been interviewed and is recommended for this position  

Recommend for 

Hire  
The applicant has been interviewed and is recommended to be hired for this position  

Hired  

The applicant is hired for this position. This option is usually reserved for the HR office 

only.  

NOTE: If this option is selected, there are options at the bottom of the Applied Jobs screen 

in the View/Edit mode of the application to change the applicant's overall status to 

Inactive Hired, as well as to change the job posting's status to Filled.  

Withdrew/No 

Longer Interested  
The applicant is no longer interested in this position  
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Job Search 

To find jobs, either on the All Jobs list or Archived Job list, use the Job Search link found in the left menu on 

the Jobs tab and on the Searching tab. The typical items found on this form are below. 

 

Job Status  Allows the user to search for jobs that match one or more of the Job Status options  

Archived?  

Click Yes, if you wish to see jobs listed in the Archived list 

Click No, if you wish to see jobs in the Active All Jobs list 

Leave blank, if you wish to search both Active and Archived lists. 

Applicant Type  
Allows the user to search for Administrative, Certified, Classified, or other options available 

in the district’s implementation of the ATS  

Scope  
Options used in some districts are At Large, External, Internal, etc. to denote the visibility of 

the job posting to various groups of applicants.  

Job Type Search for a particular classification of posting 

Add in last n 

days  

Drop down list gives options to help narrow a search based on how many days prior to 

today’s date, the job posting was created  

Save these 

choices as my 

default?  

Performing the search with this check box selected will save the current search criteria as your 

default options that will be selected each time you open this screen in the future. If you do not 

want to save the current criteria as your default, then leave this box unchecked as you submit 

the search.  

Reset button  Click Reset button at bottom of screen to clear all choices. 
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Searching 

The Searching Menu section of the system is designed to allow the user to find different types of information in 

the system based on user defined search criteria.  

 

Wildcards Characters 

The * allows the user to submit a text search without requiring them to enter the entire data value in the search 

field.  The asterisk (*) serves as a wildcard that replaces the need for other information in a search field.  For 

example, if the user wishes to search for all applicants whose last names start with "H," they can enter "H*" in 

the Last Name search field. 

Multiple Selections Within a Single Search Box 

Multiple choices may be selected (and de selected) from some of the selection boxes in the searching form by 

holding down the Control (Ctrl) key (Mac users will use the "Apple" key) while clicking additional items. 

Types of Searches – Search Logic 

“OR” Type of Searches  

By default the system utilizes “OR” search logic within multi select boxes.  This means that the search result 

will contain records that have any of the values highlighted in the multi select box (A or B or C). 

An example of this type of search is when dealing with the Endorsement Area in the Certificate/License search 

section.  If a user submits a search with more than one value selected in this field, the result will contain 

applicants who have chosen any one of the values selected in the field. 

“AND” Type of Searches  

By default the system utilizes “AND” search logic between data fields.   This means that the search result will 

contain records that match all of the fields selected (A and B and C). 

 

“Match All” Type of Searches  

Many times a district is interested in doing a search within one of the multi select fields using AND logic 

instead of the default OR logic.  This means that the search result would contain applications that have all of the 

selected values in the multi select box. This is possible by checking the Match All option above the select box.  

The Match All option is available in the Certification/License section on the Endorsement Field and in the 

Education area on the Degree Field.  This allows the user to easily identify candidates who are certified in 

multiple subjects. 

 

Applicant Searching 

General Information Searching 

You can search for applicants based on some general information.  The system is set to look for active 

applicants as the default, unless you select something else in the Applicant Status pull down list or remove the 

Active (Ctrl+mouse click) to search for all applicants in the system – Active and Inactive.  
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Field Description 

Applied Job Status This field is only visible if the user is refining a list of Interested Applicants for 

a job posting. This field allows the user to find applicants with a particular 

Applied Job Status. 

Last Name / First 

Name / Other 

Name(s) 

These fields are all text searches. The system will return the applicants who 

have an exact match to the search criteria entered. These fields are often best 

utilized in conjunction with the wildcard "*" character.  

Email Address This is a text search. The system will return the applicants who have an exact 

match to the search criteria entered. These fields are often best utilized in 

conjunction with the wildcard "*" character. This search might be used to find 

an applicant if an email sent from the ATS was returned as "undeliverable". 

State This allows the user to search for applicants based on their state of residence. 

Social Security 

Number 

Similar to the name fields, this requires an exact match or the use of the 

wildcard "*" character. (For example: * used with the last four digits of the 

SSN) 

Employment 

Preference 

This field allows the user to find an applicant based on their employment 

preference. This benefits the user by allowing them to review only the 

applicants who would be interested in a specific type of position. This field is 

best used in conjunction with the Certificate/License fields or HQ fields. This 

allows the user to find those who are interested and qualified in a specific 

teaching area.  

Highly Qualified 

Teaching Area/Core 

Content Subject 

These fields can be used together to find certified applicants that are considered 

highly qualified for a particular teaching area and/or core content subject based 

on a series of questions in the application. HQ module must be installed. 

HQ Status This field can be used to find applicants with a particular HQ Status based on 

the Teaching Area and Core Content selected in the previous fields. HQ module 

must be installed. 

Applicant Type This field can be used to determine what type of application you are searching 

for (i.e. Administrative, Certified, Classified/Paraprofessional/Support), 

Summer School) 

Applicant Status By default this field is set to "Active". This field allows the user to search for 

applicants based on where they are in the application process. Active status 

denotes individuals who are in the hiring pool. While inactive denotes 

applicants outside of the typical hiring pool. Suggested definitions for each of 

the statuses are listed below, but may vary depending on the implementation in 

each district. 
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Active   This value is used for searching purposes only. When selected, the 

system will look for applicants in ALL active statuses.  

Active   New   This status denotes candidates that have completed their 

application (filled in all required fields and records.) 

Inactive   This value is used for searching purposed only. When selected, the 

system will look for applicants in ALL inactive statuses. 

Inactive   Incomplete   This status denotes that the applicant has not filled in 

all required fields and records, leaving the application incomplete.  

Inactive   Expired   This status is used to denote applications that have become 

inactive due to the amount of time spent dormant in the system. A district can 

set this function to occur automatically by using the Expiration Option on the 

Administration tab.  

Inactive   Hired   This status denotes applicants that have been marked as hired 

within the district. 

Inactive   Withdrew/No Longer Interested   This status can be used to denote 

applicants that are no longer interested in being considered for a position.  

How did you hear 

about employment 

opportunities with 

this district? 

This field if primarily for reporting purposes. You may select more than one, 

which would submit it as an "OR" based search.  

Applicant ID Applicant ID is a unique identifier automatically generated by the system for 

each applicant. The ID can typically be found on the applicant's General 

Information page. Similar to the name fields, this requires an exact match or the 

use of the wildcard "*" character.  

 

Miscellaneous Information Searching 

Field Description 

Interested in being a 

Substitute (Certified) 
Allows a user to find substitute teachers that have filled out the 

certified application. 

Technology Literacy / 

Coaching/Club 
These boxes include a list of skills/programs an applicant may possess 

or in which has experience. 

Multilingual Abilities This box includes a list of languages an applicant may read, speak or 

comprehend. 

Years of Full Time 

Teaching 

Allows users to look for applicants who have ‘x’ years of total teaching 

experience.  The ‘<' and ‘>’ signs may be utilized to find applicants 

with less than ‘x’ years of experience or greater than ‘x’ years of 

experience. 

Examples:  

A user who is looking for an applicant with exactly 5 years of teaching 

experience would enter: 5 

A user who is looking for an applicant with 5 or fewer years of 

teaching experience would enter: <5 

A user who is looking for an applicant with 5 or more years of teaching 

experience would enter: >5 
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Certification/License Searching 

You can search for applicants based on which certificates/licenses they hold or will soon hold. If you wish to 

perform a search based on certificate/licenses, you may enter criteria for a single search field or any 

combination of fields. Selecting multiple endorsements will search for applicants who have any one of the 

selected endorsements.  

Field Description 

Certificate/License 
Type 

Allows users to search for applicants with certificates/licenses of a 

specific type 

Issued State Allows users to search for applicants with certificates/licenses issued 

by a specific state. 

Endorsement, 
Subject Area, 

Teaching Field 

Allows users to search for applicants with certificates/licenses with a 

specific endorsements, subject areas, or teaching fields.  

  

 

Education Searching 

  

Field Description 

College 
To search for applicants who attended a specific college click on the 

link above the field.  First select the state in which the college is 

located. Next select the college within that state. 

Degree/ Major 
/Minor 

A list of options may be provided.  Select the degree in which you are 

interested in.  If your implementation has this field as a ‘text field’ 

instead of drop down list, you can use the wildcard ‘*’ searching 

techniques, such as *math* to find any major/minor that has ‘math’ in 

the field. 

GPA 

(Greater than or 
equal to) 

If you wish to search for applicants based on their GPA's, enter the 

minimum acceptable GPA and the system will search for applicants 

who earned that GPA or higher.  Note:  If your implementation did not 

specify a GPA Scale, remember that not all universities use a 4.0 

system. 
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Application/Account Activity 

You can search for applicants based on the time period in which they created and/or activated their applications. 

Enter dates into both date fields to search on applicants who submitted their applications between those two 

dates.  

  

Field Description 

Account Creation Date (start) Enter a date into the Account Creation 

Date (start) field to search for 

applicants who created (started) their 

applications on or after that date.  

Account Creation Date (end) Enter a date into the Account Creation 

Date (end) field to search for applicants 

who created (started) their applications 

before, but not on that date. 

Account Created within the last n 

number of days 

You can search for applicants who have 

created an account (started) within the 

last 'n' number of days. 

Activated Date (start) Enter a date into the Activated Date 

(start) field to search for applicants who 

completed (filled in all required fields 

and records) in their applications on or 

after that date. 

Activated Date (end) Enter a date into the Activated Date 

(end) field to search for applicants who 

complete (filled in all required fields 

and records) in their application before, 

but not on, that date. 

Activated within the last n number of 

days 

You can search for applicants who have 

completed (filled out all required fields 

and records) their application within the 

last 'n' number of days. 

Have been edited by the applicant 

within the last n number of days 

You can search for applicants who have 

made changes to their application 

within the last 'n' number of days. 

Have not been edited by the 

applicant within the last n number of 

days 

You can search for applicants who have 

not made changes to their application 

within the last 'n' number of days. 
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Have not logged in within the last n 

number of days 

You can search for applicants who have 

not logged in to their application within 

the last 'n' number of days. 

Have logged in within the last n 

number of days 

You can search for applicants who have 

logged in to their application within the 

last 'n' number of days 

 

 

Background Information Searching 

You can search for applicants based on their disciplinary and employment history. Enter "Yes" into one or more 

of the search fields to find applicants who specifically answered "Yes" to those particular questions. Enter "No" 

into one or more of the fields to find applicants who specifically answered "No" to those questions.  If a field is 

selected that you do not want to include in your search select the empty field above “Yes”.   

 

Remember: If you select more than one field in the Background Information, the same logic applies as in the 

rest of the searching process – the logic would be “AND”.  In other words, the applicant would have to have 

answered YES to all of the fields you checked.   

 

Suggestion: You might use the “NO” in all boxes to find applicants who had not answered “YES” in any of 

those fields.  

 

Folders 

With Applicant Folders, you can easily store candidates in folders. You can then share those folders with other 

users in the system. To start using Folders, simply select the "Add to Folder" in the action box from any 

applicant search result page.  

For example, if you are looking at a list of "Interested Applicants" for a job posting, you can place a check mark 

next to any number of those applicants and select "Add to Folder" in the action box at the top of the page. After 

selecting "Go", you will be able to select the appropriate folder for the checked applicants, or you will be given 

the option to create a new folder. Just give your new folder a name and your list of applicants is then neatly 

filed away. 

 

Step by Step   Adding a Folder 

1. Place a check in the box of the candidate(s) you would like to add to a folder 

2. Select "Add to Folder" from the Actions Menu 

3. Click the "Go" button 

4. Place a check in the desired folder(s) (OR create a new folder from here!) 

5. Click "Add to Folder" button 

If you want to see the applicants stored in your new folder, click on the "Searching" tab at the top of the page 

and then select "Folders" from the left side bar. You will see a list of your existing folder, and if you click 

"Applicants" next to your new folder, you will see the applicants who were previously added to that folder.  
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Perhaps you are looking at a list of applicants for a Math position, but you are really only interested in those 

applicants who have at least five years of teaching experience. After reviewing the applications, you can put a 

check mark next to the applicants who have the desired experience and store them in a folder called 

"Experienced Math Teachers". Now you have a list of desirable applicants and you won't have to sort through 

the applicant pool later to find those ideal candidates.  

 

Folder Visibility 

You also have the ability to make each of the folders visible to other users within your SearchSoft system. If 

you click the "edit" link next to a folder, you will be given the option to add a description to the folder and you 

will see an option that states "Allow other users to see". If you select "Yes" for this option, you will be given the 

option to control the "Groups that can see this list" and "Groups that can add/remove applicants". So you can 

control who sees and modifies the contents of your folder! The administrative user account automatically has 

access to Applicant Folders. The administrative user can choose to give other user groups access to the Folders 

feature by granting one, or both, of the following user rights: 

 Applicant Folders Create Public Folders   Allow users to create public folders and share them with 

other groups 

 Applicant Folders Access   Allow users to see and use folders and share them with other groups 

These user rights can be found within the "Feature Access Rights" section when editing User Groups.  

 

 

 

Printing 

User Rights 

Printing is a feature available to users with the appropriate user rights. District Administrators can distribute 

printing to users from the Administration Tab.  

1. Select User Groups 

2. Locate the Group you wish to provide with the Printing feature and select "Edit" 

3. Locate the "Document Management" section 

4. Select "Print Application" 

5. Click Save and Next 

 

How to Print  

1. Locate the Applicant(s) that you would like to print. (Printing is available through any applicant result 

page) 

2. Place a check mark in the box to the left of the applicant(s) you wish to print 

3. From the "Select an action" pull down, select "Print Applications" 
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      4. Click "Go!"  

      5. A new window will appear asking you to select from printing the "Complete Application" or just the 

"Preview"  

 
 

       6. Once you have made your selection, click "Print Application(s)" 
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Data 

 

Export Applicant Data 

 

Exporting data is a way to take a snapshot of basic applicant data at a single point in time. There are two ways 

to export applicant data from the system to a file. The first way is through the applicant result page; the other 

utilizes a saved search. 

NOTE:Do not include a file extension, since one will be automatically appended to your filename by the 

system. The file name format does not support spaces or symbols. You are limited to 500 applicants per export 

file. Example: If you enter TESTEXPORT into the textbox and you select CSV as your file type, your file will 

be created on the server and will have TESTEXPORT.CSV as a filename. The extension is dependent upon the 

file format you select in the pull down  

NOTE: Exports run a batch process that may take a few minutes to complete. The exported data file can be 

found in the Data tab, by clicking “My Exports” 

 

Exporting Data Using the Applicant Result Page 

 

Exporting using the applicant result page allows you to select some or all records from the result list, and export 

them.  

Steps: 
1. Click:  Searching tab or Applicant Search in the left hand menu if already in the Searching tab 

2. Enter: The desired search criteria. 

3. Click:  The Submit button at the top or bottom of the page 

4. Check: Each applicant record you would like to export 

5. Select: Export Data from the drop down list in the “Select an action” box above the list of names 

6. Click:  The Go! Button 

7. Select:  File Type to export your data – CSV/Excel may be the only option, but it must be selected. 

8. Select: Export lookup type – normally select Name Only option.  The other two would be used by 

technical staff if you were moving data to another system. 

9. Name: Export Filename (without a file extension and no spaces or special characters) 

10. Date:  Click Yes if you want to append the date of the export to the filename. 

11. Click: The Export button 

 

Exporting Data Using a Saved Search 

 

Exporting using a saved search allows you to export a group of applicants.Click:  Searching tab or Applicant 

Search in the left hand menu if already in the Searching tab 

Steps: 
1. Select: The desired search criteria. 

2. Click:  The Submit button at the top or bottom of the page. 
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3. Click: The Save This Search at the bottom of the search results. 

4. Fill Out: Form and fill out the following fields. 

5. Action(s) to be performed with the results:  Export results to file 

1. Export As: (select data type) – only option may be CSV/Excel, but still must be selected 

2. Export Filename: (no file extension, spaces or special characters) 

3. Would you like to add the export record to 'My Exports'? Usually, Yes 

4. Append current date to export filename:  Usually, Yes 

6. Click: The Save and Next button 

 

 

 

 

 

 

System Administration 

Corporation/District Profile 

This page is used to edit information regarding the district and schools that make up your school system. To edit 

a district or school’s information click the edit link next to the district or school that is to be changed. To view 

the child companies (schools) click on the Child Companies link. The Name in the District Profile is the school 

district name that will be used throughout the system. The Supervisor’s email is one that will be listed as a 

contact for applicants if they have questions about using the system. Consideration may be given to creating a 

“generic” email account to which applicants can communicate, such as Jobs@....... . This generic email will 

need to be monitored daily, but it would prevent applicants from creating a volume of email for the supervisor’s 

personal email account. The home page is the Internet address an applicant or administrator will see when they 

log out of the system. 

 

Social Media Display 

The Social Media Button on jobs allows an employer or applicant to post the job vacancy on Facebook, 

LinkedIn, and/or Twitter.  

 

To disable this feature: 

1.  Click on the Administration tab 

2.  Click "Edit" 

/McREL/Administration.html


37 

 

 

        3. Scroll to the bottom of the page, locate "Display Social Media Buttons on Jobs?"   By default this option 

is set to "Yes". To disable the feature select "No" 

 

        4. Click "Save and Next"  

 

 

You also have the option to add your district logo to the social media posting. You can maintain the logo via the 

field located above the Social Media field.   

**Facebook requires the district logo be 200x200 and will crop anything beyond that size. 
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Once you have turned the feature on, you will see social media links on the bottom of the job posting. 

 

When you click any of the links, a new window will open, allowing you to post the job to the social media site 

of your choice.  

 

 

UI (User Interface) Theme 

This page is used to set the style of the system to your liking. Once you select a new theme you must logout and 

log back in to see the new style. Changes made in this section will affect all users (administrators and 

applicants) of the system.  

 

Active Employees 

The Active Employees page is for viewing and editing user information. A user’s school, user group, username, 

password, and email address may be changed from this page.  

Field Description 

School This field indicates to which school/district a user belongs to. The user will be 
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limited to viewing jobs that are posted to this location. 

Group(s) 
This field determines what actions the user is allowed to perform, as well as the 

information that the user is allowed to view or edit. 

First Name/Last Name 
The user’s name can be entered in these fields. There are features in some 

implementations that need the name entered to function properly. 

Username 

The username should be 6 16 characters long. The password must be re typed if 

changing the username. The Username is not case sensitive. (For subscription 

customers that use SearchSoft servers, the username must be unique across the 

server used in the system. Several districts may share the same server.) 

New Password 

Your password should be 6 16 characters long and MUST be different from your 

user name. We recommend a combination of letters and numbers in your 

password, such as: I4CJOBS4U. Please do not include any characters other than 

letters and numbers. The Password is not case sensitive. 

Confirm New Password Re type new password. 

Email Address 

An email address is recommended for all users. This field is required to use the 

saved search “email author” functionality and to be able to send emails from the 

system to applicants or references. 

Deactivate this account 

This option allows an administrator to disable an account 

 

NOTE: A district may have purchased only a certain number of “active” user 

licenses, but may have an unlimited number of "deactivated" licenses. 

[EXAMPLE] This option allows the district to maintain a user license for each 

individual who uses the system. This is particularly useful with staff turnover, as it 

maintains historical integrity of notes, scores, logins and changes (i.e. Audit Trail) 

made by users who no longer have access.  

 

 

How to Create a New User 

 
1. Locate the Administration Tab, Click Tab  
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2. Locate the Active Employees Link on the left, Click Link  

 

3. Locate the Add Button, Click Button  

 

This new page has a couple of distinct differences from the old page.    
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• You NO LONGER need to add a password while adding a new user  

 

• You can elect to send an email to this new user, allowing them to set up their own password.  

 

4. Locate the Save and Next Button at the bottom, Click Button  

The new account has now been added.  If you choose to not send the email for any reason, the new user can gain access 
to his or her account using the “Forgot Password” option located on the Employer Login page.  

 

 
There are some districts that require the ability to add, to setup, or to edit the passwords of the system users.  In order to 
gain access to this information, the system provides a tool to make these changes.  Access to this feature is tightly 
controlled and only granted to system administrator users.  Please contact help@searchsoft.net to have this feature 
enabled.  The instructions for changing passwords are provided below:  
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How to edit a user’s password 
1. Locate the Administration Tab, Click Tab  

 

2. Locate the Employee Search Link, Click Link  

 

3. Enter the first and last name of the desired account, Click Submit Button  
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4. Locate the Edit Link, Click Link  

 

5. Locate the Change Password Link, Click Link (This link is ONLY available to System Administrators)  

 

6. Enter desired password and click the Save and Next Button  
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The user’s password has now been changed.  

 

User Groups 

This page can be used to add, edit or delete user groups. A user group defines which rights a group of users 

have including what they are allowed to see, edit and delete. To add a user group click the Add link and follow 

the provided directions. For a list of access rights and descriptions that can be configured please see the User 

Access Rights Section. 

 

Note: Users are not able to edit the user group to which they belong. 

 

 

User Access Rights 

User Access Rights  

Access rights can be controlled using the Group option on the Administration menu. Usually, only the District 

Administrator has access to this feature. By placing your mouse over a user right, you can see details about the 

option. Contact Customer Service for additional assistance. 

 

Expiration Option 

This feature allows you to configure the software to automatically expire applications after a period of inactivity 

(number of days you determine). It also allows you to select the means by which applicants with expired 

applications may reactivate their accounts. 

Since deleting applications is never recommended, we like to suggest the following solution of updating 

applicants’ statuses to “Inactive Expired”. The status “Inactive Expired” is used to indicate that an application 

has not accessed the system in the X number of days.  The Applicant Status field is invisible to applicants and is 

used to record the status of applications. By changing this field to “Inactive Expired,” users performing a search 

for “Active” applicants will not see any applicants who meet your expiration rules.  A benefit of changing 
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applicants’ statuses, as opposed to deleting them, is that the application will not be permanently lost   allowing 

the applicant to easily reactivate their application. 

The process for “cleaning up” your applicant pool can be accomplished using the Expiration Option page in the 

Administrative section of your system. Once this page is set up and activated, a search will run nightly to expire 

applications that meet the criteria that have been specified. See setting below. 

 

Expiration Option Form Fields 
 

Only affects these 

applicants 

One field allows districts to select which types (Standard vs. 

Transfer) and (Certified vs. Classified vs. Administrative) of 

applicants should be expired. The other field allows districts to 

select the Application Status(es) which would be controlled by 

this expiration option. If you would like all application types 

and applicant types to be included in this search leave these 

fields blank.  
Please choose which action 

you would like to perform 

on aged applications 

This field is no longer editable and defaults to “Change the 

Applicants’ Status” 

Status to set applicant to: 

Expired 
This field is no longer editable and defaults to “Expired”. 

Perform the above action 

on Active or Incomplete 

applications that 

This allows the District to specify the criteria for old 

applications from the following: 
  have not been modified by anyone in _____ days.  
  have not logged in _____ days (RECOMMENDED) 

Value for choice above 

This is the value for the number of days for the above selected 

criteria. Be sure this value is large enough that you are not 

expiring applications that were recently entered. (Many districts 

use 60 – 90 days) 
Please choose from the 

following email notification 

options 

This allows the District to email a message to applicant(s) 

and/or email the creator of the expiration option a list of 

applicants that were recently expired. 

Email address to send the 

list to 

If you choose to have a list of applicants who are expired each 

night emailed to a user, then a name from this list must be 

selected. To populate this box, a first and last name must be 

associated with a user account. You can do this using the 

Account Information tab or the Edit Employee page in the top 

pull down from the Administration tab. 

Message to be sent to 

applicants 

If you wish to email a message to applicants please enter the 

body of the email in this box. (RECOMMENDED) 
 
Sample Email: 

This email is to inform you that your application for 

employment with the XYZ Schools has expired. If you would like 

to re activate your application, please login to your account 

using your username and password on the district website. 

...Instructions to login on your site... 
 
If you have forgotten your password,  click on the red "Forgot 

Your Password" link on the Applicant Login Screen. Once into 

your account, you may click on a radio button to reactivate your 

account. 

 
Sincerely yours, 
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Human Resources Division XYZ Schools 

 
 

Please choose from the 

following reactivation and 

accessibility options (applies 

to expired applications 

only) 

This allows the District to set the reactivation method on 

expired applicants from the following: 
 Do not inform applicants that their applications are expired when they 

login. Allow them to access and modify their accounts as usual. 
  Provide a button that will allow the applicants to reactivate their 

accounts and proceed to their applications. (RECOMMENDED) 
 Provide a name, phone number and email address of the person or 

department that the applicants must contact in order to reactivate their 

accounts. Force logout. 
If you chose to provide a 

name, phone number and 

email address for applicants 

to contact then provide 

them here 

If you chose to provide a name, phone number and email 

address to applicants as your reactivation method please enter 

that information in the Name, Phone Number, and Email 

Address fields. (Fields appear when option is selected from 

above options.) 

 

 

Email Administration 

 

This is where a user with the appropriate rights can create stored emails that may be used in different areas of 

the system. The "Context" of the email refers to where the email will be used in the system. For instance, you 

may want to create a template email that goes out to an applicant when they apply to a job, you would select the 

Job Application Acknowledgement email context. If you have the ability to create more than one template email 

in a particular context, you will see the add button; otherwise, you will have one generic email. You can add or 

make edits to an existing email by selecting the "Edit" link to the left of any context.  

 

 

New Applicant Email 

You may customize the system’s automatic welcome email to all new applicants, thanking them for applying or 

providing them with important hiring process information. 

The SearchSoft Applicant Tracking System has a standardized, generic welcome message, which will be sent to 

new applicants if you have not entered a message of your own. If you do not wish to use the standardized 

welcome message, you may use this section to change the settings. If you want to send the email you have 

created, you must select YES to the question at the bottom of the screen; otherwise, the generic email will be 

sent. 
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When an applicant completes the application and logs out of the system, the welcome email will be sent to the 

applicant's email account. 

 

Not Hired Email 

Districts have the ability to send a stored email to all applicants that were not selected for a particular position. 

 

1. Click on the Administration Tab 

2. Click on the Email Administration link on the left hand menu 

3. Click the 'Add' button 

4. A new screen will appear with the email form: 

 

4. a. Name of Email   This is a required field. You can name the email whatever you prefer, just make sure it 

makes sense to you, as it will appear that way in the pull down when  you are selecting from your stored emails 

    b. System Context   This is a required field. For this particular email, you should always have 'Not Hired 

Email' selected 
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    c. From (Return email address)   While this is not a required field, we recommend placing an email address in 

this field to reduce the chance of the email being listed as spam. You may consider placing a no reply@ (your 

district) email.  

    d. Subject: This is a required field. By placing the marker {{job.title}} in that specific format, allows the 

subject line to auto populate the job title; however, you are welcomed to place whatever subject you would like 

in this field.  

    e. Body: This is a required field. By placing the marker {{job.title}} in that specific format, allows the body 

of the email to auto populate the job title within the body of the email.  

5. Click 'Save and Next' 

 

Job Application Acknowledgement 

This email will be sent to an applicant when he or she applies to a position. It is enabled by default and will 

send a default system email unless changed by the district. The form below shows the system email, as well as 

the markers that an authorized district user can use to create a custom email.   
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If you do not want emails sent to applicants once they have applied to a posting, set "Enabled   No".  

Rich Text Email 

You can now create beautifully formatted emails to your applicant and employer users with the enhanced rich 

text email feature.  

Under the Administration link in the black menu bar, you will find “Email Administration.” When you select 

the edit pencil for any given email context, you will now see a “Rick Text” box.  

 

Using the rich text tools, you can add color or adjust font to emphasize key points within the email. You can 

add an image – your district logo perhaps. You can even add an attachment within the email! Using the tools, 

highlighted in green, the options for customizing your district emails are limitless!  
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Once you have created or modified an existing email, you can send your email to a candidate the same way as 

you would have previously. 
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1. Locate your applicant via Quick Search or through the Job itself via Interested Applicants 

2. Place a check in the box to the left of the last name for all applicants you wish to send the email  

3. From the “(Select an action)” box, select “Send Email.” 

4. Click “Go!” 

5. The “Create and Send Email” window will appear, allowing you to select the template email shown in the 

previous image OR you can create a new 

email  

6. Once you have made any necessary modifications to the email, click “Send Email” 

  

Undeliverable Emails 

An “Undeliverable Email” message will be sent to the email address in the Account Information for the 

administrator who sent the email. This message refers to emails that are sent using the SearchSoft ATS. These 

emails are usually sent in bulk to applicants who meet certain searching criteria. Other emails are automatically 

sent from the ATS to applicants, such as "incomplete" emails or "welcome" emails. Occasionally, an intended 

recipient of an email cannot be reached. When this happens, the sender will get a message stating that the email 

was not deliverable. These messages are very helpful, in that they notify the sender to contact the recipient via 

an alternate means. The "Email Address" field is available on the applicant Searching Menu to help find the 

applicant whose email was undeliverable so that other contact can be made with phone number or street 

address.  
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Deactivated Accounts 

We wanted to make everyone aware of a change that was recently made to the system for all of our SearchSoft 

clients nationally. In an effort to improve our overall system speed and security, we deactivated all accounts in 

our system for applicants or employers who had not logged in at any point during the past three years. We are 

currently in the process of making a major investment in upgrading our system security, and this was a key step 

toward insuring that we continue to keep all of your district's sensitive applicant and employee data protected. 

There will be more communications in the coming months regarding other changes we are making in this 

regard.  

 

 

 

What is a Deactivated Account 

So what is a "Deactivated" account? Here are some things it is not. First, it is not the same as an "Expired" 

account. If an applicant account is deactivated, they will need to create a new application if they decide to 

reapply to your district. Please keep in mind that if an applicant did not log in for three years, having them 

create a fresh application is usually preferred.  

 

Second, a "Deactivated" account is not a "deleted" account. All of the data associated with the account is still 

available to you. There are several screens where we give you the ability to search for deactivated accounts 

when needed for historical purposes.  

 

1. Click on the Searching Tab 

2. Click on the Applicant Quick Search from the left column 

menu   

3. You will notice the option to select "Account Deactivated" on the Account Status field. 

 

Finally, a "Deactivated" account is not an account which will show up in your lists of Interested Applicants for 

postings. By going back three years, we are insuring that we are not showing you old applications in your job 

postings and searches. This will keep your system clean and running more smoothly, helping to insure that 

SearchSoft is finding you the best applicants for your district.  
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How to Deactivate Employee Users 

1. Click on the Administration Tab 

2. Click on Active Employees from the left hand column 

3. Locate the Employee that you would like to Deactivate 

4. Place a check in the box to the left of their username 

5. Go to the "Select an Action" pull down menu and select "Deactivate Account" 

 

6. Click "Go!" 

 

Account Recovery 

"I am an Employer Assisting an Applicant with Account Recovery Email Address" 

1. Go to Searching  

2. Click on Applicant Quick Search 

 
  

   3. Enter the Applicant's information and click "Submit" 
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   4. Once the Applicant has returned in your search click on the applicant's name to view their application.  

   5. Click on the "General Information" page of the application. 

 

 
    6. At the bottom of the page, below the "Previous/Undo/Save and Next" buttons, you will find the "Recover 

Applicant's Account" link 

    7. Click on the "Recover Applicant's Account," and you will be directed to the "Recover User Account" page. 

On the "Recover User Account" page, we provide information that you can use to verify that the person 

requesting their email be changed is in fact the person with whom you are communicating.  

1. Once you have verified the user's identity, this page will allow you to change the email address on the 

account so that the applicant can change the password on their own. 

2. Click "Save and Send Email" to send the applicant the "Account Recovery" email. 

3. If there is no email account, and they are unwilling to provide one, deactivate the account to allow the 

user to create a new account.    
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Upon clicking "Save and Send Email" the applicant will receive a confirmation email: 

      

Once the applicant receives the "Account Recovery" email they will have 48 hours to use the link in that 

particular email to recover their account. If the applicant does not use the link within 48 hours of receiving the 

email, the link will become invalid. They will then have to follow the process once more. 

          

        

Once they click on the link, it will take them to the "Change Account Password" page. 

1. Enter new password 

2. Confirm new password 
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3. Click Save and Next  

                  

 

The applicant will then receive a confirmation page that will remind them of their username. If they click the 

"Continue" link, it will immediately take them into the system.  
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Content Management 

 

List Editor 

The primary goal of the List Editor is to allow the SearchSoft administrators within your district to add and 

delete both statuses and answer choices to many of the questions within your SearchSoft system. One of the 

most frequent requests we hear from clients is the need to create new statuses to better match the hiring process 

within a district. Now you have the ability to do that immediately from within your SearchSoft system.  

 

On the left side of the "Content Management" page, there are three options related to the List Editor    "Modify 

Job Form", "Modify Application Forms", and "Modify System Statuses." 

 

Perhaps you are creating a new job posting for a classified maintenance position where the new hire will be 

responsible for HVAC equipment. But when you go to select the "Job Type" on the "Job Form," there is no 

entry for HVAC Technician. With the List Editor, you can add the new Job Type instantly. Or maybe your HR 

department would like to have an "Apply Job Status" that reflects changes in your hiring process which have 

added the need to mark applicants as "HR Reviewed." You can easily add "HR Reviewed" to the list of 

available statuses within your system.  

 

Creating a New Applicant Status 

1. Click the "Content Management" tab. 

2. Click "Modify System Statuses" on the left side bar. 

3. Click "EDIT LIST" under the Applicant Status list that appears. 

4. Click "ADD a value" to add a new status. 

5. Select which level the status goes under   Active or Inactive and press Continue. 

6. Type in the name of the new status. 

7. Select which user groups need access to the new status. 

8. Click Add.  

Modify Job Form 

Clicking "Modify Job Form" will present a page which should look very familiar if you create job postings 

within your SearchSoft system. It is basically a copy of your job form, with a small difference. Below certain 

options, you will see the words "EDIT LIST". "EDIT LIST" is actually a link that allows you to dynamically 

edit the selections available for this field. When you click "EDIT LIST", you will be presented with a listing of 

the current selections available for that field and you will be given the opportunity to add or delete values from 

that list. Additionally, you can print the current list by clicking the printer icon next to the "Current List". If you 

choose to "ADD a value", you will be given the opportunity to type in the name for your new status and select 

which user groups have the ability to "see" this status. As you begin typing the new status name, the system will 

make suggestions based on statuses that have been used previously by other districts. If one of the suggestions 

presented fits your needs, simply narrow down to that suggestion to make your selection or continue typing to 

create a new, unique status. Once you have made your selection and clicked "Add", the new status will 

automatically be added to your system and can be used immediately. This same basic process will allow you to 

add or remove from your Job Type selections. The only difference is that with Job Types, you will also be given 

the option to choose under which level you would like your new Job Type to appear. Once you have selected 

the appropriate "level" for your new Job Type, you will be asked for the name of your new Job Type and the 

new type will be available for your use immediately.  
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Modify Application Forms 

From the Content Management tab, if you select "Modify Application Forms," you will be presented with 

options for both Application Type and Applicant Type. These selections control which application will be 

presented for editing when you click "Submit". So if you want to change the available answers to a question on 

your Certified application for external applicants, you would select "Standard Application" and "Certified" as 

the applicant type.  

 

After you have selected the appropriate application, you will be shown a sample of that particular application. 

Anywhere you see the "EDIT LIST" link below a question, you have the option to modify the possible answers 

for that question. You can go through the different pages of the application using the "Current Page" pull down 

in the upper right portion of the screen, and anywhere else you see "EDIT LIST", you can modify the answers 

available for that question.  

 

Perhaps you have a question on your Classified (Paraprofessional) application which asks what clerical or 

secretarial skills the applicant possesses, but there is no selection available for "Typing". Now you can use the 

List Editor to add "Typing" to the list of available options!  

 

Modify System Statuses 

By selecting Modify System Statuses, you will see a screen with the three primary statuses within your 

SearchSoft system   "Apply Job Status", "Applicant Status", and "Job Status".  

 

Below each will be the "EDIT LIST" link. Clicking "EDIT LIST" will give you the opportunity to add or to 

delete from the list of available statuses. If you are adding a new status, you will also be given the option to 

select which user groups have the ability to "see" this new status. The SearchSoft administrative users within 

your district will automatically have access to the List Editor.  

 

Administrative users may choose to give other user groups access to the List Editor feature by granting the 

following user rights: 

 View Content Management   Allow users to access the Content Management tab 

 List Editor   Allow users to access the List Editor feature 

These user rights can be found within the "Feature Access Rights" section when editing User Groups.  

 

 

 

Advanced Features 

eReference 

eReference is a feature that allows the district to send an applicant an electronic feedback form via email.  

 

Step By Step: Sending an Applicant's References an Electronic Feedback Form  
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1. Perform an applicant search to find the applicant whose references  you would like to complete the 

eReference feedback form. 

2. Click the View/Edit link next to the applicant. 

3. Go to the applicant's reference page.  

4. Put a check mark in the box to the left of each reference name you would like to send an electronic 

reference email. 

5. In the top action pull down select "Email Reference Form".  

6. Click the "Go!" button. 

The reference will be emailed if an email address has been included in the reference record and the reference 

status will be changed to "Pending". 

Step By Step: Viewing an Applicant's Reference Feedback Form 

1. Go to the applicant's reference page. 

2. Click the View link that is left of the reference name. 

When a reference has been returned the reference status will automatically change to "Returned" and a "Thank 

You" email will be sent to the reference. 

There are two access rights associated with the e Reference feature. Feel free to distribute these access rights to 

the appropriate user group based on your district's needs.  

 

All eReference support questions should be directed to: http://help.searchsoft.net/eref/  

 

 

Email History 

Through the Searching tab in your SearchSoft system, there is a link on the left side vertical menu   "Search 

Applicant Emails". This link will take you to a search page which will allow you to search all of the email 

communications that have been stored in your SearchSoft system. You can search by when the email was sent, 

the recipient's email address or the subject of the email   just to name a few. 

 

After you enter your search criteria and press "Submit", a list of emails will appear that match the search criteria 

previously entered. You will be shown a summary of each matching email and will have the option to see 

further details by clicking the "View" link. For example, if you wanted to see all the emails that had been sent to 

the email address JoeSmith@searchsoft.net, you would enter JoeSmith@searchsoft.net in the "Recipient's Email 

Address" search field and hit "Submit". Or if you wanted to see all emails that had been sent that included the 

word "Hired" in the Subject line, you could use the "*" wildcard and enter "*Hired*" in the "Subject" search 

field.  

 

There is also a new way to view all of the emails sent to a particular applicant. If you are viewing an applicant's 

application, there is a new page that will be a part of his or her application called "Applicant Email History". 

This page will show all email communications with this particular applicant for this particular application. If the 

applicant has multiple applications in your SearchSoft system, perhaps a Certified application and a Coaching 

application, then each application will only show the emails that are associated with that particular application.  
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Email History also provides a new way for applicants to view the emails you have sent through your SearchSoft 

system. Inside the application, just to the right of the current "Account Information" tab, applicants will find an 

"Email History" tab. When applicants click on "Email History," They will see a listing of all of the emails that 

have been sent to them from within your SearchSoft system. They can then click "View" next to any email and 

view the contents, all without logging out of their application.  

 
 

Additionally, applicants can click "Search Emails" on the left side to search for a particular email, much the 

same way employers can search for a particular email using a variety of search criteria.  

 

Step By Step   Viewing emails sent to an applicant 

1. Locate the particular applicant using the "Searching" tab. 

2. Click "View/Edit" next to his or her name. 

3. In the "Current Page" selection in the upper right, select "Email History." 

 

The SearchSoft administrative users within your district automatically receive access to Email History. All 

users will be able to view the emails they have sent from within the system. Your administrators may choose to 

give other user groups the ability to view all emails sent within the system, including those sent by other users. 

This level of access is controlled by the following user right: 

 View all email communications   Gives the user the right to view all emails 

This user right can be found within the "Feature Access Rights" section when editing User Groups. 

While we cannot guarantee that an applicant receives an email, we can now show you all of the emails that have 

been sent. Similarly, if applicants do not receive emails through their normal email account, you can direct them 

to the "Email History" tab to review what has been sent.  

 

 

/SearchSoft.html
/SearchSoft.html
/SearchSoft.html


61 

 

Scanning Module 

The Scanning Module allows a SearchSoft user to attach documents to applications within the Applicant 

Tracking System. Documents that already exist on the user's computer can be easily attached or new documents 

can be scanned and easily attached.  

 

The Scanning Module can be accessed by clicking on the "Data" tab of the SearchSoft system. Next, the user 

will click the link on the left side called "Application Attachment Wizard". After clicking "Application 

Attachment Wizard", the following screen will appear:  

The Application Attachment Wizard has a number of options. The first two options, Applicant ID and Social 

Security Number, allow the user to select the application to which the documents will be attached. The user can 

choose either of these fields to identify the destination application for the attachments. Please not that if SSN is 

used, the document will be attached to all applications that use that SSN. 

 

The next option, "Is this attachment confidential?" determines whether the attached file will be stored under 

"Employer Attachments" or simply "Attachments" in the application. "Employer Attachments" cannot be 

viewed by the applicant and are soley for employer use. Only those employer users who have the user rights to 

view Confidential Attachments will be able to view the attachments. If this box is left unchecked, the attached 

file will be placed under the standard "Attachments" page which can be viewed by employers, as well as the 

applicant.  

 

The next option is "Document Types". These are simply check boxes which allow the user to identify the type 

of document being attached or scanned.  

 

Next is the "Upload a File" button, but just below that is the option to select whether the user wants an email 

confirmation sent upon completion of the attachment. The "Upload a File" button will attempt to load a new 

window for attaching or scanning files. This window requires Java to run a file on the user's computer; 

therefore, a warning message requiring confirmation may be displayed within the web browser.  

 
 

Once the user gives permission for the Java file to run, the following window will be displayed. At this point, 

the user can click "Browse" to attach an existing file to the application, or the user can click "Scan" to begin 

scanning a new document and attaching it to the application. Please note that if the "Scan" button is used, the 

scanner must be a local, TWAIN complaint scanner. Network scanners are not supported at this time.  

 
 

Step By Step   Scanning a Document 

1. Click the "Data" tab. 

2. Click "Application Attachment Wizard" on the left side. 

3. Provide either the SearchSoft Applicant ID or Social Security Number to identify the destination for the 

file. 

4. Select whether this is a Confidential attachment or not. 

5. Select what type of document is being attached. 

6. Click "Upload a File" 

7. Allow the Java file to run in your browser, if necessary. 

8. Click "Browse" to attach an existing file or "Scan" to begin scanning a new document. 
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There are two user rights associated with scanning. They can be found in the User Rights page in the "File 

Attachment and Document Scanning" section. "Scan Attachment" turns on the "Scan" option anywhere a user 

can choose to "Upload a File". "Application Attachment Wizard" gives the user group the "Application 

Attachment Wizard" link under the Data tab. District Administrators can choose which user groups have access 

to scanning in the system.  

Scanning Module on Mac 

A simple configuration setting is required in order to use the scanning module on a Mac.  The scanning module 

makes use of the 32 bit Java and by default the Mac operating system loads a 64 bit instance.  Please follow the 

steps below to update the configuration: 

1. Find the "Java Preference" page using one of the following: 

o Type Java into the "Spotlight" search field.  Usually a magnifying glass icon in the top right next 

to the time. 

o Using the application bar open up the "Utilities" subfolder and select "Java Preferences" 

2. Once in the Java Preferences screen select the "General" button at the top 

3. Select the line that has "32 bit" listed in the CPU Type column and drag it to the top of the list 

 

 

4.  
 

 

 

5. When done the 32 bit line should be at the top of the screen 

6. Close all applications and restart the computer 

7. The first time the scan field is used the system will need to load the program and will prompt the user to 

accept the code signing certificate.  Once the request is confirmed the scanner controls will load. 
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License Verification 

License Verification will give you the ability to mark each license record on an applicant's application as 

"Verified" once it has truly been verified by the district. You will no longer need to re verify the license record 

each time you run across the application. 

 

Event Scheduling 

The Event Scheduling feature allows district staff to schedule different types of appointments (ex: Interviews, 

Onboarding Meetings or Substitute Orientations) with employers and prospective employees through the 

system.  

 

 

Creating an Event 

1. Go to "Scheduling" from the menu bar  

2. Click on "Manage Events" 

3. Click the "Add" button 

4. A new event form will open 

            a. Name: Provide the event with a name   example: Math Posting Interviews 

            b. Posting: If there is a particular posting that you would like to associate with the event, you may select 

from the options in this pull down 

            c. Description: You may create a description for this particular event 

            d. Notes: Again, if there are notes to be added, you can do so here 

            e. Archived: By default, the system will always set this to 'No' 

            f. Interviewer(s): Select the employers, using the arrow tool below the box, that will be hosting the 

event. For example, interviewers or those leading orientations would be considered 'Interviewers' 

 ***Note: If there are no users in the 'Interviewer(s)' field, you may need to add "Event Scheduling Rights" to 

the User Groups that should be included in the pull down 

            g. Click 'Save and Next' 
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Manage Event Slots 

After creating an event, you will be returned automatically to the complete list of events. From this point, you 

can click 'Availability' to add slots to this particular event. You can also click 'Invitations' to see the status of 

any invitations that have been sent out for this event.  

 

1. From the menu on the left, click on Event Calendar to add "slots" to an event 

2. Click the "Add" button to add a new slot 

3. A new Event Availability Form will open 

            a. Event: Choose from the pull down menu. If you only have a single event, it will automatically be 

selected. 

**Note: These Events are pre populated upon creating an event. 

            b. Description: Optional field 

            c. Location: Where will the event occur? 

            d. Select Date and Start Time: Use the Calendar pop up to select your date and enter the time you would 

like in this slot in the event to start 
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            e. Duration (Minutes): How long will this slot last? Enter that time in minutes. 

            f. Interviewer(s): Who will lead this portion of the event? For example, if this is an orientation session, 

who will be leading it? If this is an interview, who is conducting the interview for this time slot? 

            g. Quantity: How many openings are available for this particular slot? 

            h. Click 'Save and Next' to proceed 

 

Inviting Attendees 

To invite attendees to an event, there is an action available when looking at a list of applicants called "Event 

Invitation." 

1. Locate an applicant by searching or looking at the "Applicants" for a particular job posting 

2. Place a check mark next to the person's name who you would like to invite to an event 

3. Select 'Event Invitation' in the action box 

4. Press 'Go!' 

5. Select the event to which you would like to create an invitation 

6. Click 'Event Invitation' 
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The applicant will then receive an invitation via 

email:  

 

They can either login to the application and select their slot from there or they can click on the second link to 

take them directly to the invitation. 
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User Rights 

There are five new user rights associated with the Event Scheduling feature.  

 
 

1. (Interview Administrator) View/Edit [Interview Invitation]   This controls whether a user group has the 

right to administer scheduled events. 

2. Assign [Interview Invitation]   This controls whether a user group can send out invitations to events. 

3. Event Scheduling Delete Availability   This controls whether a user group can delete availability slots 

for a scheduled event.  

4. Interview Participant   This controls whether a user group will show up as "Interviewers" for events. 

5. View/Search [Interview Invitation] Documents User is Subject of   This controls whether a user group 

can search for invitations where they are the invited participant. (This right is of less consequence than 

the other four.) 

 

FAQ 

 

Account Recovery Process 

Question: 

I am an Employer trying to assist an Applicant recover their account information. How can I help them? 

Answer: 

http://help.searchsoft.net/ATS Employer/Account Recovery.html  

 

 

Product Technical Requirements 

 

Question: 

What desktop browsers are supported by SearchSoft? 

Answer: 

 Chrome   Most recent release 

 Internet Explorer   Version 8 or newer 

 Firefox   Most recent release 

 Safari   Most recent release (Mac Only) 

*To identify which browser version  you are currently utilizing, go to http://www.whatbrowser.org 

 

/ATS-Employer/Account-Recovery.html
http://www.whatbrowser.org/
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Enable Pop Ups to Allow Printing 

Question: 

I can't print applications because I have pop ups disabled. How do I enable pop ups? 

 

Answer:  

Safari 5.x/6.x/7.x (OS X) 

Safari for OS X has no per website control over blocking pop up windows. Pop ups are either blocked, or they 

are not. To allow pop ups: 

Safari 5.X 

From the Safari menu, ensure the "Block pop up windows" option is not checked. Unchecking this option will 

allow pop ups. To block pop ups once again, check "Block pop up windows" in the Safari menu. You can use a 

keyboard shortcut: shift   [command key]   K.  

 

Safari 6.X/7.X 

From the Safari menu, choose Preferences...and click the Security tab.  

Ensure the "Block pop up windows" option is not checked. Unchecking this option will allow pop ups.  

To block pop ups once again, check the "Block pop up windows" check box.  

 

Chrome .current (Windows/OS X) 

Open Chrome, then go to the web page that you want to allow pop ups. 

In Chrome's URL window, highlight the entire web address of the current page, then choose the "Copy" 

command from the Edit menu 

Click the wrench icon on the browser toolbar.  

Select Settings. 

Click "Show Advanced Settings." 

In the Privacy section, click "Content settings." 

In the Pop ups section, click Manage exceptions. 

 

Note: Pasting the web address of a page you wish to allow pop ups is recommended, rather than typing the 

generic main web address. For example, you might visit www.example.com/requirepopup.html, but the page is 

actually hosted at popup.example.com/forms/popupform.html. In this example, you must allow 

popup.example.com, not www.example.com. Also, entire websites must be allowed, not individual directories 

or pages, so in this example Chrome will automatically add the top level popup.example.com to its "Allowed" 

sites.  

 

Firefox.current (Windows/OS X) 

Open Firefox, then go to the web page that you want to allow pop ups.  

In Firefox's URL window, highlight the entire web address of the current page, then choose the Copy command 

from the Edit menu.  

Select Options...from the Tools menu (Windows) or Preferences (OS X). The Options (Windows) or Variable 

(OS X) dialogue box opens.  

In the top panel of the dialogue box, click on the Content icon to display the Content dialogue box. 

In the Content dialogue box, ensure the "Block pop up windows" checkbox is selected, then click the adjacent 

"Exceptions" button.  

Right click or control click in the Address of web site: field, choose Paste from the dropdown menu, then click 

Allow.  

The selected webpage is added to the list of allowed sites.  
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Note: Pasting the web address of a page you wish to allow pop ups is recommended, rather than typing the 

generic main web address. For example, you might visit www.example.com/requirepopup.html, but the page is 

actually hosted at popup.example.com/forms/popupform.html. In this example, you must allow 

popup.example.com, not www.example.com. Also, entire websites must be allowed, not individual directories 

or pages, so in this example Firefox will automatically add the top level popup.example.com to its Allowed 

sites.  

 

Internet Explorer 8.0 (Windows 7/Vista/XP) 

Open Internet Explorer, then go to the web page that you want to allow pop ups.  

In Internet Explorer's Address field, highlight the entire web address of the current page, then right click and 

choose the Copy command.  

From the Tools menu, select Pop up Blocker  > Pop up Blocker Settings. The Pop up Blocker Settings dialogue 

box opens.  

Right click in the Address of website to allow: field, then choose Paste.  

 

Note: Pasting the web address of a page you wish to allow pop ups is recommended, rather than typing the 

generic main web address. For example, you might visit www.example.com/requirepopup.html, but the page is 

actually hosted at popup.example.com/forms/popupform.html. In this example, you must allow 

popup.example.com, not www.example.com. The entire website must be allow, not individual directories or 

pages, so in this example Internet Explorer will automatically add the top level popup.example.com to its 

Allowed sites.  

 

Internet Explorer 9.0 (Windows 7/Vista) 

Open Internet Explorer, then go to the web page that you want to allow pop ups.  

In Internet Explorer's Address field, highlight the entire web address of the current page, then right click and 

choose the Copy command.  

From the Tools menu (the gear icon on the far right), select Internet options. The Internet Options dialogue box 

opens.  

Click on the Privacy tab. 

Under Pop up Blocker, click Settings. The Pop up Blocker Settings dialogue box opens.  

Right click in the address of the website to allow: field, then choose Paste.  

 

Note: Pasting the web address of a page you wish to allow pop ups is recommended, rather than typing the 

generic main web address. For example, you might visit www.example.com/requirepopup.html, but the page is 

actually hosted at popup.example.com/forms/popupform.html. In this example, you must allow 

popup.example.com, not www.example.com. The entire website must be allowed, not individual directories or 

pages, so in this example, Internet Explorer will automatically add the top level popup.example.com to its 

Allowed sites.  

 

For more information about pop ups, see Learn more about Pop up Blocker, located at the bottom of the 

dialogue box.  

CustomBottomPanel 

  

 


