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Log into Dayforce under your Manager user role. 

 

Select Recruiting form the menu. 

 

The Job Requisition screen is the first screen that displays when you access Recruiting. 

 

Click on the Job Requisition Title to access the Candidates screen. 
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How to Access Application Information 

Click on the candidate’s name in the Candidates list.  The Candidate Record screen displays. 

 

• The candidate’s resume is available for viewing. 

• Click  to download a file copy. 

• At the top left is the Candidate Information panel with contact number email address. 
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Click on to view any other file that was uploaded (e.g., Cover letter, 

Reference letters, Transcripts, etc.) 

  

Click  to view the Questionnaire the candidate completed for the application. 
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How to Shortlist a Candidate 

If you want to shortlist a candidate, you can: 

1. Click the dedicated “Shortlist” flag next to their name in the grid list. 

 

2. Another option is to access the Candidate Record and check the “Add to Shortlist” 

checkbox in the Actions panel.  Click the candidate’s name in the grid list to access their 

Candidate Record. 
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How to Update Candidate Status 

As the recruiting process for the job requisition develops and you need to organize a 

candidate’s standing, update the status accordingly.  

1. Check the box to the left of the candidate’s name in the grid list.  Then expand the 

“Status” list and make a selection. 

 

2. Another option is to access the Candidate Record and make the selection through the 

“Status” field in the Actions panel.   
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Filter Candidate Grid List 

If the number of candidates is high, you also use the Filter to limit the list.  As an example, 

below the list is filtered for candidates flagged for Interview 1. 

 

 

For more detail instructions about accessing and viewing candidate applications, please refer to 

the Manager User Guide – Dayforce Recruiting and the Candidate Profile section. 


