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PHASE 2:
SOURCING 
APPLICANTS



SOURCING APPLICANTS

Click on the posting

Posting with a yellow circle 
indicates new applications.



SOURCING APPLICANTS
o The summary provides information about your posting.
o # of active and new candidates
o Click on the number of new applicants



SOURCING APPLICANTS
Click on the name of the applicant you want to view.



SOURCING APPLICANTS



SUMMARY OF APPLICANT
The Summary of the applicant will give you a 
summation of the applicant’s education, 
experience and where they heard about the 
position, how and when they applied.



SOURCING APPLICANTS
o Any required documents will be under the attachments tab
o Each document is a hyperlink that you are able to click on and view
o You can also preview the resume in the summary 



MOVING APPLICANTS THROUGH THE PROCESS

Click on more actions and choose
Change step and status.



MOVING APPLICATIONS
If the applicant passes or if the applicant does not pass your screening for  
the position, you will need to change their status in Taleo.



MOVING APPLICATIONS
If the applicant passes or if the applicant does not pass your screening for  the position, you will 
need to change their status in Taleo.



MOVING APPLICATIONS
Applications should also be moved into the interview status when interviews are being
conducted. You have the option to pass the interview and also reject the applicant is they 
did not pass the interview process. Phones  screens are also listed as an option.



APPLICATION ICONS


