
Getting Started 
with your Applicant 
Tracking System



Talent SoftwareTM 2

Everything you need to know to 
post attractive jobs and hire great 

candidates
Welcome to your ATS (Applicant Tracking System)—

your key to solving hiring pain points and attracting top 
applicants. Let’s get started with a brief introduction to 
your new system. We think you’ll appreciate the super 

intuitive, easy-to-use design that will help you get up and 
running quickly.



Talent SoftwareTM 3

Table of Contents

Main Dashboard ............................................4

Create & Edit a Job ........................................5

Using Sponsored Posts: Your advantage in 
the market ......................................................9

Your Applicant Dashboard ..........................10

Applicant Profiles: Interact with your  
Candidates ....................................................11

Reports: Get metrics quickly .......................13

Support–You aren’t alone! ...........................13



Talent SoftwareTM 4

Main Dashboard
When you first log into your account, you will always start on the main jobs  
dashboard.

It’s easy to view, at a glance, your upcoming interviews, high level analytics, 
messages and notifications, and, of course, your jobs, both offline and online, 
denoted by the colors to the left of the job (color=online; grey=offline). You can 
also view all candidates from across all jobs by clicking the View All Applicants 
button (more on applicants later) or by entering their name in the search field in 
the upper right. 

From this page, you can also effortlessly access additional reports, the Support 
team (we’ll talk more about these amazing people), knowledge base articles and 
your main menu, the “hamburger menu” in the upper right corner of your ATS, 
which takes you to your Account Details, Calendar connector and more. 
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Create & Edit a Job
The two most important functions of an ATS are to create a job and move appli-
cants through your hiring process. Your ATS allows you to post automatically to 
20+ free job boards with a single click. 

Creating your first job is as easy as clicking the “Create a New Job” button on the 
left side of your dashboard.

Once you’ve selected the Create a New Job button, you will be taken to your job 
creation page. 

Your Job Title should be simple and standardized. This is your first impression 
to potential applicants–you want to ensure your job is both searchable and 
clickable. While “Customer Whisperer” might sound cool, applicants may not 
be inclined to enter that title in a search field, and instead, will be looking for 
Customer Support Manager or similar. The job title should reflect what would be 
listed on a business card.

https://support.applicant-tracking.com/support/solutions/articles/3000034627-how-to-create-a-job-in-your-ats-a-step-by-step-guidert/solutions/articles/3000034627-how-do-i-create-a-new-job-posting-
https://support.applicant-tracking.com/support/solutions/articles/3000034502-workflow-how-why-to-customize-the-applicant-status-fields-and-assign-applicants-a-status
https://support.applicant-tracking.com/support/solutions/articles/3000034502-workflow-how-why-to-customize-the-applicant-status-fields-and-assign-applicants-a-status
https://support.applicant-tracking.com/support/solutions/articles/3000035047-what-free-job-boards-are-available-es/3000035047-what-free-job-boards-are-available-
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The Job Description field is where the real magic happens. You’ve lured in top 
candidates with your perfect job title–now to entice them to apply. You can easily 
upload templates for quick job description creation, write one on the fly, or use AI 
to craft your description. 

Best practices to keep in mind for job descriptions include thinking about the 
layout (simple formatting is best as some elaborate scripts won’t translate to some 
job boards), adding branding, list the salary and benefits and more. Additional 
information and insights can be found in this article on tips for increasing applicant 
traffic as well as in our handy PDF guide that goes into even greater detail on the 
ins and outs of applicant traffic and how to make your jobs work for you.  

The next fields in your job creation journey are fairly easy to understand. Fill in 
your salary range, any internal job codes and tags that might be relevant, location 
(even remote positions require a location for job boards, and don’t forget to check 
the Remote box) and add in keywords for easy sorting of top applicants.

https://support.applicant-tracking.com/support/solutions/articles/3000076729-job-description-templates
https://support.applicant-tracking.com/support/solutions/articles/3000120157-new-ai-job-description-generator
https://support.applicant-tracking.com/support/solutions/articles/3000034279-tips-for-increasing-qualified-applicant-traffic-for-your-job-posting
https://support.applicant-tracking.com/support/solutions/articles/3000034279-tips-for-increasing-qualified-applicant-traffic-for-your-job-posting
https://support.applicant-tracking.com/helpdesk/attachments/3071359909
https://support.applicant-tracking.com/support/solutions/articles/3000114195-the-how-why-of-the-salary-field
https://support.applicant-tracking.com/support/solutions/articles/3000046753-job-tags-organize-your-postings
https://support.applicant-tracking.com/support/solutions/articles/3000102524-tips-for-posting-a-remote-position
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Your Advanced Options menu will expand when you click the plus sign to the left 
of “Show Advanced Options” below the above fields. From here, you’ll be able to 
get even more granular with your job settings. Do you require resumes? You can 
toggle that permission ON here. Want to have your application form in another 
language? Easily done!

https://support.applicant-tracking.com/support/solutions/articles/3000044707-advanced-options-on-a-job-posting
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Create a Scorecard at the job level or globally to 
help create consistency and eliminate bias in your 
interviews. You can enter qualities, specific ques-
tions or even projects on which all candidates can 
be scored as they are interviewed.

WATCH A VIDEO

Form Builder houses your screening questions and can save you time in the long 
run when reviewing applicants. Use pre-built templates to instantly load screening 
questions relevant to positions for which you often hire. Or, create your own 
questions using text, essay, multiple choice, select one and yes/no formats. It’s 
easy to make questions required for all applicants and then use those answers 
to both tag applicants with relevant information or archive them based on their 
response. Remember to save your changes! And don’t forget to take advantage 
of automations in your ATS, like having the system archive applicants with specific 
responses and automatically send a Thanks but No Thanks message.

Once your Form Builder questions are set, you are ready for the final step in the 
job creation process. Choose the best, personally-tailored message to automati-
cally send applicants when they’ve applied. For those applicants who have opted

https://vimeo.com/876494493?share=copy
https://vimeo.com/876494493?share=copy
https://support.applicant-tracking.com/support/solutions/articles/3000034625-form-builder-customize-your-application-form
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into receiving text messages, the system will be able to use the pre-built SMS tem-
plates. Once selected, you can then add additional hiring managers, if needed, 
for the position. And then, you’re finally ready to publish your job by clicking the 
Publish and Continue button! Your ATS will send your new job ad out to 20+ job 
boards with that single click and you’ll have the option to advertise your post for 
improved visibility (see next section). 

If you aren’t ready to publish your job, you can opt to Save as Draft. The job will 
then be saved in an offline state until you are ready to move forward. 

Advertising Your Job:  
Your advantage in the market

Upon publishing your job to the free 
boards, you’ll be taken directly to the 
shopping cart where you can load up 
with opportunities to increase your job 
ad visibility and draw in higher quality 
candidates with paid posts. 

Boards are filterable to help you lo-
cate the best job boards and audience 
for your role. Filter by name, price, 
previously purchased, or specialities. 

Once filtered, click “Add” on any 
job board of interest. Once you’ve 
loaded up your shopping cart, simply 
select the cart icon in the upper right 
and “Checkout” to be taken to the 

https://support.applicant-tracking.com/support/solutions/articles/3000079522-posting-jobs-to-paid-boardsort/solutions/articles/3000081161-post-to-job-boardsions/articles/3000079522-posting-jobs-to-paid-boards
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next screen where you will be prompted to fill in additional information for your 
purchase/s. Each board will have its own required fields in order to complete your 
purchase. Once complete, you’ll have an opportunity to Review Final Summary 
where you can see the total purchase price before clicking the final button, 
Purchase Postings, to boost your job. 

Your Applicant Dashboard
Your Applicant Dashboard is your candidate hub. While you can look at a view 
of all applicants for all jobs by clicking View All Applicants from your main 
dashboard, it’s far more helpful to click on a specific job and view applicants 
specific to that role. 

Candidates are grouped into four tabs: 
• New: All unrated applicants
• Rated: Applicants are moved here once rated.
• Archived: Just like it sounds! All archived applicants can be found here.
• All: No matter their status, all applicants will be under this category.
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It’s easy to view a single applicant from your dashboard, or filter for specific 
ratings, statuses and tags to find those you need the most. And you can perform 
bulk actions like archiving, sending messages or updating for up to 300 applicants 
at a time by selecting the box on the upper left of the applicant grid, or manually 
choosing your preferred candidates. Once selected, choose Select Action for your 
desired update. 

Let’s dive more deeply into applicants, though, and view a single Applicant Profile. 

Applicant Profiles:  
Interact with your Candidates

The applicant profile is your home for all the information regarding your specific 
applicant, from resumes, cover letters and Form Builder responses to messages, 
documents and personal information. 

To communicate with your applicants, you have a number of options. If your candidate 
chose SMS as their preferred form of communication on their application, you will be 
able to send email and text messages. All message history will be housed and easily 
accessed through the ‘envelope’ icon in the upper left. To get started, simply click the 
Messages dropdown and select the type of message you wish to send. 

• Message to Applicant: allows you to take advantage of your message template 
to send your preferred message via either SMS or email. Files can easily be 
uploaded to your message. 

• Thanks but No Thanks: useful for when you have opted to move forward 
with other candidates. You can select a template here to use or write a more 
personal message on the fly. Files can easily be uploaded here too. 
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• Interview Request: Send interview requests to candidates by selecting this 
option and allowing your candidates to choose their own time (with your 
connected calendar) or specify a specific time and date for the interview. Add a 
templated or custom message to the invitation, add files and click Send. 

• Send Form to Manager: Provide a note and send a form to a manager to solicit 
additional information or feedback regarding your candidate.

• Send Documents: Need documents to be signed by your applicant? Use 
this option to create documents or upload saved ones to send to applicants. 
Documents will be available in your Files tab once signed. 

Rating your applicants provides greater insight into those top candidates that 
are the most ideal for your role. Add your reviews along with ratings for each 
scorecard question or quality to provide a holistic view of candidates. Once two 
reviews have been recorded the stars under the candidate name will populate 
with an average rating (scorecard reviews are not included in the overall ratings). 
Other’s reviews will remain hidden until you enter your own in an effort to 
decrease bias.

Move applicants through your workflow easily by adjusting the status in the 
dropdown menu below the applicant’s name to reflect the stage in your process in 
which your applicant has moved. 

Getting ready to make an offer? Use the Verify tab to send reference or back-
ground checks or assessments you might have integrated into your ATS account. 

When you’ve found your new hire, Send Offer will allow you to create an offer 
letter with all relevant information, including documents requiring signatures, on-
boarding packages and more. Use a templated offer letter message or compose 
one in the moment for a more personalized letter. The Offer Letter wizard will walk 
you through the steps to ensure the successful completion of your offer letter. 

https://support.applicant-tracking.com/support/solutions/articles/3000106093-scheduling-an-interview-let-your-candidate-choose-the-time
https://support.applicant-tracking.com/support/solutions/articles/3000106093-scheduling-an-interview-let-your-candidate-choose-the-time
https://support.applicant-tracking.com/support/solutions/articles/3000098965-calendar-feature-how-to-schedule-and-add-interview-locations
https://support.applicant-tracking.com/support/solutions/articles/3000105341-multiple-reviews-ratings
https://support.applicant-tracking.com/support/solutions/articles/3000034502-workflow-how-why-to-customize-the-applicant-status-fields-and-assign-applicants-a-status
https://support.applicant-tracking.com/support/solutions/articles/3000079768-verifying-your-applicants-background-checks-reference-checks
https://support.applicant-tracking.com/support/solutions/articles/3000079768-verifying-your-applicants-background-checks-reference-checks
https://support.applicant-tracking.com/support/solutions/articles/3000079713-creating-editing-and-sending-offer-letters-and-documents
https://support.applicant-tracking.com/support/solutions/articles/3000079713-creating-editing-and-sending-offer-letters-and-documents
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And lastly, when your candidate has accepted the offer, you can use the Mark 
as Hired button to denote their new status. And, if you have an integration in 
place, selecting this option will send necessary information to your HRIS for 
Onboarding next steps. 

Reports: Get metrics quickly
Access the data most important to you from the Reports menu in the upper right 
of your ATS. View graphic representations of your applicant metrics such as time 
to hire, total applicants, trends and statuses in the Applicants tab; or download 
reports in .csv format from the Downloads tab. Most of the reports here can be 
filtered in the ATS but you also have full control over information most relevant to 
you in the .csv spreadsheets. 

Support–You aren’t alone!
Good news! Even though the ATS is intuitive and easy to use, we know questions 
will arise. If you are a self-starter, our knowledge base of handy articles and walk-
throughs can be found in the Support Database menu option under Support in 
the upper right of your ATS. 

Use the Live Chat feature for quick responses to questions you have now. No 
chatbots here–our Support team is on hand to answer those burning questions 
and get you back on track. 

Have a more complicated issue? No problem! Easily submit a ticket through 
the Submit Support Ticket option and our team will get back to you as soon 
as possible. 

Hopefully you’re feeling better about getting started on your new ATS now. The 
best way to learn any software is to get in there and get your hands dirty, so to 
speak. Click on the handy question mark icons sprinkled throughout the ATS for 
helpful advice and best practices. Dig into your Account Details to set backend 
global Admin settings, upload your message, offer letter, job description, docu-
ment and Form Builder templates, customize your careers page, set your work-
flows and more. Connect your calendar to make scheduling interviews easier with 
your applicants. Or try the tasks outlined in the Practice Guide for New Users. And 
again, don’t forget that you aren’t alone–you have a team ready to help you and 
make this an easy process. 

Jump in there and good luck! Happy hiring!

https://support.applicant-tracking.com/support/solutions/articles/3000034386--mark-as-hired-feature-how-it-works
https://support.applicant-tracking.com/support/solutions/articles/3000034386--mark-as-hired-feature-how-it-works
https://support.applicant-tracking.com/support/solutions/articles/3000034600-how-to-use-reporting-tools-
https://support.applicant-tracking.com/support/solutions/articles/3000034514-message-templates-creating-or-editing-message-templates-or-editing-message-templates
https://support.applicant-tracking.com/support/solutions/articles/3000044703-add-a-new-offer-letter-template
https://support.applicant-tracking.com/support/solutions/articles/3000076729-job-description-templates
https://support.applicant-tracking.com/support/solutions/articles/3000105964-create-documents-templates
https://support.applicant-tracking.com/support/solutions/articles/3000105964-create-documents-templates
https://support.applicant-tracking.com/support/solutions/articles/3000076753-form-builder-templates
https://support.applicant-tracking.com/support/solutions/articles/3000102355-customizing-your-career-page-look-feel-color-picker-and-more
https://support.applicant-tracking.com/support/solutions/articles/3000105964-create-documents-templates
https://support.applicant-tracking.com/support/solutions/articles/3000105964-create-documents-templates
https://support.applicant-tracking.com/support/solutions/articles/3000098965-calendar-feature-how-to-schedule-and-add-interview-locations
https://support.applicant-tracking.com/support/solutions/articles/3000050061-practice-guide-for-new-users

