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Display: |an Associated to me v| |AII

v | | Active within View Al .

Customize | Find | View All | B First (] 1.3 4

Job Opening 1D # Type Location Cre
Administrative Assistant] 915 Standard SMU Main Campus o
Administrative Assistant| 533 Standard SMU Main Campus 10
Wellness Instructor 387 Standard SMU Main Campus 04/

Select Action... L

applicants.

Ay
The Browse Job Openings page shows all jobs assigned to you.

Find job under Job Opening Colum and click on job title to view list of
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g EF IFE"“U”‘EB Job Openina have applied for your position.
elp
> SMU Links Wellness Instructor
[ Self Service Posting Title:  Active Inh Onenina N 307
= Recruiting Job Opening . Wellness Instrucf  Resumes sorted by the Last Updated column, which contains the
— Browse Job Openings Job Title: 0000123 date and time the applicant applied. The most recent applicant is
[ Campus Community - . .
I Records and Enroliment POE!M” Hurr_lben 000527| listed first.
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> Set Up SACR SSE P ' a options.
[ Reporting Tools \ -
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b ﬁM Click on the resume icon to view applicant’s resume. Click Fants | Abgivity 8 Attach (F:)Ip Vi I p. 4 han 20
— I
yellow Cancel button to return to applicant list. -ants ick View All to view more than

See next page if you are unable to view resumes
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Under the Type column

Applicants First E 1-20 of 49 o

.
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%]
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Ext = External; Emp = Employee view All | 8

Name 1D Type Mion Resume Last Updated |*Take Action
Click applicants name to view
Gregaory . 3 08/01/20086 -
| ]
contact information === — |Mathews 2353 |Bd Hired 12:00AM Select Action... =
Melissa ) 3 O7I26/2006 -
L —Lewellen 1719 Ext Reject 12-00AM Select Action... L
Katherine ' L 0720020086 -
O [sexander 2016 |Ext |Reject 12-00AL Select Action... w

E-mail a copy of the applicant’s resume by clicking on drop down box of Selection Action and click on Forward Applic!nt. Enter e-mail
address and subject. This will forward only that applicant’s resume.

E-mail multiple resumes by using the Group Action drop down box located at the bottom of Job Opening page. E-mail all resumes by
clicking on Select all next to the Group Action box. Then choose forward applicant from Select Group Action drop down box menu.

You can also e-mail only certain resumes. Click on check box next to applicant name and then choose forward applicant from Select
Group Action drop down box menu.
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The most common reason resumes cannot be viewed is due to files being blocked. In order to stop files from being
blocked you need to do two things.

1. In a browser session go to Tools, Internet Options and choose the Security tab. Choose Trusted Sites and click on the
Sites button. Add https://*.smu.edu to the list and click the Close button.

2. Click the Custom level... button. Scroll down to the Downloads section. Set Automatic prompting for file downloads
to Enable. Click OK, and say Yes to the warning. Click OK again.
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Applicants have the option to copy and paste a resume or upload a resume in Word, PDF Adobe, or text file.

If applicant copied and pasted their resume you will see the folliwing screen after clicking on resume icon.

Manage Applicant
Applicant Resume:

Resume:  Adrministrative Assistant

Obijective
To obtain a position as an ofiice associate in a professional enviranment that will utilize my strang
organizational abilities, comr skills, and uni of a client-driven arganization,

Wark Experience

Apri 2007 7 Gurrent
Recruiter’Office Manager

If applicant uploaded their resume in Word, PDF Adboe, or text file, a new screen will appear. Resumes in PDF Adobe or
texfile, will appear in the new screen.
Resumes in Word will have the following box in the new screen. Click “Open”, to start MS Word to view resume.

—
https:/facce edu/pscip d-viewattachituserfile=Kashyap__Neha_Resume.doctsd
(s = | €] https:faccess smu.edulpsfpsftv4695a5234 Kashyap_Neha_Resume v | B |42 x| |
* & h,;,.https:Ha\:cess‘smu.E\:lufps:fp5f7:md=wewattach&us...] | G- B -
File Download E‘
o Do you want ta open o save this file?
- @Jj Name: Resume.dac
1a Type: Microsoft Office word 97 - 2003 Document
" From:  access.smu.edu

open | [ save | [ Cancel

[ Always ask befors opening this type of fis

harmn your computer. If you da not tust the source, da not open ar

‘@‘ “wihile files from the |nternet can be useful, some files can potentially
S save this file. What's the risk?




