
	
  
	
  
	
  

Procedures	
  for	
  Recruitment	
  Module	
  
	
  

Choose	
  the	
  Recruitment	
  Gateway	
  Option	
  
	
  
The	
  Recruitment	
  Module	
  is	
  located	
  on	
  the	
  first	
  page	
  after	
  the	
  login	
  on	
  Ulti-­‐Pro.	
  
It	
  is	
  normally	
  located	
  in	
  the	
  upper	
  right	
  hand	
  corner	
  of	
  the	
  blue	
  ribbon	
  options	
  
bar.	
  	
  

	
  
	
  
How	
  to	
  view	
  applications	
  and	
  candidate	
  resumes	
  on	
  Recruitment:	
  

1. 	
  From	
  the	
  start	
  page	
  click	
  to	
  open	
  the	
  Requisition	
  to	
  see	
  the	
  applications	
  
received.	
  

	
  

	
  
	
  
	
  

2. Click	
  on	
  the	
  Blue	
  box	
  in	
  front	
  of	
  the	
  “Number”	
  of	
  applications	
  received	
  to	
  bring	
  up	
  the	
  page	
  
displayed	
  below	
  
	
  

	
  
	
  



	
  
	
  
	
  

3. From	
  this	
  application	
  list	
  page	
  do	
  the	
  following:	
  (see	
  screen	
  print	
  of	
  
application	
  list	
  below)	
  

a. Click	
  on	
  Candidate	
  Assessments	
  to	
  view	
  the	
  Online	
  Application	
  
candidate	
  completed	
  

b. To	
  view	
  documents	
  that	
  a	
  candidate	
  has	
  attached	
  to	
  their	
  record(	
  i.e.	
  
resume,	
  cover	
  letter,	
  letters	
  of	
  reference)	
  	
  

i. Click	
  on	
  the	
  Candidate	
  Name	
  to	
  open	
  candidate	
  record	
  
ii. Click	
  on	
  specific	
  attachment	
  that	
  you	
  would	
  need	
  to	
  view	
  

	
  
	
  

	
  
	
  
	
  
Or	
  at	
  the	
  main	
  Recruitment	
  page,	
  see	
  the	
  image	
  below:	
  
	
  

	
  
	
  



	
  
	
  
	
  
Or	
  you	
  can	
  go	
  to	
  Requisitions	
  which	
  will	
  open	
  up	
  the	
  Search	
  Requisitions	
  function.	
  See	
  below	
  
	
  

	
  
Other Actions 

New Requisition   Browse all Requisitions   New Search   My Saved Reports  
 
 
 

 
 



	
  
	
  
	
  
That will bring up all the open requisitions and applications that have been 

attached to it. 	
  
	
  
When	
  you	
  click	
  on	
  the	
  number	
  and	
  it	
  will	
  bring	
  up	
  all	
  the	
  open	
  	
  applications	
  

	
  


