
Shortlisting candidates against a vacancy
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There are three methods of shortlisting candidates against a vacancy: Directly from the vacancy; from the candidate record or 
by drag-and-dropping the candidate into the open vacancy held in the Smart Navigation.

1 Select the Vacancies  tab from the Smart 
Navigation.

2 Run your search.  Select and open the 
vacancy record from the results grid.

3 From the open vacancy record, select the 
Shortlist  tab. 

Shortlisting from a vacancy record
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4 Press the New button that will open a pop 
up window where you can search for a 
candidate to shortlist.

5 Selecting the candidate will display them 
in the shortlist where you can run and log 
various workflow actions.

6 To perform one of the actions within the 
shortlist simply select the relevant tickbox.  
The grey tickbox will turn green on 
completion of the action and will be date 
stamped.
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1 From the vacancy grid results view, select 
the + button next to the specific vacancy 
this will open the tabbed quick view.

2 Press the New button that will open a pop 
up window where you can search for a 
candidate to shortlist.

3 Selecting the candidate will display them 
in the shortlist where you can run and log 
various workflow actions.

Shortlist tabbed quick view 
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21 Select the Candidate  tab from the Smart 
Navigation.

2 Run your search.  Select and open the 
candidate record you want to shortlist from 
the results grid.

3 From the open candidate record, select 
the Vacancies  tab. 

Shortlisting from a candidate record

4 Press the New button that will open a pop 
up window where you can search for a 
vacancy to shortlist the candidate against.

5 Selecting the vacancy will display the 
candidate in the shortlist where you can 
run and log various workflow actions.

6 To perform one of the actions within the 
shortlist simply select the relevant tickbox.  
The grey tickbox will turn green on 
completion of the action and will be date 
stamped.
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Shortlisting candidates against a vacancy

1 Select the Candidates  tab from the Smart 
Navigation.

2 Run and refine a search to select the 
candidates you would like to shortlist and 
press Go to return your results.

3 Using drag-and-drop technology you can 
select and drag candidates into the 
vacancy listed in the Smart Navigation.

Holding the Shift  key while selecting 
candidiates allows you to drag-and-drop 
multiple candidates (as a group).

Holding the Ctrl  key allows you to pick 
individual contacts from the grids so you 
can drag-and-drop groups of selected 
candidates onto the vacancy.

Drag-and-drop shortlisting
To use this method the vacancy record must 
first be open in the Smart Navigation.

Tip: Use the Hot Jobs! tickbox within the 
vacancy record to store your current vacancies 
in the Smart Navigation.

1

2

3

4 Each time you shortlist a candidate you 
will see the pop up ‘x candidate(s) have 
been added to the shortlist of vacancy 
reference xxx’ confirming the action.
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Tip: Alternatively use the Drag-all button to 
drag all the candidates in the results grid 
to the vacancy.


