
Step 1: Once we have our candidate profile opened
● Verify - you on the Correct Job posting
● Choose the +ADD TO JOB

Step 2: Click on the +ADD TO JOB
● Window then opens up to Select the “Job Posting” we would like to

move our candidate to
● Select the Workflow Stage your candidate is in, either:

○ New
○ Schedule Phone Screening
○ Phone Screening
○ Schedule In-Person Interview
○ In-Person Interview
○ Offer



Step 3: Once your completed - Select ADD JOB


