
How to Download Candidate Information from JazzHR 
 
Log in to your JazzHR account.​
 
Navigate to the job posting associated with the candidate.​
 
Select the candidate from the list.​
 
In the candidate’s profile, you can save their resume in one of two ways:​
 

●​ Click the email icon to send the resume via email.​
 

●​ Click the download icon to save the resume directly to your device. 
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How to Print or Download a Candidate Job Application from JazzHR 
 
To save the candidates application, navigate down the page to the Job Application. 
Click Print.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.​ When you select a candidate, their profile will open in a new browser window. 

2.​ Click the three vertical dots (⋮) located in the top-right corner of your web browser 

(this is your browser’s settings menu). 

3.​ To print the profile: 

○​ Select "Print" from the dropdown menu. 

4.​ To download the profile to your computer: 

○​ Select "Cast, save, and share" 
○​ Then choose "Save page as" 
○​ Save the file to your desired location on your computer. 

The profile will be saved as an HTML or web document, depending on your browser settings. 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


