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Modifying Recruiting Home Dashboard

1. Click ‘Personalize’ in the section to update the grid.

2. Toremove a column Grid Customization
. Help
* Cl!Ck on the column na.me Personalize Column and Sort Order
e Click the box next to ‘hidden’
To order columns or add fields to sort erder, highlight column name, then press the appropriate button
Frozen columns display under every tab.
3. To change the order the columns .
olumn Order Sort Order
appear Job Opening <l @ @
. Recruiting Location Y
e C(lick the column name Department ® @
Category
e Use the up/down arrow to Hiring Manager iaden
. Days Open .
move the column location Days to Fill Date Frozen Descending
No Action Taken
Total Applicants - -
4. Change how information is sorted o S| [ Fraren ] Copy stings

(i.e. sort by job opening number)
e C(lick the column(s) to sort by
e Click the arrow facing to the right so the column appears in the Sort Order box
¢ If you want the column sorted descending (high to low, z to a) click the box by
Descending

5. Click ‘Preview’ to double check results, click OK.

Add/Remove Content

1. Click ‘Content’ in upper right corner of page

Personalize Content |Layout ? Help
2. On the Personalize Home Page, mark/unmark Personalize Home Page
solutions to modify which sections appear on
the page. Personalize Content:
a. You can see an example of each Tab Name Recruiting Home
section by clicking on the solutions Weicome Message
name. Choose Pagelets: SimPply check the items that you want to appear on your homepage

Remember to click "Save™ when done.

Arrange Pagelets: Go to Personalize Layout

3. Click 'Save'.
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Recruiting Solutions
Quick Links

ecruiting Solutions (Classic)

My Job Openings (Classic)
My Alerts Search Job Openings (Classic)
My Job Openings

My Applicants
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Search Applications (Classic)

Recent Job Openings (Classic)
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Today's Interviews Quick Search (Classic)
Time to Fill
Recruiting Manager Summary

Browse Job Openings

Save Cancel
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