How to Access & Contact Applicants

To access your applications on Handshake, you'll have to first select the particular Job you're interested in to
access the direct list of students that have applied.

To Access Applicants Through a Job Posting:

1. Click Jobs in the left hand navigation bar

2. Locate the job you'd like to view applicants for. Click on the Expired tab at the top of the page if you're
trying to locate a job that has since expired.

3. Click the number and person icon under the Applicants column, connected to the job you wish to view
the applicants for

Jobs viewing all CC Student Employment jobs Edit this Type to search.. Create J
Active Expired All | Declined NotPosted | Divisions ~ VIEW BY @ J
D: Job * Applicants = School Expired - Status = Campus Interview =
3133523 Student Employment Test a2 Colorado College 107272019 Expired No
Fo4a12 Return for correction test a0 Colorado College 9272019 Expired No
3153071 Test a0 Colorado College 9/26/2019 Declined No
2988230 Student Employment Assistant a0 Colorado College 873072019 Declined No
3003017 Kristen's Assistant a0 Colorado College 8/21/2019 Declined No
2993106 Test &l Colorade College 8N6/2019 Declined No
Can't find a job you're looking for? Make sure you've added the school it's posted to.
B —

From here, you will be brought directly over to the Applicants page for this specific Job Posting.

#3133523 Student Employment Test

Job Details Edit Applicants

Filters CLEAR Showing All Applicants at Your Schools  EDIT &9 Export CSV
Exclude Students That Do Mot Match €3] Export Documents
School Year or Graduation Date Minimum GPA
Major Work Authorization Status
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Sourced Students

First Last = chool
] Colorads College W =& @ Pending - 10/02/19

Status
Pending (2) Colorado College B QOB Pending 09/30/19
View all
Can't find an applicant you're looking for? Make sure you've added the schoaol they belong to.
—l
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In Handshake, you'll be able to reach out to an applicant directly in Handshake, or via your personal email.

For those applicants who are updated to Decline status an automatic email will be sent once you click Send
Decline. You can edit the email language or decline the automated message on the screen shown below before
sending to applicant. Be sure to enter your name for the sign off. You can also add in your contact
information if desired.

There is not an automatic email message for the other status of Hired or Reviewed. Those will need to
be individualized.

Confirm Decline Email

O Please review this email
Editing this messaoge will not affect your Decline message template. You can edit the
Decline template or change your status message preferences in User Settings

Subject
Thank you for your interest
Message

A Mormal text = Black = Bold Ifalic Underline 19

r Insert Variable - =

Hi {{student_first_name},

Thank you for your interest and application. Unfortunately, we have decided not to move
ahead with your application for the role at this time.

Please do not hesitate to reach out in the future if we have another role you think could be a
fit for you.

Best,

Cancel Decline with no email Send Decline
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To download/view the application documents:

o First, choose the particular Job you're interested in to access the direct list of students that have applied
using the directions provided previously.

e From here, you can click the check boxes next to the applicants you'd like to contact, or select the
topmost check box to highlight all applicants.

H handshake Q. Search.. — g':,‘ Favorite Schools~  Help~  Emily Chandler~
Home #1700 Winter Internship Job Details  Edit | Applicants
My Profile Fil CLEAR
ilters i H
Company Profile Showing All Applicants at Your Schools  EDIT % Export CSV
Exclude Students That Do Not Match ) Export Documents
School Yesr or Graduation Date Minimum GPA.
Major Work Authorization Status
Categories
Sourced Students lof 5applicants selected  Selectall  Message Applicants ~ Download Applicant Packages  More ~
Relationships \ —
Beverly Nguyen School of Life = = = Reviewed + 09/24/18
Stats
Search Students atus
Schools Pending (3) Bessie Morris School of Life EE QB Pending ~ 09/24/18
Contacts Hired (1)
Reviewed (1) Brandy Fletcher School of Life g 23] Reviewed 09/24/18
View all
Campus Ben Hamilton School of Life W [==] Pending ~ 09/24/18
Events Labal
— .
N Barbara Stewart School of Life o = [==] Reviewed ~ 09/24/18
Fairs Not Labels
School
ﬁhandshqke Q, Search... i [ -::: Favorite Schools~  Help~  Emily Chandler~
Home #1700 Winter Internship JobDetails  Edit | Applicants
My Profile Filt CLEAR
liters i i
Company Profile Showing All Applicants at Your Schools  EDIT B Export CSV
Exclude Students That Do Not Match 2] Export Documents
School Year or Graduation Date Minimum GPA
Major Work Authorization Status
Categories
Sourced Students w8 5ofSapplicantsselected  Selectall  Message Applicants  Download Applicant Packages  More ~
Rel hips - —
Beverly Mguyen School of Life =3 (==] Reviewed 09/24/18
Search Students Status
Schools Pending (3) Bessie Morris Schaol of Life I I = =] Pending ~ 09/24/18
Contacts Hired (1)
Reviewed (1) Brandy Fletcher School of Life 5= 0B Reviewed v 09/24/18
View all
Campus r e =0 M
Ben Hamilton School of Life H = =] Pending ~ a9/24/18
Events Labal
(N Barbara Stewart School of Life g5 0B Reviewed + 09/24/18
Fairs Not Labels
School

Once you have done this, you will have the option to Message Applicants, Download Applicant Packages.
Information on Messaging Applicants is provided on the following pages.

The Download Applicant option will allow to select which documents you would like to download using check
boxes as shown below.
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Once your documents are selected using the check boxes click Next.

Download Documents

Select which documents you would like to download.

Pleaze note that non-required documents may not be present for each student. Thus, if
you select to download "cover letters”™ and it's not a required document, you might not find
any in your PDF packet.

Resume
Cover Letter
Transcript

Other Document

Confirm you would like to receive these documents by selecting Confirm.

Download Applicant Packages

Are you sure you want to perform this action on the selected results?

Next you will see a message pop up that is building your download.
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Download building

We are building your download now. If you are downloading a lot of documents this might take
a while.

We'll also email you the file, so if you don't want to wait, you can just close this window.

[o=]

Once this loading is done a message will automatically appear where you will have the option to retrieve your
file by clicking on the hyperlink.

Download building

Your download is readv: Click here to retrizve the file.

We've also sent vou an email with this file.

A pdf file will then open with all the application documents. This file can then be save to your personal
computer.

cover_page_and_resume20191024-1-abe75]pdf - Adobe Acrobat Pro DC — [m] *x
File Edit View Window Help
Home  Tools cover_page_and_re.. % ‘ @ A .
AXOBHQOO 1/ K & O @ - B
A Q
[ 4 Ee’
#3133523 Student Employment Test ° H d h k
CC Student Employment “ an s a e %
Job applicants as of 10/24/2019 +
=
Name Emall Address School School Year Major o=
Clay Bossie &_hesskag@enioradocalege edu Calorado Colege Sophomere Undecizred P
Q
Maziyn Frelar m_treier@oolordacolege. edu Colorado Colege Undeciared
r 1-20f2 4
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How to Send a Direct Message to Applicants in Handshake

e Once you have selected the applicants you want to contact, you can message them by clicking on Message
Applicants in the top toolbar:

i handshake

Home
My Profile

Company Profile

nships

Search Students
Schools

Contacts

Events
Interviews

Fairs

i handshake

Home
My Profile

Company Profile

ationships

Search Students
Schools

Contacts

mpus

Events

Interviews

Fairs

Q Search... ﬁ [ -(‘: Favorite Schools~  Help~  Emily Chandler~
#1700 Winter Internship JobDetails  Edit | Applicants
Filters CLEAR Showing All Applicants at Your Schools ~ EDIT # Export CSV
Exclude Students That Do Not Match ] Export Documents
School Year or Graduation Date Minimum GPA
Major Work Authorization Status
Categories
Sourced Students 3ofSapplicantsselected  Selectall | Message Applicants | Download Applicant Packages ~ More «
- —
Beverly Nguyen School of Life H = [2=] Reviewed v 09/24/18
Status
Pending (3) Bessie Morris School of Life = T = = Pending ~ 09/24/18
Hired (1)
Reviewed (1) Brandy Fletcher School of Life = [==] Reviewed v 0%9/24/18
View all
- —
Ben Hamilton School of Life H = 2 =] Pending ~ 09/24/18
Label
Barbara Stewart School of Life =R 23] Reviewed + 09/24/18
Not Labels
School
@ 5chool of Life (5)
View all
Skills.
|
(w1 Popeh, B ™ & FavorteSchools~  Help~  EmilyChandler~

#1700 Winter Internship

Filters CLEAR

Categories

Sourced Students

Status

Pending (3)
Hired (1)
Reviewed (1)

View all

Label

Not Labels

School

18 School of Life (5)

View all

Skills

Showing All Applicants at Your Schools  EDIT

Exclude Students That Do Not Match
School Year or Graduation Date Minimum GPA

Major Work Au

5of5applicantsselected  Selectall  Me  Beyerly Nguyen X

Bessie Morris X

Barbara Stewart X

Beverly Nguyen School:
Bessie Morris School, Subiect
Brandy Fletcher School:
Message
Ben Hamilton School Heading1 2 B I U A
® B L Insert variable %
Barbara Stewart School:

Brandy Fletcher X

Job Details Edit

Ben Hamilton X

Applicants

B4 Export CSV
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Send separately to 5 applicants

I‘Q Beverly Nguyen X Bessie Morris X Brandy Fletcher X Ben Hamilton X

I Barbara Stewart X

I Subject
Emily from Sprinkle Dreams has sent you a message on Handshake

1
Message

' Heading1 ¢+ B I U A

® @ T Insert variable
1

m Save to Template Insert Template

e Any recipients of this message will be listed at the top of the message box.
o Applicants will not be able to see any others listed as recipients when they receive your
message.
e Once your message is crafted, click on Send to send your message to those applicants.

e After clicking send a popup box will appear, prompting you to confirm your message. Click on Confirm to
send your message to the desired applicants.

Message Applicants

Are you sure you want to perform this action on the selected results?
This will message 5 applicants. Below is an example of what your message will look like:
Subject

Thank you for applying!

Message

Thank you for applying to this position on Handshake! Our team is reviewing your applications
and we aim to have a decision made by next week.

Tharnks!

—
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The message will send automatically, and you will receive a confirmation of the sent message towards the
lower right of your screen

o ¥Your message has been sent to 5 applicants.

Here is an example of what the message looks like from the student's point of view:

i handshake

. employers, events

For You Jobs '

Events Students ot

e
&
£

Career Center ~ Beverly ~

Inbox ~

Emily Chandler
Search for user

Emily Chandler 2:31pm

Thank you fer applying to this position
on Handshake! Our team is reviewing...

March 13th

Emily Chandler z31pm
Thank you for applying!

Thank you for applying to this position on Handshake! Our team is reviewing your applications and we aim to
have a decision made by next week.

Thanks!

A Normal text = Black~ Bold Italic Underline 66
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A Report Message
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