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This section describes how panel members should use the system to shortlist applications. 

 

1. You will have been attached to the vacancy as a panel member at the time the vacancy 

was published.   

 

2. You should have received a system notification when the vacancy was published, as well 

as a notification when the post closed inviting you to shortlist.  

 

Please note: You can access the applications before the post closes although you should 

not submit your final decisions until the post closes and you have seen all the applications. 

 

Logging in to the system as a Panel Member 
 
There are two routes to log-in to the system depending on the type of user you are.  If you are an 
LSE member of staff, you should log-in to the system following the instructions as set out in the 
section ‘Logging in with an LSE username and password’. 
 
If you are working at LSE as an agency worker, or a contractor you will need to be given a 
username and password by your HR Adviser.  You should then log-in to the system following the 
instructions as set out in the section ‘Logging into the system as an external panel member’.   
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Logging in with an LSE username and password 
 

1. Open a browser and type in the URL https://jobs.lse.ac.uk/secure/ShibAuth.aspx.   

You will now see the LSE screen below. 

 

2. Enter your LSE username and password in the log-in box 

 

Note: you will only be able to log-in to the system using this link if you have an LSE 

username and password.  If you have been given an external username and password, you 

will need to log-in another way.  Please see the section on logging in as an external user 

 

 

 

You will then see a page like this:

 
 

  

https://jobs.lse.ac.uk/secure/ShibAuth.aspx
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Logging in to the system as an external panel member 
 

LSE users will normally access the online recruitment system using their own LSE username and 

password.  However, if you have been provided with a username and password for the system by 

a member of the HR team, you will be able to log-in as follows:   

 

1. Open a browser and type in the URL jobs.lse.ac.uk.   

You will now see the welcome screen below. 

 

2. Click on the Home button. 

 

 

This is the log-in screen for all users, including candidates.  
 

3.  Enter your username and password in the log-in box 
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You will then see a page like this:  
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Starting your Shortlisting 
 

After you have logged onto the system, click on the Panel Home tab 

 

 
 

 

 

1. You will then see that you have new applicants to shortlist highlighted in yellow.   

 

You will also be able to see how many applications have been submitted overall, and how 

many new ones have been received since you last viewed them. 

 

 
 

  



7 
 
 

2. Click on the New submitted application/shortlisting link and you will be taken to a screen 

showing the names of the candidates who have applied.  In this example, there is one 

candidate application. 

 
 

 

 

3. Click on the candidate’s name to view the application. 
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4. A split screen will appear, showing the candidate’s application on the left side and the 

shortlisting grid on the right side.  
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5. Use the scroll bar to the right of the application to read the candidate’s application or click 

the grey arrow to expand the window 
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6. Use the scroll bar to the right of the shortlisting grid to view the competencies. 

 

 

 
7. If the candidate does not demonstrate he or she meets the essential criteria insert a ‘0’ next 

to the competency.  If the candidate does meet the criteria, insert a ‘1’.   

 

TIP: Remember, if the candidate does not demonstrate he or she meets the first criteria 
you can reject them from the shortlist and you do not need to consider them any further. 
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8. Use the ‘recommendation’ section to record your decision as to whether you would like to 

shortlist the candidate or not. 

 

 
 

9. Use the comments box to write any notes to remind you later as to why you decided to 

shortlist/not shortlist.  Do remember that applicants can request to view any notes that are 

made about them and so ensure that anything you write is according to the person 

specification criteria. 
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You can save your recommendations at any time by clicking the purple ‘save’ button

 
 
 

10. Once you have saved a recommendation, you will be taken back to the main list of 

candidates so that you can move onto the next one. When you are ready to submit your 

final shortlist decision, click the purple ‘submit’ button.   
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11. You will see a pop-up window asking if you are sure you would like to submit your scores.   

 
 
IMPORTANT NOTE: Once you have submitted your scores you will not be able to go back and 
change them later.  Therefore, please ensure that you only submit your scores once you have 
made your final decision. 
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Submitting your Shortlist 

 
1. You will need to submit a recommendation for each candidate who has applied in order to 

progress to the next stage in the process. 

 

2. If you are the Chair of the panel, you should not submit your recommendations until all 

other panel members have submitted theirs.  If you submit your recommendations before 

other panel members have done so, they will no longer be able to submit their 

recommendations through the system.  In addition, once the Chair submits their decisions, 

any candidates who are at the Regret after Shortlisting stage will receive an automatic 

email notifying them that they have been unsuccessful.  Please see the section on Sending 

Automatic Emails to Unsuccessful Candidates below for more information. 

 

Remember:  

 Have you considered all candidates against the essential criteria?   

 Do you have reasons why candidates do or do not meet the criteria? 

 Have you guaranteed an interview to all those who have opted into the Two Ticks Scheme? 

 Has the Chair confirmed the final shortlist? 
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Using Engage ATS to Confirm the Final Shortlist 

 
It is the role of the Chair of the panel to confirm the final shortlist.   

1. If you are the Chair of the panel, you should consider the applications yourself first and 

come to your own decision about which applicants meet the essential criteria.  You can log-

in to the system and shortlist the applicants following the instructions set out under Section 

4: Shortlisting, above. 

 

2. Once you have done this, you should take into account the decisions made by other panel  

members.  You will be able to see who the panel members are and whether they have 

submitted their scores for each candidate by looking at the Recommendation column in the 

middle of the screen 

 
 
Note: on this example, the panel members are showing as Panel Member 1 and Panel Member 
2, and the Chair is showing as Convenor 1.  However in reality you will see the actual names of 
the panel members.  This will enable you to follow up with the panel members directly outside of 
the system should you wish to do so. 
 

3. You make your recommendations on behalf of the panel using the Bulk Recommend 

Decisions feature as described in Section 4: Shortlisting, above.   
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Sending Automatic Emails to Unsuccessful Candidates 
 
The system is set up so that as soon as a candidate is moved to the Regret after Shortlisting 
stage by the Chair of the panel and he/she clicks Submit, the candidate will be sent an automatic 
email informing them that they have been unsuccessful. 
Please note that if a panel member moves a candidate to the Regret after Shortlisting stage, this 
will only be seen by the Chair of the panel and candidates will not receive an email notifying them 
that they have been unsuccessful. 
 

Viewing a Summary of Panel Member Shortlists 
 
If you would like to view a summary of the other panel members’ shortlists you can do so by 
selecting all the candidates and clicking the ‘export all scores, recs’ link 
 

 
 
The ‘Candidate Export’ window will appear as shown below. 
 

4. Click the purple ‘Download’ button and save the file to your PC.  Please ensure that you 

save the file in a secure location and is kept confidential.  
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5. Open the file from your PC and you will see a spreadsheet showing the names of the 

applicants and the recommendations and scores of each panel member. 

 
 

Please note: It may be that you all select the same candidates for the shortlist and so all 
you will need to do is to simply confirm the names via Engage ATS.  However, if there is a 
difference of opinion it is advisable to hold a shortlisting meeting with the other panel 
members to discuss their shortlists and come up with an agreed final shortlist.  In that 
event, the shortlisting decisions that you submit via Engage ATS should be the same as the 
agreed final shortlist on behalf of the panel. 
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Downloading a manual shortlisting grid from Engage ATS 

 
1. Log-in to Engage ATS and find the vacancy you would like to create a manual shortlisting 

grid for.  In this example we will use the ‘Administrator’ vacancy shown below. 

 

 
2. Expand the vacancy and click on the ‘new application submitted/shortlisting’ link to view 

the list of candidates who have applied for the vacancy.  In this example, there is one 

candidate.  
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3. Select the names of the candidates that you would like to include in the shortlisting grid by 

checking the box next to their name. 

 
 

4. Click on the Export all scores, recs, etc link. 

 

 
5. The Candidate Export window will open.  Click the purple ‘Download’ button 

 

 
 
Please note: 
You can save the file in your H: Space or on a Shared Drive.  Please ensure that the location is 
secure and shortlisting data is kept confidential. 
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6. Open the file.  It will show the names of the candidates who applied and the score fields 

will be blank. 

 

7. Enter your recommendations into column D, choosing one of the following options: 

 

 Invite to interview 

 Longlist 

 Regret after shortlisting 

 Reserve after shortlisting 

 Withdrawn Application 

 

8. Enter your first name and surname in the ‘Reviewer’ column (column G).  

 

 
 

 

9. Enter either a ‘1.00’ or a ‘0.00’ in each of the ‘shortlisting criteria columns’. On this 

example these are columns I, J, K and L, although on your spreadsheet there may be 

more if you have more criteria. 

 

10. In the Score Total (Shortlisting Criteria) Column H, enter the total of the 1.00s and 

0.00s.  You can do this easily by using the formula functions on Excel.  
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Tip: Please ensure that you type your recommendation exactly in the format shown so that 
when the grid is uploaded to the system afterwards, it uploads correctly. 
 
11. Save the file, ensuring that the location is secure and confidential. 
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Uploading Shortlisting Scores from an Excel Grid to Engage ATS  

 
1. Log-in to Engage ATS and find the vacancy you would like to upload the shortlisting scores 

to.  In this example we will use the ‘Administrator’ vacancy shown below 

 
 

2. Expand the vacancy and click on the ‘new application submitted/shortlisting’ link to view 

the list of candidates who have applied for the vacancy.  In this example, there is one 

candidate. 

 
 
 

3. Select the candidates you would like to include in the upload by ticking the box next to their 

name. 
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4. Click on the ‘Upload scores, recm, etc’ link 
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5. The ‘Import manual scores and recommendations’ window will appear.  Click on 

‘Choose File’ to browse your PC and find the file that you would like to upload.  

 

Click the purple ‘update’ button to complete the upload. 
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Downloading shortlisting scores from Engage ATS into an Excel file 

 
1. Log-in to Engage ATS and find the vacancy you would like to export the scores for.  In this 

example we will use the ‘Administrator’ vacancy shown below. 

 
 

2. Expand the vacancy and click on the ‘new application submitted/shortlisting’ link to view 

the list of candidates who have applied for the vacancy.  In this example, there is one 

candidate. 
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3. Select the names of the candidates that you would like to include in the export by checking 

the box next to their name. 

 

 
 

4. Click on the Export all scores, recs, etc link. 
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5. The Candidate Export window will open.  Click the purple ‘Download’ button 

 
 
Please note: 
You can save the file in your PC.  Please ensure that the location you choose is secure and 
confidential. 
 

6. You will then be able to open the file and see the data that the panel have entered.   

 
 
 
 

 
 
  



28 
 
 

 


