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Printing Applications
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You can print applications if you wish to, either individually or in bulk.

Printing individual applications

1. Log-in to the system and find the vacancy. Click on the ‘New submitted
applications/shortlisting’ link. It will only be highlighted in yellow if you are yet to submit
your final shortlisting recommendations,
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2. Find the candidate application you would like to print and click the ‘print icon’ next to the

candidate name.
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3. You will see the list of documents that are available in the system for printing. Select the
ones you would like to print by checking the relevant box(es).

Click on the purple ‘print selected items’ button to print the documents.
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Printing in bulk

1. Log-in to the system and find the vacancy. Click on the ‘New submitted

applications/shortlisting’ link. It will only be highlighted in yellow if you are yet to submit

your final shortlisting recommendations.

You will see a list of candidate applications (however in this example there is only one

application)
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2. Tick the candidate applications you would like to include in the printing — or tick the ‘select

all’ box at the top of the last column
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3. Click on the ‘bulk print’ icon.
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4. You will see a list of documents that are available in the system for printing. Tick the
box(es) of the documents that you would like to include in the print request or ‘select all’.

When you have selected your documents, click the purple ‘print selected’ button at the
bottom of the list.
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Printing Status

1. You can check whether candidates’ documents have been printed by looking at the print

status next to the candidates’ name. A red circle icon shows that the application has not
been printed.
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2. An orange circle shows that some of the documents in the application have been printed.
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3. You can see which document has been printed by clicking the ‘print’ icon and looking for a

green circle.
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4. You can print the other documents if you wish by ticking the boxes next to them and
selecting the ‘print selected’ items button.
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5. Once all documents have been printed, the print status icon will change to a green circle.
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