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Managing My Applicants 

Effectively managing your applicants is a must when it comes to growing your company. With 

Paycom’s Applicant Tracking feature, you can easily create a job post to attract the right talent. After 

an applicant has applied for a position, you can complete each step of the hiring process through the 

Applicant Tracking Dashboard. In this course, we’ll discuss how you can: 

 use the Applicant Tracking Dashboard (Page 3);  

 manage applicants (Page 9); and  

 adding tags to candidates (Page 14).  
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Using the Applicant Tracking Dashboard 

Once an applicant has applied for a position, you can take action on the application through the 

Applicant Tracking Dashboard. Within the Dashboard, you can view applicants and change the status of 

their application, depending on your access. 

Select “Applicant Tracking Dashboard” from the Applicant Tracking Menu. 

 

The top of the Dashboard stores filters that you can use to easily find applicants within the system. 

Simply select your choices from the drop-down menus and click “Search.”   
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Below that, you’ll see the calendar and any tasks you have scheduled to complete. By clicking on a 

calendar date, your tasks will display to the left. 

 

At the bottom, you’ll find the applicant pipelines, which display each step of the hiring process. Here, 

you can see pending requisitions, active candidates, open jobs, offered candidates and additional 

requisition information. If you’re looking to take action on an active application, you’ll want to view the 

Applicant Tracking Pipeline tab.  You can hover over the number to see who has applied for the 

position.  

 

You can review their application by clicking on their name.  
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At the top of the page, you’ll see the applicant’s contact information, the position they applied for and 

applicant history. Notice the green, red and yellow flags? You can use them to convey your interest in 

the applicant to the next person in the hiring process. 

 

Below that, you’ll see the actual application, which is broken out into tabs. The first tab stores the 

applicant’s basic information, such as their demographics, education and employment history. 

Something to pay attention to here is the Acknowledged field. “Yes” means that the applicant has 

completed the application.  
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In the Application Questions tab, you can review the applicant’s answers to the questions you set up 

previously.  

 

If the applicant included their resume or a cover letter when they submitted their application, you can 

access that next.  
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The Notes section allows you to jot down your thoughts on the applicant. You can add notes by clicking 

on the flash drop-down and selecting “Add Note.” 

 

Finally, the Scheduled Tasks section displays who’s responsible for each step of the hiring process, as 

well as when they must complete their step. Use the Status drop-down to note your decision. You can 

even select a reason for your decision in case you want to provide the next person in the hiring process 

additional information about your decision.  
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Once you’ve completed your part, be sure to save any changes by selecting “Save” at the bottom of the 

screen. Then, the next person in the hiring process can complete their step.  

 

If you have access, you may be able to take certain actions, like offer the position, reject the applicant, 

save the application for later, transfer the applicant to another position and archive the application.  

Just keep in mind some of these options allow you to send an email to the applicant and move the 

application to another pipeline. For example, to offer an applicant a position, select ”Offer.”  
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You can then send an email to the applicant, notifying him or her of your decision.  

 

The applicant is then moved to the My Offered Candidate pipeline in the Dashboard. If the applicant 

accepts the offer, and you have the proper access level, you can complete the process by running a 

background check and processing available tax credits before sending the applicant to payroll.  

 

If your applicant has additional questions they need to answer, select the option for “Follow Up” from 

the Application Actions drop-down.  
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You can then send follow-up questions to your applicant. Click “Send Follow-Up” to send to one 

individual applicant or send the same questions to multiple applicants by using the batch option.   

 

Managing Applicants 

Easily accessing your applicants’ information is a must. So when it comes to managing your applicants, 

you have a couple of quick options. Let’s check out a couple of the most beneficial options within 

“Manage Applicants” in the Applicant Tracking Menu. 

 

From here, you can add upload resumes and search for applicants. See the Search bar at the top of the 

screen? This is your best friend when it comes to managing applicants. You can type in virtually any 

information and the system will search through the entire application to find matches. Best of all, this 

search feature is available from any screen in the Applicant Tracking feature. 
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 Once you’ve entered the information, click “Search.” 

 

The system will then pull up a list of applications matching what you entered. If there are several options 

available, you can use the Filters on the left-hand side to narrow your scope even further.  

 

You can also access candidate profile details by search key words such as “University of Oklahoma” or 

“Spanish speaking” to quickly narrow your search.  
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Another handy tool is the Advanced Applicant Search.  

 

The Advanced Applicant Search allows you to find applications and resumes using a variety of filters. 

For example, you can narrow the scope of applications by status and job post type. You can even use 

our additional filters, such as name, dates and job, to refine the applicant list even further to find what 

you’re looking for.  

Let’s take a look at how this works. In our example, let’s filter the applicants to only include active 

candidates who have applied to externally posted jobs.  
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You can use the additional filters below to get even more specific. So if you want to search for 

applicants who have applied to specific jobs, you can. After making your selections from the category 

and comparison drop-downs, enter what you’re searching for in the text field. Then, click “Add.”    
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All of the filters you are using will display in the Current Filters section. When you’re done, click 

“Generate Applicants.” 

 

You’ll then be able to view any applicants matching that criteria. 
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Adding Tags to Candidates 

Group candidates together by skill set or even the location you met them using candidate tagging. You may 

create a tag for a specific networking event or another for a special skillset, such as being bilingual. To create tags, 

go to the Manage Applicant Tracking System Properties menu and click “Tag Management.”  

 

Click “Create New Tag” to begin adding tags. All your existing tags will display in a table format where you can 

edit and delete them as needed. After setting up your tags here, you can tie them to your applicants and review 

them within the individual’s profile.  
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After you’ve created your tags, you will need to change the way you view candidate information by modifying 

your header settings. To do this, select any candidate and use the gear drop-down and click “Customize Header.” 

 

From here, click the box for “Tags.” Now that you’ve enabled the option to view tags in candidate profiles, you’ll 

begin tying tags to your candidates. 
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First, select the candidate for whom you’d like to add a tag. To add a tag, click the green plus sign.  

 

Then, you can enter a new tag or select from an existing one and click “Save.” 

 

Your tags will display in the candidate’s profile.  

User permissions for tag management can be provided in your Permission Profiles. 

In Conclusion 

Now you know how to use the Applicant Tracking Dashboard and manage your applicants to meet your 

company’s needs. Be sure to complete your certification by watching the training videos and answering 

a few quiz questions. 


