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1 Reviewing Applicant Notes Tip Sheet 

There are two (2) ways to access a Job Opening: 

1. Recruiting page > Recruiting Quick Links tile 

2. Manager Self Service page > Manager Dashboard tile 

 

1. To access a Job Opening through the Recruiting page: 

 

Once logged into CONNECT, click “Recruiting” from the page menu.  

 

 

Click the “My Job Openings” tile.  

 

Click “>” to the right of the job opening you wish to expand.   

 

Then Skip to #3. Or… 
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2. To access a Job Opening through the Manager Self Service page: 

 

Once logged into CONNECT, click “Manager Self Service” from the page menu.  
 

 
 

Click the “Manager Dashboard” tile.  

 

Click the Job ID hyperlink from the “My Open Jobs” pagelet.  
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3.  On the “Manage Job Opening” page, click the “Application” icon next to the appropriate 

applicants’ name.  

 

 
 

 

4. This will open the “Manage Application” for this applicant. Click the “Notes” tab*. 

 

*The “Notes” tab will only appear if there has been a note added for the applicant.  
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5. By clicking the “Notes tab”, the “Notes Summary” will open for this applicant. Click on 

“Select” to open the designated note.  

 

 

 

6. To open an attachment, click on the blue hyperlink.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


