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Search Committee
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Reviewing Applicants

• You can access a position that you are on the search committee by clicking on X 
Jobs Requiring Panel Review.

• If you do not see this option on your dashboard, please contact your HR Recruiter.
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Reviewing Applicants

• Click on View Applicants.
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Reviewing Applicants

• The easiest way to view all of your applications is to click Select all and then 
select Bulk compile and send to create a PDF document.

• Please note: More applicants will appear as they apply until the job is closed.
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Reviewing Applicants

• Once you have selected Bulk compile 
and send, you should see a list of 
applicant documents to include or 
exclude from your PDF download. 

• Check or uncheck the boxes to the left 
of each document to select what you 
want to include. 

• Please note: The most used 
applicant documents are the 
resume, application, and cover 
letter.

• Scroll to the bottom to click Create 
PDF.
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Reviewing Applicants

• The next screen will show you 
the total number of 
applications that are being 
processed.

• Once the documents are 
created, click on Download 
document.
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Reviewing Applicants

• Once you have downloaded your documents, you should be able to pull up the file 
to view all your applicants and their information. 
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For more information, please contact 
your Talent Acquisition Specialist or 

HR Business Partner!

https://hr.ua.edu/staff-recruitment-resources/recruiters-by-assigned-area
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