
Applying for a Job with Advanced HR 2.0
Now that you done all the Applicant Tracking Setup, let's walk you through how the applicant would apply for a job.

When an applicant follows the link to job posting, they’ll be taken to the Jobs Site.

After entering their Name and Email address, the applicant is taken to the application wizard. The wizard will walk the
applicant through the application process.

When each section of the Wizard is completed, the applicant will click the Save and Continue button.
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This will advance the applicant to the next screen.

When the applicant has completed all the sections, they will sign and Submit the application

.

Once submitted, the applicant will receive an email confirmation. They can use the link contained within the email view
their application.
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Admin and Manager level users can access the applicant from the Applicant Tracking Dashboard. Using the Status/
Workflow Change button, they can move the applicant through the hiring process.

Hiring the Applicant

One of the last steps in the hiring process is changing the Status to Prep for Onboarding. When this is done, and Save
Changes is selected, the user will be taken to the Onboarding Prep Process screen so the New Hire can be hired.

PayNortheast.com  |  631-306-4929  |  support@paynortheast.com

Updated on 29 Jun 2018 3

https://support.evolutionhcm.com/Advanced_HR_2.0/Applicant_Tracking_Guide/Applying_for_a_Job_with_Advanced_HR_2.0


Prep for Onboarding Process

Fill in the pertinent information shown on the previous screenshot, select an Onboarding Task, and click Let’s begin
Onboarding.

Complete Step 2 by filling out the pertinent information. It is important to pay close attention the blue Quick Add User
button. This will allow you to create a user in the system (attaching them to the company and assigning them the correct
security role).

PayNortheast.com  |  631-306-4929  |  support@paynortheast.com
Updated on 29 Jun 2018 4

https://support.evolutionhcm.com/Advanced_HR_2.0/Applicant_Tracking_Guide/Applying_for_a_Job_with_Advanced_HR_2.0


Quick Add User

As part of Onboarding, it is highly recommended that you create a user while you are entering the preliminary
information for the New Hire.

The Quick Add User popup allows you to add a user to the system with the most important fields:

• Create Username
• Edit Contact info
• Send a Welcome Email
• Assign a Role
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Assign a Role at this time. This will allow the new hire a level of access to the system that is dependent on their
function within the company. In addition you can Send a Welcome Email. The Welcome Email will instruct the new hire
how to access Self Serve Onboarding.

Click the blue Add User button when complete. You’ll be taken back to the Employee Summary screen. Remember to
click the green Link User button to link:

• The user
• The employee
• The company

Note: Remember that usernames (emails) must be unique to the system. Advanced HR 2.0 will verify that the new
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username is not already being used. Quick User Add is meant as a quick way to add a user to the system with the
most important fields. If other details about the user are to be entered, go to the Company - User List screen after
completion to review or add other details.

Self Service Onboarding

When the blue Submit Onboarding Request button is clicked, the new hire gets a welcome email instructing them how
to access the system and complete their application.

When the email link is selected, the new is taken to the Self Service Onboarding Wizard. The new hire will be guided
through this Wizard, eventually Submitting their information for approval.
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The final step in Self Service Onboarding, is to approve the new hire. As a Base Manager or Base Admin User, go to the
Onboarding Dashboard to review, and then Approve, the new hire’s information.
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