Welcome to Yello!
Company’s New Talent Management Tool

Disclaimer: This training

uses the Yello Company

Basic Training
Module

Staging environment. The
login process allows you to
create your unique
password for training

purposes.




Training Objectives

In this training, you will learn to:
* Login to Yello

* Navigate Yello Screens and Functions
 |dentify Requisitions Functions

* View Requisitions

* Copy Requisitions

* Edit Requisitions

* Review the Job Board

* Review Application Dashboard
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Log in to Yello

Log into Yello

Email address

Password

Forgot password?

OR

Sign in with SSO

© 2025 Yello, All Rights Reserved
Powered by Yello
Privacy Policy
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Practice 1: Log
in to Yello

Log into Yello

1. Click the URL: https://Company.uat.company.com/

Email address

Outcome: Yello training Login window displays

Password

2. In Email address, type your “.mil” email address

IForgot password?

NOTE: Clicking Forgot
password? triggers an
automatic email that provides
additional instructions

l Privacy Policy I

3. Click Forgot password?

https://Company.uat.com/
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Review Home Screen
HOme Screen A. Candidates

B. Dashboards
C. Requisitions
D. Staff
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[Ie”o Candidates Staff Requisitions

O
_ A

&= CANDIDATES

Q B Margaret v

i¥ DASHBOARDS i, REQUISITIONS

. STAFF

View All Candidates

Application Dashboard View Requisitions View Staff
Add Candidate

Create Requisition Add Staff
Upload Candidates

Upload staff
Batch Resume Upload

This is the landing screen when

you log into Yello. Notice there are
four sections.

Duplicate Center




()

Home Screen:
CANDIDATES

This CANDIDATES section provides
access to:

* Viewing Candidate records
Add a candidate

Upload candidates

Batch upload candidates

Duplicate records

O

= CANDIDATES

View All Candidates

Add Candidate

Upload Candidates

Batch Resume Upload

Duplicate Center
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Home Screen:
DASHBOARDS

This DASHBOARDS section
provides access to various
views of candidate
applications.

i® DASHBOARDS

Application Dashboard
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Home Screen:
REQUISITIONS

The REQUISITIONS section
displays all current vacancies
posted to:

 USAJOBS and/or

e Company Yello Board

As well, this section enables
you to create a requisition
from “scratch”.

. REQUISITIONS

View Requisitions

Create Requisition
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Home Screen: |
STAFF o

View Staff

The STAFF section provides Add Staff
Administrators access to
add Yello users. Upload Staff
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View Requisitions

REQUISITIONS

I_Ie”O Candidates Staff Requisitions [ Margaret ~
&5 CANDIDATES {® DASHBOARDS 7 REQUISITIONS i1 STAFF

View All Candidates Application Dashboard View Requisitions View Staff

Add Candidate Create Requisition Add Staff

Upload Candidates Upload Staff

Batch Resume Upload

Duplicate Center
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Practice 3: View View Requisitions
Requisitions List

1. Click View Requisitions.

I i 0] Q -
I D oe
I -7, REQUISITIONS O -
I I View Requisitions I 0

\ S
I Create Requisition =~ ~ ~ I
-~
-~
~

| b,

-~
| Important: View Requisitions is the [ . Y — B

function that lets you duplicate an I o

[ existing requisition [

6/24/2025



A
o Requisitions List

P Fa Ct|Ce 3 : V|eW 2. Review Requisition screen parts:
Re q u i S iti O n S Li St A. Filters D. Requisition Name Column

B. Search E. Select an Action

Create Requisition F. Settings

I.Ieuo Candidates Staff Requisitions

(O | Margaret «

Requisitions B

-+ Create Requisition

—
3= Filters

‘ Q, Search by requisition name or number

Select an Action ~ ‘ * ‘

Showing 1 - 50 of 92 Requisitions (0 Selected)

Applicants (Includes Archived Users)

E F

[J Requisition Name

[0 FINANCIAL MANAGEMENT ANALYST 1 0
[0 SUPERVISORY TRAINING INSTRUCTOR (ELECTRONICS) 0
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Open a Requisition

P ra Ct|Ce 4: O pe N 1. Locate and click on a requisition you wish to
a Requisition open.

I_IEUO Candidates Staff Requisitions o B Margaret ~
Requisitions
3= Filters ‘ ‘ Q, Search by requisition name or number ‘ ‘ =+ Create Requisition ‘
Showing 1 - 50 of 92 Requisitions (1 Selected) ‘ Select an Action ~ ‘ ‘ * ‘
B Requisition Name Applicants (Includes Archived Users)

% FINANCIAL MANAGEMENT ANALYST 1 0
[0 SUPERVISORY TRAINING INSTRUCTOR (EL NIC‘ 0
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The Requisition Screen
The Requisition record is organized into 3 parts:

PraCtice 4: Open 1. Information
d ReqUiSitiOn 2. Details

3. Messaging

LIG”O Candidates Staff Requisitions

Details

Applicants
Application Details
External

Workflow Details

FINANCIAL MANAGEMENT ANALYST 1

Requisition Name
FINANCIAL MANAGEMENT ANALYST 1

Requisition Number

Workflow Template
Default Application Workflow

Number of Openings
1

Requisition Owner
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Review Requisition Information

Practice 5: View

1. Review Requisition Information

Requisition section.

l.leuo Candidates Staff Requisitions o 2 Margaret ~

|Se|ect an Action v | E

FINANCIAL MANAGE T ANALYST 1

Default Application Workflow

D. Number of Openings

Number of Openings
1

Details
A |
Applicants & X
Application Details A Requisition Name . eie
FINANCIAL MANAGEMENT ANALYST 1 A. Requisition Name

External
Workflow Details B Requisition Number B. ReqUiSition Number
Sourcing

C Workflow Template C. Workflow Template

E. Requisition Owner

Requisition Owner

E | o

%
]
!
|
\
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Practice 5: View
Requisition

1{8”0 Candidates Staff Requisitions

Requisition Details

2
A.
A Post to Yello Job Board? :
Yes
B.
B Who can apply?:
. C.
Location:
C Fort Eisenhower, GA
D.
Work Schedule :

Review Requisition Details

2. Review Requisition Details section.

Post to Yello Job Board?
Who can apply?
Location

Work Schedule

Defaults to Yes
Describe status of eligible candidates
Name of base, city and state

PT, FT, Temp, etc.

Q B a

Margaret «

Full Time j

f
[
[
[
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Review Requisition Details, cont’d

Practice 5: View
Requisition

3. Review Requisition Details section.

A. Qualification Summary

I.IEHO Candidates Staff Requisitions o B Margaret v

Qualification Summary:

LOREM IPSUM DOLOR SIT AMET, CONSECTTETUR ADIPISCING ELIT. CURABITUR EU DOLOR BLANDIT, VOLUTPAT TURPIS

EU, SOLLICITUDIN SAPIEN. AENEAN A QUAM VITAE METUS VESTIBULUM BIBENDUM VEL SED TURPIS. LOREM IPSUM

DOLOR SIT AMET, CONSECTTETUR ADIPISCING ELIT. CURABITUR EU DOLOR BLANDIT, VOLUTPAT TURPIS

EU, SOLLICITUDIN SAPIEN. AENEAN A QUAM VITAE METUS VESTIBULUM BIBENDUM VEL SED TURPIS. *
J
I
[

LOREM IPSUM DOLOR SIT AMET, CONSECTTETUR ADIPISCING ELIT. CURABITUR EU DOLOR BLANDIT, VOLUTPAT TURPIS
EU, SOLLICITUDIN SAPIEN. AENEAN A QUAM VITAE METUS VESTIBULUM BIBENDUM VEL SED TURPIS. LOREM IPSUM
DOLOR SIT AMET, CONSECTTETUR ADIPISCING ELIT. CURABITUR EU DOLOR BLANDIT, VOLUTPAT TURPIS

EU, SOLLICITUDIN SAPIEN. AENEAN A QUAM VITAE METUS VESTIBULUM BIBENDUM VEL SED TURPIS.
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Review Requisition Details, cont’d

Practice 5: View
Requisition

4. Review Requisition Details section.

A. Salary Min & Max

Open Date

Candidates Staff Requisitions

Close Date

Salary Min :

103409.0 . .
A D. Remote Eligible
Salary Max:

141330.0

B Open Date:

12/18/2024

E. Major Duties

F. Grade

Close Date:
01/02/2025

Remote Eligible, if applicable:
D Yes

Major Duties (Job Description) :

= Projects future costs, make recommendations to control costs, and reallocate resources to improve productivity within assigned resources.

« Designing cost management processes and using appropriate costing methodologies to recognize, determine, accumulate, and report costs of activities on a regular
E basis for management information purposes.

Performs obligation management analysis to include analysis of command monthly obligations, budget plans for major dollar expenditures, adjustments,

unliquidated obligation reviews, and unexpired resources against program.
Utilizes cost management analysis emphasizing the use of the cost data for planning, control, and decision-making purposes.
Performs the most complex analysis and evaluations related to all aspects of budget, accounting, management control and risk management.
Provide detailed analysis that enables the linkage between the requirement and budget formulation.

F Grade:

GG 1313
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Practice 5: View
Requisition

l.,euo Candidates Staff Requisitions

» Projects future costs, make recommendation
» Designing cost management processes and |

hasis for management information purposes
» Performs obligation management analysis to

unliquidated obligation reviews, and unexpire
» Utilizes cost management analysis emphasiz
» Performs the most complex analysis and eva
» Provide detailed analysis that enables the linl

Grade:
661313

L ————————————————————————————————————————————————————————

Confirmation Message Before Submitting Application

Success Message Once Application Submitted
Thank you for submitting your application!

Duplicate/Existing Application Error message

Review Requisition

5. Review Messaging section.

Confirmation Message
Before Submitting
Application

Success Message Once
Application Submitted

Duplicate/Existing
Application Error message

You've entered in all necessary information. Are you sure you want to submit your application?

You have already applied to this job. You cannot apply again.
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Practice 5: View Return to Requisition screen
Req U iS |t|0 N 8. Click Requisitions to return to the

Requisition List.

l.,euo Candi 8 Requisitions (O | Margaret +

» Projects future costs, make recommendations to control costs, and reallocate resources to improve productivity within assigned resources.

« Designing cost management processes and using appropriate costing methodologies to recognize, determine, accumulate, and report costs of activities on a regular
basis for management information purposes.

» Performs obligation management analysis to include analysis of command monthly obligations, budget plans for major dollar expenditures, adjustments,
unliquidated obligation reviews, and unexpired resources against program.

» Utilizes cost management analysis emphasizing the use of the cost data for planning, control, and decision-making purposes.

» Performs the most complex analysis and evaluations related to all aspects of budget, accounting, management control and risk management.

» Provide detailed analysis that enables the linkage between the requirement and budget formulation.

Grade:
661313

4

Confirmation Message Before Submitting Application
You've entered in all necessary information. Are you sure you want to submit your application?

Success Message Once Application Submitted
Thank you for submitting your application!

Duplicate/Existing Application Error message
You have already applied to this job. You cannot apply again.




Practice 6: Duplicate a Requisition

Scenario:

* Create a requisition for a Financial
Management requisition that closely
resembles one already in our database.

Solution:

* To save time, we will make a copy of an existing
requisition and modify it to match our requirements



Practice 6:
Duplicate a
Requisition

I.IEHO Candidates Staff Requisitions

Requisitions

Locate the Requisition to Duplicate

1. Scroll to locate the Financial
Management requisition.

Q B Margaret ~

S Filters ‘ ‘ Q, Search by requisition name or number

‘ ‘ -+ Create Requisition ‘

Showing 1 - 50 of 85 Requisitions (0 Selected)
[0 Requisition Name

O Project Manager

O 1nstructional System Specialist
O Instructional System Specialist
O Mortuary Affairs Specialist

O wilitary Analyst (Lessons Learned)

‘ Select an Action ~ H o ‘

Applicants (Includes Archived Users)

0

O 0



ﬁ [ ] [ ] [ ] [ ]
: Select the Requisition to Duplicate
Practice 6:

2. Click the checkbox [rdxt to the Financial

D U pl |Cate d Management Analyst title.
Req u iS |t|0 N 3. Click Select an Action to display actions.

4. Select Duplicate Requisition.

qeﬂo Candidates Staff Requisitions

[J TRAINING SPECIALIST 0

Duplicate Requisition
Archive Requisitions

Export Data

INANCIAL MANAGEMENT ANALYST 0

6/24/2025
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Pra Ct_ice 6: Duplicate Requisition Prompt
Duplicate a
Req u |S|t|0 N 5. Click Duplicate.

Duplicate Requisition

Are you sure you want to duplicate the selected

requisitions?

Cancel Duplicate




A
h Duplicated Requisition

Duplicated

s Lty Below is the screen resulting from duplicating a
Req Uuls |t|0 N requisition.

qe”o Candidates Staff Requisitions Q B Margaret ~

Select an Action b m

Copy of FINANCIAL MANAGEMENT ANALYST

- rhlal
Details
Requisition Information
Applicants s
Application Details Requisition Name
Copy of FINANCIAL MANAGEMENT ANALYST
Externa
Workfle Requisition Number
Sourcin

Workflow Template
Default Application Workflow

Number of Openings
0

Requisition Owner

3rd Party Application URL

https./'www usajobs gov.443/GetJob/ViewDetails/ 824876500

Requisition Details

H

Paost to Yello Job Board? :

Yes
Who can apply?:

Location:

elaaone o




()

Practice 7: Edit

Duplicated
Requisition

Duplicated Requisition Screen Parts

B. Requisition

/
/ e
A / —
Copy of FINANCIAL MANAGEMENT ANALYST
B ]
Details
C Applicants

Application Details

Requisition k
Conv of FINA

Part

A. Requisition
Title

Number

C. Details

Description

Inherits the same name as the
requisition chosen to be duplicated,
preceded by “Copy of”

System automatically assigns a
unique requisition number

See applicants for this requisition
and related applicant details
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Requisition Screen Parts, cont’d

Edit a Requisition

8711

Details

Applicants

A

l,'eHO Candidates Staff Reguisitions

Copy of FINANCIAL MANAGEMENT ANALYST

Requisition Information
Requisition Name
Copy of FINANCIAL MANAGEMENT ANALYST

Requisition Number

Workflow Template P
Default Application Workflow a rt

Number of Openings

’ A. Requisition

Requisition Owner

[ Title

3rd Party Application URL

I
= B. Requisition

:::ltuYellu Job Board? : Number

Wheo can apply?: C. Details

Location:

el sleaioer ot

[N : | Margaret ~

Select an Action hd m

Description

Inherits the same name as the
requisition chosen to be duplicated,
preceded by “Copy of”

System automatically assigns a unique
requisition number

See candidates who have applied to
this requisition and related details



)
Practice 6: Edit

a Requisition Duplicated Requisition

| Key Fields & Functions:
.—' A. Requisition Name

Number of Openings

B
C. Requisition Owner P
D. Edit or Delete Requisition ‘




4\
0 Practice 6: Edit Change Requisition Information

a Requisition 1. Click Edit 7.




(1)

Change Requisition Information

Practice 6: Edit
a Requisition

2.

o UnkW

Requisition Name field: type Financial
Management Analyst followed by Your
initials.

Example: Financial Management Analyst-
MSG

Workflow Template

Number of Openings field: enter “1”
Requisition Owner field: enter your name
Click Save.

0/




Practice 6: Edit
a Requisition

Edit Requisition Details

Change Requisition Details, cont’d

Complete these required fields:

7. Requisition ID field

8. Post to Yello Job Board? field: enter Yes
9. Who can apply? field

* Post to Yello Job Board?

[ Yes

* Who can apply?

|

3rd Party URL

[

Location

[ Fort Eisenhower, GA

Work Schedule

[ Full Time




A - |
Change Requisition Details, cont’d

P rd Ct ICE 6: Ed It Review and update these fields:

d Req u |S|t|o N 11. Qualification Summary field
12. Salary Min & Salary Max fields

Qualification Summary

£ Paragraph v Alv &v B I S U A~ A~ @ & — O~ ks BB~ Z Iz =~ = &) Source

LOREM IPSUM DOLOR SIT AMET, CONSECTTETUR ADIPISCING ELIT. CURABITUR EU DOLOR BLANDIT, VOLUTPAT TURPIS EU,
SOLLICITUDIN SAPIEN. AENEAN A QUAM VITAE METUS VESTIBULUM BIBENDUM VEL SED TURPIS. LOREM IPSUM DOLOR SIT AMET,
CONSECTTETUR ADIPISCING ELIT. CURABITUR EU DOLOR BLANDIT, VOLUTPAT TURPIS EU, SOLLICITUDIN SAPIEN. AENEAN A QUAM
VITAE METUS VESTIBULUM BIBENDUM VEL SED TURPIS.

LOREM IPSUM DOLOR SIT AMET, CONSECTTETUR ADIPISCING ELIT. CURABITUR EU DOLOR BLANDIT, VOLUTPAT TURPIS EU,
SOLLICITUDIN SAPIEN. AENEAN A QUAM VITAE METUS VESTIBULUM BIBENDUM VEL SED TURPIS. LOREM IPSUM DOLOR SIT AMET,
CONSECTTETUR ADIPISCING ELIT. CURABITUR EU DOLOR BLANDIT, VOLUTPAT TURPIS EU, SOLLICITUDIN SAPIEN. AENEAN A QUAM
VITAE METUS VESTIBULUM BIBENDUM VEL SED TURPIS.

You have 7078 characters remaining.

Salary Min

Salary Max




A
N Change Requisition Details, cont’d

P Fa Ctlce 6: Ed It Review and update these fields:

d Req U |S|t|0 N 13. Open & Close Date fields

14. Remote Eligible field
15. Major Duties field

Open Date
12/18/2024 =N
Close Date
01/02/2025 =N

Remote Eligible, if applicable

‘Yes X v

Major Duties (Job Description)

“ > €1 Paragraph v Alv Av B I S URA-AvY @ w — Qv 7, bf B~ 2 ;1= =Ev = = &)source

» Projects future costs, make recommendations to control costs, and reallocate resources to improve productivity within assigned resources.

e Designing cost management processes and using appropriate costing methodologies to recognize, determine, accumulate, and report costs of activities on a regular basis for
management information purposes.

» Performs obligation management analysis to include analysis of command monthly obligations, budget plans for major dollar expenditures, adjustments, unliquidated obligation
reviews, and unexpired resources against program.

s Utilizes cost management analysis emphasizing the use of the cost data for planning, control, and decision-making purposes.

¢ Performs the most complex analysis and evaluations related to all aspects of budget, accounting, management control and risk management.

¢ Provide detailed analysis that enables the linkage between the requirement and budget formulation.

D & T S S s T S




Change Requisition Details, cont’d

P ra Ctice 6: Ed It Review and update these fields:

PRI 16. Conditions of Employment field
d ReqUISItIOn 17. Grade field

18. Test field
19. Click SAVE

Conditions of Employment

e ¢> €%  Paragraph v Al &v B T & Hv Av @ e — O~ T, mﬁv T Ey = = @-SOUI’CG

Q IMPORTANT: You must complete
all required fields (indicated with
an asterisk) before you can save

G You have 10000 characters remaining the ReqUISition Details.

1661313

° Test
|
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 The Job Board lists all Company jobs that are currently available.

* It does not require a login.

* I|tis available for anyone looking for a job.
Job Board

Parts of the Job Board
A. Search bar

e al
Explore Company Careers

Common Filter Options

B -
C. Job Opportunity List =
D

Location o Supervisory Budget Analyst NEW
1 |
Submit Resume WorkSchece -
. . . P
I Don't see what you're looking for on
Remote Eligible, if applicable ~ our job board? Your next opportunity is
just a click away! Please submit your
Supervisory Training ialist (Accreditation and C ialing) NEW information to our Talent Community.
I We still want to consider your
application. Submit your resume here!
Superv L tics M. ment Sp list

https://Companystaging.uat.com S S T AR e
ps://Companystaging :

raining Support Acgisition Specialist NEW

-
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Job Board —

Submit a Resume

Complete these fields:

The candidate may not see a
job posting that aligns with
their job search. But we still
want their qualifications! This
option allows them to submit
their information into our
searchable database.

* First Name
e Last Name
e Email Address

*Be sure to change the time zone

flag to U.S. before entering phone
number. For now, it defaults to
Germany but will default to U.S. in
the future.

e Phone Number*
« U.S. Citizen?

e Resume Upload
 Privacy Policy
 Agree checkbox
« SAVE

I] +32

Thank you for your interest in a career with U.S. Army Training and

Doctrir

" " Jommand. Please fill out this form and upload

your resume and applicable documents so we can keep your

* First Name

information on file for future job opportunities.

* Last Name
* Email Address

* Phone Number

‘l] ‘ +32

* Are you a U.S. Citizen 18 years or older?

\v|

You will not be considered if you include Personally Identifiable Information
(i.e. of Pl include photos, passport information, date of birth, Social
Security Number, etc.) within your resume or associated documents.

* Resume

* TRADOC Privacy Policy

By clicking the "Submit" button | acknowledge | have requested to be considered
by the U.S. Army Training and Doctrine Command (TRADOC) for current or future
job opportunities and marketing e-mails. This information may be shared with

for recruiting nurnnses anly 1 understand | have access rights |

[ | 1agree to the TRADOC Privacy Policy.




1)
P I'd Ctice 5 : Fl N d Review and update these fields:
. 1. Scroll to find the job posting you just created.
your Job Posting

FIND JOBS

Who can apply? ~
102 Results Posted
Location e Supervisory Budget Analyst NEW
Work Schedule ~
e . ” o
_ Don't see what you're looking for on
Remote Eligible, if applicable ~ our job board? Your next opportunity is
just a click away! Please submit your
Supervisory Training Specialist (A itation and Ci ialing) NEW information to our Talent Community.
_ We still want to consider your
application. Submit your resume here!
Supervisory Logistics Management Specialist NEW CLICK HERE
Supervisory Training ialist (Accreditation and Credentialing) NEW
Training Support Acgisition Specialist NEW




CANDIDATES
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View All
Candidates

O

& CANDIDATES

View All Candidates

Add Candidate

1. Click View All Candidates to see who applied
for a particular requisition or who is simply
in the database.
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List Candidates

l’e”O Candidates Staff Requisitions

The screen defaults to the List tab.

(O | Margaret + I

All Candidates

-_T;" Filters ‘ ‘ Search by name, email address, or boolean string

Showing 13 Candidates (0 Selected)
[J candidate Name & Email ~ « Phone Number
O chelsea Louise

shayna.stillman+test15@yello.co

(O Doug Richards +1248-770-9942
shayna.stillman+test33@yello.co

O Nicole Elizabeth +1 248-770-9942

shayna.stillman+test13@yello.co

[ Bentley Dog +1 248-909-7654

shayna.stillman+test97@yello.co

O Renee Stephens +1 256-503-3582

rmvaughn422+test1@gmail.com

Creation Source

Upload Center

External Application Form

External Application Form

External Application Form

External Application Form

1/15/2025

10/1/2024

1/13/2025

10/14/2024

11/5/2024

*The Creation Source column
indicates if the candidate:

* applied directly, or
* was submitted through the Talent
Community page.

4w

4w

Sw

Sw




Add Candidate

O

& CANDIDATES

View All Candidates

Add Candidate

1. Click Add Candidate to manually enter a candidate into
YELLO.



Add Candidate allows you to add a candidate

Add Candidate manually.

qeﬂo Candidates Staff Requisitions

Add Candidate

Optional - If you would like to automatically populate some of the information below, please upload a resume to get started. (Max file size is 2MB)

Acceptable file types: .doc .docx .pdf

* First Name

* Last Name

* Email Address

Phone Number

CEE |

Alternate Email Address

Alternate Phone Number

CIE |

Linkedin URL

Password

Password Confirmation

Which of the following best describes your current status?




Add Candidate,

cont’d

l{eﬂo Candidates Staff Requisitions

Educational Information

University

University, if other

Degree Level (or Highest Achieved)

Major

Major, if Other

Graduation Month

Graduation Year

Overall GPA

Field of Interest

Position Type Seeking

Are you a U.S. Citizen 18 years or older?

If "No", thank you for your interest in employment with TRADOC. However, at this time, we are not accepting applications from non U.S. Citizens.

Are you or have you ever served in the armed forces?




Add Candidate,

cont’d

l!eHO Candidates Staff Requisitions

Can you obtain and maintain a security clearance?

| ")
If none, thank you for your interest in employment with TRADOC.

| "]
Are you entitled to hiring preference as the spouse of a veteran?

| 3
Years of Work Experience

| ")
Are you a current Federal Employee?

| "]
Geographic Information

Geographic Preference(s)

If no preference, are you willing to relocate?

| ")
Do you possess any Certification/Licensure's?

| "]
If yes, please upload documents.

| "]
Are you a military spouse or military veteran?

| ")
Are you eligible to be appointed as ployed

| "]
Are you eligible for a Schedule A appoil hedule A is a special appeinting authority that agencies can use to petitively appoint indivi , including eligible whe have a severe
physical, psychiatric, or intell | disability. For more information visit www.USAJOBS.gov, Individuals with Disabilities page.

| )




Add Candidate,

cont’d

Hf you answered Ve 1o the above, ple

letter 1o TRHQ-

Candidate Consent

* Sand marketing use consent request?
® Yes, send an smail requasting marketng consent
No, 4o ot send an emal request (candidate will be opted out of marketing emas)
Candidate Cansent Template Email

* Template Name

* From Email

Select a keyword 10 copy and use below

Subject
* Message
£ Paragraph v Alv v I &5 U Bv Av @ 0~ b: M~ := v = ©)Sowce
Attachments.
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DASHBOARDS:
Application
Dashboard

Access various views of candidate applications.




ApplicatiOn The screen defaults to a LIST view of all
Dashboard: LIST | "™

lleuo Candidates Staff Requisitions

Application Dashboard

‘: 3£ Filters ‘ Search by name, email address, or boolean string ‘ Search |
Showing 13 Workflows (0 Selected) “ Preview Dashboard | Select an Action ~ |
O Candidate Status Requisition Assigned
[m] @ Sent To Hiring Manager Yello Training Test 6w | Next Action ~ ‘

(] B Sent To Hiring Manager Engineer (TEST) 6w |WI‘
O @ Panel Interview Completed Yello Training Test 6w |m}
O |E @ Sent To Hiring Manager Yello Training Test 6w |W‘
(] @ submitted For Approval (Completed) Senior Training Analyst (T. 6w |WI‘
O @ Panel Interview Completed Validation Test_Joint Prop... 14w |w‘

(] |E B New Applicant Operations Support Assist.. 14w Next Action ~ ‘




Application . - |

. ote the actions available when you select a
DaSh bOa rd . candidate record.
LIST

I.IEHO Candidates Staff Requisitions

Application Dashboard

3£ Filters ‘ ‘ Search by name, email address, or boolean string ‘ Search |
Showing 13 Workflows (1 Selected) List Preview Dashboard m
Add Folders
-] Candidate Status Requisition Assigned
Add Tags
Batch Actions
] @ Sent To Hiring Manager Yello Training Test 6w

Email Assignees

Email Candidates

] B Sent To Hiring Manager Engineer (TEST) 6w
Export Data

] [ B Panel Interview Completed Yello Training Test BW Export Comprehensive Report
Remove Folders

O E B Sent To Hiring Manager Yello Training Test 6w Remove Tags

m} ® Submitted For Approval (Completed) Senior Training Analyst (T.. 6w ‘ Next Action ~ |

O R B Panel Interview Completed Validation Test_Joint Prop.. 14w ‘ Next Action ~ |

o 8 W New Applicant Operations Support Assist.. 14w ‘ Next Action ~ |

[} |§ B Dispositioned Validation Test_Joint Prop... 16w ‘ Next Action ~ |

O B Submitted For Approval (Complsted) validation Test_Joint Prop.. 19w | Next Action ~ |




Ap p | icatio n The screen defaults to a LIST view of all applicants.
Dashboard:
REVIEW

lfeﬂ(} Candidates Staff Requisitions

Application Dashboard o

Showing 13 of 13 Workflow Instances
Check All | Uncheck All (0 Selected) L

ST PREVIEW DASHBOARD Select an Action - a

ilters (0) [C)pefault to Preview Mode

O Vello Training Test ~ NEXT ACTION ¥

Sent To Hiring Manager

O Engineer (TEST)
Sent To Hiring Manager

= tillmant @y Current Status: Sent To Hiring Manager Jan 16, 2025
& Resume/CV &= shayna.stillmanttest1 5@yello.co ® g g
0 no Phone Number Previous Status: Qualifications Reviewed - .. Jan 16, 2025

No Resume/CV Uploaded

O vello Training Test Assigned to Jan 16, 2025
Panel Interview Completed
O vello Training Test = Application & Forms &, Profile 0]
Sem To Hiring Manager
Requisition: #28762: Yello Training Test Application
Jan 15,2025 Application Form
Requisition

O senior Tra ning Analyst (T.

Yello Training Test
Submitted For Appraval (Com

Requisition number

Thank vou for vour interest in a career with U.S. Armv
. Please fill out this form and upload vour resume and
. applicable documents so we can keep your information on file for future job
O validation Test_Joint Pro... opporlunities_

Panel Interview Completed

Completed on
Jan 15, 2025




Application
Dashboard:
DASHBOARD

L’EHO Candidates Staff Requisitions

The function displays metrics of candidates,

applicants and jobs in various stages of application
progress.

Hover your mouse over each bar to view additional
information.

Application Dashboard

I 5_.:" Filters l ISearch by name, email address, or boolean strin

|Sear:h|

Showing 13 Workflows (0 Selected)

Select an Acti

g

»
i
{
g
d

:

.

Sortby“ Descending |
Candidate Status Summary

Click on any of the bars below to view candidates within each selection




Application
Dashboard:
DASHBOARD

LIEHO Candidates Staff Requisitions

Application Dashboard

Note the available actions on this screen.

Filters I

Search by name, email address, or boolean string

‘Searml

Showing 13 Workflows (1 Selected)

o
I
a

"

Sent To Hiring Manag

Dispositioned

Panel Interiew Comp

Submitted For Approv.

Sent To Chra

Candidate Selected

Mew Applicant

List Preview Select an Action ~

Add Folders

Add Tags
Candidate Status Summary Batch Actions

Click on any of the bars below to view candidates within each selection. Email Assignees
Email Candidates

Export Data

Export Comprehensive Report

Remove Folders

Remove Tags

24 26 28 3.0




