
Welcome to Yello!
Company’s New Talent Management Tool

Basic Training 
Module

Disclaimer: This training 

uses the Yello Company 

Staging environment. The 

login process allows you to 

create your unique 

password for training 

purposes. 



Training Objectives

In this training, you will learn to:

• Log in to Yello

• Navigate Yello Screens and Functions

• Identify Requisitions Functions

• View Requisitions

• Copy Requisitions

• Edit Requisitions

• Review the Job Board

• Review Application Dashboard



Log in to Yello



Practice 1: Log 
in to Yello

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

Outcome: Yello training Login window displays

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

3. Click Forgot password?

https://Company.uat.com/ 

NOTE: Clicking Forgot 
password? triggers an 

automatic email that provides 
additional instructions



Home Screen A. Candidates

B. Dashboards

C. Requisitions

D. Staff

This is the landing screen when 
you log into Yello. Notice there are 
four sections. 

Review Home Screen

A DCB



Home Screen: 
CANDIDATES

This CANDIDATES section provides 
access to:

• Viewing Candidate records

• Add a candidate

• Upload candidates

• Batch upload candidates

• Duplicate records

A



Home Screen: 
DASHBOARDS

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

B



Home Screen: 
REQUISITIONS

The REQUISITIONS section 
displays all current vacancies 
posted to:

• USAJOBS and/or

• Company Yello Board

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

C



Home Screen: 
STAFF

The STAFF section provides 
Administrators access to 
add Yello users.

D



REQUISITIONS
View Requisitions



Practice 3: View 
Requisitions List

6/24/2025

View Requisitions

1. Click View Requisitions.

Important: View Requisitions is the 
function that lets you duplicate an 
existing requisition

1
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Practice 3: View 
Requisitions List

2

A. Filters D. Requisition Name Column

B. Search E. Select an Action

C. Create Requisition F. Settings

2. Review Requisition screen parts:

Requisitions List



Practice 4: Open 
a Requisition

1

1. Locate and click on a requisition you wish to 
open.

Open a Requisition



Practice 4: Open
a Requisition

The Requisition Screen
The Requisition record is organized into 3 parts:
1. Information
2. Details
3. Messaging



Practice 5: View 
Requisition

1. Review Requisition Information
section.

Review Requisition Information 

1

A. Requisition Name

B. Requisition Number

C. Workflow Template

D. Number of Openings

E. Requisition Owner

B

C

A

D

E



Practice 5: View 
Requisition 2. Review Requisition Details section.

Review Requisition Details

2
A. Post to Yello Job Board? Defaults to Yes

B. Who can apply? Describe status of eligible candidates

C. Location Name of base, city and state

D. Work Schedule PT, FT, Temp, etc.

B

C

A

D



Practice 5: View 
Requisition

3. Review Requisition Details section.

Review Requisition Details, cont’d

2

A. Qualification Summary

A

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.



Practice 5: View 
Requisition 4. Review Requisition Details section.

Review Requisition Details, cont’d

4

A. Salary Min & Max

B. Open Date

C. Close Date

D. Remote Eligible

E. Major Duties

F. Grade

A

B

C

D

E

F



Practice 5: View 
Requisition 5. Review Messaging section.

Review Requisition

5

A. Confirmation Message 
Before Submitting 
Application

B. Success Message Once 
Application Submitted

C. Duplicate/Existing 
Application Error message

A

B

C



Practice 5: View 
Requisition 8. Click Requisitions to return to the 

Requisition List.

Return to Requisition screen

8



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



Locate the Requisition to Duplicate

1. Scroll to locate the Financial 
Management requisition.

Practice 6: 
Duplicate a 
Requisition



2. Click the checkbox next to the Financial 
Management Analyst title.

3. Click Select an Action to display actions.

4. Select Duplicate Requisition.

6/24/2025

Select the Requisition to Duplicate
Practice 6: 
Duplicate a 
Requisition



Duplicate Requisition Prompt

5. Click Duplicate.

Practice 6: 
Duplicate a 
Requisition



Duplicated 
Requisition Below is the screen resulting from duplicating a 

requisition.

Duplicated Requisition



B

C

A

Duplicated Requisition Screen Parts

Part Description

A. Requisition 
Title

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

B. Requisition 
Number

System automatically assigns a 
unique requisition number

C. Details See applicants for this requisition 
and related applicant details

Practice 7: Edit 
Duplicated 
Requisition



Requisition Screen Parts, cont’d

Part Description

A. Requisition 
Title

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

B. Requisition 
Number

System automatically assigns a unique 
requisition number

C. Details See candidates who have applied to 
this requisition and related details

Edit a Requisition

B

C

A



Key Fields & Functions:
A. Requisition Name

B. Number of Openings

C. Requisition Owner

D. Edit or Delete Requisition

Duplicated Requisition

A

B

C

D

Practice 6: Edit
a Requisition



Change Requisition Information

1. Click Edit       .

1

Practice 6: Edit 
a Requisition



Change Requisition Information

2. Requisition Name field: type Financial 
Management Analyst followed by Your 
initials.
Example: Financial Management Analyst-
MSG

3. Workflow Template
4. Number of Openings field: enter “1”
5. Requisition Owner field: enter your name
6. Click Save.

2

3

4

5

6

Practice 6: Edit
a Requisition



a

Complete these required fields:
7. Requisition ID field
8. Post to Yello Job Board? field: enter Yes
9. Who can apply? field

7

8

9

Practice 6: Edit
a Requisition

Change Requisition Details, cont’d



Review and update these fields:
11. Qualification Summary field
12. Salary Min & Salary Max fields

11

12

Practice 6: Edit 
a Requisition

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.

Change Requisition Details, cont’d



Review and update these fields:

13. Open & Close Date fields
14. Remote Eligible field
15. Major Duties field

13

14

15

Practice 6: Edit 
a Requisition

Change Requisition Details, cont’d



Review and update these fields:
16. Conditions of Employment field
17. Grade field
18. Test field
19. Click SAVE

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

the Requisition Details. 

16

19

17

18

Practice 6: Edit 
a Requisition

Change Requisition Details, cont’d



Job Board

Parts of the Job Board

A. Search bar

B. Common Filter Options

C. Job Opportunity List

D. Submit Resume B

C

A D

• The Job Board lists all Company jobs that are currently available. 

• It does not require a login.

• It is available for anyone looking for a job.

https://Companystaging.uat.com

Explore Company Careers



Job Board –
Submit a Resume

Complete these fields:

• First Name
• Last Name
• Email Address
• Phone Number*
• U.S. Citizen?
• Resume Upload
• Privacy Policy
• Agree checkbox
• SAVE

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. 

*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.



Practice 5: Find 
your Job Posting

Review and update these fields:
1. Scroll to find the job posting you just created.

Explore Company Careers



CANDIDATES



Use this function to view and add candidates.CANDIDATES



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

View All 
Candidates



List Candidates The screen defaults to the List tab. 

*The Creation Source column 
indicates if the candidate:

• applied directly, or 
• was submitted through the Talent 

Community page. 



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



Add Candidate
Add Candidate allows you to add a candidate 
manually.



Add Candidate, 
cont’d



Add Candidate, 
cont’d



Add Candidate, 
cont’d



DASHBOARDS



DASHBOARDS: 
Application 
Dashboard

Access various views of candidate applications.



Application 
Dashboard: LIST

The screen defaults to a LIST view of all 
applicants.



Note the actions available when you select a 
candidate record.

Application 
Dashboard: 
LIST



Application 
Dashboard: 
PREVIEW

The screen defaults to a LIST view of all applicants.



Application 
Dashboard: 
DASHBOARD

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: 
DASHBOARD

Note the available actions on this screen.


