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Job Board Setup  

 

The job board setup is completed in 2 areas, as part of the Company List and as part of the job posting.  Below is the information that is contained in both areas 

and is part of the instructions for Applicant Tracking and Posting an Open Position. 

 

Go to Company from your HR Dashboard 

 

 

When the Company List opens, you will see your company. Click on your company to open it 
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When your company opens scroll down to Job Posting

 



 

Page 3 of 5 
 

Please take note of the instructions from this section 

 

Follow the instruction to complete the job board setup. You can open the  by clicking on it.  To close it, click on it again. Click Save Changes when done. 
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This is the QR Code that will be included along with the link.  It can be scanned with a cell phone to that the applicant to the application to complete it on their cell 

phone. 
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Highlighted in yellow, is required.  Highlighted in green, is required if you want to post your job to an external job board. 

* Client must setup the external job board that they want to use. * 

When you have completed your information, click on Save Changes. 

 


