
 
 

Quick Reference Guide – Bulk apply (HR Only - use in 
campaigns)  

What you need to do What you will see 

STEP 1: Select the applicants 

After reviewing the applications for a 
particular job or campaign, use the 
checkboxes to indicate the applicants to be 
included in your Bulk apply 

TIP: If you would like to include all of the 
applicants who have applied for a job, click 
All pages in the Select drop-down list.   

 

 

 

STEP 2: Select Bulk apply 

From the Select a bulk action menu at the 
top of the page, select Bulk apply. 

 

STEP 3: Select the job 

Click the binoculars to select the Job that 
you would like to apply the applicants to. 

Select the relevant Application source – 
where did these applicants hear about the 
opportunity? 

Select the appropriate Job sourcing 
channel. 

Select the application Status that the 
applicants should commence in, i.e. New. 

Elect whether you would like to link past 
applications to the new job application. 

 

STEP 4: Communicate with applicants 

You will have the option of sending the 
relevant status related communication to the 
applicant (if appropriate). 

Indicate whether you would like to 
communicate, and then click Apply. 

Each of the applicants has now been 
applied to the selected job. 

 

 


