How to Create a Short list
· Go to CRM – Candidates and run your search to create a subset of Candidates you wish to short list to a job order[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/4041560202/original/Zl-W9zq0kOJFLy0i63qE7avzrlSGJFXsWA?1501187240]
· Click on the check box next to the "First Name" on the upper left-hand corner (that will select all the candidates found in your search) and click on Manage Records-->Short Lis[image: ]
· Select the job order you wish to short list the candidates to. You will receive a message that the candidates have been short listed
[image: ]
· Next: Go to your job order and double-click on the job order to open it
· Scroll down until you see Short listed Candidates on the right-hand side and click on Manage Short list
[image: ]
· From the short list you can Print, Add Notes, Prioritize, Send Mail etc.
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