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Navigating to Recruiting Module
Recruiting Module

• Click on App Switcher 
in the top left-hand 
corner of your screen to 
open the Apps Menu

• Click On Recruiting Link

• You will automatically 
be redirect you to the 
Job Dashboard



• The Jobs Dashboard is your landing 
page as soon as you navigate into the 
Recruiting Module

Navigating the Recruiting Module

Navigating the Jobs Dashboard



• Click onto the Job Title hyperlink to 
drill into the details of the requisition.

• You will be able to:

◦ view new and current candidate(s)

◦ manage candidate(s)

◦ schedule interviews with candidate(s)

◦ reject candidate(s)

◦ hire candidate(s)

◦ send candidate(s) to Onboarding

Navigating the Jobs Dashboard

Navigating the Recruiting Module
Recruiting Module



• Click on the ellipses under the far-
right Action column to open the 
Menu.

• You will be able to Pause or Un-
Pause the job, refresh the posting 
date, and make edits to the job.

• Any edits to a job requisition will 
need to be approved by Corporate 
HR Department before the post goes 
live.

Navigating the Jobs Dashboard

Navigating the Recruiting Module



Create New Job
Recruiting Module

• Select +Create New Job



Job Information

• Use “Position” templates for 
automation of Description and 
Requirements 

• Use “Work Location” templates for 
automation of Location

• Use the “Internal Position Details” so 
that when Employee is moved to 
Onboarding, the cost centers will follow 
them.

Create New Job
Recruiting Module



Job Information Continued

• Job ID is not necessary
◦ Default ID will be used if no 

other ID is provided

• Enter in Hiring Department if you 
would like candidate to know
◦ This is an optional field

• Add Job Type

• Add Salary – if applicable

• Add Job Slots – Number of openings
◦ Add if applicable 

Create New Job
Recruiting Module



Hiring Process

• Select the appropriate 
workflow

• Hiring Team
◦ Add your name into the

Hiring Manager slot

Create New Job
Recruiting Module



• There is only one application 
for use

• Select the screener questions 
if necessary

Application & Screener 
Questions

Create New Job
Recruiting Module



• Job Requisitions do not require approvals so click Next: Job Preview and Status

Job Requisition Approvals

Create New Job
Recruiting Module



• Select the appropriate Job 
Visibility

◦ External Careers Page

▪ Will be published to public job 
boards, Company Website and 
Self-Service Portal

◦ Internal Careers Page

▪ Will only be post to the Employee 
Self Service Portal for existing 
employees

◦ Unlisted

▪ Will not be visible outside of the 
Recruiting platform. You must 
individually share this job to 
potential candidates if selecting 
this option

• Publish Job

Job Preview and Status

Create New Job
Recruiting Module



• Click onto the Job Title link to drill into the details of the requisition

• You will land on the New Applications stage

• Here you will be able to see all new applicants that have applied

View Candidates Application, Resume, and other information

Managing the Candidate
Recruiting Module



• Click onto employee’s name

• Click onto the Application Link

• Here you will be able to see the 
Candidate’s Resume, Application 
(Details), and answers to the Screener 
Questions

View Candidates Application, Resume, and other information

Managing the Candidate
Recruiting Module



• Click onto employee’s name

• Click onto the Application Link

• Here you will be able to see the 
Candidate’s Resume, Application 
(Details), and answers to the Screener 
Questions

View Candidates Application, Resume, and other information

Managing the Candidate
Recruiting Module



• Click onto employee’s name

• Click onto the Application Link

• Here you will be able to see the 
Candidate’s Resume, Application 
(Details), and answers to the Screener 
Questions

View Candidates Application, Resume, and other information

Managing the Candidate
Recruiting Module



View Candidate’s Activity

Managing the Candidate
Recruiting Module

• Activity Feed will display any 
movement, communications, notes, 
etc. that has occurred on this 
candidate’s profile for you to review 



Communicate with the Candidate

Managing the Candidate
Recruiting Module

• Messaging will all you to 
communicate with the candidate 
via email and text message*

◦ *Candidate must opt into text 
messaging during the 
application process in order to 
text them



• Here in Interviews, you 
will be able set up 
interviews with 
candidates

Schedule Interviews

Managing the Candidates
Recruiting Module



• Here in Offer Letter, you will be able set up and send an offer letter to a candidate. This is 
optional if you would like to start using this feature within Paylocity.

Offer Letters

Managing the Candidates
Recruiting Module



Be sure to add notes as regularly as possible to keep everyone updated on the 
candidate’s status.

Managing the Candidate
Recruiting Module



As you are reviewing candidates, you will move them through the different 
statuses in your workflow. Use the Change Status option to select a new 
status for this candidate as they progress through the stages

Managing the Candidate
Recruiting Module



Should you come across an individual that you feel is not a good fit, please 
use the Reject button

Managing the Candidate
Recruiting Module



Connect your Calendar

Schedule Interview with Candidate
Recruiting Module

• Navigate to 
Settings

• Click Interview 
Scheduling



Connect your Calendar

Schedule Interview with Candidate
Recruiting

• Scroll down to 
Calendar Connections 
and open the drop 
down menu to select 
your calendar provider

• Click Connect Calendar

• A new tab will open in 
browser

• Follow guided prompts 
to complete the 
connection



Setup Interview Round

Schedule Interview
Recruiting Module 

• When on the candidate record in Recruiting, Navigate to the Interviews tab
• Click Create Interview button



Setup Interview Round

Schedule Interview
Recruiting Module

1. Search your name and 
select as interviewer

2. Scroll to week that 
you’d like to schedule 
interview – calendar 
will populate with your 
busy blocks

3. Enter date, start time, 
and estimated 
duration of interview

4. Select interview type

5. Select meeting 
location



Setup Interview Round

Schedule Interview
Recruiting Moduel

• Click Add Meeting



Setup Interview Round

Schedule Interview
Recruiting Module

• Click Continue



Setup Interview Round

Schedule Interview
Recruiting Module

• Click Create Hiring 
Team Invitation button



Setup Interview Round

Schedule Interview
Recruiting Module

• Subject Line and Email 
Message pre populate 
for you

• Add any additional 
notes or reminders for 
yourself into message

• Click Create Invitation



Setup Interview Round

Schedule Interview
Recruiting Module

• Click Create Candidate 
Invitation button



Setup Interview Round

Schedule Interview
Recruiting Module

• Email with Calendar 
Invitation (.ics) will be 
preselected 
automatically for you

• Choose whether or not 
candidate may reply 
back to your work 
email or just message 
center



Setup Interview Round

Schedule Interview
Recruiting Module

• Subject Line and Email 
Message pre populate 
for you

• Add any additional 
notes or reminders for 
candidate into 
message

• Click Create Invitation



Setup Interview Round

Schedule Interview
Recruiting Module

• Once both invitations 
have been created, 
click Create and Send 
Invitation

• This will send a 
calendar reminder and 
invite to both you, the 
Hiring Manager and 
the Candidate



Setup Interview Round

Schedule Interview
Recruiting Module

• Repeat steps as many 
times as necessary for 
additional interview 
rounds



Extending an Offer
Recruiting Module



• Choose the Offer Letter 
Template

•  Please review auto-
populated fields.

• Fill out required fields 
which may include Start 
Date, Hiring Manager, 
and Compensation.

• Click “Next: Compose 
Offer Letter”.

Extending an Offer
Recruiting Module

**Please type into the 
data fields. These are 
not dropdown menus. 



• Please type in Entity Address 
in the top right-hand box.

• Please read through the 
body of the Offer Letter to 
ensure the data points 
entered from the previous 
page populate 
appropriately.

• Click “Next: Compose Email”.

Recruiting Module

Extending an Offer



• Confirm candidate’s email 
address is correct.

• Select the desired “Reply To” in 
the event that the candidate 
sends a reply email.

• Enter any additional contacts in 
the CC or BCC areas. This will 
allow them to see the Offer Letter. 

• Compose Email to candidate.

• Click “Next: Setup Approvals”.

Extending an Offer
Recruiting Module



Extending an Offer
Recruiting Module

• Approvals will be 
disabled/not required

• Click “Next: Preview & 
Send”.



• Preview page will contain a 
preview of your email and the 
attached Offer Letter.

• Please review all sections for 
accuracy.

• “Send Offer Letter”.

Extending an Offer
Recruiting Module



• Once Offer Letter has been sent the Candidate’s Status automatically changes to Offer Extended 
and you will see a Pending Signature flag. 

Extending an Offer
Recruiting Module



• If you ever need to edit an 
already launched Offer 
Letter, click the white “Edit 
and Resend” button.

• You will be asked to 
confirm your selection.

• You will be brought back 
to the beginning of the 
Send Offer Letter process.

Edit and Resend an Offer
Recruiting Module



• If you ever need to rescind 
an offer letter, click the 
white “Rescind” button.

• You will be asked to enter 
in a reason.

• Click the orange “Rescind” 
button.

Rescind an Offer
Recruiting Module



When you are ready to hire your candidate and send their profile to the 
Onboarding Module, please use the status of “Hired”.

Send to Onboarding
Recruiting Module

A Ready to Onboard? Banner will populate 

• Click Select Onboarding Event if ready to launch the onboarding event now

• Click Send to Onboarding if you will be launching the event at a later time



Send to Onboarding

• For new hires, the New Hire box will be checked.

• For rehires, the Rehire box will be checked

• Click Next

Select Onboarding Event

Recruiting Module



• Select the Onboarding Event 
Packet.

• Enter Employee’s Expected Start 
Date.

• Verify the employee’s information.

• Click Launch to send Candidates 
information from Recruiting to 
Onboarding.

Send to Onboarding
Recruiting Module
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