
HIRING MANAGER’S  
GUIDE



We live in an always-on, hyper-connected world  

thanks to the internet, mobile devices, and the  

powerful infrastructures powering them. These  

innovations haven’t merely changed how we  

connect with one another – they’ve changed the  

way people do business, including how companies  

hire and manage people. Even the very nature of  

work itself is evolving.

Functionality
Here’s how using TAM for applicant tracking can help you…

Reduce Paperwork

Stay Organized

Pick the Best Talent

Resumes, Cover Letters, and Applicant  
Information are stored together.
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Use tables to easily visualize, sort and  
compare applicants.

Find the right candidate for the job with  
your own recruiting workflow.



In this presentation we will be going over a basic  

recruiting process in TAM

Introduction

TAM has 3 main views to learn
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THE DESKTOP
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When you log in to TAM, you will see the home  
screen known as the Desktop

On this screen, we can see an
overview of the positions we’re hiring for.

Take a look at Accounts Payable Specialist, a  
position that we’ve just posted.

We can see that we have 18 New applicants  
shown in green.

The Desktop
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Workflow

Our goal is to pass the New applicants through  
our workflow to make good hires.

These are some example steps. Yourcompany’s  

workflow is up to your team to decide.

Getting Started

Use these arrows to view all  
of your workflow steps
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The Desktop is composed of widgets.

We only have two on display for this example, but  

you can choose to enable more with this switch.

The Active Applicant widget gives us another way  

to look at our applicants by workflow steps.

Desktop Widgets
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We can click on any of the position names to view all of  
the candidates who have applied for that position

Clicking on a colored part of the graph will take you to a  
list of candidates for that step only.

Viewing Our Applicants

We’re going to click on Accounts
Payable Specialist and check out our   
applicants on the Applicant Table
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THE APPLICANT  
TABLE



We’ll use this screen to get an idea of our  
candidates and quickly narrow our selection.

Here we can see we are viewing applicants for  

Accounts Payable Specialist. We can also use this  

menu to jump to our other positions.

The Applicant Table

* Prescreening Questions

Applicants are asked a set of questions during their application so that
we can get a better idea if they match our qualifications. This is a good
place to start your candidate search.

Work with your team to develop  
effective prescreening questions. These are the questions asked for  

this example position.
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Thumbs Up, Thumbs Down

Thumbs Up
TAM uses a Pass/Fail system to process applicants.
Thumbs Up advances an applicant to the next step
in the recruitment workflow.

Thumbs Down

Thumbs Down “fails” and removes an applicant  
from our recruitment workflow. Failed applicants  
become “inactive” and will no longer appear on our  
Applicant Table.

To see your failed  
applicants you can click  
this link. You will also  
be able to see the step  
they were failed at.
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The Applicant Table

Customization

You can configure the table to appear
in the way that makes the most sense
to you.

Show and hide columns with the gear  
icon. This lets you choose to display the  
information that’s most important to  
you.

You will also want to drag and drop the 
column headings to arrange the table  
to your liking.

After you’ve made changes to your table,
refresh the page. You must do this before
filtering and sorting.
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The Applicant Table

In this screenshot we’ve moved columns  
around and toggled some categories. Also,  
we’ve filtered our list of 18 applicants down  
to 6.

Filtering

We can enter text into any of these  
fields to display applicants that match  
our search.

* Now we’re looking only at applicants  
where we’ve found a cover letter  
attachment and a “4” in years of  
experience.

Sorting

Click on any column heading to sort  
alphabetically/numerically.

We have sorted our table by desired salary.

* *

Clicking on an applicant’s  
First or Last name will  
bring up their Applicant  
Profile.
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THE APPLICANT  
PROFILE



The Applicant Profile

This screen is where we evaluate our  
candidates in detail.

Documents

Click tabs to look through resumes,  
cover letters and other attachments.

Next/Previous

Go to the next or previous applicant’s  
profile with these arrows. This action  
cycles through only the smaller group  
of applicants that we previously  
selected on the Applicant Table.

1

2

1

2

15



The Applicant Page

Evaluating our Applicant

In this slide, we’ve clicked this icon to  
bring up the Job description for the  
position our applicant has appliedfor.

You can move this window around and  
resize it from the corners.

Icons
In TAM, you can usually learn what an icon  
does by hovering over it with yourmouse.

Go ahead and try it out!
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Evaluating our Applicant

Tags are a great way to create shortlists and identify your favorite  
applicants. They can help us filter and sort when we’re back on  
the Applicant Table.

1

2

3

Taking Notes and Rating

1 Notes

Click this icon from the toolbar to enter a note. We’ve added one  
in this slide and it shows up in our Notes History.

Rating

We’ve rated Gwen with 4 stars

2 Tags

Click the button below the Tags area to add tags.  

We’ve added a “Favorites” and “Local” tag.
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The Applicant Page

Passing our Applicant

Workflow Step/ Status

1 2

1

We’ve rated Gwen with 4 stars

Gwen has met our screening qualifications so we’ve given her a  
thumbs up.
This passes her on to the next step in our recruiting process.

Now she’s on the Phone screen step so we know to give her a call.

2 Document Viewers

Try both Google Docs and TAM docs to decide which you prefer. If  
you’re having trouble with displaying a resume, try using the other  
viewer.
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MORE TAM FEATURES
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Contacting Applicants

We’re going to return to the Applicant Table to send  
out some emails. Here’s how to get there from the  
main navigation at the top of the page.

Later we will also be learning about the Search  
feature

Lets get started…
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Contacting Applicants

First, we have to select our position from the table  
menu.

Filter
Now that our applicants are loaded, let’s show only  
the ones at the Phone screen step.

1

1

2

2 Phone Number
We also want to enable the Phone column so we  
can easily call our list of applicants once we’ve  
notified them.

3 Click the Group Email icon to go to the email area  
with our selection

3
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Emailing in TAM

It’s a good idea to use templates for frequently  
sent emails.

Templates
Load and create templates from this area. In this
screenshot we’ve already created a template and
have loaded it.

Tokens
Our template uses the {applicant_first_name}
token to insert each applicant’s name in their
version of our message.

We’re also using the {position} token so we can re-
use this email template for our other positions.

A full list of tokens is available on the template  
page.

1
1

We’re going to click Send and check the
Email History to make sure our message 
has been sent.
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Emailing from the Applicant Profile

Clicking an applicant’s email address on their  
applicant profile will start a message to that  
applicant.

You can also see all past emails from the Email  
History tab.
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Searching

We’re going to go over a few ways to use TAM’s  
Search functions.

to look up anYou can use the search bar  
applicant by their name.

For advanced searches, select the Search option  
from the main navigation.
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Advanced Search

We’ll be using the search to create a list of all the  
applicants we’ve marked with the Favorites tag,  
across all positions.

We’ve clicked the blue Tags filter and then selected  
“Favorites” from the dropdown.

You can also search for keyword text in resumes,  
by date range, and other useful queries.
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Advanced Search

We’ve run our search and can now see our Favorite  
applicants from 4 different positions.

1 Maybe we want to print this list with the print icon.

1
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Troubleshooting and Help

If you have any questions, please email us at  

support@theapplicantmanager.com or contact  

us at 888-886-9961

You can also learn how to make use of TAM’s  

Features by reading the Knowledge Base  

however, be aware that Hiring Managers do not  

have access to all TAM Features.

mailto:support@theapplicantmanager.com
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