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How to Access a Hiring 
Recommendation for  

External Applicant 
 

Step 1: From your homepage click on “Applicants” 
 

 
 
Step 2: Type job number into Vacancy field 
 

 
 

Step 3: Select applicant you want to hire  
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Step 4: On the left-hand side click on Fill Out a New Form 
 

   
 
Step 5: Select Hire Recommendation form and Continue with Selected Forms 
 

 
 
          

 
Step 6: Type in job posting number, the applicant is auto populated, and click 
Next 

 
 
Step 7: Complete form and click submit 


