
Quick Reference Guide: Candidate Search 

*Boolean/keyword field searches the following by entity:  

CANDIDATE: ID, Name, Current Company, Type, Current Title, Resume, File Attachments 
CONTACT: ID, Name, Client Corporation Name, Type, Title 
COMPANY: ID, Company Name, Status, Client Contact's Name 
JOB: ID, Job Description, Job Title, Client Corporation Name, Client Contact Name, Employment, 
Status 
SUBMISSION:  Histories Comments, Candidate Description, Job Order Title, Job Order Categories 
Name 

PLACEMENT: ID, Job Order ID, Job Order Title, Candidate Name, Job Order Client Corporation 
Name, Job Order Client Contact Name 

Require, include, and exclude 

keywords; drag and drop 

them between rows (type the 

keyword and then press TAB 

so it appears inside the gray 

“bubble”) 

Toggle between Basic and 

Advanced (which allows 

Boolean) searching* 

Search all candidate record fields by including or excluding specific values 

Add search field rows and select the different fields to search 

Show/hide suggested 

keywords; drag and 

drop them into the 

keyword search fields 

Select to ONLY search the candidate’s resume 
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Sort candidates by 

score/ relevancy 

(hover over blue 

line to see 

percentage) 

Filter results by 

owner (clear all 

owner filters to 

include 

candidates with 

disabled owners). 

Make in-line edits 

to field data. 

Click a 

candidate’s 

name to 

open their 

record. 

Preview a subset 

of candidate 

fields, the 

candidate’s 

resume, notes, 

work history, and 

education. 

Save your search 

criteria and current 

column layout as a 

Favorite to re-run later. 

Add and 

remove 

columns from 

the layout. 

Clear all criteria. 

Mass update 

and take mass 

actions against 

selected 

records. 


