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HIRING MANAGER GUIDE TO SUPPLEMENTAL QUESTIONS

The supplemental questions feature allows additional questions to be added to the application form, per
requisition. These questions may be used to gather more information from applicants. Hiring managers may sort
applicant pool based on answers to supplemental questions that were added to the requisition before posting.

1. To sort the applicant pool based on answers to supplemental questions, click the search by answers to
questions link.
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2. A new window will pop up.

3. Using the drop down menus, select the questions you would like to use to filter the applicant pool. Then
click next.

“ Question & answer wizard - Step 1 of 2 - Mozilla Firefox

(6 https://uniflorida.dcd.pageuppeople.com/v5.3/provider/Manage o @

Question & answer wizard - Step 1 of 2

Select the questions you would like to search on:

—

. |Additiuna\ Questions - Do you have at least one year of experience administering, developin v|

[r=2

|Additinna\ Questions - If yes, describe your experiences with administering, developing and/ v|

3.| [select ~]

Add another guestion

Next > Cancel

Training and Organizational Development 2/7/2019
UF Human Resource Page 1 of 2



UF Human Resources

UNIVERSITY of FLORIDA

Careers at UF: Staff & Students
4. Select the answers to the each question that you would like to search on.

5. Click Finish.
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2. If yes, describe your experiences with administering, developing and/or supporting
Hyland OnBase solutions.
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The applicant pool will then be filtered accordingly. Any applicants whose answers do not meet the filter
criteria will be removed from your view. This does not permanently remove them from the applicant pool.
7.

To remove the filters, click the search by answers to questions link again. Using the drop down menus,
set all of the answers back to select.

8. Click next.
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9. Click finish. You will then see the applicants in the pool, as they appeared before the filter was set.
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