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1.0 Moving Candidates

Select the button with the 3 dots at the bottom of the screen and click “Move to Another Job 
Requisition”

You can only move a candidate from one requisition to another if they are both linked to the same 
evergreen requisition. Another way to move a candidate to another job is to Invite To Apply or 
Create an Application on behalf of the candidate to another role. You can also copy the application 
to another job but be mindful this will trigger an email to go to the candidate informing them that 
you have created an application for them to another job so be sure to have the conversation with 
the candidate first.

To move a candidate start on the candidate grid and select the box on the left hand side next to 
the candidates name.
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Use the drop down to search and select the job you wish to move them to.

Click “OK”
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Check the details and click “Submit”

The candidate will no longer show in the original requisition
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They will now be shown in the requisition you moved them to.

Scroll down the page to view


