Hiring: Exporting Candidate Information

Manager

HOW TO EXPORT CANDIDATE INFORMATION
FROM NEOGOV

From NeoGov:

1. Look under My Candidates section and find the requisition you are
wanting to get the applicant list from and click on the Requisition Title.
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You do net have any open tasks!

My Candidates

Candidates Agency + | Division % | Hiring Manager Created On -

Requisition Title

20.02340 Manegement Analyst 3 645 lowa Department of Transport ] 03/25/2020
20.02238 Engineering Office Assistant 2 34 645 lowa Department of Transport _ 03/10/2020

20-02210 Highway Technician Associate 32 645 lowa Department of Transport. 03/06/2020

2. You will then automatically be taken to the Candidates tab of the
requisition. Where you will need to scroll down to select the candidates.
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3. Click the box in the blue header to select all applicants on that page.

Note: If there are more than 10 applicants, then you
will need to click the “Select All “#” Applicants”
above the blue header (see yellow box below).
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4. Then click on the More to see the drop-down Export to CSV.
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5. Then the excel file will start to download and will appear on the bottom

of the screen.
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6. Then you will be able to open the document and edit it anyway you'd
like. You will also be able to see if any candidates are eligible for Vets’
Pref with the percentage available to the candidate.

Action Date Job #
4/13/2020 20-02238
4/13/2020 20-02238
4/13/2020 20-02238
4/13/2020 20-02238
4/13/2020 20-02238
4/13/2020 20-02238
4/13/2020 20-02238
4/13/2020 20-02238

©|o|N|o|n|swm -

Job Title

Engineering Office Assistant 2
Engineering Office Assistant 2
Engineering Office Assistant 2
Engineering Office Assistant 2
Engineering Office Assistant 2
Engineering Office Assistant 2
Engineering Office Assistant 2
Engineering Office Assistant 2

Recall
Referral  Eliglist Pending Vets' fcurrent  Agency &
Expires  Type  Appealfl Pref [Department Class

8/11/2020 Regular

8/11/2020 Regular

8/11/2020 Regular

8/11/2020 Regular

8/11/2020 Regular

8/11/2020 Regular

8/11/2020 Regular

8/11/2020 Regular

Email
Notify

Offer
Status Type
Referred-Active
Referred-Active
Referred-Active
Referred-Active
Referred-Active
Referred-Active
Referred-Active
Referred-Active

(10WADOT

Your screens and processes may vary somewhat from this document.
Last updated 04/20/2020 2




	How to export Candidate information from NeoGov

