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The Shortlisters' landing page looks like this:

To shortlist a vacancy, click on the  icon.Rapid Shortlisting

This takes you to the Rapid Shortlisting screen showing the first application. You can view:

Shortlisting criteria – this displays the criteria that relates to the score box you are in. For 

example: to view the experience criteria click in the experience score box.

Score boxes – essential and desirable score boxes with guidance to the maximum score.

Notes - these will be visible when selecting for interview and will also be included in the 

interview pack.

Application form – scroll up and down to view the whole application form.

Navigation buttons - you can use the  and  buttons to move though the Previous Next

applications.

Progress bar - shows you how many applications you have left to score.

Documents attached - shows you documents attached to the application, CV's and logbooks.
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Repeat these steps until all applications have been scored:

Score the application.

 If it does not meet a criteria enter 0 in the box. Do not leave any boxes blank.

Add a  (optional).note

Click  This will automatically take you to the next application.Save.

When you have scored all the applications in shortlisting, the following message appears:
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Note that once you have indicated you have completed your shortlisting you will no longer be able 

to edit your scores or comments. Therefore you must be satisfied that you  completed have

shortlisting before telling the system.

You have three options once you have scored the last application:

Close to return to scoring the applications - useful if you know you need to go back to a particular 

application.

Back to application list to review your scores in a list - do this if you want to check that you have 

been consistent in your scoring.

Completed shortlisting will finalise your shortlisting of this vacancy.

When the last shortlister indicates that they have completed, the Lead Shortlister is informed that they may 

now examine all the scores (which remain invisible to them whilst scoring is taking place) and move some 

applications over to Interview.


