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MANAGING FOLDERS

Folders can help you organize your candidates throughout the hiring cycle. Read on to find out how you can easily
add, remove, share and manage your folders.

Hover over My Candidates and then click on Manage My Jobs Monster Demo %5 &%
Candidates. :
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On the left side of the page you will see a list of folders. ~ Folders Folder Actions | ¥
Click on a folder, then go to your Fo'Ider Actlpns User [ Paul MacGilliyy Create folder
dropdown menu above to reveal a list of options.
+ All Candidates Rename Folder
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Your new folder will be added under the 'Project Manager'
To Create a folder or Rename a folder folder
H : : : : Folder Name
ust click on the option and fill out the information -
J - P - Graphic Des| Rename Folder (X
requested. Click the green button to continue.
New folder name:
|Project Manager |
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Share/Edit folder members: (X
To Share/Edit folder members click on a name in Edit folder members for: Project Manager *=Required
the Available column and click the >> button to Select members to share the selected folder with.

move it over to the Selected column.

Folders can be shared between users of the same company
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To hide a folder, select the folder you want to hide, then select Hide Folder from the Folder Actions. Make sure to
click the green Hide button to save your selection.

To make your hidden folders visible again, click Show hidden folders in the Folder Actions menu and click the green
Show button.
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Note: To restore hidden folders, select Show hidden folders
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You can also Reassign a folder from Folder Actions.
Simply select the member you'd like to assign the
folder to from the dropdown menu. Then, click Save.

Folder Actions | v
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Currently assigned to: Paul MacGillivray (paulmacgillivray)
Reassign the folder: Project Manager

Select the member to assign the folder. 3

You can Delete a folder by clicking on it and then selecting Delete Folder from your Folder Actions. Click the green
Delete button to confirm.

Folder Actions |+ I

Create folder

User | Paul MacGillivr
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Delete Folders

Are you sure you wish to delete Project Manager and
move all of its contents into the Deleted Items folder?

Deleted items will be retained by the system for a period of

30 days
X

(X
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