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How to Use the Bulk Application Download Feature

1. Navigate to Manage Candidates Module
To navigate to the Manage Candidates module select the “Applicants” link on the Create and Manage
Requisitions page or within your Hiring Dashboard.
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2. Select Applications to Download
Use the Filters on the left side of the screen (Icon 1) to select the correct requisition, statuses
and applications. Select the applications you would like to download (Icon 2). Select the More

menu and then Download Applications (Icon 3).
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Note: If your candidate pool is larger than 50, you may have to navigate to the next page of
Manage Candidates and repeat this process until you have all the applications you want

downloaded.

Allow the System to Generate Application Packet

Your applicaton packet may take up to 15 minutes to generate. When it is ready, you will receive an
email from an arizona_noreply@notify.csod.com. If you do not receive your email within 30
minutes, email HR-Systems@arizona.edu.

Download the Application Packet
Once you receive the email, follow the link provided to access your application packet. You will
be redirected to a web browser to download the packet.



mailto:HR-Systems@arizona.edu

THE UNIVERSITY OF ARIZONA

Human Resources

A

Email HR-Systems@arizona.edu for support using the updated bulk appplication download feature.
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