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User Guide: Applicant Tracking System
Introduction

Welcome to the new Applicant Tracking System (ATS) on the Hiredly Employer Dashboard! With a cleaner, sleeker interface, managing candidates is now faster and more intuitive.



How to use this user guide

This guide will help you get the most out of the ATS on the Hiredly Employer Dashboard. Here's a quick overview of what we'll cover:


Navigating the ATS Layout  
Get familiar with the main interface

Applicant Cards 
Learn how to screen applicants at a glance

Filters & Smart Rank Feature 
Let AI surface your best matches. Matching candidates against the job 
description

Managing the Pipeline 
Efficiently advance applicants through your hiring pipeline

Applicant Profile 
Deep dive into candidate details, view resumes, and collaborate with your 
team by leaving internal notes and feedback

Scheduling an Interview 
Set up interviews in a few clicks

Switching Between Jobs 
Easily navigate between different active job postings to manage 
applicants without leaving the main dashboard

FAQs 
Quick answers to common question

For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Navigating the ATS Layout
Get familiar with the main interface to manage your applicants with ease.

For further enquiries, please email employer@hiredly.com or call +603 2771 0141.

Switch Jobs instantly from this tab See and manage applicants in each stage through the status bar.


Applicant Cards
This is your list of applications received.



Applicant Profile
Click on an Applicant Card to view the full profile.
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Applicant Card & Screening
Each Applicant Card shows key applicant details at a glance for quick screening.


For further enquiries, please email employer@hiredly.com or call +603 2771 0141.

˝NEW˛ label
Appears on applications you havenˇt viewed yet



˝DIGITAL HEADHUNTER˛ label
Spotlight applicants who were invited to apply through the Digital Headhunter feature




Stage dropdown to instantly move applicants


Key info such as:
Nationality, name & age
Current job title, experience & current location
Application Date





An indicator to show that notes have been added to this profile
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Filters
Narrow down your applicant list to find the right candidates faster.

Where to find it

Click the filter icon next to the search bar to open the filters panel.

Filters rely on the information provided by applicants in their profiles or resumes. If the relevant details are missing or incomplete, those candidates may not appear in your filtered results.



For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Filters
Filters rely on the information provided by jobseekers in their profiles or resumes. If the relevant details are missing or incomplete, those candidates will not appear in the search results.



Filter Name Definition

Sort By Sort applicants by Newest or Oldest application date.

Source Show candidates from specific sources. For example, selecting "via Digital Headhunter" will display only candidates found by Digital Headhunters.



Nationality Filter by the applicant's nationality, such as Malaysian or Singaporean.


Current Location Filter by the applicant's current location based on state or region. Locations are grouped by Malaysia and Singapore.


Preferences Filter by work preferences such as Remote or Willing to Relocate.

For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Smart Rank
Let AI help you find the best-matched candidates faster.

How it works

Smart Rank compares each applicant's profile against your job 
description and assigns a match score. Applicants with higher scores 
appear at the top of your list.

To activate, click the Smart Rank button on your dashboard

Once activated:

A match score will appear on each applicant card (e.g., 92% MATCH). The higher the score, the closer the match to your job requirements.


Relevance (Most relevant first)
Sorts applicants based on how closely they match the job description.
Ideal for ensuring the most relevant applicants appear at the top.



For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Managing the Pipeline
Easily move applicants through your hiring pipeline using the stage dropdown.


How to move an applicant

From the applicant card: Use the dropdown on the right side of any the 
card

From the applicant profile: Use the dropdown at the top of the applicant's 
profil

Organised Recruitment

You can move applicants through your hiring pipeline to keep your recruitment process organised by choosing from the following stages above.


Important Notes:
€� Rejected applicants cannot be moved back to any other stage.
€� Blacklisted applicants can still apply to other jobs but will only appear under the Blacklisted stage. To unblacklist, contact customer support.




For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Applicant Profile
Click on any applicant card to view the applicant's full profile on the right panel.


Quick Actions

Start a quick WhatsApp conversation or send an email to the applicant

Move the applicant to the next stage instantly (*changes depending on current 
stage)

Schedule an interview with the applicant

Move between applicant profile

Understanding The Tabs in the Applicant Profile

Resume
View the applicant's uploaded resume.


Profile
AI summaries, contact info, quick stats, skills, experience, and education, all in one place.



Notes
Add internal notes about the applicant for your team.


For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Resume Tab
View the applicant's uploaded resume directly within the profile.

The resume is displayed in a built-in viewer, so you can review it without downloading. Use the controls to zoom, navigate pages, or download the file if needed.



For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Profile Tab
Get a complete overview of the applicant � from AI insights to their background.


What  youˇll find

AI Summaries: The AI lets you know why the applicant is good fit, and what they 
might be lacking

Contact Information: Email, phone, and current location

Quick Stats: Age, experience, and education

Skills

Experience

Educatio

For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Notes Tab
Keep track of your thoughts by adding internal notes about the applicant.

How the notes feature work

You and your team members can add notes.

You can only edit or delete your own notes.

Notes are only visible to your team and won't be shared with the applicant

For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Scheduling an Interview
Schedule interviews and send invitations to applicants in just a few clicks.

How to schedule an interview?

You can schedule an interview when the applicant is in the Shortlisted or Interview stage.


For further enquiries, please email employer@hiredly.com or call +603 2771 0141.

Schedule Interview
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Scheduling an Interview

How to schedule an interview?

Fill the Fields: Fill in the Date, Time, Stage, Location (Virtual or Physical), and 
the Person in Charge. 


What happens next? An email is sent from interviews@hiredly.com to both the 
you and the applicant with a templated email and a calendar invite link.


Note: The invite is not added directly to your calendars; you must open the 
link and add it manually. 


Edits & Deletions:

If you edit an interview, a new invite is sent. You must manually delete the old 
one from your calendar.

If you delete an interview in the ATS, it will not remove the entry from your 
personal calendar. You must delete it manually

For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Scheduling an Interview

Where can I find the scheduled Interview?

The interview details will appear on the applicant's profile and can be edited or deleted anytime.


For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Switching Between Jobs
Manage multiple hiring pipelines effortlessly. You can switch between your open roles and past listings instantly without leaving the dashboard.


How to switch between jobs

Locate the dropdown: Click on the job title in the top-left corner of your 
ATS dashboard.

Select a role: Choose the specific job you want to view from the list.

Instant Update: The dashboard will immediately refresh to show the 
applicants and pipeline stages for that specific role

Your jobs are organised into two categories:
Active Jobs - roles you are currently hiring for. Select these to review new applicants and manage your current pipeline.
Inactive Jobs - roles that have been closed or paused. You can still access these to view past applicant data.





For further enquiries, please email employer@hiredly.com or call +603 2771 0141.
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Frequently Asked Questions (FAQs)
Find answers to common questions related to using the ATS.

Will applicants know if I change their status or reject them

No.€Applicants will not be notified about any status changes you make on the ATS (such as moving them to Shortlisted, KIV, Rejected, or even Blacklisted).

However, as soon as you click on an€Applicant Card€to look at their profile, the applicant will be notified that the employer has€viewed€their application. This lets them know you have seen their profile, but all your later decisions stay private.






I accidentally clicked "Rejected" or "Hired." Can I change it back

No.€Once you move someone to€Hired€or€Rejected, you cannot change it yourself. If you made a mistake and need to move the candidate back to a different stage, please contact our€Customer Support€team via€customercare@hiredly.com, and we will help you fix it.




If I blacklist a candidate, can they apply for my other jobs

Yes.€We do not stop candidates from applying to your company again. However, if a blacklisted candidate applies for another one of your jobs, their application will not appear in your main list. It will go directly to the€Blacklisted€tab so you don't have to filter them manually.(




For further enquiries, please email employer@hiredly.com or call +603 2771 0141.



User Guide | Applicant Tracking System

Frequently Asked Questions (FAQs)
Find answers to common questions related to using the ATS.

Can I see if an applicant applied for my other jobs before

Not at this time.€The ATS currently shows you only the information for the specific job you are looking at. You will only see the details and history for the current role.


I found a mistake in the AI features (Smart Rank or Screening Companion)

We are very sorry about this.€We are always working to make our AI features better for you. If you see an error, please report it to Customer Support via customercare@hiredly.com. Our team will investigate it to help improve the system.



For further enquiries, please email employer@hiredly.com or call +603 2771 0141.


