
• Log on to ADP
• Click on “My Team”, “Talent”, “Applications”   

How to use the Application Module in ADP 

• The Application Module in ADP should now open for you to view    



On this page you are able to view the status of the applications within the req

• If you click the drop down arrow next to the “Showing applications for” 
section. You are able to view the application status for Open reqs, On-Hold 
reqs, Closed reqs, and All reqs.  

• On this page, you should also see two pie charts on your screen. (      If you 
don’t, click “show charts” on the right corner of your screen) 

• The chart on the right will allow you to see the number of applications that 
have been received from a certain source. 

• The chart on the left will allow you to view the application status of your 
reqs. (This gets updated by the recruitment team.)
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• Also on this page, you have the ability to search for a certain application or 
req by typing in a phrase that pertains to what you are looking for. 
• For example, if you wanted to look for all applications located in 

Boston; you could type in “All applications received in Boston”
• You could also search by typing in a candidate’s name to quickly view 

their application 

Candidate’s Name

• To view a candidates application, click on the candidates name. This will 
allow you to view the candidates profile.  

Candidate’s Name

Candidate’s Name

Candidate’s Name

Candidate’s Name
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• On this page you have the ability to view information regarding the 
candidate. 

• This information could include; resume, question responses, education 
information, skills, desired salary, etc. 

Candidate’s Name
Candidate’s Information 
Phone #, Email, Address 

Recruiter’s 
Information 

$$$$$
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• On this page you have the option 
to utilize the “Actions” button

• The “Actions” button gives you 
the option to:
o View the Candidate profile 

as a PDF
o Change the Application 

Status
o View Application History 

Candidate’s Name
Candidate’s Information 
Phone #, Email, Address 

Recruiter’s 
Information 

$$$$$
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“Change Application Status” feature  
Can be used to notify the recruiter assigned what action you would like for 
the recruiter to take next for the selected Candidate. 

How to use “Change Application Status” feature  
• Click on the “Actions” button & click on “Change Application Status” a new 

page will open 
• On this page, you can change the status of the applicant by clicking the 

drop down box near “Change Status to”
• Once you select which status you would like to change the candidate to,

you are able to add notes for review.
• Once complete, click “done” 


