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Using lists

Talent Now user guide
Lists are great for performing bulk actions for candidates that you find during search or filtering. Lists allow
you to message all people on your list at once, assign them to a talent pool or job, tag them or invite them to

a job.

Creating a new list
1. Once on your front dashboard, select the three dots and lines icon on the left side of the page.

livehire

2. Once selected, you should see the below sidebar.

TestList ~

Test List =

oOo Create New List >

{g} Manage Lists >

There are no candidates

To add to your list, start
clicking on the [ on the top
left corner of the candidate’s

card.

Happy Listing!
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3. If you aren’t on your current desired list, click on the list name at the top, then select ‘Create new list'.

Create New List

4. Once selected, enter your desired list name in the pop-up window in the middle of your screen.

Create New List

Private

5. Select ‘List as private’ and a pop-up list will appear. Choose ‘Private’ or ‘Shared’, depending on your
list use.

e A'Private list’ can only be viewed by the individual who created it.
e A ‘Shared list’ can be viewed by anyone with back-end system access.

6. Once your List Name and List type are selected you can hit ‘Create’.
7. Once created, your list will then appear on the left bar as in Step 2.

TestList2 ~
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Add to Test List 2
h 4
2w
Amy Warner B

A/ HR Consuitant

\_/o Chermside West, QLD 4032

HR generalist - excelle Meanc
Human Resources - General Al

Human Resource Consultant at

Senior HR Services Officer at Re

Human Resources - Geners cr

8. To add a candidate to your current list, hover over them in the search and click on the plus (+) in the
top left corner.
a) If you need to add multiple candidates, use Filters to narrow down who you would like to add
(make sure you select the ‘Talent Now’ Segment) and then select + Add all to the list. For more
information on how to search and filter profiles visit the user guide.

_ s e
Talent Pools

Segments

Relationship

Employee Mobilisation Service

Source Channel
Talent Now

Circt Fnnnartad | \ = Manly OI D 4179

9. Your candidate/s should then appear on the left in the list pane.

TestList2 «
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10. To view all current or previous lists, hover over your name in the top right corner.

My Homepage

My Dashboard

Inbox

Live Market

My Talent Community
Message Templates

Saved Searches

12. Or click on your list name in the list pane on the left side.

TestList2 ~

13. And then select “Manage Lists” from the drop down.

TestList2 -

New List >
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14. Both of these methods will take you to the Manage Lists page, where you can access and view all
your lists.

#=—x Manage Lists

Lists Archived

Default List Test List 2 Test List

10 days.ago + Private 8 minutes ago * Private = 41 minutes ago - Private =
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15. Clicking on any list on this page will move it to the list pane on the left side of your screen.
16. You can then use the list to perform bulk actions such as assigning to a talent pool, job, messaging,

tagging or inviting to a job.

*| Assign to Talent Pool ]

=| AssigntoJob ‘

& Invite to Job ]

Message
Move To

Add Tags

Adding profiles to a list from Search

1. To add a profile to a list hover over the grey cross in the top left-hand corner of the individual’s profile
and click on it when it turns green.

Filters 714 matches
Speciaities and Keywords
Tags
Add to Default List
Rating B
] a
Cour ntegrity Advisor
s ) s ailable Now
N Richlands, QLD 4077
State/Region O AUSOK desired salan
City/Suburb
Talent Pools
Segments =
C L
Relationship

2. The individual will then be added to your list on the left-hand side of the screen.
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3. You can add all 25 results from each page of your search results in bulk by clicking ‘Add all (25) to
the list’. Use the page number navigation at the bottom of the page to move to latter pages and add

profiles to your list.

Filters

Specialties and Keywords

714 matches

4. You can then use the list to perform bulk actions such as assigning to a talent pool, job, messaging,
tagging or inviting to a job.

®

Bulk Actions =« Save List Remove A

= | Assign to Talent Pool

=| Assignto job

& InvitetoJob

Message
Move To

Add Tags

\ Phoebe Email

For further guides and support visit the training and support hub in the Talent Now portal.
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https://www.forgov.qld.gov.au/employment-policy-career-and-wellbeing/career-development/development-opportunities-talent-now

