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ADP Recruiting Management 

Apply to an Open Position  
 

Introduction 

This job aid describes how to do the following tasks in ADP Recruiting Management:  

• Search for a job opening. 

• Filter and sort search results. 

• Set up an account for the new candidate and sign in. 

• Reset an account password. 

• Complete the application. 

Note: Steps may vary based on your workflow configuration. In addition, you can set up automated emails to send to candidates as 

needed to remind them to complete their application. 

Search for a Job Opening 

Step Action 

1 To search for a job opening, do one of the following: 

• In the What field, enter a job title, job number, or keyword. 

• In the Where field, enter a city, state, or ZIP code. 

Optional: As you enter text, a list of suggested values is displayed. Select from the list. 

2 Click Search for Jobs. 

Result: Jobs that match the search criteria are displayed.  
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Filter the Search Results 

Step Action 

1 In the Jobs panel, select a check box.  

 

Note: If check boxes are not displayed for a category, click the down arrow. 

 

2 To remove filters, do one of the following: 

• To remove one filter, click the X in the blue box. 

• To remove all filters, click Clear. 
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Sort the Search Results 

Step Action 

1 Click the Sort By field and select a sort option from the list. 

 

 

Set Up an Account for the New Candidate 

Candidates need an account to apply for a job. New candidates are prompted to create an account when they click the Apply button.  

Step Action 

1 Search for a job for which to apply. 

2 Click the job title to display the job details, description, and requirements.  

3 Click Apply.  

Result: The login window opens.  

 

4 Enter your credentials and click Create Account.  

Result: The new account is created, the candidate is logged in, and the application is displayed. 
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Sign In 

Candidates who previously applied for a job will already have an account. To apply, they must sign in with the email address and 

password they used to create the account.  

Step Action 

1 From any page on the career site, in the upper-right corner, click Sign In.  

Result: The login window opens. 

2 Enter your credentials and click Sign In.  

Reset an Account Password 

Step Action 

1 If the message “Login Denied” is displayed, you’ve entered the wrong email address or password. If you’ve 

forgotten the password, click Forgot Password.  

Result: The Recover Password window opens.  

2 If necessary, change the email address.  

3 Click Send.  

Result: If a matching email address is found in ADP Recruiting Management, an email is sent to the address with 

instructions for resetting the password.  

Complete the Application 

The pages that the candidate sees when completing the application are customized. The following pages are the standard pages 

included with the best practices database. Your company’s pages may look different.  

Contact Information 

Note: Candidates who opt in for text messages here can be eligible for SMS Prescreen if that feature is enabled. 

 

 

 

Select Source 
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Documents 
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EEO Information 

 

Electronic Signature and Consent 
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Data Privacy Statement 

 

 

 

Screening Questions 

 

Application Form: Personal Information 

 

  



ADP Recruiting Management         Apply to an Open Position 

Copyright © 2020 ADP, LLC 8 V042920EL561206 Version 1 

Application Form: Employment History 

 

Application Form: Education History 
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Application Form: Professional Licenses & Certifications 

 

Application Form: Achievements 

 

Application Form: Military History 
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Application Form: Professional References 

 

Application Form: E-Signature 
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Application Review 
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Completion Message 
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