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on tasks that are Overdue. To see more than the five earliest tasks, the Tasks page in the

left side navigation shows a complete listing of the user’s
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Dashboard quick actions widget

2. Left side navigation

On the left side of your dashboard page, you will see a side navigation menu. This menu

includes quick links to specific pages for products and role specific actions. The options

you will see here will vary based on your user role and the products that your organization

uses.

Left side navigation bar
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On the Overview tab, you can view your Tasks, Candidates or Recent Hires, Open Job

Postings and interactive metrics. The widgets visible on this page will vary depending on your

role and responsibility in hiring. You can click directly on the name of your task, requisition, or

hire to open up additional information and actionable steps.

Recruiting Overview page

On the My Requisitions tab, you can see any requisitions where you are a hiring manager and

the requisition status is Draft, In Progress, Approved or Open. You can click on the name of the

requisition to go to it to perform whatever actions are needed. On this tab you can also filter

the requisition list, create a requisition or click to view all requisitions you have access to.
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Recruiting My Requisitions

On the My Candidates tab, hiring managers will be able to find all of their referred lists.

Referred lists will remain here until the status of the associated requisition is changed to a

status other than open in Insight (e.g. filled or canceled).

Recruiting My Candidates
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On the My Job Postings tab, you can see all open job postings that you have permissions to

see. From this page, you may be able to boost jobs if that is part of your hiring role.

Recruiting My Job Postings

On the Hires tab, you will see a list of all hires you are involved in and be able to filter them

based on status: Pending Release, Approval In Progress, Awaiting Authorization or Authorized.

You can click the hire’s name to go to OHC and see more details about the hire.

Recruiting Hires
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On the Class Spec tab you will be able to access Class Spec management.

Recruiting Class Spec
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