Personalization: Hiding Extra Columns in TAM

If you would like to hide the extraneous columns on the Manage Job Openings page, use the steps

below to “personalize” your view.

Scroll all the way to the right of the page.

Manage Job Opening
g=Retun | @} Recruiting Home | 5 Search Job Openings | & Create New | EFlClone | 2, Refresh | [gAAdd Note | {T}No Category | ¢&GPrint Job Opening Personalize
Job Opening ID 28335 Status 010 Open
Job Posting Title Payroll Coordinator (4722C) Business Unit BKCMP (UC Berkeley Campus)
Job Code 004722 (BLANKAST 3) Department AZESR (Share Region)
Position Number 40167885 (BLANK AST 3)
Applicants Applicant Search Applicant Screening Activity & Attachments Details _—b
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject UC Work Experience
2) (2) (@ 0) (0) (0) (0) (0) (© ) (©)
Applicants -
Select Apglci:ztgon Assset:;llgent Attachment Applicant Name ApplicantID  Type Disposition Diaﬁg;io[‘i.‘on Application Date SPC Application Resume
0O Beverly Crusher 3127 Employee Applied 031022022 1}
0 Jordie La Forge 29474 External Applied 1211372021 O E]
Select Al Deselect Al ~ Group Aclions

Click the Personalization link just above the applicants (not the one in the top right of the page).
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When the Grid Customization menu displays, in the Column Order list on the left, select the columns
you no longer wish to see. Use CNTRL key & click to select several choices.

In this example, we’ve chosen to hide the ones not used at UC Berkeley: Applicant Score,
Assessment Status, Attachment, Route, and Print. You could also hide others such as Mark
Reviewed, or Reject. Then click the Hidden checkbox to the right of the list.
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To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.
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You could also change the order the columns display to you, but in this example, we will not do so.

We do not recommend changing the Sort Order of the columns, as a UCB standard is already set and
each column can be clicked on to sort ad hoc as needed in a specific job opening, if desired.

We you have finished, click the OK button.

You will now see several less columns on the page.
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Click the Personalization link to make further changes or delete these changes if you wish.




