
Screening Questions 
 
To add Screening Questions to your job postings sign in. This will take you to the 
Jobs Manager page.  
 
Once you have signed in as an Employer you will be taken to the Home page 
which is the “Jobs Manager” page. 
 

 
 



 
 
The next screen is the Screening Questions Management Screen.  
 

 



 
 Once you click the Add New button you will be taken to the “Create New 
Screening Questionnaire” screen. On this screen you will be able to: 
 

• Name your job posting 
• Enter the percentage of qualification required 
• Create an email message which will be sent to a candidate if they do not 

meet all the qualification criteria 
• Create an email message which will be sent to a candidate if they meet all 

the qualification criteria 
 

 



 
 
Once you click Save and the screen refreshes you will see the Add button which 
when clicked upon will bring you to the screen to add the Screening Questions.  
 

 
 
After clicking the Add button you will get “Create New Question” screen where 
you add the Screening Questions.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
To add, edit or delete a question click the appropriate item.  
 

 
 


