
 

Candidate Search 
Step-by-Step Instructions 

 
 View Candidate Profiles that match your search criteria 
 Email candidates you are interested in 
 Save your favorite search criteria 
 Receive emails with new candidates that match your search criteria 
 
What are the advantages of using Candidate Search? 
 
JobCenterofWisconsin.com allows you to search for candidates that best suit your hiring needs.  You 
select the applicant search criteria and preview potential candidates.  The Candidate Search feature 
expedites your recruitment process by allowing you to conduct a confidential search, before posting or 
advertising a job opening.  You can modify your search criteria to find the best candidate. 
 
The Candidate Search feature provides you with the advantage of prescreening, based on your criteria.  
Candidates you review will only know that you reviewed their Profile if you email them for additional 
information, or to encourage them to apply for your position, or to set up an interview. 
 
Using the JobCenterofWisconsin.com Candidate Search feature to seek out candidates is easy, and 
offers employers another tool to use in the recruitment process. 

 
What do I need to do to use this feature? 
 
Registration (username and password) is required to use the Candidate Search feature.  Registering is a 
one-time process and consists of creating a username and password for yourself, and providing some 
demographic and contact information for your company.   
If you already have a username and password to post job openings, you do not need to register again. 
 
1. If you do need to register, please go to http://jobcenterofwisconsin.com.  Click on Employer Tools 

(located in the dark blue menu bar), and then on Candidate Search.   
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http://jobcenterofwisconsin.com/


2. Click on 'Set up an account' in the orange 'Secure Log In' area.  The system will take you smoothly 
through the screens you need to complete.  Please allow 5 minutes to complete the registration 
process. 

 

 
 
How do I use the Candidate Search feature? 
 
1. To get started, go to http://jobcenterofwisconsin.com and login with your username and password. 
 
2. Click on Employer Tools, then on Candidate Search. 
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http://jobcenterofwisconsin.com/


3. Enter your search criteria and click on the Search Candidates button.  At a minimum, enter a 
Keyword or choose an Occupation Category from the drop-down list.  Click on the green Search 
Candidates button.  For more information, click on the Need help? link. 

 
a. To search for a specific job title, type the job title in the Keyword field.  

 

 
 

b. To search more broadly, select an Occupation Category from the drop-down menu, and leave 
the Keyword field blank.   
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c. To search for a specific job title within an Occupation Category, type the job title in the 
Keyword field and select an Occupation Category. 
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4. Narrowing your search criteria by one or more of the other options is highly recommended: 
 

a. Location narrows your search to a particular county, city or zip code.  Choose County or 
City/Zip Code from the drop-down menu.  Out of state areas that border Wisconsin are listed 
at the end of the Counties Available list. 

 
County will probably return more matching candidates than City/Zip Code. 

 

 
 

 
 

b. Candidates Willing to Relocate has three options you can select from the drop-down menu: 
 

o Selecting 'Yes' will only return candidates who are willing to relocate (probably the most 
useful). 

 
o Selecting 'No' will only return candidates who are not willing to relocate (probably not 

very useful). 
 
o Selecting 'All' will return all candidates who are willing to relocate, those who are not, and 

those who did not answer the question (possibly useful). 
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c. If the position you are searching for has a Minimum Education Level, you can select one 
from the drop-down list to help narrow your search and refine your results.     

 

 
 

d. If the position you are searching for has a Shift requirement, you can select one from the 
drop-down list to help narrow your search.  The choices are All, First, Second, Third, Rotating, 
Mornings, Afternoons, Evenings, and Weekends. 

 

 
 

5. The results of your search will be displayed.  A maximum of 75 matching candidates will be 
displayed.   

 
If a Keyword search was done, the Search Results are listed based on the best matches. The highest 
ranked results are listed first.  
 
All other types of searches (excluding Keywords) are ranked by the date the Candidate Profile was 
last updated by the candidate, with the most recently updated Profiles listed first. If two candidates 
have the exact same score, and one is a Veteran, the Veteran will be listed first and designated with 
an American flag. 
 
You will be able to see some details about the candidate.  To view more information, click on the 
number link in the Preview column.  Each candidate is assigned a unique number. 
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6. If the search results aren't satisfactory, tweak your search criteria and click on the Search Candidates 
button again.   
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How do I use the Saved Search feature? 
 

The Saved Search function saves the search criteria, not the search results. A Saved Search allows 
you to run the search at any time using the same search criteria to get the most current results. You can 
also have new candidates that match your search criteria emailed to you. 
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1. To set up a Saved Search, select the search criteria you want and click on the Search Candidates 
button. If the results are useful, you can save the search criteria by clicking on the green Save 
Search button at the bottom of the screen. 

 

 



2. To access your Saved Searches in the future, click on Employer Tools, then on My Favorite 
Searches. 

 
 

3. Your Saved Searches will be displayed. 
 

 
 

a. To view the search criteria you used when setting up a Saved Search, click on the Search 
Name link. 

 
b. To change a Saved Search name, or update email information, click on the Edit link.  Make 

your changes, and then click on the green Save button. 
 

c. To delete a Saved Search, click on the Delete link, and then answer the pop-up question. 
 

 
 

d. To run a Saved Search and receive current, up-to-the-minute matches, click on the green 
Run Search button. 

 
e. To change the search criteria, delete the existing Saved Search and create a new one. 
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How do I contact Candidates? 
 
1. To contact candidates, click on the checkboxes in the E-mail column for the candidates you wish to 

contact, then scroll to the bottom of the page. 
 

 
 

 

 10
 



2. Fill in the email form and click on the green Preview Email button. 
 

 
 
3. You will see your email as a job seeker will see it.  If you checked several checkboxes, each 

candidate will receive his or her own email, for privacy. 
 

 
 

4. After you click on the green Send E-mail button, the button is inactive/grayed out, and a status 
message appears telling you how many emails were sent. 
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5. When conducting future Candidate Searches, you will know that you previously contacted a 
candidate by looking at the Last Date Emailed column. 

 

 
 
You cannot be sure a candidate receives or reads your email.  Reasons include: 
 
 The candidate may read it and choose not to respond. 
 The candidate may perceive it to be spam and delete it. 
 The candidate's mailbox may be full. 
 The candidate has changed email addresses and hasn't updated his or her Candidate Profile. 
 The candidate misspelled his or her email address. 
 

 
 
 
 
 
 
 
 
 

 12


