
 
 

New Bulk Actions Guide for SkillSurvey Reference 

 
SkillSurvey companies now have the ability take Bulk Actions instead of doing these actions individually, 

saving valuable time and effort. Bulk Actions can apply to one, all or multiple, selected individuals within 

the search results. 

Key things to note about Bulk Actions: Bulk Actions can only be taken on active / in progress 

Candidates. 

How to take Bulk Actions: 

1. Go to Candidates > Manage Candidates > Bulk Actions. 
 

 
2. On the Manage Candidates screen, scroll down to the Bulk Actions tab. 

 

 

 

 



 
 

3. See the (4) options for taking bulk actions: 
 

 

⎯ Waiting for Candidate: This section allows you to re-send the original email to the 
Candidate. This is the same function available on the Candidate Details page.  
o Click a column header to sort on that column. 
o Select one, multiple, or all Candidates when performing this function. 

 
 

⎯ Waiting for Reference: This allows you to resend the original email to all the Reference 
Providers entered for the Candidate. 
o You may re-send an email to a Reference Provider a maximum of two (2) times. This 

includes re-sending the emails from the Bulk Actions page, as well as from the Candidate 
Details page. 

o Click on the number shown in the Entered, Sent and Rec’d columns to see which 
Reference Providers fall under each status. 

o In the Candidate Details column, click the Reference Details link to see an overview of all 
References for the Candidate. 

o Click a column header to sort on that column. 
o Select one, multiple, or all Candidates when performing this function. 

 
 

⎯ Waiting to Finalize: This section allows you to finalize the report for a Candidate. This is the 
same function available on the Candidate Details page.  
o Click on the number shown in the Entered, Sent, Rec’d and Mgrs. Rec’d columns to see 

which Reference Providers fall under each status. 
o Click a column header to sort on that column. 
o Select one, multiple, or all Candidates when performing this function. 

 
 

⎯ Available to Re-Finalize: This section allows you to re-finalize the report for a Candidate 
when the required number of additional Reference Providers have responded. 
o Click on the number shown in the Entered, Sent, Rec’d and Mgrs. Rec’d columns to see 

which Reference Providers fall under each status. 
o Click a column header to sort on that column. 
o Select one, multiple, or all Candidates when performing this function 

 

 

 

 

 



 
 

4. For the Bulk Action you wish to take, click anywhere on the panel to open it (for this example, 
Resend Candidate Email). 

 
5. The Bulk Actions grid contains the following columns: 

⎯ First Name (Candidate) 

⎯ Last Name (Candidate) 

⎯ Recruiter 

⎯ Division 

⎯ Workforce Segment 

⎯ Position 

⎯ Survey  

⎯ Created Date (date that Candidate was created) 

⎯ References Entered 

⎯ References Sent 

⎯ Reference Responses Received 

⎯ Manager Responses Received (for Waiting to Finalize, Available to Re-Finalize, and Career 
Readiness Report Available) 

⎯ Candidate Status (contains details about where the Candidates and References are the 
process.) 
 

6. As needed, click a column header to sort on that column. To search for a specific value, enter 
that value in the search box under the column header. 

 



 
 

7. Click the checkbox to the left of each Candidate’s name to select the Candidates you want to take 
the bulk action on. 

 

8. Click the button to take the bulk action (for this example, Resend Candidate Email). 
 

 
 

9. A confirmation dialog displays. Select Continue to confirm the action or Cancel to return to the 
Bulk Actions panel with no action. 



 
 

 

10. A status dialog displays, confirming the bulk action that was taken. Click OK to close the dialog. 
 

 


