
Best viewed in IE or Adobe PDF Reader.

The high-level steps required to enable the Easy Apply feature are shown here. Each step includes sub-steps.

Enable Easy Apply Feature

Navigation:
• Use the PAGE DOWN key to proceed to the next slide.
• Use the PAGE UP key to return to a prior slide.

1. Access Features 2. Select Easy Apply
3. Enable Easy 

Apply in Resume 
Submission (Step 5)



Best viewed in IE or Adobe PDF Reader.

The high-level steps required to Enable Easy Apply are shown here. Each step includes sub-steps.

Enable Easy Apply Feature Quick Steps

Navigation:
• Use the PAGE DOWN key to proceed to the next slide.
• Use the PAGE UP key to return to a prior slide.

1. Access Features

A. Click the Administration > 
Features

2. Select Easy Apply

A. Click Recruiting > Candidates 
> Add to Requisition

B. Select Easy Apply

3. Enable Easy Apply in 
Resume Submission (Step 5)

A. Click Administration > 
Workflows

B. Click External

C. Select Enable Easy Apply



1. Access Features > Steps A, B

Scroll to the Global Settings, 

System Administration area 

and click Features.

B

Click the Administration icon.

A



2. Select Easy Apply > Steps A, B

Click Candidates > Add to 

Requisition.

B

Click the 

Recruiting tab.

A



2. Select Easy Apply > Step C

Select Easy Apply.

C

Monster Easy Apply is a sub-feature of Easy 

Apply that allows jobseekers to apply easily to 

cross-posted jobs to Monster using their Monster 

account. The Monster Easy Apply method is 

available if the Monster Easy Apply feature is 

currently enabled and the requisition that you 

cross-post supports Easy Apply.



4. Enable Easy Apply in Step 5 (Resume Submission) > 

Steps A, B

Click Workflows.

B

Click the Administration icon.

A



4. Enable Easy Apply in Step 5 (Resume Submission) > 

Step C

Click External.

C

The Easy Apply option is only available for external 

processes and is unavailable when Double Opt-In

has been enabled (Administration » Global 

Settings » System Administration » System 

Settings » Jobseeker). Double Opt-In requires 

that external jobseekers living in specified 

countries verify their email addresses before 

continuing the process they started.

IMPORTANT: Deltek recommends that you create 

new workflows to configure Easy Apply and not use 

it for existing workflows to provide jobseekers a 

uniform experience. 



4. Enable Easy Apply in Step 5 (Resume Submission) > 

Step D

Select Enable Easy Apply.

D

Note: The ability to require checklist items will be 

removed for the workflow configured with Easy Apply. 



This concludes the 

Enable Easy Apply Feature Quick Steps.


