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Printing Resume Attachments 

Introduction 
 
This job aid explains how to print resumes, or other documents, that are attached to the 
applications.  These attachments must be printed separately from the applications. 
 
Navigation Path:  Post – Job Postings  
 
 

 

Step Action Comments 

1.   Log into Insight - Human 
Resources 

 

2.  Select “Job Postings” from the 
“Post” drop-down menu 

 

3.  Search for your posting You can search by job title, job code or 
recruiter 

 
 

 
 
 

 

4.   Click on the Job Title  
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Step Action Comments 

5.   Click on the number next to 
“Total” in the “Submitted” column

You may also click on the number next to 
“Active” to see only the unarchived or active 
applications 

 
 

 
 
 

6.   Click on the name of a candidate 
who has a paperclip next to their 
name 
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Step Action Comments 

7.   Scroll down the “Attachments” 
section and click on the “File 
Name” 

The “Attachments” section is directly above 
the Agency-wide Questions 

 
 

 
 
 

8.   Click the “Print” icon to print the 
resume 
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Step Action Comments 

9.  Repeat steps 7 & 8 for each 
document the applicant has 
attached, if applicable 

 

10.  Click “View All Applicants” to 
return to the list of applicants 

You must close out of the document window 
in order to complete this action 
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11.   Repeat for each candidate with 
a paperclip next to their name 
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