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Entering Paper Applications 

Introduction 
 
This job aid explains how to enter paper applications received from candidates by mail or 
fax into Insight.  This will allow the paper applications to be screened along with the online 
applications. 
 
Navigation Path:  CandidateTrack – Multiple App Entry 
 
Note:  You will need a scanner in order to complete the steps outlined in this job aid. 

 

 
 

 
 
 

 
 

Step Action Comments 

1.   Using agency scanner and 
software, scan the application 
and save it to your desktop or 
other folder on your computer 

 

2.  Go to CandidateTrack – Multiple 
App Entry 

 Use Multiple App Entry even if you are 
only entering one application 

o Allows you to search if the 
applicant has already been entered 
in the system 

 

3.   Enter the required fields of first 
and last name and click “Search”

Enter Middle Initial, Former Last Name and 
Month and Day of Birth if application contains 
this information 
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Step Action Comments 

4.   Select either “New Applicant” or 
one of the applicants that 
already exists in the system and 
click “Submit” 

 

5.   Select the job or jobs the 
applicant is applying for and 
click   »   to move the jobs to the 
other side.  Then click the 
“Submit” button. 
 

 You may search alphabetically or by 
entering the Job # 

 You can select more than one position at 
a time by clicking one job, then holding 
down the Ctrl (Control) key as you select 
an additional job(s) 

 You can also move each job over 
individually by clicking the  »  button for 
each job 

 In this example, a new applicant was 
selected, this step is the same for new 
applicants and those previously entered 
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Step Action Comments 

6.   Complete the required fields in 
the first box 
 

 The required fields are marked with a red 
asterisk. 

o Be careful when entering this 
information and confirm it is correct 

 The Date and Time defaults to the time 
you are currently entering the application.  
You may need to edit these fields to 
match the date-stamp when the 
application was received 

 If this was a previously entered applicant, 
you only need to change the Date and 
Time if necessary and edit any fields that 
have changed since the applicant was last 
entered 

 You do not need to enter the fields in the 
first box not marked with the red asterisk, 
but we do suggest you enter all 
information included on the paper 
application. 

 Do not enter “Driver’s License Number” 
o This is confidential information that 

should not be stored in NEOGOV 
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Step Action Comments 

7.   Answer the Agency-Wide 
Supplemental Questions 
 

 Since you’ll be attaching the paper 
application to the record in a later step, 
the answers are not required even though 
they are marked with a red asterisk  

 However, it is important to answer the 
questions if you want to run reports based 
on applicant responses 

 If the applicant is an existing applicant, 
you will only need to answer questions 5, 
6 and 9 and edit the other answers as 
needed 

o The rest of the answers will carry 
over if they were entered on the 
previous application 
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Step Action Comments 

8.   Answer the Job-Specific 
Questions 

 You will have to answer these questions 
for new and existing applicants 

 These answers are also not required even 
if marked with red asterisk 

o We suggest answering the 
questions if you want to screen the 
applicant in the system by using 
filtering or auto-scoring 

o You may want to contact the 
applicant directly if they did not 
provide the answers to these 
questions 
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Step Action Comments 

9.   Attach the application by clicking 
the “Browse”. 
 

You can only attach one document 

10.   Locate the application file you 
scanned in Step 1 of this job aid 
and click “Open”. 

 

11.   Click the “Attach” button  To make sure the correct document was 
selected, click “View Uploaded 
Attachment” 

 If wrong attachment was selected, click 
“Delete Uploaded Attachment” and repeat 
steps 9 – 11 to attach the correct 
application. 
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Step Action Comments 

12.   Click “Save & Enter Another 
Application” to enter another 
application or “Save & Exit App. 
Entry” if you do not need to enter 
any more applications 
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