
Taleo User Guide 

1. Once you receive your submittal email with the prescreen attached from the recruiter please log 

into Taleo by going to: 

a. https://chj.tbe.taleo.net/dispatcher/login.jsp  

b. you should have your user name and password. 

c. The company code is HEADWORK 

 

2. When you log in it will automatically bring you to the home page. In order to view all of your 

assigned requisition, please click the Requisitions Tab up at the top left-hand side.  

 

3.  On the requisition page, you should be able to see in the following order the Requisition 

Number, the Job Title Remaining Openings, City, Zone/Region, Submitted to Hiring Manager, 

Initial Candidate Called, 1st Client Interview, Client-Video Interview Requested, Client-Video 

Interview, Client Pending Decision, Offer Extended, Hired, and For Future Consideration.  

https://chj.tbe.taleo.net/dispatcher/login.jsp


 

 

4. All candidates submitted to you will appear in the Submitted to Hiring Manager column. It will 

also show the number of candidates that have been submitted.  

 

5. To view your candidates, you will want to highlight over the number in the Submitted to Hiring 

Manger column.  

 

6. Once you click the candidates name that you want to view, it will bring you to the candidate’s 

application.  



 

a. From here, you have two options in which you can access their information. You can 

view it here on their profile; as well as view their resume by scrolling down to the 

resume section. You should also be able to locate their three professional references on 

this page.  



 

7. If you have misplaced or overlooked your submittal email and need to know more information 

about your candidate. You can scroll back to the top of the candidate’s profile and click the job 

title.  

 

8. On the requisition page (job order) all that really pertain to you are the requisition owners, the 

requisition details, requisition posters, and attachment.  



 

a. In the attachment section you will be able to location the candidates prescreen; which is 

the write up from the recruiter, as to why they are submitting the candidate to you.  

b. To open the document double, click the word document icon.  

 

9. So once you have reviewed your candidate’s information and you are ready to move them 

through the process, you will want to advance them from Submitted to Hiring Manager status to 

the “Next Steps(Req).  



 

10. To advance them to the next step you with want to click the area of the gray bar to see the 

additional options.  

 

11. If you choose the options Advance to Initial Candidate Call or Advance to 1st Client Interview you 

will not be given the option to type anything into a text box.  



 

Because of this you will be rerouted back to the candidate’s page once you click yes. And you will 

have to scroll to the bottom of the candidate’s page where you will see Comments. Please click the 

blue hyperlink titled New Comment.  

 

You will be prompted to leave your notes, and once finished click save.  

 

You should be able to see your comment left.  



 

 

Understanding the different Statuses 

 

 

You should be able to reference you Taleo Status guide, but as a quick overview here is the 

reasoning behind each of these statuses.  

1. Advance to Initial Candidate Called – you reached out and called the candidate. Even if they 

didn’t answer. Please make sure to leave a note in the comment section stating so. This helps 

the recruiter to notify the candidate they have been contacted.  

2. Advance to 1st Client Interview – this means you have set a day and time to conduct and in-

depth phone interview with the candidate about the position. 

3. Advance to Offer – you would like to offer the candidate the position  

4. Advance to For Future Consideration – this means that you liked the candidate but for this 

round, either because you identified a more qualified candidate or maybe they didn’t have the 

ability to commit this round; but would like to have them be contacted next round of the study.  

5. Advance to Candidate Withdrew Post-Submittal – This means upon either your initial contact 

or maybe during the in-depth phone interview or video interview; the candidate decides not to 

pursue the position.   



 
a. Do not select “Do Not Pursue” as the main status. You are required to select Available 

b. With the requisition-specific reason please refrain from using the statues with Asterisk. 

They were created as a separator for the statuses in Taleo.   

c. Please leave detailed notes in the text field as to why they withdrew. 

d. If the candidate mutually agreed not pursue this pursue this position, you do not have to 

check the rejection email box.  

 

6. Rejected by Client – this means you are not interested in moving forward with candidate. If the 

candidate is a no call no show (NCNS) you will also select this option. 

 
a. Do not select “Do Not Pursue” as the main status. You are required to select Available 

b. With the requisition-specific reason please refrain from using the statues with Asterisk. 

They were created as a separator for the statuses in Taleo.   

c. Please check the box to send a rejection email to the candidate. The rejection email 

comes from us; so if they have questions as to why they were not considered. Headway 

will respond.  

d. Please leave detailed notes in the text field as to why they withdrew. 

 

7. The next additional statuses once they have been advanced to 1st Client interview are the 

following below:  



 
The next two additional statues provided are: Advance to Client – Video Interview and Client 

Pending Decision  

 

8. Advance to Client – Video Interview: you have decided to schedule a video interview with the 

candidate. Once you have advanced them to this status. You will log into HireVue to set the 

interview up. Please see the HireVue guide for more instructions.  

9. Client Pending Decision – this means that you like the candidate but want to continue reviewing 

other applicants sent for this same position or you are checking their references before making 

a hiring decision.  

If you extend and offer to a candidate that is where you will stop in the process with Taleo. You send an 

offer email to the onsite team and from there they will reach out to extend the offer to your candidate.  

For more specifics reasons please refer to your Headway Taleo statuses guide.  


