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 Shortlisting Grids - Instructions & User Guide 
 

Overview: 
This guide provides step-by-step instructions on how to set up and add shortlisting grids to job 

adverts on MyNewTerm. This feature has been developed as the first phase of online 

shortlisting and enables candidates and hiring managers to easily view the shortlisting criteria 

for job vacancies. 
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a)​ How do I set up shortlisting grid templates? 

 
Step 1: Navigate to Shortlisting Templates (under the ‘Settings’ menu) 
 
 

 
 
 
Step 2: Select ‘Create a Shortlisting Grid Template’ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Step 3: Fill out the template form 
 
Give the template a name e.g. Teaching Assistant Shortlisting Grid and, if you are part of a MAT, 

select the schools the template will be used for. You can then add criteria for qualifications, 

skills and experience, selecting whether the criteria is essential or desirable. If any criteria has 

been previously added, this will display in the Criteria Bank. 

 

 

 

 
 
 
 
 
 
 
 



 
Step 4: Save the template 
 

 
 
Once saved, the template will be stored in your Active Templates: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
b)​ How do I edit a shortlisting grid template? 

 
Step 1: Navigate to Shortlisting Templates under the Settings menu 
 

 
 
 
Step 2: Select Edit next to the required template 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Step 3: Add new criteria or delete existing criteria then save the template 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
c)​ How do I add a shortlisting grid to a job advert? 

 
Step 1: Click to post a job as normal and fill in the form 
 
 

 
 
Step 2: Tick the box towards the bottom of the form to add a shortlisting grid 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
Step 3a: Select the required template from the dropdown 
 

 
 
 
Step 3b: Select to Create a Shortlisting Grid and fill out the required criteria 
 

 
 



 

 
 
Note: any previously added criteria will appear in the criteria bank. 
 
 
Step 4: Preview the shortlisting grid 
 
To check that you are happy with the shortlisting grid, there is the option to preview it: 
 

 
 



 

 
 
 
 
Step 5: Post the job as normal 
 
The shortlisting grid will then appear at the bottom of your job advert for candidates or hiring 
managers to view. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
d)​ How do I manage the criteria bank? 

 
Step 1: Navigate to Shortlisting Templates under the Settings menu 
 

 
 
Step 2: Click ‘Manage Criteria Bank’ on the right hand side 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: Select the criteria list to manage and edit or delete specific criteria 



 
 

 
 
Note: you are able to edit the name of the criteria and whether it is essential or desirable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
e)​ FAQs 

 
a)​ What is a Shortlisting Grid? 

 
A shortlisting grid features all the criteria you are looking for from a prospective 

candidate and can be used during the selection process. As it is part of the job advert, it 

can be seen by both candidates and hiring managers. 

 

b)​ I do not have ‘Shortlisting Templates’ under my settings menu 
 
If there are other users that are part of your school or MAT, they will be able to add this 

to your user permissions. If not, either get in touch with your account manager or pop 

onto the live chat on the MyNewTerm website. 

 

 

c)​ Can I archive shortlisting templates no longer in use? 
 
If you navigate to the shortlisting templates section, you will see the option to archive 

next to each template. This can be reversed if needed. 

 
 

d)​ Can I check how many times a template has been used? 
 
Yes, you can view how many times a template has been used under the ‘No. Times Used’ 

column in the templates table of the Settings > Job Templates page. Additionally, you 

can check the history of a template, which details when it was created, used or archived 

by clicking on the ‘Timeline button at the right of each template. 

 

 

 

If you have any further questions,  please get in touch via Live Chat  

or by emailing hello@mynewterm.com 

mailto:hello@mynewterm.com


Suite 10, Enterprise House, Wrest Park,
Silsoe, Bedfordshire, MK45 4HR

01582 316 990
hello@mynewterm.com
mynewterm.com
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