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Overview 

This guide provides instructions for how to identify applicants at risk of redundancy 

employed within their organisation.  

Audience 

This guide is for use by an employer and super user role only. 
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Manage at risk applicants 

This section provides instructions for how to manage at risk applicants. 

 

1. Sign in to the system and select Manage at risk applicants. 
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Add a new at risk applicant 

This section provides instructions for how to view and add a new at risk applicant.  

 

2. Select Add a new at risk applicant. 
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Add an at risk applicant details 

This section provides instructions for how to add the at risk applicant details. 

 

3. Enter the at risk applicant information in the boxes. 

4. Select Cancel adding at risk applicant to cancel adding this applicant (Optional). 

5. Select Continue. 
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Add this applicant 

This section provides instructions for how to check the details of the at risk applicant and add 

this applicant. 

 

6. Select Change to make any changes to the information (Optional). 

7. Select Add this applicant. 
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At risk applicant email 

This section provides a view of the email the at risk applicant will receive. 
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Check at risk applicants 

This section provides instructions for how to check the at risk applicant has been added. 

 

8. Select Change or Delete to change or delete the information (Optional). 

9. Select Add a new at risk applicant to add more applicants (Optional). 
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