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Welcome email from Kenjo

Click on Verify email address button and follow the activation flow. To set your password, be aware that 
it must be at least 8 characters long, including at least one number and an UPPERCASE letter.



Login at Kenjo

Open in a browser the link https://app.kenjo.io/signin. Insert the  work email and password you created when you 
activated your Kenjo account. If you have not received it yet, please get in touch with someone from the HR 

department in your company.

https://app.kenjo.io/signin


Home Widget Button=

Settings

Here the recruiter can set up the hiring process of the company, create the stages of the recruiting pipeline, add tags,  and 
custom fields for candidates. You can also prepare the career site and invite external headhunters.



Home Widget Button=

Settings – General

 To set up the career site, define its subdomain, language,  and activate the toggle button. Don’t forget to save.



Settings – Appearance

Customize the design of your job openings on your career site. You can upload a company logo and a  corresponding 
favicon. Also you can upload a hero image, which will be shown in every job opening. 

The selected brand color will be applied to all buttons and links on the career site. 



Settings –  Company Links

Add links to your homepage, blog or data privacy statement. If you include a link for the data privacy statement, 
applicants have to confirm their consent before sending their application.



Home Widget Button=

Settings –  Career Site

To style your own career site and make it unique, you can use several  different components.



Home Widget Button=

Settings – Career Site

Online view



Settings – Hiring Stages

Add all possible stages a candidate might be in.



Settings – Hiring Pipelines

Combine different stages to a pipeline and use this pipeline for your job openings.



Home Widget Button=

Settings – Job Opening Tags

Organize your job openings.



Home Widget Button=

Settings – Candidate Fields

Customize your candidate profiles and the application form for your job openings.



Settings –  Scorecards

Use scorecards to prevent subjective decisions just based on a personal impression. You can add one scorecard to 
each job opening.



Settings – Candidate Tags

Use candidate tags to highlight special skills or information of a candidate.



Home Widget Button=

Settings – Rejection Reasons

Add all relevant rejection reasons.



Home Widget Button=

Settings – Attachment Tags

The attachment tags are important, as they can be also used for the application form on your career site. There are two 
different types of attachment tags: For candidates or for candidates in specific job openings. 



Settings – Multiposting

Spread your job openings by using the multiposting. Kenjo offers you more than 270 different job boards in 18 
countries. This template will be used to style your promoted job opening (if the selected job board supports this 

functionality).



Settings – External Headhunters

Invite an agency to your recruiting process. The invited agency or headhunter will receive an email with access to a separate portal 
where they can add new candidates for active job openings and communicate with the hiring team assigned to the job opening.



Home Widget Button=

Overview

See new candidates, your tasks, and the  comments from other members of the hiring team.



Home Widget Button=

Job Openings

Add job openings using the [+] button. 



Create New Job Opening 

Add the position details and requirements. Select the Hiring pipeline and the Scorecard.



Job Opening - Application Form

Choose which data you want to collect from the candidate via career site/application form.



Home Widget Button=

Job Opening – Hiring Team

Select the employees who will be members of the Hiring Team for this position. These employees are going to be included in 
the recruiting process as Hiring Manager or Hiring Member.



Home Widget Button=

Jop Opening - Pipeline

By clicking on the job opening, you can access the pipeline. As a recruiter, you can move candidates between stages (via drag 
and drop) or add new candidates.



Job Opening - Details 

Modify the job description by clicking on the configuration bottom. You can also change the status of your job 
opening as active, closed, etc.



 Job Opening - Application Form

Select the fields and files you want the applicants to fill in and set them as required, optional, or disabled.



Home Widget Button=

Job Opening – Hiring Team

Check the Hiring team and add or remove members or change their roles. The hiring team member role can only see 
documents and candidate fields, score and comment on the candidate.  



Job Opening - Promote in Join

You can always promote your job openings in Join using our Join integration. Note that this option is only available once you
have set up the integration correctly. Learn more here.

https://help.kenjo.io/en/support/solutions/articles/60000707648-promote-a-job-opening-in-join


Candidate Profile

Click on a candidate's name to access their profile. This is the starting point for all actions, like reviewing, scoring, 
moving, commenting, emailing, etc.



Scorecards Tab

Check who already scored the candidate and what their feedback is.



Home Widget Button=

Email Tab

See all your previous conversations and start a new one using a template. Choose to send it now or schedule it for later.



Home Widget Button=

Tasks Tab

Add tasks to any person in your account and set a due date. Afterwards, these tasks are shown on the recruiting overview or 
your To dos section.



Activity Feed

See past action history.



Review Button 

Review all attachments like CV, motivational letter, certificates, etc.



Home Widget Button=

Score Button

Score the candidate as very bad, bad, average, good, excellent by using the scorecards options. Add your notes for specific 
skills and your overall recommendation.



Home Widget Button=

Reject, Remove or Delete Candidates

Use the [...]-button for additional actions.



Candidates List

Check all the candidates.



Talent Pools

Use the [+] button to add more talent pools.



If you need more help visit our Help Center
or send us an email to support@kenjo.io

https://help.kenjo.io/en/support/home
mailto:support@kenjo.io

