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Candidate Experience (Desktop & Mobile Friendly): 
1. Casual Apply Process (pg. 1 – 4) 
2. Job Posting Apply Process (pg. 5 - 6) 
3. Candidate Dashboard & Accessing Onboarding Docs via Able (pg. 7) 
4. Completing the Application & Onboarding documents (pg. 8 – 26) 
5. Form I9 Section 2 – 2nd Signer Instructions (pg. 27) 
6. Email Notifications (pg. 28) 
 

 
Casual Apply Process 
Casual Apply allows a candidate that you have identified and spoken with to quickly apply with a link that you provide to them 
and will create/update them in the ATS. The resume is optional to upload for Real Estate and Light Industrial Division & 
required for our Professional Division.  Once your candidate applies, they will be created or updated in the ATS and you will be 
notified by email to either your email address or your branch shared inbox, depending on which URL you give them.   
 
If the candidate already exists in the ATS, they should register with the same email address we have on file for them for that 
same record to be updated.  If you are talking with the candidate and they have changed their email address, you should 
update it in the ATS before sending the link.   
 
A NEW Candidate will need to either Register & Apply by using the Casual Apply Link OR applying directly to one of your job 
postings.   
 
1. You will provide the candidate with your branch URL link (click here to get your link) and have them click it to apply. 

TIP: You can give them the link via phone, email, text OR include your URL in your signature line. 
 

                  
 
 

2. Candidate will click on the link you provide to them and they will be taken to the BGSF Sign In/Up Page. 
3. Click on the blue hyperlink “Sign up now”. 

a. They will complete the fields for Email Address and click on Send Verification Code (they will receive the verification code 
immediately in their email inbox).  Once they enter the verification code, they will set their Password and enter First Name, 
Last Name > Click Create. 

 ATS = Applicant Tracking System; Tempworks or Bullhorn 
 

 BGSF Website = https://bgsf.com/ 
 

 Able = Onboarding Platform; Tempworks Recruiter Login 
- https://recruiterlogin.bgstaffing.com/Tempworks 

 
 

https://teams.microsoft.com/l/file/AE234A0A-8EE9-4917-B31A-E2AD19E884ED?tenantId=8f77e452-c55c-4456-bd37-0aff826caebe&fileType=xlsx&objectUrl=https%3A%2F%2Fbgstaffing.sharepoint.com%2Fsites%2FBGStaffingTeam%2FShared%20Documents%2FRecruiting%20Team%2FCasual%20Apply%20Branch%20Shared%20Mailbox%20%26%20URLs%20as%20of%207.13.20.xlsx&baseUrl=https%3A%2F%2Fbgstaffing.sharepoint.com%2Fsites%2FBGStaffingTeam&serviceName=teams&threadId=19:ffdedc3c33e9499c88e39087d47fb35e@thread.skype&groupId=22ff9bb3-7500-4bd9-ade6-26c81ea37223
https://bgsf.com/
https://recruiterlogin.bgstaffing.com/Tempworks
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4. The Upload Resume page will display (Resume is Required for Professional Division; Resume is NOT Required for Real 
Estate & Light Industrial Division). 

a. Candidate can either click the Browse button to select their resume to upload (file types accepted = doc, docx, 
txt) 

b. OR they can skip this if it is Optional (Real Estate or Light Industrial) 
c. Click Apply – Once they click Apply this will create them in the ATS. 

 

 

5. Mad Lib Screen will then display and allow the Candidate to search for a job using the keyword search. 

 



4 | P a g e  

Property of BG Staffing, Inc. Contains Confidential, Proprietary, or Privileged Information Exempt from Public Disclosure. 

 

 

 
 
 

6. The candidate will be re-directed back to the BGSF website and will be able to view the Job Postings based on the Keyword 
they entered on the Mad Lib search and can now continue to apply & search jobs. 
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Job Posting Apply Process 
The Job Posting Apply process is similar to the Casual Apply process above.  When the candidate applies to a job posting for the 
first time, this will create them in the ATS under the branch location where the Job Posting was created from.  Candidates can 
apply to multiple job postings.   
 
1. Candidate will go to the BGSF.com website and click on the Apply Now button on the top right-hand corner of the home 

page to access the job postings.   
 

            
 

2. The Candidate can search jobs on the BGSF Job Board by Keyword Search or Location.  They can then sort by Relevance, 
Distance, Date Posted and filter by Location, Remote Jobs, Category, Brand or Job Type.   
 

        
 

 
3. The Candidate can click on any Job Posting Card to view the detailed job posting.  The detailed job posting will include the 

Location, Job Type, Category, Date Posted, Job ID = this is the ATS Job Order ID #, Status, Job Description and Similar Jobs.  
To apply, the Candidate will click on Apply Now.   
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4. Once the Candidate clicks on Apply Now, they will be prompted to  
either Sign in or Sign up now with a new account.  They will follow the  
same instructions for registering as Casual Apply.   
 
 
 
 
 
 
 
 
 
 

5. Once signed in the Candidate will be prompted to enter in a required  
phone number, upload a resume (Optional for RE and LI) and check mark  
the Privacy Policy box.  Once they click submit they will be created in the  
ATS and directed to the Mad Lib Job Search page.   
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Candidate Dashboard & Accessing Able Docs 
 
The Candidate can access their Application & Onboarding Docs from the Candidate Dashboard on the BFSF.com website.  They 
will also be sent an email with the link to sign in and access their docs.  The dashboard allows the Candidate to access the 
following: 

• Access any Notifications or New Able Documents sent to them – they will click on “Click to View” link next to View 
your completed documents 

• View Jobs Applied To 
• View Saved Jobs – jobs that they saved during searching 
• Manage Job Alerts – an email can be sent to them on a Daily, Weekly or Monthly basis with all new job postings that 

match their search criteria 
• Manage Active Resumes – they can also archive old resumes 
• Change their Password 

 

 
 

 
TIP:  If there are no Notifications for the Onboarding Docs on their dashboard, that means that the Recruiter has not sent the 
Application & Onboarding package to the candidate.  If the package has been sent and they still can’t see any notifications, 
please reach out to support@bgstaffing.com to open a Service Desk Ticket.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:support@bgstaffing.com
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Completing the Application & Onboarding Documents via Able 
Able is the web platform where all of the Application & Onboarding Documents are accessed.  Pre-selected package workflows and 
individual forms can be sent to the Candidate or Employee within Able.  Once docs are sent the Candidate or Employee can access the 
documents via the BGSF.com website from their dashboard.   
 
1. Candidate will sign into their BGSF account via https://bgsf.com/ and access their docs on their Dashboard.  Once they click to access 

docs, they will be directed to the Able platform where they will click on “Complete Onboarding” to fill out their documents.  The 
Candidate does NOT need to sign in again when accessing docs.   

 

 
 
 
2. The list of Onboarding Steps will then display with a list of documents to be completed.  The Candidate will click “Get Started” to 

proceed.  
 

 
 
 
 
 
 
 

https://bgsf.com/
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3. The list of documents to be completed will be listed on the left-hand side of the screen.  Once they enter in the info they can click Next 

to go to the other documents.  The following fields are required: 
a. Legal First Name 
b. Legal Middle Name – if they do not have a middle name, they can click the box below 
c. Legal Last Name 
d. Street Address 
e. City 
f. State/Province 
g. Zip 
h. Email Address 
i. Preferred Phone 
j. Social Security Number 
k. Date of Birth 

 
TIP:  If the Candidate uploaded a resume when they applied, it will pre-populate any information on their resume, reducing the data 
entry for the candidate.  If any fields that are required are left blank, then there will be an alert at the bottom of the page indicating 
how many fields are left to complete.   

 
 
 
 
4. Once “Next” is clicked, then the Candidate will be taken to their documents.  Each field/question that the Candidate enters will be 

populated onto the PDF documents when they go to sign them.  If a Candidate had previously entered in Info and clicked on “Save and 
Exit”, their information will be saved to their onboarding docs, except for any payroll data (SSN or DOB).  There will be a counter at the 
bottom of the page indicating how many more fields the candidate needs to complete.   
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All Candidates must complete 
an Application before we hire 
them.   
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If the candidate uploaded a 
resume when they applied 
with us, it will parse all of 
their information including 
work history and education 
into their application.   
 
They will need to verify that 
the work history and 
education info is correct and 
add any missing required 
information.   
 
If they have any missing info 
on their work history or 
education that is required, 
they will see an error 
(triangle) next to the work 
history or education that 
needs to be modified.   
 
They will need to click on 
Edit and update the missing 
data then click on Confirm 
to proceed.  
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If the Candidate chooses 
to sign up for Benefits 
and selects Employee + 
Spouse or Employee + 
Children, they will need 
to add in their 
Spouse/Dependent Info 
– see required fields. 
 
If they choose not to 
participate, they will 
check the box and move 
on to the Form I9.   
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The Candidate has the option 
to upload their document(s) 
that they will be providing to 
the 2nd signer to complete their 
Form I9 section 2.   
 
Once they complete all 
required fields, then they will 
see “All fields complete” at the 
bottom of the screen.   
 
Candidate will then click “Next” 
to proceed to the WOTC 
questionnaire.   



22 | P a g e  

Property of BG Staffing, Inc. Contains Confidential, Proprietary, or Privileged Information Exempt from Public Disclosure. 

 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Candidate will need to fill out the personal info and answer the yes/no questions, then click on 
“Make Selections” in order to proceed thru WOTC.  They will then be given a Confirmation Code, 
which should be entered into the Confirmation Code box. 
   
The Candidate will then click “Next” to proceed to signing their docs.  They will not want to close out 
of their browser, since the documents are preparing to be signed.  They may see a screen that says 
“Loading”.   
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Form I9 Section 2 – 2nd Signer Instructions 
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Candidate Email Notifications  

 
 Candidate will receive the below email once they click Apply. 

 
 

 Recruiter or Branch Shared Inbox will receive an email notifying you of the New Lead! 
 The Candidate Record will also be created in the ATS. 
 Application and Onboarding docs can now be sent to the Candidate in EmployStream. 

• Once the Onboarding package is sent to the candidate via Able, they will receive another  
         automated email that will notify them to log back in and complete their documents.   

 
 Candidates will receive reminder emails every 48 hours (up to 5 times) if they still have outstanding  

    documents to complete.  
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