
How to make a bulk download applicant PDF bundles

The UC Recruit developers have completed the development of the Niagara project, and we wanted to provide a simple guide on 
how to bulk download the applicant PDFs. The intended users for this feature are analysts or committee members.

1. Go to the Applicants tab and check the box next to
each applicant that you will be reviewing.

2. Once the applicants are selected, go to Bulk
actions: and click on the Download files button.
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PLEASE NOTE:
The preferred method of evaluating applicant files is to view them directly from the UC Recruit website, live. This way, reviewers are assured they are viewing the most up-to-date materials. Use of the bulk download feature should be judicious and exercised with caution and the understanding that reviewers must visit the UC Recruit site to obtain updated materials. 



3. A Download files window will appear and the
“Downloading:” field will provide the number of
applications and the number of omitted
applications.

4. The applicant view will automatically expand and
display a list of applicants. Note that some applicant
files cannot be downloaded in bulk (e.g. Late
applications, incomplete applications etc). You’ll see
reasons for any omissions, and which applicants
were omitted at the top of the list.



5. There are two sections to select files from on the
Download files window.

6. You can go to the “Select individual files to
download” and check the boxes next to the file type
and request the individual file(s) download.

7. Or check the box next to the Applicant PDF
bundle in the section below, and this will uncheck
any selections in the individual files section, since
all those files are included in the bundle already.

8. When the Applicant PDF bundle is selected, a
“Mark applicants in download as read” will appear
and also be checked by default. All applications
whose bundles are downloaded will be marked as
read.

9. When ready, click on the Request button



10. You will receive an email when the zipped file is
ready to download. The zip file is also available
through the “View previous requests” option in the
Download files drop down menu on the Applicant
grid.

11. The link will expire 72 hours after the request has
been fulfilled, but you can click on the “Request
again” link to request the same bulk download, if
needed.



12. Please note that the cover page of the applicant
PDF download includes a helpful list of all the files
included in the bundle.




