
Employer How-To Tutorials 
How To Add Comments & See Actions For Candidates



1. Login into your account. 

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com
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2. You can see all latest logs on the dashboard or click on “Logs” on the Menu bar. 
“Logs” are all the actions that happen on the platform related to jobs and candidates. 
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3. If you click on “Logs” you will be directed to a landing page with all the action related to all jobs, 
candidates and recruiters. 
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4. You can filter by the “Jobs” you’ve created, by the “Users” of your platform (recruiters), 
or by type of logs (e.g. Comment, Email, Documents, Decisions, etc.) 
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5. You can reply directly here to certain actions or logs. You can also agree to a certain action 
and/or comment. 
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6. If you want to add a comment on a specific candidate, you can do so by visiting a candidate profile, 
clicking on the “Logs” menu and then adding a comment. You can add files to your comment as well. 
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