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TOPICS

• Viewing Application Questions, Application

Documents, and Changing the App Status

• Giving Feedback to students who are Not Selected

• Closing your Posting

• Accessing & Reviewing Applications



Accessing & Reviewing Applications

• Log into your CareerWise Colorado 
Apprenticeship Portal account at
www.careerwisecolorado.force.com. If you 
haven’t already logged in, check your email for a 
notification from “CWC Apprenticeship Portal 
Email” to reset your password.  From the landing 
page, click on the MY POSTINGS tab.

• You will be able to view both Pending and
Active postings. Click on the Active Posting ID#
you would like to review Applications for.



Accessing & Reviewing Applications (cont.)

You will land on the Posting Details page. Click on 
the sub-tab titled APPLICANTS.
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Application Questions, Documents and Status

• View the answers to
Application Questions
in this section

• Click to open resumes
and other attached
documents

• Click to open the
Student application in
a new window



Application Questions, Documents and Status (cont. )

• By clicking here, you can update the
Student’s App Status throughout the
interview process.

Once you’ve changed the App 
Status, remember to always 
click Save and confirm that 
your changes have been saved!

• There are several ways to update
App Status once you’re viewing the
application.  We recommend
clicking the Edit or “pencil” button.



Application Questions, Documents and Status (cont. )

• Beneath the Application Documents
section is the Application Notes
section.

• To create an Application Note, click
Create a New Note.

• A new window will pop up with an
open text field.  Click the save
button when finished to save your
Note.

• You can store applicant information in the
Notes section, including dates of
communication and interview highlights

• Application Notes are only viewable by
hiring managers.  Students can’t see notes
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Giving Feedback to students who are Not Selected

• By clicking here, you can
update the Student’s
App Status throughout
the interview process.

Change App Status here. Remember 
to always click Save and confirm 
that your changes have been saved!

• If you choose to change the App
Status to “Not Selected”, you are
required to select the reason why
the student is no longer moving
forward in the process.

• We ask that you also provide some
feedback to the student to help
him/her learn from the experience
and have a chance to apply this
learning to another opportunity.
After updating the Reason Not
Selected and Employer Feedback
fields, the student will be given that
feedback in an email response
directly from the applicant tracking
system



Giving Feedback to students who are Not Selected (cont.)

For reference, below are the Status selections in the dropdown menu, as well as the options for Not Selected Reason, in the event that Not 
Selected is chosen.
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Closing your Posting

• Once you have extended offers and all
your apprenticeship slots have been
filled for a given posting, you can click
the Close Posting button.

NOTE: If you have multiple slots open, 
you will want to ensure all slots are filled 
before clicking here. Clicking the Close 
Posting button will begin the process to 
identify HIRED applicants and give you 
the opportunity to provide feedback for 
those not selected.



Closing your Posting (cont.)
Once you click Close Posting you will be prompted to -
1. Select Accepted Applicants – those you have hired
2. Select Not Selected Applicants – those you have not hired

NOTE:  For each application marked Not Selected, you will be prompted 
to provide Employer Feedback, which will be communicated directly to 
the student via an email notification.  Your feedback will help the 
student learn from the experience and position him/herself for 
opportunities with other companies.
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