
People Admin Training
Using Supplemental Questions to Improve the Recruitment Process

Human Resource Services



Supplemental questions are a method of gathering additional, job-specific information to assist the 
search committee in identifying candidates to move forward in the applicant process. 

Why would a department want to use supplemental questions?
• Utilizing supplemental questions can assist the review and prioritization of applicants with required and desired 

educational and experiential qualifications.

• Using supplemental questions when a posting is created will save the search committee time when identifying 
the best qualified applicants – especially when the applicant pool is large.
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How do I add supplemental questions to my posting?

• The supplemental question tab is found in the  
“Applicant Tracking” (blue screen) after the 
position budget information screen.
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You can choose a question from the current bank or create a new question based on the 
requirements of your position. 

Supplemental Questions



Selecting from available supplemental questions

• To select an existing question, 
please check the box to the left of 
the question. 

• The possible answers will appear 
below the question.

• To select this question, click the 
“Submit” question in the bottom 
right-hand corner of the box.
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• Select “add a question” at the bottom of 
the screen to create a new question. New 
questions will be reviewed and approved 
by Human Resources. When you create a 
new question, please select a name that 
describes its content (education or related 
work experience);select a category; and 
enter the question. 

•  You will determine the possible answer 
type- open ended or predefined answers. 
See the next slide for additional 
information on answers.

Adding a New Supplemental Question
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Supplemental questions may have closed or open-
ended answers:

• If you create a closed-ended question, please select 
the “Predefined Answers”. These questions are 
answered with a “yes” or “no” response. An 
example would be, do you possess a valid WV 
Medical License in good standing?

• If you create an open-ended question, please select 
“Open Ended Answers”. The answers to this type of 
question may have several different responses. 
o What is the highest degree of education you 

have completed? 
o What is your preferred teaching method?

Supplemental Questions



Supplemental Question Page

If your question(s) are required, please check the box. 

If a supplemental question is required, it is mandatory for the applicant to answer the question to complete the 
application. 
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Click on the question with pre-defined answers if you want to 
designate it as disqualifying. 

Disqualifying – An applicant’s response can disqualify them from further consideration 
and remove the applicant from the pool. 
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Pre-defined questions can also be 
weighted by points. 

To weight your questions, the search 
committee will need to determine the 
number of points assigned to each 
question and they must total 100 points.  

To assign points:
• Click on each question and enter the 

number of points a “yes” or “no” 
response will receive. 

• Click “save and continue” when 
complete. 
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Supplemental Questions- Ordering and Approving

You may change the order your questions are 
presented to the applicant by re-ordering under 
the position tab.

Your questions will be reviewed and approved in 
the system before posting. Once the posting is 
live, the questions will be active. 
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Reviewing Supplemental Question Answers

Once an applicant applies to the position, you 
will be able to review their answers in the 
“Supplemental Question” section of the 
application. 
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Frequently Asked Questions

1. Can a question be added/removed from a posting?

Yes, but only before the posting is live on the site. 

2. If an applicant answers a question incorrectly, can it be fixed?

Yes, please have the applicant reactivate their application and change the answer to the question(s). 

If you have other questions, please email us at recruiting@marshall.edu
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