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Login Step Action 
1 Navigate to http://academicjobsonline.org/ajo 
2 Select …as Faculty or staff at employee institution. 

 
3 Enter your Email Address and Password then click Login. 

 
Note: Your admin will coordinate with HR to setup your access to AJO and once 
you have been setup, you will receive an email confirmation with your login and 
password to AJO. 

4 The list of applicants for the faculty position displays.
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View 
Candidates 

Step Action 
1 Navigate to candidate you would like to review and select the candidate’s name. 

 
 

3 Review the online candidate information. 

 

 
 

 



 
 

View Uploaded 
Candidate 
Attachments/ 
Comments/ 
Ratings 

Step Action 
1 Select the candidate from the list of applicants for the faculty position 
2 Select All to view all attached files associated with the candidate. 

 
Results: An Adobe window displays with all documentation associated with the 
candidate. 

3 Click Portfolio Items to view all attached documents. 

 
Note: All information can be printed using the Printer icon on the Adobe toolbar. 

4 Click Ratings to view the candidate Ratings. 

 
 



Add 
Comments/ 
Rating 

Step Action 
1 Select the applicant you would like to add a comment.

 
2 Navigate to the Comments section of the candidate screen and enter your 

comments for the candidate. 

 
3 Click the to view all comments and rating from Faculty.  

 
 

4 If necessary select the applicable Rating for the candidate. 

 
5 Click Submit once you have entered your Comment or added your Rating. 
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