
 

 

How to Sort your Applicants in Handshake 

Unfortunately, there is currently no way to mark which applicants you have reviewed, or would like to 

interview in Handshake. This may be an option Handshake will develop in the future, but it is not 

currently in their development plan. Below, is the best option we have found to solve this issue: 

1. Find you job posting in Handshake. See How to Find your Job Postings in Handshake if you need 

assistance in finding your job. 

2. Click on Review Applicants to see all of the students who have applied to your position. 

 

 

 

 

 

 

 

3. At the top of the next screen, there are three different groups that applicants can be sorted into, 

make sure that you have chosen the right tab when viewing applicants. 

  

Fully Qualified – Students who match all of the requirements that you set while creating your 

job posting. 

Not Fully Qualified – Students who do not match all of the requirements that you set while 

creating your job posting, but may still be good applicants. 

All Applicants – All students who have applied for your position. 

 

*For Work-Study Employers* 

Unfortunately, Handshake was unable to upload students’ work-study eligibility into the system, 

this means that all students show that they do not have work-study. It is especially important for 

you to check the Not Fully Qualified group, as even students who have work-study will fall into 

that section. If you are selecting students to interview and need to make sure of their work-

study edibility, we are suggesting checking SIO to verify this information. 

 

4. Click in the box beside Student First, to select all student applicants. 

 



5. Click Download in the top right side of the screen. 

 

 

 

 

 

6. Handshake will take a minute to prepare your download, and then the window below will 

appear. Click on the blue link to open your download in Excel. Handshake will also email your file 

to you, so you can view it that way as well.  

 

 

 

 

 

 

7. Once you open the Excel file, you will notice that there are many columns that may be 

unnecessary for you.  

 

 

 

 

 

8. To make this spreadsheet more usable, go through and delete columns that are not useful to 

you. To do this, left click on the top of a column you want to delete and click Delete. Do this until 

you only have columns you would like left. We would suggest keeping the Status column as a 

way to easily sort students. 

 

 

 

 

 

 

 

Left click here 

Then click Delete 



 

 

9. Below is an example of what your spreadsheet could look like after deleting some columns. I 

kept columns that would be useful to my office like Major and Year, but you can choose to keep 

or delete whatever you choose. 

 

10. Now that you have all your spreadsheet to your specifications, save it in a place you will 

remember on your computer.  

11. After saving, you can start reviewing your applicants. For help with this you can see the How to 

Find your Job Applicants in Handshake PDF. Once you have reviewed an application, you can 

change “pending” in the status column to whatever other statuses you would like to use. 

Suggestions for statuses are: pending, reviewed, will interview, will not interview, declined in 

Handshake, hired, etc… 

 

What do I do if I get more Applicants that aren’t on my Spreadsheet? 

1. View your applicants again, but this time put checkmarks in boxes only next to new student 

applicants. Click download to download a new Excel spreadsheet and open this on your 

computer. 

2. Delete the columns in the new spreadsheet that you thought were unnecessary. You should 

have the same columns of information in your new spreadsheet, and in the one you saved 

originally. 

3. Looking at the new spreadsheet, drag your mouse to select all the information, right click and 

select Copy. 

 

 

 

4. Open your original spreadsheet that you had previously saved on your computer. 

5. Click in the first empty cell in Column A, right click, and select Paste. 

6. Make sure to save your original spreadsheet again. You do not need to save the new one. 

7. Now all of your applicants are located in one place. You will need to repeat this process anytime 

you wish to add new applicants to your list.  

 

 


