
Tufts Taleo FAQ 

For all users: 

How do I log in to Taleo? 

Tufts employees may log in to Taleo with their Tufts Username and password.  

External users create an account by clicking on “Sign in” in the upper right corner of the page, then 

selecting the “New User” button and following the directions.  Set up a User Name and Password.  You 

will need an Email address in order to create a new account. 

I forgot my password or user name – what do I do? 

On the log in page, external users click “Forgot your user name?” or “Forgot your password?” links at the 

bottom of the page, and follow the directions to reset your user name or password.  Tufts employees will 

click “Forgot your Tufts Username or Password?” on the internal log in page to access directions to reset 

username and/or password. 

I have a question that is not answered in the FAQ; how can I get help? 

If you have further questions after reviewing the FAQ and the online help features in Taleo, please email 

your question to Taleo_Support@Tufts.edu.  Your email will be reviewed within one business day 

(Monday through Friday).  Tufts employees may contact their HR Business Partners or recruiters for 

assistance. 

For job seekers: 

How do I create a candidate profile? 

To create or modify your profile, on the “Careers at Tufts” page, click on “Access my profile” on the right 

side of the page or on “Sign In” at the top right corner of the page. 

How do I apply for a job? 

To apply for a job from the list of open job titles, click on “Apply “under the title of the job you are 

interested in.  Or, from the job description, click the “Apply Online” button.  Once you have logged in, you 

will be able to apply by following the prompts on the screen.  Fields marked with an asterisk are required.  

You will be able to upload your resume and cover letter or create a profile. The workflow at the top of the 

page shows the steps in the process.  Tufts employees may refer to the job aid “Internal Candidate Apply 

for a Job” available here:  http://hr.tufts.edu/work-tufts/. 

How do I check the status of my application after I have applied? 

Log in to your account.  Select the tab “My Jobpage” and find the job title to which you applied.  In the 

list of information under the job title, you will see “Submission Status.”  This shows the current status of 

your application and the most recent date that the status was updated.   
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For hiring managers: 

How do I find my open requisitions? 

Log in to your Taleo account.  Your dashboard page will open; click “View Requisitions.”   

How do I approve a new requisition? 

Once the recruiter has entered your requisition in the system and routed it for your approval, you will 

receive an email notice.  Click on the “Respond” link in the email and a log in screen will open.  When you 

log in, you will be taken directly to a “requisition approval request” dialog box for this opening.  Follow 

the prompts in the box to approve or decline the requisition.  Alternatively, you can log in to Taleo, 

access the requisition list from your dashboard, and select the requisition (s) with status “To Be 

Approved.”  For detailed instructions on reviewing and approving requisitions, please refer to the job aid 

“Hiring Manager Approve a Requisition” available here:  http://hr.tufts.edu/work-tufts/. 

How do I review resumes attached to my requisition? 

Log in to Taleo, access the requisition list from your dashboard, and for any requisition where you see a 

number in the candidate column, f the recruiter has forwarded candidates for your review.  Click on the 

number to open the list of candidates.  For detailed instructions on reviewing and selecting candidates, 

please refer to the job aid “Hiring Manager View and Select Candidates” available here:  

http://hr.tufts.edu/work-tufts/. 

 

For approvers: 

How do I approve a new requisition? 

Once the recruiter has entered a requisition in the system and routed it for your approval, you will 

receive an email notice.  Click on the “Respond” link in the email and a log in screen will open.  When you 

log in, you will be taken directly to a “requisition approval request” dialog box for this opening.  Follow 

the prompts in the box to approve or decline the requisition.  Alternatively, you can log in to Taleo, and 

from your dashboard, click “Tasks assigned to me.”  Click on the “Approve requisition” link.  For detailed 

instructions on reviewing and approving requisitions, please refer to the job aid “Approve a Requisition” 

available here:  http://hr.tufts.edu/work-tufts/. 
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