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GETTING STARTED

ACCOUNT SETUP

First of all, thank you for choosing Plum to help with your hiring and team building 
process! We're always here to help you take advantage of the Plum system.

When you sign up with Plum, you will receive an email with a link to create your account.

When beginning the free trial, you will be asked to create your account by entering your 
details, setting your password and inputting a few of your company details.

LOGGING IN

After your account is setup, you can login at anytime by entering your email address and 
the password you chose at https://app.plum.io/login.

Note Your session expires after 60-minutes of inactivity. You will just need to login again to start a new session.

FOR ADMINS
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ADDING A JOB

NAMING YOUR JOB & CATEGORY SELECTION

You will automatically be taken through the Add Job wizard when you first sign up.

If you are an admin on the account, you can add new jobs anytime by clicking the       
Button button in the top-left of the screen in your Job List.

Name your job anything you want. This name is what will appear in your job list as well as 
to applicants when they register to take the Plum Talent Assessment for this job.

Enter the location of the job here as well. Just start typing in the address and the system 
will automatically lookup the full address (if the job is remote, you can enter that instead).

Set the category of the job. If you cannot find a category that corresponds with your job, 
select "Other."

Select which documents you want applicants to upload. We check resume by default, but 
not cover letter.

Note When checked, the applicant will be required to upload the corresponding document.

FOR ADMINS
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APPLICANT ASSESSMENT LINK

This is the link we generate for each of your jobs. If you post your job on your own 
careers page, you'll want to add this link as your apply button/link. If the job boards you 
advertise with allows for links in the job post, use this there as well.

ADDING TEAM MEMBERS

Often hiring for a job involves multiple people. Hiring managers can be added while 
adding or editing an a job. Click INVITE NEW MEMBER and provide the email address of 
the team member you wish to add (first and last name are optional). Plum will notify them 
by email that they have been added. If they do not have an account yet, our system will 
email them instructions on how to create one.

You can add two types of team members:
Hiring Manager - This is a person (or people) that you want to be able to monitor the job 
and view applicant's profiles and resumes, etc. Hiring managers can manage the appli-
cant pipeline and can take the Match Criteria Survey. continued...

We also provide an email button with a pre-written template. Click EMAIL and your 
preferred email program will open up and a new email to send will be created. Just add 
the name of the applicant you want to send the assessment to, and sign o� at the end 
like you normally do (edit the text of the email if you want as well).

Note If you do not have an email program that opens when you click email links on websites, we also 
provide the email template. Click "Email button not working? View email template" and simply copy and 
paste the text into your preferred email program.
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ADDING TEAM MEMBERS continued

Top Performer - This is usually an employee that you find excels in the same or similar 
job that you are hiring for. It is best to gather the opinions of those that know the duties 
and expectations of the job as it gives the Plum system a more accurate picture of what 
your unique job requires. Adding someone as a top performer only gives them the ability 
to take the Match Criteria Survey for the job. They will not be able to see any applicants 
or manage any area of the job.

ADDING NEW MATCH CRITERIA

Plum Match Criteria are used to calculate the Plum Match Score for each of your appli-
cants in any given job. To create Match Criteria for a job, click the CREATE NEW MATCH 
CRITERIA button which will take you to the Match Criteria Survey.

Match Criteria is created by you, your hiring managers, and your top performers of the 
same or similar role. Very often the immediate supervisor and those that perform the job 
best have the most accurate opinion of what behaviors and traits are need to be 
successful. Match Criteria are made up of the top-6 factors calculated from your Match 
Criteria Survey. The higher the factor appears in your results, the more important you 
indicated that factor to be for that job.

Note If using our free trial or signed up for the Basic plan, you can only add two (2) team members per job, 
including yourself. You can always upgrade to a higher plan to get unlimited team members per job.
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ADDING NEW MATCH CRITERIA continued

You can create (or have hiring managers/top performers create) Match Criteria at anytime 
during the hiring process. You DO NOT have to wait for Match Criteria to be created 
before you start accepting applicants. As soon as you get the job's assessment bit.ly link 
when creating said job, you can begin sourcing as soon as you want. We calculate Match 
Scores on the fly, so whenever you create your Match Criteria, we will apply it to all 
previously applied applicants in that job as well as future applicants.

ADDING PREVIOUS MATCH CRITERIA 

As you use Plum for your hiring needs, you will have Match Criteria you or your team 
created for previous jobs that you would like to add to a new job. For one, the job may 
be the same as a previous job, but you like to keep your applicants separated by hiring 
time frames. We make it easy to add any previously created Match Criteria to a job.

If other Match Criteria exist, you will see a drop down selector that lists other Match 
Criteria. Simply choose a Match Criteria you want to add and when you are done, click 
the "Save & return to job list" button. Any Match Criteria added will now be available in 
the Applicant Dashboard for this job.

MATCH CRITERIA  SURVEY

The Plum Match Criteria Survey is a series of questions that takes 5-8 minutes to com-
plete. We ask what you are looking for in an employee for the particular role. When 
completed, our system determines the Match Criteria for the role. continued...
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MATCH CRITERIA SURVEY continued

To take the survey, simply click on MATCH CRITERIA in your job list or the CREATE 
MATCH CRITERIA button in any applicant dashboard. You will then be asked to choose 
statements that you feel are most important and least important to the role. At the end of 
the survey, you may have traits that are tied. In this case, we will ask you to rank these 
tied traits in order of importance. Once that is complete, we will present you with the six 
criteria you determined were most important to the role. You can name, accept and apply 
your new criteria to the job, or you can edit your answers.

You can edit your already created Match Criteria (and rename it if you like) in any job by 
clicking EDIT YOUR MATCH CRITERIA in the applicant dashboard of the job you wish to 
edit your match criteria or clicking MATCH CRITERIA in a job in the job List.
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JOB LIST

SENDING APPLICANTS TO DISCOVERY SURVEY

This is where all of your jobs reside and is the first place you are taken every time you 
login. Clicking the Plum logo in the top-left corner of any page will bring you back to your 
Job List.

This is the same process as when you are adding a job, but we also place it here for 
every job so the assessment link is easy to get to at all times.

Applicants can be directed to take the assessment in two ways:
Email an applicant: Plum makes it easy to email applicants with a request to complete 
the assessment. Clicking EMAIL will open your default email program with a pre-written 
message that’s ready to be sent. BCC multiple email addresses to batch send these 
requests. When using an Applicant Tracking System (ATS), use this email as your template.

Add to your job post: Plum links can also be added directly to your job posts. For 
instance, on your careers page on your website or on job boards that allow the use of 
external links. Every job receives a custom bit.ly link to an application form for that job.

Either way you choose to send applicants to the Talent Assessment, Plum will collect 
their resumes and cover letters, direct them through the assessment, and calculate their 
match for the role. We think it’s pretty magical.
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VIEWING APPLICANTS

Once you have applicants applying to your 
job(s), you will be able to view them by 
clicking on the name of the job or on the 
number of Total Applicants in your job list. 
This will take you to the Applicant Dash-
board for that job.

EDITING YOUR JOB (SETTINGS)

You can edit your job by clicking the gear 
icon on the right side of each job. Here you 
can rename your, add/remove team mem-
bers, and add/remove Match Criteria.

CLOSING JOBS

You can close your jobs by clicking the 
CLOSE button on the right side of each job. 
Closing your job prevents new applicants 
from applying. You will still be able to view 
already applied applicants.

When closing a job, you will be asked to 
confirm if you really want to close the job.

Your job's status will be changed to 
CLOSED. To reopen your job, click the 
OPEN button where the CLOSED button 
was previously.
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Note We add 20 example applicants when you create your first job to make it easier to understand how 
our system works. You will notice 20 new applicants when viewing your job list for the first time. You can 
remove them by clicking REMOVE EXAMPLE APPLICANTS under the total applicant count.



EXPORTING APPLICANT DATA

You can export your applicant data which includes all of their scores from the Talent 
Assessment as well as match scores for all Match Criteria applied to the job. To export, 
click the gear icon to the right of any job and select Export Candidates to CSV.
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APPLICANT DASHBOARD

APPLICANT LIST

This is where you review your applicants for any given job. When a Match Criteria is set, 
we sort your applicants by highest Match Score by default.

The list on the left is your applicant list. You will find applicants Match Score, name, applied 
date, whether they are a new applicant since your last login, and if they have uploaded a 
resume and cover letter (hover over their card to see their resume and cover letter.)

You can search for applicants by typing into the Search box at the top of the Applicant List. 
You can search first or last name and the list will filter as you type. You can also sort by 
APPLY DATE or MATCH by clicking the corresponding sort option at the top of the Applicant 
List located under the search bar.
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MATCH SCORE

Plum calculates a match between each applicant and 
the behavioral needs of a job, called the Plum Match 
Score. This score is expressed as a number, ranging 
from 11 to 99. High scores represent a better match.

A “good” match starts at 70: these applicants can be 
expected to have some (but not all) of the needed 
dimensions.

If there are more than one Match Criteria that can be 
set for the job (multiple team members have taken the 
Match Criteria Survey for the role), and you select 
another Match Criteria from the drop down in the 
top-left of the Applicant Dashboard, the Match Score's 
of your applicants will update accordingly.

If you want to clean up your applicant list, you can reject applicants you do not plan on 
shortlisting by clicking the REJECT button in their profile. Note that Plum does NOT send 
out a rejection email to the applicant when you reject them in our system. Correspon-
dence with regards to interviewing and rejections are left to you.

You can print an applicant's profile by either clicking the Print icon to the left of their name 
(shown below) or use your browsers traditional way of clicking "File" then "Print" function.

REVIEWING APPLICANTS
The below steps are the preferred way to use the Plum system.
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STEP
1

Create or select a Match Criteria so you can enjoy the benefits of Plum Match Scores.

STEP
2

Review applicants in the TO BE REVIEWED list with the highest match scores first by
clicking on their name and viewing their profile.

STEP
3

STEP
4

Shortlist applicants that satisfy your initial review by clicking the SHORTLIST button
in their Profile (more on Pipeline Management coming up).



PIPELINE MANAGEMENT

These buttons are how you move your applicants between categories. Plum uses To Be 
Reviewed (your default list), Shortlisted, Rejected, and Hired. In Progress simply displays 
those applicants that have not yet completed the Plum Discovery Survey (they are automati-
cally sent reminders 24 hours and 72 hours after applying.)

You can move applicants between these lists as you see fit without losing any data between 
lists. This means if you reject an applicant, you can still view their entire profile in your 
Rejected list (located below your To Be Reviewed list) at any time and move them back to To 
Be Reviewed if you choose. Plum does NOT notify applicants when you move them in and 
out of pipeline stages. Correspondence with applicants outside of reminders for them to 
complete the assessment and account information regarding the assessment are left to you.

Note The applicant list is global to you and all other hiring managers assigned to that job. This means that if 
you shortlist, hire or reject an applicant, when another hiring manager assigned to the job logs in, they will 
see your changes and vice versa. At the bottom of every profile is applicant Activity that tracks any of these 
changes. Also, the applicant card itself will show who shortlisted, hired or rejected any given applicant.

When you hire a candidate (candidate must 
be shortlisted first), an action sheet will pop 
up. Here, you will choose who the supervi-
sor of your new employee will be. The 
default selection is you, but you can choose 
a hiring manager that was added to the job 
in the drop down. If the employee's supervi-
sor is not listed, you can choose Add Email 
and then type in the email of the supervisor.

Once that is done, the supervisor will 
receive a performance review survey 
45-days later. This survey helps prove the 
e�cacy of Plum, as well as helps you keep 
track of employee progress
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MOVE APPLICANT

To move an applicant from one job to another, simply open the applicant's profile and 
click the Move Applicant icon.

INTERVIEW GUIDE

You can request an Interview Guide once you have shortlisted your first applicant in any 
job. After shortlisting an applicant, you will see the Interview Guide button appear under 
the SHORTLISTED heading.

Note The applicant IS NOT notified when you move them to another job. Also, if the applicant uploaded a 
resume and/or cover letter, they will also be copied to the new job application. Lastly, we call the feature 
Move Applicant, but what it is really doing is copying the applicant to the new job. They will remain in any 
job to which they originally applied.

A list of open jobs that you have access to will appear. Choose the job you want the 
applicant to be moved to and click ADD TO JOB.
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INTERVIEW GUIDE continued

We build the Interview Guide based on the currently selected Match Criteria. Please give 
us up to 48 hours to deliver the guide once you've requested it. The average time is 
closer to one hour. The questions are based on the Match Criteria that is selected at the 
time of the request.

After we deliver the Interview Guide, you will be asked to choose six questions (out of 
48) to use in your interviews. Make sure to ask the same questions to all of your candi-
dates as this will provide you with a standard metric across all of your interviewees.

You will score each candidate on each of their answers based on a scale of 1, 2, or 3. 1 
denotes that the candidate did not describe an experience/situation related to the ques-
tion or their response was ine�ective. 3 means they thoroughly described an experi-
ence/situation based on the question and their answer was highly e�ective.

PLUM MATCH STRENGTH

To help determine how strong an applicant matches in any given Match Criteria trait, we 
provide strength symbols to the left of the trait name.

Excellent means that the applicant scored very high in the corresponding trait.

Great means that the applicant scored high in the corresponding trait.

Good means that the applicant scored above average in the corresponding trait.

Average means that the applicant scored average in the corresponding trait.

Fair means that the applicant scored below average in the corresponding trait.

No Match means that the applicant scored low in the corresponding trait.

MATCHING FACTORS FOR THE ROLE

These are based on your six Match Criteria traits which are calculated from the Plum 
Match Criteria Survey. Plum groups the top two traits derived from that survey as CRU-
CIAL to the role. The next two traits are considered IMPORTANT to the role, while the 
final two traits are considered USEFUL to the role. Crucial traits weigh the heaviest 
towards the applicant’s overall match score; Important traits weigh less while Useful traits 
weigh less than both.
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MATCH NOT RELEVANT TO THE ROLE

These are the six traits that you did not deem important to the role in the Match Criteria 
Survey. While these aren’t important to the role, they can help with preparing for inter-
views and, if hired, fitting the new hire with your company’s culture.

PERCENTILES

You may have noticed that we provide scores in percentiles. Percentiles are a means to 
divide or rank populations by standard distribution values. Plum uses its data to rank all 
applicants across the entire workforce. A Plum trait score can range from 0-100. Appli-
cants that score above the 84th percentile consider that trait very important. Applicants 
that fall in the range of the 25th to 75th percentile of any given trait are average with 
regards to their prioritization of said trait. The below illustration of a bell curve shows how 
normal distribution works. In this example, the applicant scored in the 65th percentile in 
Industriousness and the 92nd percentile in Problem Solving.
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EXAMPLE JOHN DOE SCORES IN 65TH PERCENTILE FOR INDUSTRIOUSNESS

EXAMPLE JOHN DOE SCORES IN 92ND PERCENTILE FOR PROBLEM SOLVING

Bell curve based on workforce distribution

Bell curve based on workforce distribution



PLUM TALENT BADGES

These are badges that the applicant earns when completing the Plum Discovery Survey. 
They are composites of the 12 traits that Plum assesses. Depending on how strongly they 
scored in each trait that makes up each talent, applicants can earn three levels of 
badges. Plum Purple badges are reserved for those applicants that scored in the top 5% 
of the workforce in that talent. Gold badges signify applicants that scored in the top 15% 
of the workforce while silver badges represent the top 40% of the workforce.

These are mainly for applicants, however employers find them useful as well. We don't 
recommend that you weigh these talents similarly to the Match Score, as the latter is 
much more predictive of performance and role fit than the former.
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ACCOUNT MANAGEMENT

7-DAY TRIAL

The Account Management page allows you to view your credit card on file and your 
payment history.

If you are still in trial, you will see an alert at the top of your job list indicating how many 
days are left in your trial. At anytime, you can click the Account Management link in that 
alert to be brought to your Account page, here you can complete the purchase process.

PURCHASING WHEN IN TRIAL

When starting with a FREE TRIAL, to purchase a subscription for Plum you simply click on 
the Account Management link in the Trial Alert at the top of your job list, or click your "Hi" 
menu in the top-right of the screen and select Account Management.

Click the green Buy Now button to begin the purchasing process.

FOR ADMINS
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PURCHASING UPFRONT (NO TRIAL)

Regardless if you are coming from our free trial or purchasing upfront, the process to pay 
is roughly the same. However, when purchasing upfront, you will be sent a link from our 
sales team that will guide you through the process of account creation and purchasing.

On the payment page, you can choose to pay monthly or annually. Paying annually will 
save you 10%.
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