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What you do: What you see: 

To Update 
Applicant 
Statuses  from 
the Dashboard 

Click the # to the 
left of “jobs open” 
in the tile labeled 
“New Requisition” 
OR click the word 
“Jobs” from the 
top blue bar OR 
click on “Manage 
Jobs” from the 
stacked menu on 
the left-hand side 
(hamburger 
menu) 
 

***Tip: Be 
sure to 
always allow-
pop-ups for 
PageUp. 
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Click on the 
Working 
Title/Posting Title 
or “View” to open 
the requisition 

OR 

Click on the title 
hyperlink 

Note: For Benefits 
Eligible positions, 
a candidate 
evaluation matrix 
and/or 
evaluation forms 
must be 
submitted to the 
search advisor 
before applicant 
statuses can be 
updated in the 
system  

 
 

 
 
 

View 
Applications 

From the 
requisition click 
the “view 
applications” blue 
bubble to the 
right of the Job 
Title   

Tip: To download 
a blank matrix 
with applicant 
names, click on 
the Reports tab 
and run the 
Candidate 
Selection matrix 
report. A new 
window will open 
with applicant 
names.  At the 
bottom of the 
window “Select a 
Format” = Excel 
(2007+) File and 
Export.   
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To update an 
applicant’s status 
one by one, click 
on the applicant’s 
status.  All 
applicants come 
into the system 
with a status of 
“New”   

A “Change 
application 
status” pop up 
box will appear   

Select the 
appropriate 
Status from the 
Drop down box 
and select “Next” 
For any 
disqualifying 
statuses, an 
additional 
disposition reason 
will need to be 
entered   

**Note: All 
candidates should 
receive a 
notification when 
the position has 
been filled. If 
personally notifying 
candidates, be sure 
to select the 
application statuses 
that do not send an 
email so candidates 
do not receive 
double notifications. 
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Confirm Status 
Change 

Click on the 
“Move Now” 
button for all 
statuses that are 
not disqualifying 
or a 
recommendation 
for hire  

 

 

 

Notifying 
Candidates that 
have not been 
selected 

Select the 
appropriate Non-
selection Status, 
click 
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Confirm Status 
Change 

The appropriate 
email 
communication 
template will 
default based on 
the Non-Selection 
status selected  

 

 

 

 

 

 

Scroll past the 
email template 
and down to the 
Selection reason 
disposition reason 
drop down box  

 

 

 

 

Select the 
appropriate non-
selection reason 
from the drop 
down box  

*If the 
appropriate 
reason does not 
exist, contact 
Employment 
Services   
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Recommend for 
Hire & 
Completion of 
Offer Details Card 

Click on the final 
candidate’s status   

A “Change 
application 
status” pop up 
box will appear.  
Select 
“Recommend for 
Hire “from the 
Drop down box 
and select “Next”.  
The Offer Details 
card will open up 
as a separate 
window   

Recommendation
s for Hire should 
be discussed with 
the Search 
Advisor prior to 
moving them on 
in the system 

 

Entering Offer 
Details 

The Offer Card 
will show the final 
candidate’s name 
and personal 
information and 
Job Details  

 

The Offer Details 
section will show 
pertinent position 
information 
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Scroll down to the 
Position details 
section and enter 
the Start Date, 
End date if 
applicable, annual 
salary or hourly 
rate of pay (if 
applicable), Pay 
Step (if 
applicable), 
Standard hours (if 
applicable) and 
any other fields 
that may apply 

 

Scroll down to the 
Offer 
Contingencies/Pre
-employment 
Checks section     

Offer 
Contingencies/Pr
e-Employment 
Checks 

Select the 
appropriate pre-
employment 
checks by 
selecting the 
“Yes” radio 
button  

**All FT & PT 
employees must 
have a Standard 
Background 
Verification prior 
to their official 
start date.  Some 
positions require 
additional checks.  
If you have 
questions about 
this, please 
contact 
Employment 
Services   
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FOR FACULTY 
OFFERS ONLY 

Enter the 
information in the 
appropriate fields 
for all Tenure 
Track and Non-
Tenure positions  

 

 

***For all other 
hires, skip to the 
Onboarding 
section 

 

***Onboarding is 
currently not live  

Enter the 
Supervisor’s name 
in the Reports to 
Manager field by 
entering their 
email address or 
by searching for 
them by name 
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Selecting the 
Appropriate 
Approval Process 

 

 

**Most approval 
processes will 
default the names 
of all approvers.  
In some cases, the 
Hiring 
Manager/Depart
ment Admin may 
be required to 
enter the email 
address/name of 
the approver.  It 
will default the 
next time an offer 
is entered 
selecting the 
same approval 
process   

 

The offer will not 
be submitted until 
the approval 
process is 
selected and 
submitted  
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Multiple 
Applicant Status 
Changes – Bulk 
Move 

Click on the check 
boxes to the left 
of the applicant 
name   

 

The green, yellow 
and red boxes act 
as “buckets”.  You 
determine what 
each “bucket” 
/color relates to 
in terms of 
statuses   

Once applicants 
have been 
checked off in the 
appropriate 
bucket, you can 
select “Bulk 
Move” from the 
“Select a bulk 
action” drop 
down menu at the 
top of the page  

Select the 
“Application 
status” that 
pertains to the 
first “bucket” and 
click “Next”.  The 
appropriate 
communication 
template (if 
applicable) will 
show up.  Once 
you confirm, you 
will have to do 
the same for the 
next bucket   

 

Example: Check 
green for all 
candidates who 
are going to be 
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selected for 
Phone/Skype 
Interview.  Yellow 
or red can be 
checked for 
candidates who 
are not being 
selected for 
interview.   
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