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Changing the Status of an Applicant

As you review applicants, the three colored boxes on the left can be used
to sort the applicants.

Please note: If you leave this screen before moving the applicant’s status,
it will not save the boxes that you have checked.
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Changing the Status of an Applicant

* Onthe top left side of the screen, select bulk move from the drop-down menu to move multiple
applicant statuses at a time. You can also move one applicant at a time using this same feature.
*  You will need to turn off your pop-up blocker for the applicant status to change.

New applicant | Search by answers to questions | Merge applicants | [Selectabulkaction v
Bulk apply
Bulk categorize
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* You can also change each individual status by clicking on the status name for each applicant.



Changing the Status of an Applicant

Bulk action status: & 4 Applicants @ 2 Applicants Complete
YOU Nave requested o Move 4 applicants.

Select a status to move these applicants to: The bars across the tOp WI” ShOW hOW
many applicants you marked for a
particular color.

Application status:  Select v

Bulk action status: & 4 Applicants ~ @ 2 Applicants » Complete

You have requested to move 4 applicants.

Select a status to move these applicants to:

slcaton satus: [ 5o . - From the drop-down menu, select the
e status you want to move applicants to for

Hold for further review

Selected for Interview eaCh COlor marked. ClICk next tO move
oo et o approva the status of your applicants.

Not Hired - HRBP Reviewed

Not Hired - Recruiter Reviewed

Not Hired - Department Reviewed

Not Hired - Search Committee Reviewed
Not Hired - Interview

Not Hired - Dept Required Background Check Bulk action status: & 4 Applicants @ 2 Applicants Complete

Not Hired - Reference Check You have requested to move 4 applicants.

Not Hired - Create Offer for Approval

Not Hired - Online Offer Made s Select a status to move these applicants to:

Not Hired - Offer Accepted

Interview Event - Interview invite - (HR Use Only) Application status: Select -

Interview Event - Interview accepted - (HR Use Only)
Interview Event - Interview declined - (HR Use Only)

Interview Event - Interview Complete - (HR Use Only) cancel
Interview Event - Interview unsuccessful - (HR Use Only) -




Changing the Status of an Applicant

Bulk action status: & 4 Applicants ~ @& 2 Applicants Complete

You have requested to move 4 applicants to the status "Forwarded to Dept".

You now have the opportunity to notify these people:

« At the bottom, select Move Now
to change the status of your
selected applicants.

Communication template: - No template — v

» Please note: There is an option to

send an email to the applicant(s)
updating them on their status if

I w ” Status Date Time Applicants affected
you Se eCt yes b New application % Dof4
Line manager review 1 % pof4

Ointerview 1 All

interview 2 All

D offer accepted All

Ooffer declined Al

[ offer made All

& Show all

= Note

The following will be added to the applicant notes for administrators to view:



Status Options

« The following list shows other statuses
yé)ut may use when moving an applicant’s
status.

* Hold for further review - You will
use this status to move applicants if
you need a way to separate your
applicant pool before you schedule
interviews.

» Selected for interview - You will
move an applicant to this status
when they have been selected for
an interview.

+ Interview complete - You will
move every aplg_) Icant you interview
to this status after their interview is
complete.

+ Create offer for approval - Once
you have identified your candidate,
ou will select this status to begin
he offer process.

» See Creating and Submitting
Offer Card training for
additional information.

» Please note: You will also use the Not
Hired statuses to disposition your _
applicants. We will cover thesé statuses in
a separate training.

Hold for further review

Selected for Interview

Interview Complete

Create offer for approval

Mot Hired - HRBP Reviewed

Mot Hired - Recruiter Reviewed

Not Hired - Department Reviewed

Mot Hired - Search Committee Reviewed

Not Hired - Interview

Not Hired - Dept Required Background Check

Not Hired - Reference Check

Not Hired - Create Offer for Approval

Mot Hired - Online Offer Made

Not Hired - Offer Accepted

Interview Event - Interview invite - (HR Use Only)
Interview Event - Interview accepted - (HR Use Only)
Interview Event - Interview declined - (HR Use Only)
Interview Event - Interview Complete - (HR Use Only)
Interview Event - Interview unsuccessful - (HR Use Only)
Application Incomplete

System Disqualified

Application Submitted

Application Withdrawn

Tier 1 - Highly Recommended - (HR Use Only)
Tier 2 - Marginally Recommended - (HR Use Only)



For more information, please contact your

Talent Acquisition Specialist or HR Business
Partner!



https://hr.ua.edu/staff-recruitment-resources/recruiters-by-assigned-area

	Slide Number 1
	Changing the Status of an Applicant
	Changing the Status of an Applicant 
	Changing the Status of an Applicant 
	Changing the Status of an Applicant 
	Status Options
	For more information, please contact your Talent Acquisition Specialist or HR Business Partner!

