
Viewing and Managing Applications 
Part 2 - Changing Applicant Statuses
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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 

• You can also change each individual status by clicking on the status name for each applicant.

• On the 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.
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Changing the Status of an Applicant 

• The bars across the top will show how 
many applicants you marked for a 
particular color. 

• From the drop-down menu, select the 
status you want to move applicants to for 
each color marked. Click next to move 
the status of your applicants.
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Changing the Status of an Applicant 

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

• Please note: There is an option to 
send an email to the applicant(s) 
updating them on their status if 
you select “yes”. 
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Status Options

• The following list shows other statuses 
you 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 applicant you interview 
to this status after their interview is 
complete. 

• Create offer for approval – Once 
you have identified your candidate, 
you will select this status to begin 
the 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 these statuses in 
a separate training.
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For more information, please contact your 
Talent Acquisition Specialist or HR Business 

Partner!

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