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APPLICANT REVIEW:
MOVING CANDIDATES THROUGH THE WORKFLOW

Typically, the hiring manager will be responsible for the initial review of applicants. To have
full access to applicant data including the candidate’s application, you should be logged in as
the “hiring manager/search committee chair”. As the Dean/Director or VP/(SVP) Provost, you
will be able to view cover letter and resume, but may be limited, and unable to view the

appli

cation.

To review applicants for a particular posting, you must:

1. Click on “Postings” tab

Change your user group to “Hiring Manager/Search Chair”

2. Select “Search Staff”, “Search Faculty”, or “Select Student” (depended upon the

category of the posting)
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3. a) In the row of the desired posting, Click “View Applicants” under ‘Actions’, or
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3. b) Click the corresponding link to the posting to reveal the posting detail, including

applicants

r~] Posting: Assistant Director for Student Activities (Staff)

Current Status: Closed

See how Posting looks to Applicant
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c) You may view a bar graph summarizing the answers to the supplemental
guestions. You may click links within the graph to identify corresponding
applicants

4. After reviewing applicant documentation, the hiring manager and/or search chair
must indicate the applicant’s next step in the workflow.

**Applicants can be moved through the workflow individually or in bulk.

a)  Tomove in bulk:
* click the box next to the name of the applicants that you would like to
move through the workflow.
Note: This is generally done when you have chosen the individuals to
interview or not to interview
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* Select the “‘Action’ button and click on “Move in Workflow”

Applicant Current State New State Reason

Jonathan Parks Select a workflow state... E
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* Select the ‘new state’ or next step in the process for the applicant



b) To move individually:

* Click on the applicant’s name
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* Select the “Take Action on Job Application” button and select the next
step in the process
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Search committee members should be identified when the posting is created.
Search committee members have access to the “Applicant Review” screen for
postings that identify them as members of the search committee.

If you did not identify a search committee for the posting initially, please
contact HR to assist you in setting your committee up electronically.




