
How to Guide: Applicant Workflow 
 
The hiring manager or search committee chair is able to move an applicant one step at a time through 
the applicant workflow. Keeping applicant workflow statuses up-to-date during the search process is an 
efficient tracking method for the search committee, provides the University with important hiring data, 
and helps keep applicants informed of where they stand.   
 
Please see the below applicant workflow statuses. The statuses noted with an (*) indicate that People 
Admin will automatically email the applicant when they are moved to that workflow status. 
 
It is highly recommended that you follow up with a personal phone call, email, or letter if you 
interviewed a candidate by phone or on campus and they have not been selected.  
 
You can change the applicant workflow status for one applicant at a time or if you have several 
applicants to move to the same workflow status, you can move multiple applicants all together (see 
Option 1 vs. Option 2). 
 
Please note, when an applicant is moved to a workflow status that indicated they have not been 
selected the system will prompt you to select a reason why that person was not selected (see last 
section, “More about Not Selected”). 
 
Applicant Workflow Statuses:  

 
 



Transitioning Applicants in the Workflow: 
1. Login 
2. Applicant Tracking Module (blue) 
3. Change your current group to Hiring Manager/Department Chair 
4. Hover over Postings tab and click Staff 
5. Locate the job posting 
6. Click the job posting’s title to open it 
7. Click on the Applicants tab 

 
Option 1: Move one applicants at a time: 

1. Click on the applicant’s name 
2. Hover over the Take Action on Job Application box (orange, upper right corner) 
3. Click on the appropriate workflow action from the drop down menu. 

 
Option 2: Move several applicants at a time: 

1. Check the box next to the desired applicants 

 
2. Hover over Action (orange box) 

 
3. Select “Move in Workflow” from the drop down menu 
4. You will be taken to a page where you can select the appropriate workflow state for each 

selected applicant 
5. To change all selected applicants to the SAME workflow state, use the drop down menu near 

the top of the page marked “Change for all applicants.” To customize the workflow state for 
each selected applicant, please see step 6.  

 



6. To customize the workflow state for each selected applicant, use the drop down menu next to 
each respective applicant’s name marked “New State.” Using this drop down menu allows you 
to select a different workflow state for each selected applicant.  

 
7. Click Save Changes 

 
 
 
 
More about “Not Selected”: 
 
If an applicant is transitioned to Not Selected (or another workflow status that indicated they have not 
been selected) a new drop down menu will appear and you will be required to indicate a reason why 
this individual was not selected before clicking Save Changes.  
 
The reason you indicate will not alter the content of the automated email the system sends the 
applicant.  
 

 
 
 
 
 


