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As a Hiring Manager, How Do I Change Statuses in My Applicant
Pool?

As the Hiring Manager, you will need to review incoming applications and help move them through
the differing statuses until the job is filled or cancelled.

Navigation
First, log into myUFL in order to access Careers at UF. Use the following navigation path:

NavBar - Main Menu > Human Resources - Recruiting > Job Requisitions

Reviewing Applicants

1. After logging into Careers at UF, select Jobs open.

= PageUp® wen

My Dashboard

Welcome John, this is your Dashboard where you will see all your tasks organized in various stages.

- \
- ¢ HE
New job Advertisements Applicant Progress
Board

8 Jobs open 1 Advertisements

A holistic view of the
applications for each active

job you are recruiting for

( Review applications )
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2. Select View job to access the job posting. (Alternatively, you may select Review applications to
navigate directly to the applicant pool.)

Jobs People Reports Recent items

= Page Llp..’ —

My jobs

Visibility Status

All jobs My jobs All Current Nen-current

8 search results

Job number Posting Title Date added 3= Status Request Provider First Name Reports to Provider First Name

Administrative Support Assistant Review applications
515920 Oct 14, 2021 Approved John Sun
View job

3. After selecting View job, click the View applications button to navigate to the applicant pool.

4. Review the applications. Two viewing options are available, list view and card view. To switch
between the two views, click the appropriate button located above the applicant pool.

Jobs People Reports Recent items

= PageUp.’ —

@ How to use Manage Applications

515920 - Administrative Suppgrt Assistant Il ¥  Job status: Approved Position: 1 Owner: John Sun  View job

Switch to List View 4z Sort cards @ Card Settings Anonymize Profiles < >

=* Filters Q Switch to card view L} Table Settings
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List View

— PageUp. Jobs People Reporis Recent items
= - BETA
515920 - Administrative Support Assistant il v Job status: Approved Position: 1 Owner: John Sun  View Job © Guided tour
= Filters Q, Search by name, Switch to card view {} Table Settings
Applicant name Flags Documents Actions

22021

OO0 Christopher Robin Group - Moderately Relevant Form | Progress
& test.christopher.robin_111@gmail.com h

OO0 Winnie Pooh Interview Form ( Progress
& Testwinnie.the.pooh.12245@gmail.com h

Resume

OO0 Spider Man Interview ( Progress
& Test'SpiderMan**@yahoo.com Form b
“ _7 a0 Resume —_—
OO0 Alli Gator Interview Unsuccessful* | Progress
& testAlligator@yahoo.com Form b
ocTt 021 _—
[elele) DylanTEST RognessTEST Group - Least Relevant | Progress || Decline | i
Card View

Jobs People Reports Recent items

515920 - Administrative Support AssistantlIl ¥ Job status: Approved Position: 1 Owner: John Sun  View job @ Howto use Manage Applications
Switch to List View 4z Sortcards © Card Settings Ancnymize Profiles < >
Quick filters ~  Group - Moderately Releva... &OO Group - Least Relevant (1) [elele) Interview (2) (61616 Interview Unsuccessful* (1) O OO
U4 Stat th Applicati
9 statuses with Applications Christopher Robin DylanTEST RognessTEST Winnie Pooh Alli Gator
Shortlisted Applicants ) [~ = 1
Current Application Statuses
N Form Form Résumé Form Form Résumé
Internal Applications
Fl;
Lo Unsuccessful v Progressv OO O Unsuccessful v Progressv OO O Unsuccessful v Progressv OO O Unsuccessful v Progressv O OO
Application status Select all Spider Man
~

Unsorted applications (0) @&
Group - Highly Relevant (0)
Form  Résumé
. Group - Moderately Relevant (1)

Group - Least Relevant (1) Unsuccessful v Progressv O OO
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Moving Applicants

There are multiple statuses available to
which you can move an applicant or
applicants. Hiring personnel can
determine which of the statuses to use
to help manage job applicants. Any
status with an asterisk (*) next to it
signifies that an automatic email is sent
when an applicant is placed in this
status. The statuses “Hiring Manager
Review Unsuccessful” and “Interview
Unsuccessful” will end the application
life cycle and submit communication to

the applicant. All applicants must

Bulk move

Bulk action status: & 1Applicant ~ Complete

You have requested to move one applicant.

Select a status to move this applicant to:

Application status: | Select

Select

Group - Highly Relevant
Group - Moderately Relevant
Group - Least Relevant
Phone screen

Interview

Interview Unsuccessful*

Reference Collection

Recommended For Hire/Clearance Request*
Offer made

Offer accepted

Offer declined

New

Posting Cancelled

eventually be moved to a Terminal

Status to close the job requisition.

Changing an Applicant’s Status - List View

1.

= PageUp®

515920 - Administrative Support Assistantll v

= Filters Q, Search by name.

ocation, ema

Applicant name

Job status: Approved Position: 1 Owner: John Sun

Select the check box beside the applicant that you wish to change the status of.

Jobs  Pecple  Reports Recent items HR3

View Job @ Guided tour

Switch to card view

Anonymize profiles

Application status £

OO0 Form
= test.ch l 1M@gmail.com
2. Click the bulk action drop-down field.
E pageUp. Jobs People Reports Recent items HR3 o
515920 - Administrative Support Assistant 1l v Job status: Approved Position: 1  Owner: John Sun  View Job © Guided tour

3 Filters

Q

Search by name, location, ema

Applicant name

jedeles

@ tselected A

@ Oselectec

0 selected A

Switch to card view Anonymize profiles

Application status

Form

Form

Press ESC to deselect all

~ Bulk Actions A [E] Share feedback
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Changing an Applicant’s Status - Card View

1.

Jobs

Select the diamond check box on the card of the applicant who you wish to update.

Recent items

People

Reporis

515920 - Administrative Support Assistant Il

Quick filters ~  Group - Moderately Releva.. (OO

OO0 Group - Least Relevant (1)

Statuses with Applications

Christopher Robin DylanTEST RognessTEST

Shortlisted Applicants [~
Current Application Statuses
Résumé

Internal Applications

Unsuccessful v Progress v OO

Flags v Unsuccessful v

Application status Selectall
Unsorted applications (0) @
Group - Highly Relevant (0)

Group - Moderately Relevant (1)

Group - Least Relevant (1)

Hiring Manager Review Unsuccessful® (0)

Bulk Actions O 2 selected A O selected A

@ ¢

Job status: Approved Position: 1 Owner: John Sun

O
AL

View job

Unsuccessful v

SO
Progress v (5

Spider Man

Résumé

© Howto use Manage Applications

Switch to List View 4z Sort cards ‘@ Card Settings Anonymize Profiles < >
Interview (2) OO¢ Interview Unsuccessful* (1) O OO
Winnie Pooh Alli Gator
~1 [~ ~]
Résumé

Progress v @ O

Unsuccessful v Progressv O OO

K

Unsuccessful v

Progressv @ OO

) selected A

Press ESC to deselect all

2. Click the bulk action drop-down field.

Group - Moderately Releva... & OO Group - Least Relevant (1)
Christopher Robin DylanTEST RognessTEST
=

Résumé

~N S O
Unsuccessful v Progress v (3 (O

Unsuccessful v

Bulk Actions @ 2 selected A ]

selected A

Progress v

NN TN i NN Y
WONS NS InterVIew (2} wONS NS
Winnie Pooh
= =
Unsuccessful v Progress v @O QO
NES S
NS N
Spider Man
]
Résumeé

Unsuccessful v

e 0 selected A

Progress v &) OO
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Available Bulk Actions:
Bulk assign - assigns applications to be viewed by other users

b. Bulk communicate - communicates with the applicants to update them on the status of the
position

c. Bulk compile and send - selects documents and notes for a number of applicants and
compiles to send as a PDF

d. Bulk export — creates a task that exports applications to an Excel spreadsheet

e. Bulk invite to apply - sends requisition information to a potential applicant and invites
him/her to apply

f. Bulk move - moves applicants to different application statuses

g. Bulk move and send - sends applicant information to another user or reviewer and also
moves the applicant to a different application status

h. Bulk talk/reminder - sets a task/reminder regarding specific applicants

i. Bulk apply - this feature is not available

3. Choose change status.

Change status

Bulk communicate
Bulk compile and send
Bulk assign

Bulk export

Bulk move and send

A Bulk Actions w
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4. Select the desired status.

Bulk move

Bulk action status: & 1Applicant ~ Complete

You have requested to move one applicant.

Select a status to move this applicant to:

Application status: | Select X

Select

Group - Highly Relevant
Group - Moderately Relevant

Group - Least Relevant

Hiring Manager Review Unsuccessful* h
Phone screen )
Interview
Interview Unsuccessful*
Reference Collection
Recommended For Hire/Clearance Request*
Offer made
Offer accepted
Offer declined
New

5. Click the Next button.

6. Complete the status change page that appears if needed.

For statuses that are not terminal, you can select to use a communication template to send
email correspondence to the applicants. A best practice is to wait until the recruitment
process is complete before sending any emails to applicants.

7. Update the job status, if appropriate.

= Note

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

Update job status from Approved to Interviewing: ® Yes ©O No
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Updating the job status will change the status of the job requisition that you can see on the job card
and possibly on the Dashboard. This indicates where the requisition is its own life cycle. After the
selected candidate has been cleared for offer and accepts the offer, the department should update
that person’s status to “Offer” and this notifies Core HR that the hiring process is complete and the

job requisition should be marked as “Filled.”

1. Click the Move now button, if changing the job status.

2. Confirm the job applicant’s status has now changed to the new status.

Changing the status of more than one Applicant

You may wish to move more than one applicant to a different status. You can do this by selecting the
desired applicants and moving all together.
You may wish to move more than one applicant to a different status. You can do this by selecting the

desired applicants and moving all together.

1. Select all the applicants to update.

Jobs People Recent items

515920 - Administrative Support Assistantll v Job status: Approved Position: 1 Owner: John Sun  View Job @ Guided tour

= Filters Q, Search by name, location, ema Switch to card view Anonymize profiles

Applicant name Application status

Form

Form

Form

Test™Sp Man**@yahoo.com Resume

K

Form

OO0  AliGotor

Resume

O 3Iselected A O selected A @ O selected A Bulk Actions A Press ESC to deselect all

[{]
oS
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2. Click Select a bulk action drop-down field.

3. Choose change status.

4. Choose the desired status from the Application status drop-down field.

Change status

Bulk communicate
Bulk compile and send
Bulk assign

Bulk export

Bulk move and send

. Bulk Actions

Bulk move

Bulk action status: & 1 Applicant ~ Complete

You have requested to move one applicant.

Select a status to move this applicant to:

Application status: ‘ Select

Select
Group - Highly Relevant
Group - Moderately Relevant
Group - Least Relevant
Hiring Manager Review Unsuccessful*
Phone screen
Interview
Interview Unsuccessful*
Reference Collection
Recommended For Hire/Clearance Request*
Offer made
Offer accepted
Offer declined
New

| Posting Cancelled

r
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Click the Next button.

Complete the status change page as needed.
Update the job status, if needed.

Click the Move now button.

w P N ow

Confirm the status of the selected applicants has changed.

Additional Help

Further resources may be found in the Careers at UF Toolkit.

For help with technical issues, contact the UF Help Desk at 352-392-HELP or helpdesk@ufl.edu.

For assistance with policies and directives, contact Talent Acquisition & Onboarding at 392-392-
2477.
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