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All of the job applications are submitted and ready. What do you need to do? You’ll need to review the resumes
and applications, and reject applicants that don’t meet minimum qualifications. Continue to narrow your choices,
rejecting applicants as you go. Next, you will need to conduct interviews and reject applicants not selected. Once
you have chosen your preferred applicant and rejected all others, you will proceed to prepare a job offer.

Considerations

There are a few considerations to mention before we go further into the process:

e Veterans preference

e Downloading materials

Veterans Preference

In compliance with Chapter 295, Florida Statute, the University of South Florida is committed to providing
preference to U.S. veterans and spouses of veterans in hiring, promotion, and retention for all qualified positions,
as prescribed by the chapter. Qualified positions include all Staff positions. Preference does not apply to
Temporary, Administration, or Faculty positions. Each position that qualifies for Veterans' Preference will be
identified in the posting details.

Veterans Preference requires ALL qualified eligible veterans, including eligible spouses, be given an interview.
Applicants are required to submit the correct documentation in order to qualify for Veteran’s Preference. If the
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correct documentation has not been submitted, the department is required to contact the veteran at least three
times by various means such as phone or email. This means of contact is now required by the Department of
Veteran’s Affairs to provide the applicant the opportunity to submit the required documentation.

When making a hiring decision, if there are two final candidates in the pool with equal qualifications, the position
must be offered to the Veteran.

Downloads

Downloads

Documents affected by

Browser

Settings
IT Help Desk W

(813) 974-HELP (4357)

help@usf.edu

IT Documentation:

Pop-up Blockers

www.usf.edu/it
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During the process of managing applications, resumes and other attachments will need to be downloaded.
PDFs and Word documents are the most common attachments and they will either open or download
depending on the browser you use and your settings. If you need help with browser or pop-up settings, contact the
IT Help Desk or visit the IT documentation on Pop-up Blockers

Navigate Recruiting

Let’s look at the recruiting screens. From the USF Gems User Menu, click the Recruiting Tile.
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At the top of the page, click the “Recruiting Home” icon

[ Search Applicants Search Applicants

[ Search Job Openings

Browse Job Openings
Quick Search Keyword Search Advanced Search
] Creste Job Opening

] Pending Approvals

= Appiicant Pool Certification

|

o

Search Clear

|
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On the Recruiting home page, you'll see Quick links on the left, providing quick access to frequently used pages.
My job openings in the center provides a view of your job openings.

Recruiting Home

W~

..

B B %
o v E

;?: @ o)

(If you don’t see any job listings, try changing the personalization settings by clicking
the gear icon on the top right).
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1.10 Manage Job Opening

< Recruiting Home Manage Job Opening
Manage Job Opening NEXT/PREVIOUS ADD NOTES
@ Retun | @ Recruiting Home | B Search Job Openings N | " Refresh & N 1 &P

Job Opening ID 505( Status 010 Open

Job Posting Title Training Suppont Specialist Business Unit USF
Job Code 1110 (Training - Department tion
Position Number 00007452 (Training Support Specialist) Job Family STF (Staff
| Applicants || Applicant Search || Activity & Attachmenls| Details TARS
PHASE BAR
| All pplied Reviewed Screen Rout Interview Offer |
(5) ( ( a “
\pplicant FILTER/DOWNLOAD -|Personen:e Find | View All 1
Select Applicant Name Applicant ID Type Dispositiona Application Resume Reject Prin
O Elizabeth Bull 76716 External Reject im| e =)
O Bob Buli 76712 External Hold i) @ =
(] Charles Bull 7671 External Interview im| 0 (=]
0 Amy Bull 76711 External Offer i (] =
O Donna Bull 76714 External Reject im| @ =]
Select All Deselect All = Group Actions
gaRetum | g} Recruiting Home | & Search Job Openings | +f]Previous | 4[[[Next | & Create New | BB Clone | 7 Refresh | [g3Add Note | {")No Category

Once you select a job opening, The Manage Job Opening page opens. You will notice the header bar with
icons to jump quickly to other pages. You can move to the next or previous job opening. Use the Add Note icon
to add a note about the job opening. Notes created using “Add Note” will appear on the Activity and
Attachments tab. Below the job opening header, there are four tabs:

1. The Applicants tab is the default tab that we are on now, showing the applicants and their status. Use
this to review applicants and perform applicant-specific recruiting activities. Use the options at the top of
the listing to find an applicant, move to first/last in a list, view all applicants or download to Excel.
Downloading to Excel is a handy tool to provide search committees or interviewers with a listing.

2. The Applicant Search tab is not Currently used.

3. Use the Activity & Attachments tab to review the job’s status history along with job-related notes,
attachments, expenses, and saved applicant searches or add notes about the recruitment or about
applicants.

Use “Add Attachment” to add all documents pertaining to this job opening. Examples:
e Search plan
¢ Interview questions

e Interview notes from all interviews
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o Documentation required to seek hiring approval
¢ Employment verification

¢ Employment references

o Degree verification

o Copies of required license or certification

4. The details tab corresponds to the information from when you originally created the job opening. The
job opening template controls the content and layout of this tab’s subsections.

Also note the phase bar on the Manage Job Opening page; as you manage your applicants you will move
them through the phases from applied to review, then interview. The phase bar displays the number of
applicants at different stages. Clicking on a phase will filter the list to show only those applicants in that phase.

Application Icon

< Recruiting Home. Manage Job Opening

Manage Job Opening

Revrwe Sereen R tesiew offer
1) } 4 H

1 L0 O

il

arcn Jop Openings | #E]Frevious | of|Nex | 8 Greate Hew | (§1Cione | o Hatesn | Lt adaate | )N Category

Now that we’ve looked at the page for the job opening, let’s look at individual
applicants within that opening.

Starting on the Manage Job Opening Tab, review an applicant’s application by
clicking on the ‘Application’ Icon.
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Manage Application

Manage Application

oL g | o s ¥ art 4 |o
Applicant Job Opening
Phone Job Posting Titte
i

© Mark Revien a4 - . "L

| Application and Resume || Questionnaire | Interview || Offer 6

al information Attachments

Attachment Aftachmen
Titke Type

The manage application page opens with all of the information you need at your fingertips.
(1) Starting at the top, you still have the header bar with icons for quick access.

(2 and 3) Just below the header bar is the applicant information section and the job opening information
section.

(4) The process application section is where the applicant’s status is changed in the disposition process,
which will be covered in the next section.

(5) The lower section of the manage application page has tabs.

¢ On the Application and resume tab, the left side of the page contains information delivered by
PeopleSoft but not used by USF.

¢ On the right side, work experience , education, training and other information is below the
attachments section. Additional information is available by clicking the details icons.

¢ Inthe questionnaire tab, you can view how applicants answered a series of questions ranging from their
eligibility to work to their Veterans status.

¢ The interview and offer tabs will only show up if the applicant makes it to
the “interview” and “offer” stages.
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Dispositioning

All individuals who apply for a position with the University must be assigned
pre-defined disposition code in Careers@USF to document the reason the
individual was or was not selected for the position.

Prepare Job
Offer * Or Complete Hire

5 * Withdraw
Interview * Srsatal Job
L Offer for Approval

* Reject to DHR, Regional
o Withdraw HR or USF Health

HR

~ +Or Move to
Prepare Job Offer

.
Applied « Withdraw
* Reject * Or Move to
o Withdraw Interview

* Maove to Review

Recall the process application section where applicant statuses are changed during the disposition process.

Allindividuals who apply for a position with the University must be assigned a pre- defined disposition code in
Careers@USF to document the reason the individual was or was not selected for the position.

This process tracks where and why an applicant fell out of the hiring process, if they did not make it to the hiring
stage.

An applicant may fall out of consideration at any of the stages shown here: Applied, Review, Interview, Prepare
Job Offer or Hire. Applicants who fall out of consideration will enter a Reject or Withdrawn status, and must be
assigned a disposition code that provides the most appropriate reason.
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Applied Status

Applied Status

Process Application (7
Disposition 010 Applied

Reason
g -
Date 7 Mark Reviewed | (= Route 1 Interview ¥ Other Actions

While in APPLIED status the Hiring Department Representative will need to screen for the basic minimum
requirements and either:

¢ Reject any applicants that do not meet the basic minimum requirements.

¢ Or move an Applicant to a status of REVIEWED To move an applicant

to REJECT, use the REJECT icon.
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Reject Status

DA

Reject Status

Reyecl Apphcant

Applicant to Reject
. | ApplicantiD Ny
Process Application (7
Disposition 010 Applied
Disposition
Reason

Date

DNM Min Req - Communication
DNM Min Req - Education
DNM Min Reg - Experience
DNM Min Req - Relocation
DNM Min Req - Skilis

| DNM Min Req - Travi-Shift-Hrs

DUp Canoigaie Same Job Upenng

= Filed B4 Condidate Considered

“Hiring Freez-Position Cancel

Met Min Not Pref - Comm Skills
Met Min Not Pref - Education

Notes:

Met Min Not Pref - Experience
Met Min Not Pref - Job Knowledge
Met Min Not Pref - Skills
No FWS Award Letter
Not Eligible to Work in US
Not Most Qual - Fail PreEmp Tst
Not Most Qual - Poor Work Hist
Not Most Qual - Unsat Ref Chk
Not Most Qual - Unsat Interview
Offer Rescinded

glectad Internal Candida

CENTRAL HUMAN RESOURCES
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When an applicant is moved to REJECT status due to not meeting basic minimum requirements, select the most

appropriate of the following reasons:

Does not meet minimum requirements- for either Communication, Education, Experience, Relocation, Skills,

Travel-Shift-Hours
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Applied to Reviewed Status

Applied Status

Process Application (2
Disposition 010 Applied

Reason

7 -
Date Mark Reviewed | (= Route  * Interview  @DReject W Other Actions

REVIEWED

e "

WITHDRAWN INTERVIEW

CENTRAL HUMAN RESOURCES
Manage Applications Job Aid

Applicants who meet the minimum requirements should be marked as Reviewed by clicking the Mark Reviewed
icon. There is no reason to select when choosing Reviewed. From the Reviewed status, an applicant can be

moved to Reject, Withdrawn or Interview.

Reject Status

Reject Status

Regecl Applcant

Applicant to Reject
Applicand 1D Ny
% DNM Min Req - Communication
Erickts Application (o DNM Min Req - Education
Disposition 020 Reviewed B DNM Min Req - Experience
Reanon Disposition DNM Min Reg - Relocation
Disposition [ DNM Min Req - Skills

Date . DNM Min Req

Heason|

Met Min Not Pref - Job Knowledge
Met Min Not Pref - Skills

Not Most Qual - Unsat Ref Chk
Not Most Qual - Unsat Interview
Offer Rescinded

elactad Interna
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If the applicant does meet minimum requirements but is still moving to a REJECT status, select the most appropriate
of the following reasons:

e Duplicate Candidate for the Same Job Opening

o Position Filled Before candidate was considered

e Hiring Freeze- Position Canceled

¢ Met Minimum but Not Preferred Requirements- for either Communication Skills, Education,
Experience, Job Knowledge, or Skills

e No FWS Award Letter

¢ Not Eligible to Work in the U.S.

¢ Not Most Qualified- for either a Failed PreEmployment Test, Poor Work History, Unsatisfactory
Reference Check or Unsatisfactory Interview

¢ You may also choose “Offer Rescinded” or

e Selected Internal Candidate

Withdrawn Status

Withdrawn Status

Process Application (7
Disposition 020 Reviewed
Reason

Date B Mark Reviewsd (W Route  FL) interview (@ Rejuct W Other Actions

Applicant Actions  *

Edit Application Details

If the applicant has withdrawn at any time during the recruitment process, select the Withdrawn status. To
move an applicantto WITHDRAWN, go to the OTHER ACTIONS dropdown menu, then RECRUTING
ACTIONS - EDIT DISPOSITION
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Withdrawn Status

Withdrawn Status

Edit Disposition

Current Disposition 020 Reviewed
*New Disposition] 120 Withdrawn

Accepted Other Pos at USF
Date 04Applicant Withdraw

Failed to Complete Req'd Docs

Failed o Report to Work

Failed to Respond lo Messages

Failed to Show for Interview

Offer Declined

The Edit Disposition Screen will pop up. Choose Withdrawn as the New Disposition. Then select one of the

following reasons:

e Accepted Other Position at USF

e Applicant Withdrew

e Failed to Complete Required Documents, Report to Work, Respond to Messages or Show for
Interview

e Offer Declined
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Interview Status

Interview Status

Process Application (7

Disposition 20 Reviewed
Reason -
2 =
Date ¥ Mark Reviewed (= Route = interview  |@Reject ¥ Other Actions

INTERVIEW

——

WITHDRAWN PREPARE JOB OFFER

Once an applicant has been identified for an interview, update their status to Interview by clicking the Interview
icon. There is no reason code that needs to be applied. From Interview, an applicant can move to reject, withdrawn
or on to the Prepare Job Offer stage.

Set Interview

Set Interview
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You will need to set up an interview by entering the date, start time, end time and time zone of the interview.
Select the type of interview. The interviewer’'s name will auto populate from the job opening. Click “submit”.

Interview Status

Interview Status

Process Application (7
Disposition p10 Interview
Reason \
Date ¥ Mark Reviewed = Route E interview @Rpjal:l W Other Actions

INTERVIEW

V—+—.

WITHDRAWN PREPARE JOB OFFER

Let’s look at what happens if an applicant moves from Interview to the Prepare Job
Offer stage.

Offer to Offer Accepted Status

Offer to Offer Accepted Status

S k3 3
— % e — @
J ./ /"_

! * L
/ Dept Prepares Offer in
& Careers@USF Offer Approved Offer Extended to Applicant

The system will update the applicants status to Offer. There is no
reason code that needs to be applied.

& The final dispositions for all applicants must be completed before the
job offer will be approved.

OFFER

¥
14
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Once the department has prepared a job offer in Careers@ USF and the offer has been approved by DHR,
USF Health HR or the Regional HR office, the department will post the offer (extend) to the applicant and the
system will update the applicants status to Offer. There is no reason code that needs to be applied. The final
dispositions for all applicants must be completed before the job offer will be approved.

From Offer, an applicant can move to reject, withdrawn or on to the Hire stage.

Ready to Hire to Hire Status

Once DHR, USF Health HR or one of the Regional HR Offices has been notified that the applicant has accepted
the offer, they will move the applicant to the Prepare for Hire step which will move them into the Ready to Hire
status. There is no reason code that needs to be applied.

DHR, USF Health HR or the Regional HR Office will complete the Manage Hires process in Careers@USF.
Once complete, the selected applicant’s status will change to Hired. There is no reason code that needs to be
applied.

Example 1: Brenda Careers

Let’s look at an example of an applicant, Brenda Careers.

< Manage Job Opening
Manage Application
g=Return 4 Recruiting Home [ Search Applications *] Previous +] Next (™ Add Applicant Note & Print < Relresh
Job Opening
Name Brenda Careers Preferred Contact Email Job Opening ID #e#s
Applicant ID seeze Phone 813-000-0000 Job Posting Title Staff Assistant
Applicant Type Extemnal Applicant Email applicant@gmail.com Job Code 0000 (Clerical and Secretari
Status Address Recruiter
Jobs Applied 1 Hiring Manager

Salary Range 9.00000 to
11.00000 USD/Hour

pplication

Disposition 010 Applied
Sati V Mark Reviewed | ® Route  *| Interview (@Reject W Other Actions

Application and Resume || Questionnaire || Notes
Personal infosmation Attachments

POI Type Unknown Eile Name Description

Eligible to Work in U.S. Yes
Rem you & former smployas e Copy and Pasted Resume  Resume
Previous Termination Date

Work Experience
No Work Exparience has been added to this appil
Desired Start Date 00/00/0000
RegularTemporary Either Education Level
FullPart-Time Either
Willing to Relocate No
Wiling to Travel No Training

Highest Education Level Associate in Art

Brenda has a current status of Applied. You have looked at Brenda’s resume, experience and education level.
You have determined that she has met the basic
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minimum requirements, and you are now ready to move to the next phase

click the Mark Reviewed icon.

< Manage Job Opening

Manage Application

@=Return ¥} Recruiting Home 05 Search Applications *{l Previous o] Next (>Add Applicant Note & Print & Relresh

Applicant

Name Brenda Careers Preferred Contact Email

Phone 813-000-0000

Email applicant@gmail.com
Address

Applicant ID ##ss#
Applicant Type External Applicant
Status
Jobs Applied 1

Process Application
Disposition 010 Applied

Reason

W) Rewte

Application and Resume || Questonnaire L Notes

Date

Personal Information

POI Type Unknown
Eligible to Work in U.S. Yes

Are you a former employes No

Previous Termination Date

Prefetences

Desired Start Date 00/00/0000
RegularTemporary Either
FullPart-Time Either

Willing to Relocate No

Wiling to Travel No

Example 1: Reviewed Status

< Manage Job Opening

Job Opening
Job Opening ID #ss2
Job Posting Title Staff Assistant
Job Code 0000 (Clerical and Secretari
Recruiter
Hiring Manager
Salary Range 9.00000 to
11.00000 USD/Hour

T interview  @DReject W Other Actions

Attachments
File Name Description
Copy and Pasted Resume  Resume

Work Expetience
No Work Experience has been added to this appli
Education Level

Highest Education Level Associate in Art

Training

Manage Application

 cmesemen |

Manage Job Opening

Job Code 111
Position Number

Applicants || Applicant Search | Actwity & Anacnments | Detais

Process Application

Disposition (20 Reviewed
Reason

Date 7 Mark Reviewed

|__Application and Resume || Questionnaire || Notes

Personal information

POI Type Unknown

Eligible to Work in U.S. Yes

Are you a former employee No
Previous Termination Date

Preferences

Desired Start Date 00/00/0000
Regular/Temporary Either
FullPart-Time Either

Willing to Relocate No

Wiling to Travel No

Applicant Note &9 Print O Refresh

Job Opening

ening 1D ssss
P g Title Statf Assistant
o | % Rabes

Code 0000 (Clerical and Secretari
Recruiter
g Manager
“Hhlary Range 9.00000 to
11.00000 USD/Hour

¥ I[}: ow  @DReject W Other Actions

= Route
Qs
Attachments
File Name Description
Copy and Pasted Resume  Resume

Work Experience
No Work Experience has been added to this appli
Education Level

Highest Education Level Associate in Art

Training

CENTRAL HUMAN RESOURCES
Manage Applications Job Aid

. Inthe Process Application section,

Brenda’s status is now Reviewed. We like what we see in this applicant’s resume but have some questions, so we

sent an email asking for more information. It's important to document this communication by adding a note on the
Activity and Attachments tab found on the Manage Job Opening page.
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Example 1: Reject

< Manage Job Opening

Manage Application

4=Return @} Recruiting Home (2 Search Applications *] Previous o] Next (™ Add Applicant Note &5 Print < Refresh

Applicant
Name Brends Careers
Applicant ID #reex
Applicant Type External Applicant
Status
Jobs Applied 1

Process Application (7
Disposition 020 Reviewed
Reason
Date

| Apphcation and Resume || Questionnaire || Notes

Preferred Contact Email

Phone 813-000-0000

Email applicant@gmail.com

Address

+ Mark Reviewed

Personal information (7

POI Type Unknown
Eligible to Work in U.S. Yes

Are you a former employee No

Previous Termination Date

Preferences

Desired Start Date 00/00/0000

RegulariTemporary Either
FulliPart-Time Either
Willing to Relocate No
Wiling to Travel No

= Route

Job Dpening
Job Opening 1D ##28
Job Posting Title Staff Assistant
Job Code 0000 (Clerical and Secretar
Recruiter
Hiring Manager
Salary Range 9.00000 to
11,00000 USDIHour

= Interview OﬂmrAdiDﬂs

Attachments
File Name Description

Copy and Pasted Resume  Resume
Work Experience
No Work Experience has been added to this appli
Education Level
Highest Education Level Associate in Art

Training

CENTRAL HUMAN RESOURCES
Manage Applications Job Aid

You have requested and received additional information on work history. After reviewing everything, you decide
that she does not have the preferred experience. Click the Reject icon.

¢ Manage Job Opening

Manage Application

@Return 1 Recruiting Home [ Search Applications *{1Previous ol Next (7 Add Applicant Note 8 Print 7 Refresh

Applicant
Name Brenda Careers
Applicant ID sesss
Applicant Type External Applicant
Status
Jobs Applied 1

Process Application
Disposition 020 Reviewed
Reason

Date

Preferred Contact Email

Phone 813-000-0000

Email applicant@gmail.com

Address

7 Wark Reviewed

{' Appl-ca!mn_gq;_ﬁ;_esu_@_e;' 7Ques!mnnawreii| T Notes i

Personal Information

POI Type Unknown

Eligible to Work in U.S. Yes

Are you a former employee No
Previous Termination Date

Preforences
Desired Start Date 00/00/0000
RegulariTemporary Either
FullPart-Time Either
Willing to Relocate No
Wiling to Travel No

University of South Florida

4202 E Fowler Avenue, | Tampa, FL 33620-4301
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= Route

Job Opeaing
Job Opening ID ssss
Job Posting Title Staff Assistant
Job Code 0000 (Clerical and Secretari
Recruiter
Hiring Manager
Salary Range 9.00000 to
11.00000 USD/Mour

* Interview oject Other Actions

Attachments

File Name Description

Copy and Pasted Resume  Resume
Work Experience
No Work Experience has been added to this appli
Education Level
Highest Education Level Associate in Art

Training
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Example 1: Reject Reason

Manage Application

4=Return @} Recruiting Home (2 Search Applications *] Previous o] Next (™ Add Applicant Note &5 Print < Refresh

Appéicant
Name Brends Careers
Applicant ID ss2e4

Preferred Contact Email
Phone 813-000-0000

Job Opening
Job Opening 1D ##28
Job Posting Title Staff Assistant

Ap)
Reject Applicant
Ji
Applicant to Reject
Applicant 1D Name Job Opening
Pro| 47118 Branda Carzars

Disposition
Disposition 110 Reject

{ *Reason
2.
T | DNM Min Reg-Communication
P Reject ! DNM Win Req-Education
| DNM Min Reg-Experience
DNM Min Reg-Relocation
\—trE Yo YeTERETEM DNM Min Req-Skills
Previous Terminatia DM Min Req-Travl-Shift-Hrs
Dup Candidate Same Job Opening
| Filled B4 Candidate Considered
| Hiring Fresz-Position Cancel
Desired Start Dai Met Min Not Pref-Comm Skills
RegulariTempora Mei Min Not Pref-Education
FulliPart-Time ELMe! Min Not Pref-Experience ]
Willing to Reloca Met Min Not Pref-Job Knowledg

Wiling to Travel i!uI:!J.‘!lr\‘P!ol Pref-Skills

Preferences

3526 -Clerical Temp-Innovative Ed

Help =

Delete

-

»

Copy and Pasted Resume  Resume

Work Experience

No Work Experience has been added to this appli

Education Level

Highest Education Level Associate in Art

Training

CENTRAL HUMAN RESOURCES
Manage Applications Job Aid

The “Reject Applicant” dialog box opens. Here, you would use the drop-down to select the most appropriate
reason. This would be “Met minimum, not preferred experience.”

Example 1: Reject Status

Manage Application

4=Return ¥} Recruiting Home [ Search Applications ’_]Pmnou:' Add Applicant Note &5 Print < Refresh

Applicant
Name Brends Careers
Applicant ID #se24
Applicant Type External Applicant Email applicant@gmail.com

Status Address
Jobs Applied 1

Preferred Contact Email
Phone 813-000-0000

Process Application
Disposition 010 Reject
Reason et Minimum - Not Preferred Experience
Date ¥ Mark Reviewed () Route

|__Application and Resume || Guestionnaire || Notes

Persoaal information

POI Type Unknown
Eligible to Work in U.S. Yes

Are you a former employee No

Previous Termination Date

Preferences
Desired Start Date 00/00/0000
RegularTemporary Either
FulliPart-Time Either
Willing to Relocate No
Wiling to Travel No

Job Cpening
Job Opening ID ##42
Job Posting Title Staff Assistant
Job Code 0000 (Clerical and Secretari
Recruiter
Hiring Manager
Salary Range 9.00000 to
1100000 USD/Hour

1 interview @ Reject W Other Actions

Attachments
File Name Description

| Copy and Pasted Resume  Resume
Work Experience
No Work Experience has been added to this appli
Education Level
Highest Education Level Associate in Art

Training

Brenda Careers now has a status of reject with the reason “Met Minimum but not preferred qualifications -
Experience.” having finished the review of Brenda’s application; you can move to the next applicant in the listing.

University of South Florida
4202 E Fowler Avenue, | Tampa, FL 33620-4301
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Follow the same steps for each applicant - review the resume, application and questionnaire. Then set the

disposition.

Example 2: Ann Careers

Manage Application

g=Retun 18} Recruiting Home [0 Search Applications *{1Previous «f] Next [ Add Applicant Note @ Print  Refresh

Applicant
Name Ann Careers Preferred Contact Email
Applicant ID #esss Phone 8130000000
Applicant Type External Applicant Email applicant@gmail com
Status Address

Jobs Applied 1

Process Application

Disposition 020 Reviewed

Job Opening

Job Opening ID #ess
Job Posting Title Staff Assistant
Job Code 0000 (Clerical and Secretari
Recruiter
Hiring Manager

Salary Range 9.00000 to
11.00000 USD/Mour

Reason
Seke V Mark Reviewed ® Route | = interview | @ Reject ¥ Other Actions

Application and Resume J| Questionnaire || Notes
Personal Information
POI Type Unknown
Eligible to Work in U.S. Yes
Are you a former employee No
Previous Termination Date

Preferences
Desired Start Date 00/00/0000
RegulariTemporary Either
FulliPart-Time Either
Willing to Relocate No
Wiling to Travel No

Attachments
File Name Description
Copy and Pasted Resume  Resume

Work Experience
No Work Experience has been added to this appli
Education Level

Highest Education Level Associate in Art

Training

CENTRAL HUMAN RESOURCES
Manage Applications Job Aid

Our next example is Anne Careers. We have already set this disposition to Review. We would like to move
forward with an interview, so we would Click the interview icon.

Example 2: Set Interview

The interview schedule page opens and we’ve started adding information. The page provides a robust method
within the system of tracking when and where an interview is scheduled and who is participating in the interview.

Submt | | SavessOraft | goRehur

University of Soﬁth Florida
4202 E Fowler Avenue, | Tampa, FL 33620-4301
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We have added interview 1 as a phone interview and added the date and times.
At first, a “Date not entered” may appear. Once we finish adding all of the
information and click “submit,” the “date not entered” text is updated.

The interviewers are populated from the Interviewers added on the Hiring Team tab when creating the job
opening. If one or more interviewers are unavailable, they can be deleted.

Do not add interviewers here.

20
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We have added information on the location of the interview.

Notice the Interview Materials section; Do not add any attachments here. Interview questions and all notes taken
during the interview should be uploaded to Activity and Attachments on the Manage Job Opening page. Click
Submit at the bottom of the page.

Repeat this process for all applicants interviewed and each type of interview.
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Example 2: Withdraw

Manage Application
@=Return 8 Recruiting Home 3 Search Applications *fl Previous o] Next 2> Add Applicant Note & Print < Refresh
Applicant

Name Ann Careers
Applicant |D seese

Job Opening
Preferred Contact Email

Phone 8130000000

Email applicant@@gmail. com

Job Opening ID ##ss
Job Posting Title Staff Assistant

Applicant Type Extemal Applicant Job Code 0000 (Clerical and Secretari

Status Address Recruiter
Jobs Applied 1 Hiring Manager
Salary Range 900000 1o
11.00000 USD/Hour
Process Application
Disposition 020 Reviewed
Reason
Date Mark Reviewed (% Route ¥

interview D Reject Other Actions

|_Application and Resume || Questionnaire || Notes |

Personal Information Attachments
POI Type Unknown Fila N o
Eligible to Work in U.S. Yes
08 you & Fucmes Sipleyds No Copy and Pasted Resume  Resume

Previous Termination Date

Work Experience
Preferences

No Work Exparience has been added to this appli
Desired Start Date 00/00/0000

RegularTemporary Either
FullPart-Time Either
Willing to Relocate No
Wiling to Travel No

Education Level
Highest Education Level Associate in Ant

Training

Anne did not show up for her interview. She needs to be withdrawn from the process
menu item. From the Recruiting Actions menu that pops up, click Edit Disposition.

¢ Manage Job Opening

Manage Application

@Return 10} Recruiting Home [ Search Applications *{] Previous o] Next > Add Applicant Note &3 Print < Refresh

Applicant
Name Ann Careers Preferred Contact Email
Applicant ID #esss Phone 813-000-0000
Applicant Type External Applicant
Status

Jobs Applied 1

Emall applicant@gmail.com
Address

Process Application
Disposition 030 Reviewed
Reason

Date ' Mark Reviewed ™ Route

|. Application and Re&ume-H-Que'snnnf\mm-Jl “Notes -.

Personal Information

POI Type Unknown
Eligible to Work in U.S. Yes

Are you a former employee No

Previous Termination Date

Preferences
Desired Start Date 00/00/0000
RegularTemporary Either
FullPart-Time Either
Willing to Relocate No
Wiling to Travel No

Job Opening
Job Opening ID ss22
Job Posting Title Staff Assistant
Job Code 0000 (Clerical and Secretari
Recruiter
Hiring Manager
Salary Range 9.00000 to
11.00000 USD/Hour

7 interview @ Reject | W Other Actions

Applicant Actions  *
File N. n
Edit Application Details

Ci
Pl Edit Disposition

Work

Attachment

No Work Experience has been added to this appii
Education Level
Highest Education Level Associate in Art

Training
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Example 2: Withdrawn Reason

CENTRAL HUMAN RESOURCES
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Manage Application

¢=Return @} Recruiting Home [ Search Applications *[] Previous o] Next (2 Add Applicant Note &5 Print & Refresh

Applicant
Name Ann Caraers
Applicant |D #e#ey

Preferred Contact Email
Phane 813-000-0000

Job Opening
Job Opening ID ##a
Joh Postina Title Staff Assistant

Applicant T £t Disposition jarical and Secretar
Sta
Help
Jobs Appl
Current Disposition 020 Reviewed i
*New Disposition [ 120 Withdrawn | [rimOmout
process Apph Status Reason |
Dispositi Al Pos at USF
Date | A
Reas =
q'd Docs
- s Actions
— Save lessages
Appiication & ow for Interview
Personal Infor o
,
Are you a former employes No | Copy and Pasted Resume  Resuma

Previous Termination Date

Prelerences
Desired Start Date 00/00/0000
RegularTemporary Either
FulliPan-Time Either
Willing to Relocate No
Wiling to Travel No

In the New Disposition dropdown menu, click Withdrawn. You must select a reason

show for Interview Click Save.

Example 2: Withdrawn Status

Work Experience
No Work Experience has been added to this appli
Education Level

Highest Education Level Associate in Art

Training

. In this case, click Failed to

Manage Application
8 Recruiting Home [ Search Applications
Applicant
Narme Ann Careers
Applicant ID #s#ey
Applicant Type Extornal Applicant
Status
Jobs Applied 1

Preferred Contact Email
Phone 813-000-0000
Email applicant@gmail.com
Address

Process Application |
Disposition 120 Withdrawn

Reason Failed to Show for Interview

" Mark Reviewed

Date = Route

| Application and Resume || Questionnaire || Notes

Personal Information (7

POI Type Unknown
Eligible to Work in U.S. Yes
Are you a former employee No

Previous Termination Date

Prelerences
Desired Start Date 00/00/0000
RegularTemporary Either
FulliPart-Time Either
Willing to Relocate No
Wiling to Travel No

= Interview

"-Amwi;mnm 5 Print O Refresh

Job Opening
Job Opening 1D ###s
Job Posting Title Staff Assistant
Job Code 0000 (Clerical and Secrotari
Recruiter
Hiring Manager
Salary Range 9.00000 to
11,00000 USD/Hour

@Reject W Other Actions

Attachments
File Name Description
| Copy and Pasted Resume  Resume

Work Experience
No Work Experience has been added to this appli
Education Lavel

Highest Education Level Associate in Art

Training

The applicant now has a disposition status of withdrawn. Continue to review the rest of the applicants, using the
previous and next icons. Once all applicants have been dispositioned, go back to the Manage Job Opening

University of South Florida
4202 E Fowler Avenue, | Tampa, FL 33620-4301
813-974-2970 | usf.edu/hr
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page to view all the applicants. Click Return in the header bar.

Phase Bar

< Recruiting Home Manage Job Opening

Manage Job Opening

| mpolicants | Appicant Search | Actuily & Altachments | Details

A1 pplied Revipwer Sereen
o e

canis & ne

somet  Appiicant Hame ApRlicant i) Type Dispoaitions Appiication aume Rejeot
| Elzanam Bull FET16 Exterms Rejoct im| B (] &
O Eo Bull 16112 Externa Hold m] B (=}
O Charlas Bull 78713 Edarnal Inlsnisw m = @ =]
0 Ay B 76711 Faems aner m B @ a
O Danna Bull i5r1d Edemal Raject m B (] a8

SelectAll  DesslectAll = Group Acions

g=Retum | ffjRecruting Home | GaSearch Jeb Dpenings | #E|Previcus | 4f|Next | S Creste New | (ElCione | o fisfrash | [p?Add Note | [C)Ne Category

The applicant listing on the manage job opening page shows the current dispositions and the phase bar
shows the number of applicants in each status. Filter the list easily by clicking on a status in the phase bar.
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