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Select Applicants For Interview
Summary:

Procedures Manual
Select Applicants For Interview

Emails are sent to the Hiring Manager notifying them that there are applicants that have been routed to them to review and interview.
The Data Coordinator or the Hiring Manager will use their NETID to access the Self Service Home page.

Step 1 - When the Data Coordinator or
the Hiring Manager signs into the HRIS
Self Service, they will be brought to the
Self Service Home page.

-Click on Recruiting/Job Openings title
on the menu and then click on the Review
Job Openings/Applicants link.

OR

-Click the Review Job
Openings/Applicants link under the
Recruiting/Job Openings section on the
portal page to the right.

(See Page A)

Step 2 - When the Review Job
Openings/Applicants link is clicked, the
Browse Job Openings page appears.

-To view applicants for a job opening,
click on the Job Title link under the Job
Openings column.

-To view job openings in various statuses,
click the down arrow next to the 010-
Open field and then click the green
arrowed Refresh button.

-To view job openings that have been
approved within a specific period, click
the down arrow next to the Active within
View All field and then click the green
arrowed Refresh button.

(See Page B)
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Search:

> My Favorites

[~ Gelf Service
> Emplayee Conflict of

Interest

> Online Directory
[> Personal Infarmation
[ Payrall and Compensation
[+ Benefits

~ Recruiting/Job Openings
— Apnly for Jobs
— Beview Job
Openingsipplicants
— Create New.Joh Opening)

Page A

Search:
®

[> My Favarites
= Self Service

[ Employee Conflict of
Interest

[> Online Directary

[> Personal Information

[> Payroll and Compensation

[> Benefits

~ Recruiting/Job Openings
— Apply for Jobs
— Beview Job
Openingsifpplicants

— Create Mews Job Opening|

Page B

® % ';) Self Service

Mavigate to your self service information and activities

Employee Conflict of Interest
Emplayes Conflict of Interest

= Conflict of Interest

Online Directory 3 | Payroll and Compensation
ﬁ M Online Directary qoj“ Review your pay and compensation history
—_— Updlate vour direct depostt and other
=lCniine Directory deduction or contribution information
Elview Pavcheck
Direct Depesit
Elpersonsl Bank Accounts

%’ +. Benefits

Rewiew heatth, insurances, savings, pension
or other benefits information. Review and
update dependent and beneficiary persoral
infarmation,

Benefits Information

Dependerts and Beneficiaries

Benefits Summary

4 More...

ersonal Information i
evigw and update your personal information [H

rzonal Information Summeary:
me and Mailing Address
ElPhone Numbers
ElMarital Status

E Recruiting/Job Openings
= Recrutting Activties

Apply for Jobs
Review Job Openingsisprlicants
Create Mew Job Opening

Browse Job Openings

Wiew Drafts
Display: Job Associated to me |oto-open x| | Active within View Al =l
010-Open Job Openings i First E 1-5 of 5 |E| Last
Job Opening
[~ Police Officer 67882 Standard Evanstaon 03292006
[T Benefits Counselor A67881  Btandard Evanston 032972006
I~ Payroll Assistant A6T871  Standard Chicago 0312002006
[T Benefits Asst 2 567868  Standard Evanston 0311 9/2006
[~ Pavroll Clerk A6786Y  Standard Chicago 031972006
SelectAll DeselectAll  [Selectaction v| Go
Wiew Dirafts

Note Date: [04/05/2008 | audgience: [Private =]

Subject: |
Hotes: ;I@
[
Save & Return Cancel
1
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Step 3 - The Data Coordinator or the
Hiring Manager can attach notes to any
job opening.

-To include a note for a Job Opening do
the following:

e  Check the box next to the Job
Opening field

e  Click the down arrow button

next to the Select Action field

and click on Add Note

Click the Go button

Enter a Title in the Subject field

Enter a Note in the Notes field

Indicate the note to be Private or

Public by clicking the down

arrow next to the Audience field

OR

e  Check the box next to the job
opening field, and enter the
Subject, Note, and Audience

e Click the Save and Return
button.

(See Page C)

Step 4 - When the Job Title link is
clicked, the Manage Applicants page
appears.

-To review the applicant’s resume, click
the &= icon under the Resume column.

-To review the applicant’s cover letter,

click the icon under the View Cover
Letter column.

-To review the applicant’s on-line

application, click the View Application
link.

-To view notes or attachments, click the
Activity & Attachments link.

-To view the job opening, click the Job
Opening Details link.

-To return to the Browse Job Openings
page, click the Return to Previous page
link.

(See Page D)
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Search:

= Self

[ Wy Favatites

Service

[ Employee Conflict of
Interest

[ Online Directory

[» Personal Information

[» Payrall and Compensation

[> Benefits

ing/Joh Openings
pply for Jobs
Review Joh
OpeningsiApplicants
— Create Mew Job Opening

®

Page C

Job Opening
Posting Title:

Job Opening Status:
Job Title:

Position Number:
Business Unit:
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Browse Job Openings

Wiew Drafls
Display: .Joh Assaciated to me Joto-open x| |Actvewithinviewal x| 2
010-Open Joh Openings Customize | Find o | B8 Firat (U 150r5 0 Laat
¥  Police Ofiicer 567882 Standard Evanston 03292006
[T Benefits Counselor A67881  Standard Evansion 032972006
[T Payroll Assistant 567871  Standard Chicagn 03/20/2006
[ Benefits Asst 2 467868 Standard Evanston 031 92006
[~ Payroll Clerk 67867  Standard Chicago 03719/2006
Selectall DeselectAll  [SelestAction.. =] Go |

Add Note WView Drafts

Note Date: [04/05/2006 [ Audience: [Private 7|

T
Subject: | External Posting
Hotes: Public &

Job also posted on Monster.

Save & Return Cancel

Supwr Animal Care & Health Job Opening ID: 567386
010 Open Job Type: Standard
Supwr Animal Care & Health Job Code: 100364

00036874 Supyr Anirmal Care & Health
MNWUNY Morthwestem Business Unit

Department: 796500 Ctrfor Comparative Medicine
Return to
Save Prewigus Job Opening |Mesxt Job Opening |

Previous Page

Manage Applicants |

| Activity & Attachments | Job Opening Details

Manage Applicants
Display: | All . |
Applicants | Find oy | B
|Applicant | Application FI=0
‘Applicant Name m Date EmpllD Disposition |Status Reason Resume (Cover View Application "Take Action
- — Letter
[] BethJones 22056 11/29/2005 050-Route Wiew Application SelectAction.. v
) Amin Al 42192 12/28/2005 050-Route wiew Application Select Action.. v/
- ] View Application

[ AlexBrown 20448 | 12/20/2005 205685  050-Route stz gl gite —_gemmmn_ v
[0 Jessica knight B415 121912005 050-Route Wiew Application Select Action v

LI mia ohiung 49324 11/0%/2005 050-Route Wiew Application Select Action.. v

O anie Sheedy 12347 121972009 050-Route Wiew Application Select Action.. v

[J  DaniMoser 52692  11/21/2005 | 1040592 | 050-Route View Application Select Action.. v

O Kaylie Melburn 40785 | 11/16/2005 050-Route Wiew Application Select Action.. v

O Etic Majewski 1028 |12/01/2005 050-Route wiew Application Select Action.. v

SelectAll DeselectAll *Group Action: | Select Group Action v | Go

Manage Applicants | | Activity & | Job Opening Details
Refurn to
=
Hsave Previous Job Opening |Newd Job Opening IFrevmus Page
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Step 4 cont.-When the Activity & Job Opening
Attachments link is clicked, the Activity [ETCT oo supn animalcare s et Joh Opeing 0: 537565
& Attachments page appears. pos | o saus: 0100000 Joh Type: Standar
Joh Title: Supwr Anhimal Care & Health Joh Code: 100364
z:‘g"g;g‘fﬂ;‘rﬁﬁ Position Humber:  DOD3EE74 Supr Animal Care & Health
-To view notes, click the Note Details I Employee Confietof Business Undt; - WU Nerfwestern Business Unit
Ilnk Interest Department: 796500 Cir for Comparative Medicine
. [> @nline Directory
Egz;fnowrz‘nlgrcotrnn;ﬂa;‘;r:sannn m Previous Job Opening [Mext Job Opening I%
. - [- Benefits
'TO add a nOte, C|IC|( the Add NOte Ilnk vruti.lt'\;:lemng‘z: Manage Applicants | | Bctivity & & | Job Opening Details
. . _mm i | Eine [ view i | BB First (14 o 1 [F] Lagt
-To view an attachment, click the — Greate New oo Openin| [T
Attachment Name link under the File 071212006 010-Open JohiFosition Yacatad Sue Kelly
Name column. 1Fing
D2 [Subject Hote Date
. 3 Both Checked out 03/15/2008 Bill weiss Mote Details [
-To add an attachment, click the Add 2 Check Refarence 031472006 AmyGreen  hblole Defails [
AttaChmentS |II"Ik 1 Education 031 452006 Amy Green Mote Details m
[+]Add Mote
-Chli i i Attachments | Find | ) B8 Rt Mo [P Las
CIICk the m Ilnk If nOteS Or File Hame Description Updated Ulua;e; mg ’_
attaChmentS are added Competencies.doc Competencies.doc 034 6/2006 9:51AM E!izr;lnw E
. A . [+]Add Attachment
-Click the Manage Applicants link to
A . Manage Applicants | | Activity & Al | Job Opening Details
return to the list of applicants. _ _ _
& zave Previous Job Opening |Mext Job Gnening |Returnto
Previous Paie
(See Page E) Page E
Step 4 cont.-When the Job Opening Job Opening
DetaI|S Ilnk |S C|ICked, the \]Ob Posting T?tle: Supwr Animal Care & Health Job Opening ID: 567836
. Job Opening Status: 010 Open Job Type: Standard
Information page appears. Job Title: Supwr Animal Care & Health Job Code: 100384
_ Position Number: 00036874 Supvr Animal Care & Health
Search: Business Unit: MWURY Mortfrwvestern Business Unit
@ Department: 796500 Ctrfor Comparative Medicine
'TO VIEW the pOSItIOI’l descrlptlon, C|ICk 5';2;;‘;;?:; m Previous Job Opening |MNest Job Opening | Return to Previous Pade
the Position Description link. » Emplaee Canfic o Manage Anpiicans | | Activity & Attachments | Joh Opering Details
nieres
Egn”ﬁe DIiFIE;mW i Position Description  Funding Information Job Information  Authorization Job Posting
H H H H OFSERE M EHEE " Opening Information
_TO VIeW fundlng CIICk the —gFUndln Eg?ﬁf‘,:nd GG EEE Job Opening Type: Standard Requisition
Information link. ~ RecruttingiJab Openings Created By: 1081230 Bill Weiss
:Rev:eivJob . Date Opened: 0711272005
. - . - OpeningsiApplicants Openings to Fill: Limited
-To view the job opening, click on the ~Coestetewoh Ooerins| | EtapishmentD o0 Notwastem Uniersiy
foIIowing links: Business Unit: RALINY
Position Number: 00036AT4
A A Job Code: 100364 Supwr Anirmal Care & Health
° AUthOI’IzatIOI"I Company: ML Morthwestern University
° Job POSting Department: TOE500 Ctrfor Comparative Medicine
Location: 4164 Cir for Comparative Medicine
Recruiting Location: 2 Chicaga Campus
Status Code: 010-Open
Status Reason: Job/Position Vacated
Status Date: 07/20i2005
- Desired Start Date: 07/12/2005 [5
Note: These pages are display only. Any Date Authorized: 077 203005
changes that need to be made must be Usarirsimems
R I~ Route All Resumes 7 HR Screens Resumes
done by your recruiter/consultant. 7 Pust Salary TBD I~ Minimum to Midpoint Satary Range
Employees Being Replaced
Hame
Angela Brown 1048523
Position Description  Funding Information  Job Information  Authorization Job Posting
Manage Applicants | | Activity & Attachments | Job Opening Details
Save Previous Job Opening |Mex Job Opening | Returnto Previous Page

(See Page F)
Page F
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Step 5 - The Data Coordinator or the
Hiring Manager will review the routed
resumes, cover letters and on-line
applications and select candidates for
interview, put candidates on hold or
withdraw candidates.

-The Data Coordinator or the Hiring
Manager may enlist a recruiter to phone
screen those selected for interview.

-Under the Take Action column, click the
down arrow next to the Select Action
field and click Select Applicant for
Interview.

(See Page G)

Step 6 - When Select Applicant for
Interview is clicked, the Select for
Interview page appears.

-The Data Coordinator or the Hiring
Manager will document the Screened
Applicants by selecting interview, hold,
or withdraw.

e Select an applicant for
interview: Select the status 060-
Interview

e Putan applicant on Hold:
Select the status 100-Hold

e Withdraw an applicant: Select
status 120-Withdraw

-When finished, click the Save button
-To return to the Manage Applicants

page, click the Return to Previous Page
link

Note: Clicking the Select for Interview
title is the only way to put an applicant on
Hold or to Withdraw an applicant.

Procedures Select Applicants For Interview
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Job Opening

Posting Title: Supvr Animal Care & Health Joh Opening ID: 567886
Job Opening Status: 010 Open Job Type: Standard
Jobh Title: Supvr Animal Care & Health Joh Code: 100364
Position Number: 00036874 Supyr Animal Care & Health
Business Unit: FWLINY Northwestern Business Unit
Department: 7364900 Ctr for Gomparative Medicine

W save Previous Job Opening |Mext Job Opening |F\'Etum -

Erevious Pade

Manage Applicants |

| Activity & Attachments | Job Opening Details

Manage Applicants
Display: | Al v
| Fingt | First [4] 1018
View
EmpliD  |Disposition |Status Reason Resume [Cover  (View Application
Letter
[] BethJones 22056 11/28/2005 050-Route Wiew Application Select Action v
O aminai 52182 |12/28/2005 050-Route View Aplication | aacuiioaly
Select Applicant for Offer
- Hiew Applicalion
]| AlexBrown 20448 122002005 | 205685 | 050-Route view Applieation | ¢ b Lt for Interview
O Jessicaknight | 8415 1211972005 050-Raute vigw Application
[ wia ohiund 48324 11/08/2005 050-Route Wiew Application Select Action v
] Dani Moser 52602 |11/21/2005 1040592 050-Route Wiew Application Select Action... ~
0 Kaylie Melburn 40795 | 11/16/2005 050-Route View Application Select Action... -
[ Eric Majewski 1028 |12/01/2005 050-Routs View Application
Select Al Deselect Al *Group Action: | Select Group Action v Go

Manage Applicants |

| Activity & Attachments | Job Opening Details

Search:
®

[ My Faworites

- Self Sernvice

> Employee Conflict of
Interest

[ Online Directory

[» Personal Information

I Payroll and Compensation

[» Benefits

 Recruil

- Beview.Job

Openingsifpplicants

— Create New Jab Opening|

Page H

Beturn to
Previnus Paie

Previous Job Opening |Mesxt Job Opening |

Disposition Details: Route

Applicant Name: Beth Jones Date Entered: 910972005
ID: 22058
Posting Title: Supwr Animal Care & Health Job Opening ID: 567386
Job Opening Status: 010 Open Job Type: Standard
Job Title: Supwr Animal Care & Health «Job Code: 100364

Position Number:
Business Unit:
Department:

Sawe

00036874 Supvr Animal Care & Health
MNWUNY Morthwestemn Business Unit
796500 Ctr for Comparative Medicine

Beturn to Previous Pade

Routing Details

Overall Routing Status: | 010-Routed
Status Reason: |—|

Activity Routing Information

Status Date: |03/20/2008

*Route Date ‘Route To

Response
Date

[ 20/2006

Response Due (Response

||\0312012005 | Bill weiss [
L

~ Disposition History
Route

Status Reason Status Date

Route 010-Routed 03/27/2008

Click icon to edit disposition details

Joh Opening ID: 5GTEE6 Supvr Animal Care & Health

“Status Code: =
Status Reason: |90 Interview

© [100-Hoid
Status Date: 120-Withdraw

Save

Beturn to Previous Pade
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(See Page H)

Step 7 - When the Hiring Manager or
Data Coordinator clicks the Save button,
the following happens:

-The Disposition changes to the selected

status.

-To reject an applicant, the Hiring
Manager or the Data Coordinator, clicks
the down arrow next to the Select Action
field and clicks Reject Applicant.

(See Page I)
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Job Opening

Posting Title: Supyr Animal Care & Health Job Opening ID: 567386
Job Opening Status: 010 Open Job Type: Standard
Job Title: Supvr Animal Care & Health Joh Code: 100364
Position Number: 00036874 Supvr Animal Care & Health
Business Unit: MWUNY MNorttwestern Business Unit
Department: 786500 Ctr for Comparative Medicine
=] P Jnb 0 |Mext Job O [ —
Save revious Job Opening INextJob Upenind 1p o yin s page
Manage Applicants | | Activity & Attachments | Job Opening Details
Manage Applicants
Display: | All £ ‘
Applicants | Find | #il g [ 1013
licant licati [
[Applicant Name %!& W EmpliD Disposition |Status Reason Resume |Cover View Application “Take Action
= = Letter
[]| BethJanes 22056 11i29i2005 DB0-Intwy Wiew Apnlication Select Action. ~
1| Amin Al 52192 12/28/2005 050-Route Wien Applic ation Select Action. v|
Reject Applicant
O] alex Brown 20440 122002005 208685 0B0-Intew Wiew Application et
Select Applicant for Offer
1| Jessica Knight B415 12i19/2005 100-Hold Wiew Application Select Applicant for Interview
1| Mia ohlund 49324 110872005 100-Hold Wiew Application Select Action v
O anie Sheedy 12347 121192009 O60-Intwwy Wiew Application Select Action.. v
[0 DaniMoser 52682 1142172005 1040582 050-Route Yiew Application Select Actian. v
| kaylieMelburn | 40795 114162005 060-Intyw Wi Application Select Action v
| Eric Majewski 1028 121012005 050-Route Wiew Application Select Action. »
Selestdll DeselectAll *Group Action: | Select Group Actian. ] o9
Manage Applicants | | Activity & Attachments | Job Opening Details
=] Frevious Job Oy INext Job Opening (FLL2
Save revious Job Opening [Med.Job Ouening [ 0o o
Page |
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Step 8- When reject applicant is clicked,
the reject applicants page appears.

-Select a rejection reason by clicking the
down arrow next to the status reason
field.

When the reason is selected, click the
Submit button.

(See Page J)

Step 9 - When the Hiring Manager or
Data Coordinator clicks the submit
button, the following happens:

-The Disposition changes to the selected
status.

-The Take Action column goes back to
Select Action.

-When each applicant has been
documented, click the Save link.

(See Page K)
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Search:

[ Wy Favorites
- Self Service

Interest
[> Online Directory
[> Personal Informatio

[ Elenefts

®

[ Employee Conflict of

n

[+ Payroll and Compensation

o q Qpenings
— Apply for Jobs

— Review Job
OpeningsiApplicants

— Create Mew Job Opening|

Page J

Job Opening
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Manage Applicant:

Link to Job Opening

Submit | 9

Enter Disposition Information
*Status Code:

Status Reason: |
Status Date:

|11DReject 'l

AnotherAppIicantwas Hired

Anather Joh
Ineligible - Basic Eligihility
Ineligible - Employment Cond

Ineligible - Win GradefSalary
Q.Job Opening Cancelled
Lacks Other Min Qualifications

Lacks Reguired Credentials
Lacks Required Education

Lacks Required Experience -

Posting Title: Supvr Animal Care & Health Job Opening ID: 567686
Job Opening Status: 010 Open Job Type: Standard
Job Title: Supvr Animal Care & Health Joh Code: 100364
Position Number: 00036874 Supvr Animal Care & Health
Business Unit: MWUNY Morthwestern Business Unit
Department: 796500 Ctr far Comparative Medicine

Return to

ﬁm Previous Job Opening |MNext Job Opening |

Previous Pade

Manage Applicants |

Manage Applicants

| Activity & Attachiments | Job Opening Details

Display: | All
Applicants

1| BethJones 22058 11429/2008 OB0-Ir Wieww Application SeleclAcUun
Lacks Othaer Min
- ihyvh ai
O aminai 52192 122802008 T0-Reject | oo yiew Application || Select Action. \
- Mg Application
1 aiexBrown 20448 1202072005 305685 0BD-Inbww MewADOlalon ooertpeion., )|
1| Jessica Knight 6415 12118/2005 100-Hold Wiew Application Select Action.
O Mia Ohlund 49324 110872005 100-Hald Yiew Application Select Actian. v
0| anie sheedy 12347 12192005 QB0-Intew wipw Application Select Action v
" Lacks Other Min "

]| Dani Moser 2692 1102172005 10405582 110-Reject Gualifications Wiew Application Select Action v
O] kaylie Melburm 40795 1101672005 060-Intaw Wigw Apnlication Select Action. A
Lacks Other Min

: sor icaion[sawnion )
O Eric Majewski 1028 1240172008 110-Reject | o ifications Wiew Application Select Action v
SelectAll DeselectAll ‘Group Action: |Se|ecIGruupActiun. v| ﬂ
Manage Applicants | | Activity & Attachiments | Job Opening Details
=] P Jdob O |Mest Job O (et Lo
Sawe revinus Job Onening [Mest.lob Opening [, o0 oo
Page K
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Step 10 - The Hiring Manager or Data
Coordinator can also use the group action
function to reject multiple applicants or
select multiple applicants for interview.

-To use the group function, click the
boxes to the left of the applicant name
field for the applicants that should be
rejected or selected for interview.

-To select all applicants, click the Select
All link.

-To deselect applicants, click the Deselect
All link.

-Once the boxes are checked, click the
down arrow next to the Group Action
field and click on the appropriate action.

-When the appropriate action is
selected,click the Go button.

(See Page L)

Step 11 - When the appropriate group
action is selected and the Go button is
clicked, the appropriate sub page appears:
Reject Applicant Group

-When Reject Applicants is selected, the
Rejection page appears.

-Select a rejection reason by clicking the
down arrow next to the status reason
field.

When the reason is selected, click the
Submit button.

OR
Select for Interview Group

-When Select for Interview is selected,
the Select for Interview page appears.

-The list of applicants selected will be
listed.

-Click the Save and Submit button to
select the listed applicants for interview.

Procedures Select Applicants For Interview
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Job Opening

Posting Title: Supvr Animal Care & Health Job Opening ID: 567326

Job Opening Status: 010 Open Job Type: Standard

Job Title: Supvr Animal Gare & Health Job Code: 100364

Position Number: 00036874 Supyr Animal Care & Health

Business Unit: MUY Marthwestem Business Unit

Department: 796500 Cir for Comparative Medicine

Returnto
=
Save Previous Job Opening |Mext-Job Opening IPrewDus Page
Manage Applicants | | Act & Attachments | Job Opening Details
Manage Applicants

Applicanis

| Eind |
li View
|Applicant Name |n L EmpllD  |Disposition Status Reason Resume [Cover |View Application  |*Take Action

= Letter
| BethJones 22086 1112872005 050-Route wiew Application Select Action v
W | Amin Ali 52192 [12/28/2005 050-Route Wiew ] Select Action... v
¥ | AlexBrown 20448 | 12/20/2005 205685 | D50-Route Wie Select Action, b
[ | Jessica knight | 6415  |[12018/2005 050-Route Wiew Select Action... v
| wia Ohlund 48324 1110812005 050-Route Wigw, ] Select Action... v
O alie Sheedy 12347 1211972005 050-Route Wiew 1 Select Action. v
[0 DaniMoser 52682 | 11921/2005 1040582 050-Route Wiew 1 Select Action. v
W | KaylieMelbum | 40735 | 11/18/2005 050-Route view Application || Select Action, v
v Eric Majewski 1028 120172005 050-Route View Application Select Action. v

Select All Deselect Al *Group Action: | Select Group Action v Go

‘REJEEIADHHEEHI |

terview
Manage Applicants | Selectaraap hetion, \pening Details
Eeturn to
& gave Previous Job Opening [Nest Job Opening |

Previous Pade

Page L

OR

EETR]  Manage Aoplicant

Search: ® Link to Job Opening

> My Favarites

I Gelf Senvice

> Emplovee Conflict of
Interest

> Online Directory

[> Personal Information

> Payrall and Compensation

[> Benefits

Enter Disposition Information
*Status Code: 110 Reject =

Status Reason: |
CENB S Anaother Applicant was Hired
Another Job

Ineligible - Basic Eligibility
Ineligible - Employment Cond
Ineligible - Min GradeiSalary ...
U.Jab Opening Cancelled

Lacks Other Min Qualifications

~ Recruiting

ngs
= Anply for Jobs
— Review Joh ﬂl

OpeningstApplicants

— Create Mew Job Opening Lacks Required Credentials

Lacks Required Education
Lacks Reqguired Expertience




Northwestern University
Human Resource Information System

-Click the Cancel button or the Return to
Previous Page link to go back to the
Manage Applicants page.

(See Page M)

Step 12 - When the page is saved the
applicants will reflect the appropriate
status.

-To view applicants in a specific status,
such as 060-Intvw, do the following:

e  Click the down arrow next to the
Display field where a list of
statuses are displayed.

e Click on 060-Interview.

(See Page N)
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Job Opening

Listed below are the applicants selected for interview. Click the Save and Submit button to
selact them for interiew.

Posting Title: Supwr Animal Care & Health Joh Opening ID: 567836
Job Opening Status: 010 Open Job Type: Standard
Joh Title: Supyr Animal Care & Health Joh Code: 100364

Position Number: 00036874 Supwr Animal Care & Health
NWURY MNorthwestern Business Unit

796500 Ctr for Comparative Medicine

Business Unit:
Department:

SavelalSTbmi | ance) | Return 1o Previous Pace

Applicant Name: Amin Ali ID: 52132

Alex Pall

Applicant Name: Alex Brown ID: 20448

Kavlie Melburn

Applicant Name: Kaylie Melburn ID: 40795

Applicant Name: Eric Majewski ID: 1028
Save & Submit | Cancel | Return to Previnus Fane

Job Opening

Posting Title: Supvr Animal Cane & Heam Job Opening ID: 567586

Job Oponing Status: 010 Open Jdabs Typa: Standard

Job Tithe: Super Animal Cans £ Hasmm Job Code: 100564

Pusition Murmiu: 00035874 Supvr Animal Care & Heaan

NAUNY i i 45 Linit

Dpartment: TaES00 Crfoe Comparate Mediing
Egne Prasigus Job Opaning |hest o Opening 1EEEE
Manage Rpplhicants | | Activity & Attachaents | Job Opaming Detoily

| b A ~
‘ 50-Route
B0 Inberview
Lt T - Ot
71 Cffer Accepted
: o Mﬁ:gm::ﬂulm 080.Route (] VigwAghoalon | SelectAction
| O Lid-etact OB et ] i View Apglcafion | Bt Ahon
O MexBrown T0ddy  T2IO004 JOSEBS  DRO-intw VUAGEIHREN | goinct Action
| [ sessxawmgnt | 8415 121802005 100-Hold ] VigwAgglcaton | SelectAction
I [ mia oniund a37e 102005 100-Hold \Ev ApObcEROn Salect Action.
| 1| Allie sheedy 12347 [1anaoos 100-Hold B i Appilic avan Gt Action
[ Dani Moser 52697 (1112008 1040592 050-Roue Vit Analiatan Bt Action
| 1] Hayie Memum 40795 (112008 DE0-Iritvw 1] i} Mipwr Applicaton Subect Action.
|1C0) e Majwsls 1028 (120113005 B0 b m 1] VigwApgicaton | SelectAcion
|

| Balaciall [ssleridn ‘Group Rethay | Seleet Graup Athon

5 o]
Barage Agplicats | 1 Acinaty & Aachests | Job Coeimo Details

= i e ik i, R

Page N |

<

LA E R AL §
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Step 13 - When 060-Interview is clicked,
only the applicants that have a status of
060-Intrw will be displayed.

(Page O)

Procedures Select Applicants For Interview

Job Opening

Procedures Manual
Select Applicants For Interview

Presious dob Opening |Mesxt dob Opening |

Posting Title: Supvr Animal Care & Health Job Opening ID: 567886
Job Opening Status: 110 Open Job Type: Standard
Job Title: Supvr Animal Care & Health Joh Code: 100364
Position Number: 00036874 Supvr Animal Care & Health
Business Unit: MNAUNY Nodhwestern Business Unit
Department: 796500 Cir for Comparative Medicine

ﬁm Return to

Previous Page

Manage Applicants |

| Activity & Attachments | Job Opening Details

Manage Applicants

Display: | All ~ ‘

Applicanis 1ot9
|Applicant Name %!m Digposition Status Reason View lication *Take Action
| aminal 52192 12429/2005 OB0-Intow iew Application ‘ Select Action v/
; b h|
- pol "

[J| AlexBrown 20448 1212002005 205685 | 0B0-Intww Wiew Application ‘ Select Astian .. v‘
[F] Kaylie Melburn 40795 111672005 0B0-Intvw Wiew Application ‘ Select Action v‘
[ Eric Majewski 1028 12/01/2005 060-Intvw | View Application ‘EeleclAcliun v‘
Select All Deselect Al *Group Action: ‘SE\ECIG[DUD Action v‘ Go

Manage Applicants |

| Activity & Attachments |

Job Opening Details
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Previous Job Opening |Mext.Jab Opening |
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