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Select Applicants For Interview  
Summary: 
 
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) 
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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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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: 
 

• Check the box next to the Job 
Opening field 

• 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 
 
• Check the box next to the job 

opening field, and enter the 
Subject, Note, and Audience  

• Click the Save and Return 
button. 

 
(See Page C) 
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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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Step 4 cont.-When the Activity & 
Attachments link is clicked, the Activity 
& Attachments page appears. 
 
-To view notes, click the Note Details 
link. 
 
-To add a note, click the Add Note link. 
 
-To view an attachment, click the 
Attachment Name link under the File 
Name column. 
 
-To add an attachment, click the Add 
Attachments link. 
 
-Click the Save link if notes or 
attachments are added. 
 
-Click the Manage Applicants link to 
return to the list of applicants. 
 
 
(See Page E) 
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Step 4 cont.-When the Job Opening 
Details link is clicked, the Job 
Information page appears. 
 
 
-To view the position description, click 
the Position Description link. 
 
-To view funding click the Funding 
Information link. 
 
-To view the job opening, click on the 
following links: 
 

• Authorization 
• Job Posting 

 
 
 
 
Note:  These pages are display only.  Any 
changes that need to be made must be 
done by your recruiter/consultant. 
 
 
 
 
 
 
(See 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) 
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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. 
 

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

• Put an applicant on Hold: 
Select the status 100-Hold 

• 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. 
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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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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) 
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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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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) 
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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. 

          
OR 
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-Click the Cancel button or the Return to 
Previous Page link to go back to the 
Manage Applicants page. 
 
 
(See Page M) 
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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: 
 

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

 
• Click on 060-Interview. 

 
 
 
 
 
 
 
(See Page N)                     
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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) 
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