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Prerequisite(s)  

The Recruiter has marked the applicant as “ Reviewed ”.  This action populates the applicant 
on the Hiring Manager’s Open Jobs  Page. The Hiring Manager can now begin reviewing the 
application materials.  

Instructions 

Navigate to Manager Self Service (MSS) to access the “Open Jobs” tile or Browse Job 
Openings (or Search Job Openings)  to Manage Applicants.  

Navigation  

Navigator > Recruiting > Browse Job Openings (or Search Job Openings)  

1. The Manage Job Opening page can be reached by clicking on the Open Jobs  tile or 
using the above navigation.    
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2. Manage Job Opening Page  

 

 
 

a.  This will take you to the Manage Job Opening page. Here you will see a list of all 
Applicants who have applied to the opening.  

b.  The page will default to the “ All ” tab. Notice the additional tabs that show 
detailed information regarding the Applicants. (Applicants , Applicant Screening , 
Activity  & Attachments , and Details ) 

 

An Applicant’s disposition is the Applicant’s status with regards to a particular 
Job Opening .  These statuses track the progress of an Applicant through the 
Recruiting Process. Notice the additional tabs that show the various dispositions 
of all the A pplicants . (All , Applied , Reviewed , Screen , Route, Interview , Offer , 
Hire, Hold , and  Reject ) 

 

c.  Note on Dispositions : Only a Recruiter can mark an Applicant from 
“ Applied” to “Reviewed ”. Once the Applicant is in the Reviewed 
disposition, the Hiring Manager will be able to see them on their 
Applicant list.  
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d.  Click “Return ” when you are finished reviewing the application to return to the 

Manage Job Opening Page.  
 

4. View Applic ant  Details  

 

 
 

a.  To mark an Applicant as Reviewed , click on the icon in the “ Mark Reviewed ”   

column.  
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b.  You will receive a pop -up window indicating that you are successful .  Click OK.  

 
c.  Notice that the A pplicant will now be moved to the “ Reviewed ” tab : 

 

 
 

d.  To route the Applicant, click on the “ Route” icon.  
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h. Comments can be added in the “ Interview Schedule ” pag e.  
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i. Once all necessary sections have been completed on the “ Interview Schedule ” 
pag e, then, click “Submit ” . 

 

j. You will receive a message that you have successfully submitted I nterview  details. 
Click OK. 

 
 

k. Notice the Applicant has been moved to the “ Interview ” tab. Here you can set up 
additional Interviews , create Interview E
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c.  The “ Interview Schedule”  has now been updated.  Click Submit . 
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g.  You will receive a message that you have successfully submitted interview 
evaluation . Click OK.  

 
 

6. Rejecting an Applicant 

 

a.  Rejecting  an Applicant can be done from several tabs, including “ Reviewed ” and 
“Interview ”. To Reject  a candidate, click on the icon in the “ Reject ” column.  
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d.  If you selected “ Reject and Correspond ”, you will be brought to the “ Send 
Correspondence” screen:  

 

 
 

e. After completing your correspondence and previewing , Click Send. 

f. You will see a pop -up window that confirms you have successfully R ejected  the 
candidate. Click OK . 

 

 
 

 

 

g.  Notice the candidate now shows up on the “ Reject ” tab.  
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