Go to the posting and click on the applicants tab.
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D Posting: Laboratory Instructor/Monitor (Staff)  Edit
Current Status: Posted
) § X See how Posting looks to Applicant
Pasition Type: Staff Created by: Michelle Balliet
Department: 38021 - Institute for Owner: Search Committee Chair Print Preview (Applicant View)
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Summary History Settings Reports Hiring Proposals Associated Position Description

Please review the details of the posting carefully before continuing

To take the action, select the appropriate Workflow Actien by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting and also add this posting to your Wateh List. in the popup box that appears. When
you are ready to submit your posting, click on the Submit button on the popup boex.

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit. If a section has an orange icon with an exclamation paint, you will need to review this section and
make necessary corrections before moving to the next step in the workflow.

& Position Details Edit

Access Posting and then chose an applicant by checking the box and choosing View application. Once you view the
application, you can click on the “Edit” link next to Application Non Selection Form.

Summary History Setings  Applicants Reports Hiring Proposals Associated Position Description

Open Saved Search v Search: | ] Hide search options
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Draft Application?: r |
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Workflow State: | ;- o Review by Search Committee
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& Saved Search: "Applicant Non Selection ™ (. ms Found) @
[l First Name Last Name Posting Number Workflow State (Internal) Last Updated Applicant Non Selection 1 Applicant Non Selection 2 Applicant Non Selection 3 (Actions)
[ Josh Clark 0000155 Dept. Met Mins - Selected for Inferview  July 19, 2011 &t 07:44 PM Applicant could not be reached or not available for interview
[ pavid Faber 0000155 Hired January 10,2012 at 11:42 AM GENERAL e
[ pavid Wahr 0000155 Hired December 05, 2011 at 11:19 PM ey | View Application
[ Adam Gohs 0000155 Hired January 03, 2012 at 02:55 PM Actions v
[ Karen Morian 0000155 Selected for Hire December 10, 2012 at 03:02 PM Actions ¥
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Postings | .. | Laboratory Instructor/Monitor (Posted) / Applicant Review / Josh Clark Dept. Met Mins - Selected for Interview Search Results: Next

D Job application: Josh Clark (Staff)

Current Status: Dept. Met Mins - Selected for Interview
Application form: Staff Application & View Posting Applied To

& Preview Application

Full name: Josh Clark Created by: Josh Clark -

Address Ouner- Search Committee Chair i1 EditApplication
451519 mile rd ™ Reactivate
barryton , MI

United States of America

Username: hiawathalus
Email: emailaddress@zed.zed
Phone (Primary): 989.362.0542
Phone (Secondary): 231-580-6007
Position Type: Staff

Department 38021 - Institute for
Const Edu & Training

Summary Recommendations (0 of 0) History Reports

& Applicant Non-Selection Form

—

Applicant Non-Selection

Not

The applicant non selection reason codes
will be viewed here once the application
is edited.

Applicant could not be reached or not available for interview

Applicant Non Sele

Applicant Non Sele

Applicant Non Selecti

Once you click “Edit” on the Applicant Non Selection Form Section, you will be able to use the drop down information to
select the correct information.
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Postings | . | Applicant Review | Josh Clark (Under Review by Search Commities) | Edit: Applicant Non.Selection Form

Editing Job application Applicant Non-Selection Form s | ZER

Applicant Non-Select

Applicant Non-Selection
Personal Information

Voluntary Damographic Imrvieeiet Not Intenviewsd 7]

Cerlificates, Skills &

Applicant Nen Seleclion  .icant could nat be reached or not available for iterview

|

Employment History

Professional References Applicant Non Selecton  pigzca oioct

Please select

Applicant Non Selection Accepted anather positior
3

n Applicani cauld nol be reached or not avallable for interview
Documents needed to Apply lcnuue or failed search

Declined offer of smployment
s e stions =
Supplemental Questions. Did ot pacs drug ot save | RN
id i

ee oo

s[@

Educational History

©

Cerlification

©

ry service with a pravious employer
Do ired ca canse

Summary Does not have supervisory experiance
Does not meet academic requirements.

Failure to demonstrats aligihiity to work lsgaly in the United States  |=
Inappropriate degras of amphasis.

Incompiete applcation package of insuficient information

Interview by skills
Insufficient experiise andior knowledge in required areas)

Insufficient information an resumeiapplication

Insuffclent yeats of pertinent work exprience

Lass saniarity

Limited computes knewledge

Not available lo start employment when needed

Not siigible for rehite

Offar rescinded

Over quakfiod

Poot inforview or prosentation skills

Poor work history

Paorly witien cover letariresums

Recaived appication aflr intarviews bagan or were completa
Salary sxpectations 100 high =

Once the information is entered, click on “Save” and then click on the “Summary” view located on the left navigation.
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Craated by Michelle Perking
Ouwner: Search Committes Chair

Posiion Type: Administration
Department 44100 - Digital &
Support Services

History Applicants Repor Hiding Propo

Open Saved Search v Search:

Add Column: | Add Column

a
SC Chair Review

Morkflow SII6: |10 ier Review by Search Comminee
Dept. hlet Mins - Salected for Intrvie

Aaministration Appications ~ ©

& Saved Search "Administration Applications™ (17 |1
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=] Progfrock
(s} Doy
a FPastma
a Nathan Hunler
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] Mitchell Sawed
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a Enc Speas
=] John Scherch
[S Stafte

| | Search | Hide search options

Warkflow State (internal)

Hired

Uniger Review by Search Commiltie
Uniter Review by Search Commiltee
Unier Resiew by Search Commiiee
Uner Review by Search Commillee
Uniter Review by Search Commitee
Uncer Review by Search Commiies
Under Resiew by Search Commitee
Uncer Reviw by Search Commiies
Under Resiew by Search Commitee
Uncer Reviw by Search Commites
Uner Review by Search Commitee
Uncer Review by Search Committes
Unter Reiew by Search Commites

& Print Preview (Applic

& Print Preview

Actions |
Last Updated (Actions)
May 07, 2013 at 03:29 PM Achonse
Decarniar 26, 2013 al 11:16 AW Actonss

Sepleaber 30, 2013 #0201 PM
August 09, 2013 al 05:30 PM
AUQUSL 21, 2013 810Z55 PM
August 30, 2013 al 0547 PM
‘Seplember 21, 2013 1 05:08 PM
Ociober 04, 2013 a 10:25 AW
Octoer 06, 2013 8 09:42 P
Ociober 15, 2013 a 03:28 P
Octoer 18, 2013 8t 02:54 PM
Ociober 18, 2013 a 0448 P
Octoer 20, 2013 21 03:23 PM
December 07, 2013 at 12:33 PM

To choose Inactive and Active applicants by holding down the control button and selecting both Inactive and Active.
Make sure you have added the column InActive/Active from the Add Column list.

Opan Saved Search v Search:

Add Column

Search |  Hide search options

|Seerch |
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Draft
SC Chair Review
Warkfiow State: || "

Dey

iew by Search Coms
Mat Mins - Selected for Intarview

Ad hoc Search o

‘Ad hoc Search (40 ltems Found

£l Last Name Posting Number
5] Hazekarp 0001044
O Joseon Hamelund 0001044
Bl any naitcn 001044
O wate Hazen 0001044
B sosma Cocnran oon1044
O Trece Aiger ooD1044
1 semn Waanders 0001044
B ax Eastng 0001044
] dason Froetrack ooD1044
Fl Jemnifer MeCourt 0001044
] Ashiey Hawlay 0001044
Fl Afonso Gaspar 0001044
Fl Thomas Wison 0001044
E David Ward 0001044
B scon Castisberry 0001044
B Jason Metz 0001044
Bl Jasen Tucker 0001044
B Kennein Wison 0001044
[hitpsy /posting /job_applicat |

You can sort by using the ascending/descending arrow next to the field

Activenactive
Inactive

2 Next —

Workflow State (Internal)
Diept. Mt Min - Mo Interview
E0

Dept. Met Mins — No Interview
Me1 Min Qusts - Inerviewea. Not Seiecten
Met Min Quals — Interviewed, Not Selected
Dot Mt 1ans - No Iniervisw

Mt Min Quats ~ Inerviewsd. Not Seiectsd
Hired

E0 and Dept

Met Min Quals ~ Interviewed, Not Selectad

E g
Diept. Mot Min ~ No Inferview

Mt Min Quals - Inferviewed, Not Seiected
E0

Dept. Did Not Mest Min Quaicaions

Agtions |

Last Updated

Apeil 21, 2013 a1 05:41 PM
April 20, 2013 o1 08:15 AM
April 20, 2013 a1 04:32 PM
April 22, 2013 80224 AM
May 02, 2013 81 08:56 P
May 10, 2013 af 03.03 PM
Aprl 29, 2013 81 1216 PM
May 06, 2013 a1 10:46 AM
May 07, 2013 51 03:20 PM
May 10, 2013 5t 03:04 PM
May 02, 2013 5t 0905 PM
April 24, 2013 a1 11:25 PM
April 22, 2013 at 0555 PM.
April 24, 2013 8 04:50 PM
May 04, 2013 a1 0520 PM
May 04, 2013 a1 12.39 AM
May 13, 2013 a1 05:03 PM
May 08, 2013 a1 0548 PM
June 17, 2013 810836 AM Actionss
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Applicants  Hiring Proposals | My Profie  Help

Michelle Balliet, you have 1 message | Search Commillee Chair[w] & logout

Postings | ! Digital Services I Summary Search Results: Next

r ) Posting: Digital Services Associate (Administration)

Curront Status: Fostod WoRKFLOW ACTIONS
Koup working on this Posting
Closed/Remaved from Web (move
to Closed/Remaved from Web)
Position Filled (move to Position
Fillod)
Submit to EO for Review (move to
EO Review)

Position Type: Administration Craated by Michelle Perkins
Department 44100 . Digital & Ouner- Search Committee Chair
Support Services

Summary History Setiing: Hiding Prop 1 Deseription

Please review the details of the posting carefully before confinuing

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting and also add this posting to your Wateh List in the popup box that appears. When
you are ready to submit your pasting, click on the Submit button on the popup bax

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly 1o the Posting Page to Edit If a section has an orange icon with an exclamation point, you will need to review this section and
make necessary comections before moving to the next step in the workflow.

@ Paosition Details

Position Details

Position Number A10047
Posting Number 0001044
Position Title Dighal Services Assaciate
Number of Positions Avallable |
Search Commmittee Chair
pleadmin.com/he/postings/4! I

This is an issue for PA. Search Committee Chair should only have the option to send to EO for Review and Send to HR —
Candidate Selected.

Summary Wistory | Setngs  Applicasts  Fepods | HiingProposals |  Associated Posiion Description
Open Saved Search v Search: Search Hite search options
Add Column: | Add Column [=]
nactive
Activelmactive:
Draft E
SC Chair Review =
WorkMiow SIate: || er Review by Search Commitiee
Dept. Met Mins - Selected for Interview -
Ad hoc Search o
Ad hoc Search tems Found) Save this search? Actions |
(Actions]
[ FistName Last Name Posting Number Workflow State (intermal) Last Updated Combined ]
Documeat i
Froaliock 0001044 Hied May 07, 2013 at 0320 P 7
] Dawey 0001044 Undar Review by Search Committes Decambar 26, 2013 3t 11:16 AM ansrate
B Posima 0001044 Undor Reviw by Search Commitiea Soptembor 30, 2013 al 02 01 M Ganarata
] Hurier Undor Reviaw by Search Commitis August 09, 2013 a1 0530 P Ganarata Actionsy
] Ingersall Undar Reviaw by Search Commitiee August Z1, 2013 810255 PM Actionsy
=] Perkavski Under Reviw by Search Commiiee: August 30, 2013 at 0547 PM Actiongy
=] Lotia Under Review by Search Committee ‘Seplember 21, 2013 al 0500 PM Ge Acionsy
Fl Jonaman Hawking Under et by Search Commitse. Octoer 04, 2013 at 10:25 AM Generate Actionsy
Donald Strickier Unger Review by Search Commitiee October 06, 2013 at 0842 PM Generate Actionsy
s szwes Unger Resew by Search Comminse. October 15, 2012 31 0328 M Generate
Sharon DeiBiello Unser Rexiew by Search Commitise. October 18, 2013 at 02 54 PM
] Enc Speas Under Review by Search Committee: October 18. 2013 at 04:45 PM
[ Scherch Unser Review by Search Commitiee October 20, 2013 at 1323 FM
] Bamers Stefe Under Review by Search Committee. December 07, 2013 at 12:33 PM Ganarate
[l Thatdaeus Gommesen Under Reviaw by Ssarch Commities October 03, 2013 at 1203 FM Generate
Fl v - T —— P B8 3043 4 4487 A4 E—r -

To view the multiple documents for each applicant you will need to “Add Column” to add Combined Documents type,
then choose “Create Combined Documents from the Actions options.
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