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Changing the status of all candidates to “Not Hired”

Only the Supervisor/Manager, Departm ent Authority, Approving Authority
or Executive Authority has the ability to change the status of all candidates.
Search Committees (Guest Users) do not have this authority.

e Once the recommended candidate has signed the contract, HR will
contact you and you will need to change the status on all other candidates.

e If not already in PeopleAdmin, access the user side of the PeopleAdmin
system (https://jobs.tbr.edu/hr).

e On the left side of the screen, cl ick on “Active Posti ngs” in the “Job
Postings” section. You will see the “Active Postings” screen.
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https://jobs.tbr.edu/hr

e Select the appropriate job posting and click “ View”, under the titl e of
the position in the “Title” column.
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» This will take you to a “View/Edit Posting” screen for the position that

contains a listing of the applicants.

o0 To change the status to “Not Hired”:

e To change the status of one candidate, click “Change Status” link
located in the Status column to the right of that candidate’s name.
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To change the status of multiple applicants at the sam e time, check the

box below the “All/None” column for each applicant that you wish to change
(or check the “All/None” link), and t hen click the button label ed “Change
Multiple Applicant Statuses.”
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» This will take you to a “Change Applicant Status” screen.

e Click the dropdown box in the “Status” column on this form and select
“‘Not Hired.”
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e Click the dropdown box i n the “Sel ection Reason” column on this
form and select one of the reasons why the candidate wasn'’t selected

(you cannot use the opti on “Intervi ewed but not recommended for
hire”).
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e Click “Continue to Confirm Page”.
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e Click “Save Status Changes”.
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When you have changed the status on all the candidates the only applicant
left on the screen should be the applicant this is being hired.
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You have now finalized your posting.



