SCREENING COMMENTS

ENTERING SCREENING COMMENTS FOR APPLICANTS

PURPOSE

This section describes how to enter screening comments for applicant records in the Recruitment
Management Module. You will need to edit applicant records to add the screening comments from the
search committee so that you can produce the recruitment record. Please see the manual section on
Creating a New Applicant Record for more information on how to create a new applicant record. Please
see the manual sections on Producing the Applicant Screening (Part B) or Producing the Final Candidate
Ranking (Part C) to learn more about running reports from the Recruitment Management module.

1) Select the Edit App Info button for the correct job record in the Recruitment Management List

View.
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2) You will be taken to the Enter/Update Applicant Status screen. Select the applicant record
that you want to update and press the button labeled Edit Applicant Info associated with that
record. Say you want to enter screening comments for Meri Clark. Press the button labeled
Edit Applicant Info in the row with her name in it.
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SCREENING COMMENTS

3) You will be taken to Meri Clark’s existing applicant record. Press the button labeled
Screening Comments to view the standard screening comments that have been put in place for
this recruitment. See the section on Setting Up the Job to learn more about how to set up the
standard screening comments.
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4) In this case, Meri Clark has an incomplete file, because you have only received one letter of

reference. You can note this screening comment in two ways. If you click the box next to
the comment “Incomplete file” under Applicant Reasons, that standard screening comment
will be entered into Meri Clark’s applicant record.
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If you want to enter the text manually, or if you find that you want to enter a screening comment
that does not exactly match the standard screening comments, you can simply click into the
Applicant Comment Text Field and type any information you want.

Enter the applicant’s status, using the values in the drop down list. The status in the App Status
field will be used to do the statistics when you run the Applicant Screening (Part B) of the
recruitment record. See the manual section on Producing the Applicant Screening for more

information on that process.
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5) Press the Personal Info button to return to the Personal Information screen so that you can access the
List View button.
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5) Push the List View button to return to the Enter/Update Applicant Status screen.

leMaker Pro - [DDIOBS.FP5] ==X

File Edit View Insert Format Records Scripts Window Help =& 1[
ENTER/UPDATE APPLICANT STATUS Browse [t o] -
Search Hum 39005 Provision Hum 0390 Division Humanities Unit HIST Status Recruiting
Last Name First Name App Status Letters Recd
Ali Waskar q ok Sent Print App Detail Back to
Ahcaro Velacamp Theresa B Ade Sent List
TET Enter/Update
Bachelor Stephen 3 Ack Sent Applicant
Barbosa Francisen B Adk Sent
Blacker-Hansan Ozl (Helly) ) Ack Sent Print Labals Status screen
; Auery 5160 : :
Bockelman Brian 4 Ack Sent Wlth screening
Bradaky, Adriana 0 Ack Sent
Bucheli Marszlo B Ack Sent comments
Bueno Christina 3 Ade Sent App!‘“?;aﬂ entered!
Caldwell de Farias Amy 3 Ack Sent B)
Campos Costera lsaac 3 Ack Sent
Candiani era 4 Adk Sent
Cane-Carrasea James B Ack Sent
Capelle Emnesto 3 Ack Sent
Caplan Karen 5 Ack Sent
Carey Mark 4 Ack Sent
Chao Romera Robert B Ade Sent
Clark Meri 5 S0 Somy 2
Michael (Serious Cand)
Number of records: 84
Hum appli Hum Candi Num Serious Candidates: Number Seledled for Interview:

EnteringScreeningComments.doc



