RUNNING RECRUITMENT RECORD REPORTS

PRODUCING THE FINAL CANDIDATE RANKING (PART C)

PURPOSE

This section describes how to produce the standard Final Candidate Ranking (Part C) from the Recruitment
Management Module. Before running your Final Candidate Ranking you will probably need to do some
more editing on the screening comments from your search committee. As interviews are now probably
complete, they will have more detailed comments on the serious candidates, and they will have selected the
final candidate(s) to be proposed for appointment. You will also want to check the App Status for each
record, to make sure that it correctly reflects the current thinking of the search committee. Once you are

happy with the way the records are entered:

1) Select the Edit App Info button for the correct job record in the Recruitment Management List
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2) Press the button labeled “Final Candidate Ranking (Part C).
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3. The database will find the Serious Candidates, Interviewed Candidates and Selected Candidates,
based on the App Status information you have entered for the applicant pool. The Final Candidate
Ranking report will be produced on your screen.
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4. You can preview the report to make sure it says what you want it to. If the report is more than one
page long, you can move from page to page by pressing the pages on the little rolodex in the upper

left corner of the screen. When you are done admiring the report, press the Continue button.
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5) Press the Print button to print the report as it currently appears. Press the Cancel button to return

to the Update Applicant Status screen without printing.
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