
Section 6:

Recording an Applicant Status
This section includes instructions how to 
change an applicant status as it relates 
to the hiring process



Click here to change 
applicant status 



Click here for drop down 
menu to change applicant 
status based on process 
listed in menu



Click here to save to status 
change and continue to the 
next page



Click here to 
“Confirm” the 
change in status

Once a successful applicant 
has been chosen change the 
Applicant Status to 
“Recommend for Hire”

Click here to 
“Confirm” the 
change in status



Click here to Save status 
change selected 
“Recommend for Hire”

You may review the 
application throughout 
the status change 


