
 

HOW TO VIEW APPLICANTS 
Log into your talent management portal at talent.okstate.edu and navigate to the recruitment 
module.  

 

Select “view applications” for the position you would like to review applicants for. 

 

Select the “Application status” next to the candidate. In the example below, the status is “Under 
Review.” 

 

 

 

https://osu.dc4.pageuppeople.com/


A pop-up will appear. Select the appropriate status for the applicant then select “move now.” 

 

 

NOTE: you may also decline or progress the applicant by selecting the “decline” or “progress” 
buttons. 

 

 

If a candidate has been declined and moved to the inactive status, another pop-up will appear. 
Use the drop down to select the reason for moving the candidate to “inactive.” 

 

 

 

 

 

 



If the inactive reason has (Email) beside it, scroll back up and in the “Communication Template” 
drop-down, select the matching email template from the drop-down menu to notify the 
candidate.  

 

 

 

 

 

 

Click “OK” on the pop-up. 

 

 

 

 

 

 

The email verbiage associated with the status will populate. You can edit this message to make it 
more personal.  

 

 

 

 

 

 

 

 

 

 



Once you have completed your edits, scroll down. You may wish to delay the email message or 
send it immediately by clicking “Move now.” 

 

 

 

 

 

The applicant will be moved to inactive.  

 

To progress an applicant forward in the recruitment process, select “Progress,” and select the next 
recruitment step.  

NOTE: Not all recruitment process steps send an email. Pay close attention to the communication 
pop-up boxed to ensure you are sending accurate messages or not sending messages at all.  

 

To send an email to an applicant or the department, select “yes” in the “Email Applicant” or 
“Additional users from Job” dialogue boxes.  

 

 

 

 

 

 

 

 

 

 

Then, select “Move now.” 


