HUMAN RESOURCES

TALENT DEVELOPMENT
AND RECRUITMENT

HOW TO VIEW APPLICANTS

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

My Dashboard

Welcome Jenna Rutherford, this is your Dashboard where you will see all your tasks arganized in various stages.

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

Job number Date added J: Request Provider First Name Reports to Provider First Name

[} View applications
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View job
View applications
492350 ° Plumber I-IV Approved Jensena Rutherford

View job

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

Applicant details ~ Flags Submitted ** Application status

Ro Douglas n

_ MAY 19 2025 Under Review
stillwater


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

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

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

' Select next step ~

Decline | Qgil4 G i

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.”

Inactive reason
Please indicate the reason for selecting the Inactive status:®

Select w

App Screened: Not Best Qualified (Emall) w



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.

Inactive: App Screened: More Exper, selected .
Guldance information Imactive: App Screeneds Mok Best Quealified
If the dispositiony inactve: Dept closing pesitiondwill re-open slect the

correspo ndi ng tern Inactive: Dept not filing positlon
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Communication template; Mo template b

Click “OK” on the pop-up.

adminuat.dcd.pageuppeople.com says

Any changes you have made on this page will be lost. Are you sure you

want to change the template?
El - 1

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

Emnaif: Applicant: © Yes @ No

Frofm:* jake peal@okstate edu

Subject*  waur applicatian status

Mescage Merge fields
B J U £ B-:-3W Fomas- A . il - & B L o @
Dear (FIRSTHAME],

Thank you far your inferest in the (JOBTITLE} opening &1 [BRAND]. ARer careful review of your application, the
selection commillee i nol exlending furher consideration 1o your appication.

W enGoUsge You 1o explose ather opparunities thal may abgn with your skils and experience.
Whe wish you all the best in your job saarch and fture caieer sndeanss.

Sincerety,
[GUBDEPARTMEMT}




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

Dielay email by:* Hodelay

ity

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.

Email: Applicant: ® Yes O No

Additional users from Job: O Yes ® No

Additional users from Job

B Key Administrative Officer Originator
Job Card Originator _] Reports to Manager - Not in Use
1 Search Committee Chair Search Committee Mermber

Additional users from Offer

Assistant Recruiter 1 Originator

Then, select “Move now.”



