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CHANGING APPLICANT STATUS
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Applicants can be accessed by click on the Applicant symbol 
on the dashboard or by selecting View Applicants from the 
job card. 
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From Managing Applications, you can:
• Change an applicant’s status
• View the applicant card
• View the application and resume

Additional information includes:
• Submission Date
• Contact Information
• Applicant Source

Managing Applications
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Notable information on the applicant card:
1. Employment status (current or former UD employee)
2. Applied Via (where did the applicant find this position)

The applicant card will display 
information specific to the 
applicant and the application 
against the requisition being 
viewed. 

Applicant Card

The applicant card can be 
accessed by clicking on the 
applicant's name from the 
applicant list.

3. Current application status
4. Offer status against application
5. Flags (can be added to quickly identify a 

feature of the applicant / application)
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The history tab keeps a timeline of all  
actions associated with the application. 
Items in the history tab can be filtered by 
type using the Item drop down. 

If the applicant applied to more than one 
position in the same department, the 
history can be filtered by requisition 
number using the Requisition drop down.

Applicant Card - History
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Applicant Card – Additional Actions
Using the menu option 
(three dots) at the end 
of an application will 
allow the department 
administrator to 
conduct additional 
actions against the 
selected application. 
The available action 
items will vary based 
on system permission. 
Useful actions and 
additional information 
are on the following 
slide. 
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Applicant Card – Additional Actions
Notable actions: 
1. Add document–supporting application documents can 

be added directly to the application

2. Add Note–the user can add notes specific to the 
selected application

3. Compile and Send– the user can send the selected 
application and materials to another system user to 
review

4. New Form – can be used to conduct and takes notes for 
phone screenings (see next slide for instructions)

5. View reference – a referral or letters of recommendation 
can be requested directly from the referee using the 
Talent Link system
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Adding a Form
• From the action's menu select “new form”

• Select the form to fill out and click “next”

• Forms are visible by clicking “form” in the 
applications section under the action's menu or 
in the history section of the applicant card

• The title of the form, score, status and outcome 
will all display in the history section
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Changing Applicant Statuses
To update the status applicants, select 
the applicants that will be moved. 
Once the green box has filled in, select 
‘Bulk Move’ from the ‘Select a Bulk 
Action’ drop down menu.

The following screen will allow the user to 
choose which status the applicants should 
be moved to. The selected status should 
align with where the applicant is in the 
recruitment flow. 

Status List – Faculty Recruitment Process

Status List – Staff Recruitment Process

https://www.udel.edu/content/dam/udelImages/human-resources/Careers/TL_Disposition_Status_Faculty.pdf
https://www.udel.edu/content/dam/udelImages/human-resources/Careers/TL_Disposition_Status_Staff.pdf
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• Email Applicants is set to No by default–no 
action required

• Additional Users from job is to No by 
default – no action required unless another 
user needs to be notified of the action 
taking place

• Notes can be left and are visible to users
with access to the applicant

• Update Job Status – is set to Yes by default. 
If the update to the applicant is not updating 
the status of the search, then change the 
answer to No. Questions can be emailed to 
AskTalentLink@udel.edu. 

• Clicking on Move Now will complete the 
status update

Changing Applicant Statuses

mailto:AskTalentLink@udel.edu
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Once the status changed has 
occurred, the new status will be 
reflected on the applicant screen. 

For larger applicant groups, the 
search tab can be used to filter the 
applicants to view applicants in a 
specific status.

Status changes are recorded in the 
history tab of the applicant card.

Status changes should occur at 
every stage of the recruitment 
process.

Changing Applicant Statuses


