Department Access

Cancelling a Posting

e Log into the system.

riuman Resources

User Login
+ Request User Account  qpqininasite Last Updated: 02/04/2008

Please login to the syStexqusing your User Name and Password, If you do not have a User Name and
Password assigned, click Réuest User Accountform to the left.

usernames [ |
password: [ |

‘You are about to login to a secure system, When
you are finished, please click Logout to ensure
that others with access to your computer cannot
view the information in the system,

e Select View under the classification title.

[State University of New York

Directory | Forms | Policies | Announcements | Calendars

i Lynn Bluhm, You are logged in,

Lo Thursday, Febi 21, 2008
Your Current Grgup: Hiring Managers. ursday, February 21,

Active Postings

To view thel position details, click on the "View" link below the Title. To sort by any column, click on the arrow next to the colurn title,

Active
M cussification Title A Posting Number A Apps In Process  Job Open Date N Job Close Date | K Department V] Posting Status
Residence Hall Director 0800016
Vi || Yiew Get Reports List 3 01-14-2008 04-11-2008 0090-University Residence Halls & Apartments Posted
View Get Reports List
Summary
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Department Access

Cancelling a Posting (continued)

e Disqualify the active applicants. To change all applicants statuses at one time, select All in the All/None col-
umn.

e Select Change Multiple Applicant Statuses.

View/Edit Posting - Residence Hall Director

Posting Preview

Posting  Posting Specific  Disgualifying Guest  Hiring Proposalis Motes
Details CQuestions Points User fior Posting History

Active AppNcants

3 Records

Current ate jv] External
ployee Applied " Status

phakespeared Under Review
William ) by Search
View State Resume T\~ 02-21-2005 Committes In Progress 0
Emplovrert Change Status
Application
Milton, John Under Review
Vigw Srate 1] L by Search
= o Resurmne 02-21-2003 e In Progress D
Application Change Status
(IR, Under Review
Geoffrey by Search
View State Resume 02-21-2008 e In Progress O
Employment Change Status
Application
CHANGE MULTIPLE APPLICANT STATUSES I
Active Applicants VIEW MULTIPLE APPLICATIONS |
Include:
[ 1nactive Applicants
YIEW MULTIPLE DOCUMENTS I
REFRESH | Applications | docurnents will open in 3 news window. To print,

e  Select for the Change for All Applicants Status, Not Selected for Interview (No Letter).

Change Applicant Status

) Status Selection Reason
Change For All Applicants:

Under Review by Search Committes W Choose Qption Below; %

Under Review by Search Committes
Recommend For Hire

Minirmam Cualification Mok Met Send Letber
Mot Selected For Inkerview Send Letker

Shakespeare,
William Resume | Choose Option Below: |
Wiew State Cover
Employment Letter
Application
Milton, John
View Stlate Resume - - | Choose COption Below: % |
r— Cower | Under Review by Search Committes w |
Employment
" Letker
Application
Chaucer, Geoffre
Wieys Stabe Y Resume - - | Choose Option Below:  w |
e ee—— Cover | Under Review by Search Committes |
Employment
— Letker
Application —
I CONTIMUE TO CONMFIRM PAGE == I RESETTO ORIGIMAL STATUS I

CAMCEL I
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Department Access

Cancelling a Posting (continued)

e  For the Selection Reason, choose Position Cancelled
e  Then click on Continue to Confirm Page.

Change Applicany Status

Change For all Status Selection Reason
Applicants:
Mot Selected For Interview (Mo Letker) | | Choose Opkion Below:
Choose Cptikn Below;
Unable to coftact
Falsification ok application
. Application shdws unacceptable work history
Mame ICandidate ineligible ko wark in the US
Shakespeare, Candidate withdrew from consideration
william Candidate lacks Yirectly related experience
Wiz Sl Mok Selected For Interview (Mo Letber) w | |Candidate lacks directly related education/training/licensure
Emplonmen ployment Candidate lacks pheferred qualifications (educationexperienceskill level)
Application Weak Publication Record
Research Experiende Mot Applicable
Milton, John fficient: TeachindgExperisnce
View State Mok Selecked For Interview (Mo Letter) | A b :"E'j
Employment External Posting Cancelled
Application
Chaucer,
Geoffrey Choose Cption Belaw:
View Stake Mok Selecked For Interview (Mo Letter) b
Employment
&pplication
I CONTINUE TO CONMFIRM PAGE =2 I RESETTD ORIGIMAL STATUS I CAMNCEL I

e  Verify the status change and click on Save Status Changes.

Change Applicant Status

Shakespeare, William Mot Selected For Interviews (Mo Letter)  Pasition Cancelled

Mot Selected For Interview (Mo Letter)  Position Cancelled

Chaucer, Geoffrey

Wiew State Employment Applicstion  Cover [atter 10T Selected For Interview (Mo Letter)  Position Cancelled

| SAVE STATUS CHANGES >3 || canced |

Once all your applicants have been disqualified, an e-mail including your request to cancel a posting and the post-

ing number must be sent to:
RF Positions—Sharon Chimera at schimera@buffalo.edu.

State and UBF Positions—Christina Stroehlein at cms17@buffalo.edu.

When HR cancels the posting, a system generated e-mail will be sent to applicants advising that the position has

been cancelled.
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