
Dispositioning an Applicant 

Prior to dispositioning a candidate, each candidate has to be updated to indicate their applicant material 
has been reviewed.  To indicate an applicant has been reviewed, click on the icon under Mark Reviewed 
to update the disposition to Reviewed.   

 

 

a. Dispositioning an applicant can be done from several dispositions, including “Reviewed” 
and “Interview”. To reject an applicant, click on the icon in the Reject column. 
 

 
 
 

b. Choose the appropriate Reason from the dropdown. 
 

 



 
 

 

c. Click Reject. Click OK on the Success message. 
 

 
 
 

d. The Disposition is now “Reject”. 
 

 

 



Dispositioning an Applicant-Search Committee Chair 

Prior to dispositioning a candidate, each candidate has to be updated to indicate their applicant material 
has been reviewed.   

You will find the Mark Reviewed action under Group Actions.  After, you should be able to properly 
disposition the candidates.  

Disposition Applicant 

a. To disposition an applicant, go to the applicant list for the position.



b. Place a check in the box on the left hand side of the applicant’s name.  

 

 

c. At the bottom of the page, select the Group Actions > Recruiting Actions > Reject 
Applicant 

                               

 

d. Choose the appropriate Reason from the dropdown and then click Reject.  Click Ok once 
you receive the success message.  

 
 



 
 
 

e. The Disposition is now “Reject” and reflects the Reason 
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