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Creating and Managing Checklists in Recruit 

Overview 

This desk aid outlines how to create and manage applicant checklists during the recruiting process. The 
checklists can be: 

• Used as tools to assist with the recruiting process. Checklists track the individual tasks the applicant 
or recruiting team must complete to successfully hire the applicant in compliance with the agency’s 
business process.  

• Accessed only by the recruiter. The applicant does not have access. 

• Helpful due to the higher granularity compared to the disposition process. 

• Tailored for a specific applicant, a large group of applicants or a timeframe. Additionally, the 
information in the checklists is available via a PeopleSoft Query — users can extract and download to 
their workstation for offline analysis. 

• Assigned to applicants at any stage in the process (depending on the agency’s business process) and 
can extend beyond the hire date (if necessary). 

The user should be familiar with: 

• Logging in to CAPPS HR/Payroll. 

• Navigating in or around CAPPS HR/Payroll and using either or both the tiles that are provided based 
on the users’ security and/or the NavBar. 

• Creating a job opening. 

• Posting a job opening. 

• Searching for: 
o Job openings 
o Applicants 
o Applications 

• Performing advanced searches. 

• Following the agency’s recruiting/business process. 

The Disposition Process 

Disposition is the overall process that simplifies: 

• Tracking applicants. 
• Determining an applicant’s eligibility for hire. 

–and– 
• Locating where an applicant failed in the recruiting process.  

There is a sequence of seven general statuses (stages): 

1. Applied 
2. Reviewing 
3. Screening (most common stage to use a checklist) 
4. Routing 
5. Interviewing 
6. Offer 
7. Hire 

Even though Screening is the most common stage to use a checklist. However, based on agency business needs, 
the stage the checklist is assigned to the applicant will vary. 

Also, it is possible to set up and use multiple checklists. For example, use one checklist for reviewing and another 
for screening.  
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Creating and Managing Checklist Items 

Creating Checklist Items 

Navigation 
 Navbar: Set Up HRMS; Common Definitions; Checklists; Checklist Items  

1. Navigate to the Checklist Items page. 

2. Select Add a New Value. 

3. Enter the agency SET ID. 

4. Enter a 12-character CHECKLIST ITEM CODE (alphanumeric).  

 

Tip: If you don’t know the 12-character CHECKLIST ITEM CODE , use the SET ID search 
(magnifying glass) icon to find existing checklist items (agency SET ID must be populated).  

5. Select Add. 
The Checklist Items page displays. 

Note: The default for the STATUS field is Active.  

Note: CAPPS is not currently using the LINK ID field. 

 

6. Enter the EFFECTIVE DATE that the item will be available (or select the date using the calendar icon). 

7. Enter a DESCRIPTION. 
Note: This description is displayed to the person that is managing the checklist. It is typically an action-
type word or phrase (i.e., background check, request transcripts, etc.). 

8. Enter a SHORT DESCRIPTION (10-character limit). 

9. Enter COMMENTS (if applicable). 

10. Select Save. 

11. Select Add to add more items (optional). 

# # # 
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Managing Checklist Items 

Navigation 
 Navbar: Set Up HRMS; Common Definitions; Checklists; Checklist Items  

1. Search for agency checklist items using the agency SET ID (or other search criteria). 

 

2. Select Search. 

3. Select the item to review. 

4. Review and edit fields (as necessary). 

 

5. Select Save. 

### 
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Creating and Managing Checklists 

Creating Checklists 

Navigation 
 Navbar: Set Up HRMS; Common Definitions; Checklists; Checklist  

1. Navigate to the Checklist page. 

2. Select Add a New Value. 

 

3. Enter the agency SET ID. 

4. Enter a 12-character CHECKLIST CODE (alphanumeric). 
Tip: If you don’t know the 12-character CHECKLIST ITEM CODE , use the SET ID search 
(magnifying glass) icon to find existing checklist items (agency SET ID must be populated).  

5. Select Add. 
The Checklist page displays. 

Note: The default for the STATUS field is Active.  

Note: CAPPS is not currently using the LINK ID field. 

 

6. Enter the EFFECTIVE DATE that this checklist will be available (or select the date using the calendar icon). 

7. Enter a DESCRIPTION (e.g., Support Staff Checklist). 

8. Enter a SHORT DESCRIPTION (10-character limit). 

9. Ensure Other (default) is selected for the CHECKLIST TYPE. 

10. Add each checklist item (previously defined in the Assignment Checklist Item section). 

Tip: For simplicity, when adding future items, enter the SEQUENCE number as a multiple of three or 
five. This step prevents editing the SEQUENCE numbers for the entire list when adding another item 
at a later date. The default sequence increment is by the hundreds. 

# # # 
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11. Select the ITEM CODE from the drop-down menu. 

Tip: To display the DESCRIPTION, press the tab key to advance from the ITEM CODE to the 
DESCRIPTION. 

12. Select Save. 

 

13. Select Add to add more items (optional). 

Managing Checklists 

Navigation 
 Navbar: Set Up HRMS; Common Definitions; Checklists; Checklist  

1. Search for the checklist using the agency SET ID field. 

2. Select the desired checklist from the results. 

3. Edit fields (as necessary). 

4. Add [+] or remove [–] checklist items (as necessary). 

 

5. Select Save. 

Note: The changes are applied to any new checklists that are created after saving the changes. 

# # # 

# # # 
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Assigning and Managing Applicant Checklists 

Navigation 
 Navbar: Menu; Recruiting; Search Applications 

1. Select the Recruiting Activities tile. 

2. Search for an applicant or application using the search criteria drop-down menu. 

3. Navigate to the Manage Applications page for that applicant/application. 

4. Select Other Actions. 

5. Select Applicant Actions. 

6. Select Manage Applicant Checklist.  

 

Note: Selecting Other Actions provides more actions (when present) for a specific applicant. 
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Assigning Checklists 

Navigation 
Navbar: Search Applications; Other Actions; Application Actions; Manage Applicant Checklists 

1. Verify the SETID matches the user’s agency SETID for the job opening.

2. Enter the CHECKLIST DATE that indicates when the checklist was assigned to the applicant (or select
the date using the calendar icon).

3. Select the JOB OPENING ID CHECKLIST field search (magnifying glass) icon.

The Look Up Checklist page displays with all checklists configured for the agency.

# # #TX 

# # #TX 
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4. Enter variables to search for the appropriate checklist
–or–
Select the hyperlink in the CHECKLIST CODE or DESCRIPTION.

Note: Selecting a checklist populates the Checklist Item section of the Applicant Checklist page with all 
configured checklist items. 

5. Review the items in the Checklist Item section.

6. Change the SEQUENCE number (if necessary) to reorder the sequence in which the items should be
worked on or completed.

Note: It is possible to have multiple checklists and items active at any time. 

The ITEM CODE is the value that was used to define the item during the checklist configuration 
exercise and generally does not need to be updated. 

7. Review the DESCRIPTION.

Note: In the Applicant Activity grid, the checklist item with the lowest sequential number (labeled 
Work In Progress) displays. 

8. Select the applicable valued from the TASK STATUS drop-down menu for the first item to work on with
the applicant. Typically, the first status used is Work In Progress.
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9. Review and update any additional items (as necessary).

10. Select Add Checklist Item to add additional applicant-assigned items/tasks to the checklist.
A new row appears in the table.

Note: Select the ITEM CODE field search (magnifying glass) icon to locate the additional item to add 
(if necessary). 

Managing Applicant Checklists 

Navigation 
Navbar: Menu; Recruiting; Search Applications 

1. Select the application hyperlink.

2. Select Other Actions.

3. Select Application Actions.

4. Select Manage Applicant Checklists.

5. Navigate to Manage Applications or Manage Applicant to see the status of the checklist item with the
oldest STATUS START DATE and lowest SEQUENCE number that is Work In Progress.
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Revision History 
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