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CAPPS Central Desk Aid

Managing Applicant Status

This desk aid outlines how applicant statuses are managed during each stage of the hiring process.

The user should be familiar with:
e Logging in to CAPPS HR/Payroll.
e Navigating the main dashboard and using tiles to navigate to the desired functions.
e Searching for applicants and applications.

Recruitment Status Arrow

The Recruitment Status arrow shows the main statuses (dispositions) that the applicant, job opening and offer
move through during the hiring process. This desk aid explains each part of the process in detail. The statuses are:
Applied

Reviewing

Screening ' — .
Routing Applied §Reviewing [ Sareening

Interviewing
Offer
Hire

Note: Detailed information on using Applicant Checklists is provided in a separate desk aid.

Understanding the Status Areas ——
The system uses six status areas to describe different steps in the recruiting process: et

e 1-Job Open o

o 2-Appl 3+ Summary

e 3-Summary #Roule

e 4-Route Sintwn

e 5-Intvw :

e 6-Offer soter

The applicant primarily moves through the 3-Summary status area and, as they do, the other recruitment area
statuses may also change. For example:

e When a job opening is created and approved, the status area 1-Job Open shows an Active status. In
contrast, the other status areas have no status set because nothing has yet happened to impact them.

e When an applicant applies to a job opening, the 2-Appl and 3-Summary statuses change to Applied. The
remaining status areas may not yet have a value.

1-Job Open

The 1-Job Open status area rules configuration table:

e Shows where the job opening is in the recruitment process.
e Depicts the DEFAULT (beginning) status for the job opening: 010 Open.
e Depicts the COMPLETE (completion) status for the job opening: 110 F/I/ed/Closed
e Shows no NOTIFICATION configured at this time. e e
e Statuses: QIE
O 006 Pending Approval —r
O 008 Denied 8 P o
O 010 Open —
O 100 Hold 010 Open a
O 110 Filled/Closed
O 120 Canceled Tr— -
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2-Appl

The 2-Applicant (2-Appl) status area rules configuration table:

Displays where the applicant is in the recruitment process.

Displays the DEFAULT (beginning) status for the applicant: 010

Active — the applicant has successfully submitted their

application, and the application is no longer in Draft status.

Displays the COMPLETE (completion) status for the applicant: 020 Hired.

Displays no NOTIFICATIONSs are configured at this time.

Statuses:
O 010 Active
O 020 Hired
O 030 Inactive
O 040 Queued

3-Summary

The 3-Summary area rules configuration table:

Is managed by the CAPPS team.

Displays a summary of the applicant’s progress in the
recruitment process.

Displays the DEFAULT (beginning) status for an
applicant: 010 Applied.

Displays the COMPLETE (completion) status for an
applicant: 090 Hired.

Outlines the steps marked where the applicant
receives system-generated NOTIFICATIONs, where

the applicant receives a system-generated notification: |

O 010 Applied
O 070 Offer
O 090 Hired
Indicates the APPLICANT WITHDRAWAL statuses
that allow the applicant to withdraw.
Displays the CANDIDATE APPLICATION STATUS
that displays to the applicant throughout the process
in Candidate Gateway. Available statuses:
005 Draft
010 Applied
015 Linked
019 Linked Questionnaire
020 Reviewed
030 Screen
050 Route
060 Interview
069 Preliminary Offer Decided
070 Offer
071 Offer Accepted
075 Preliminary Offer Notified
076 Preliminary Offer Accepted
077 Preliminary Offer Rejected
078 Hire Decided
080 Ready to Hire
090 Hired
100 Hold
110 Reject
112 Failed Prescreening
115 Reject Online Screening
120 Withdrawn
130 Withdrawn Application
140 Inactive

OCOO0OO0O0OO0O0O0O0OO0OO0ODO0OODOODOODOODOODOOOO

Notification

Complete

Notificai

tion

Applicant Withdrawal  Candidate Application Status

a 8 @ |8

ot Ssiecten

Note: This section is similar to how the Candidate Communication Area functioned in the previous system.

Managing Applicant Status
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Disposition Setup prpossnsaup O
The Disposition Setup configuration page: oo
¢ Is managed by the CAPPS team. —
e Controls the flow from one status to the next and
what statuses are available as successor statuses. 020 o
e Includes three columns: 10 supis
O PREDECESSOR DISPOSITIONS: —
» |ndicates where the applicant came from. R
= Lists the statuses that can precede the R
current one. oro e
O SOURCE DISPOSITION: 071 Ot Accapted
= Displays the applicant’s current status. S
= |sthe starting point for deciding next steps. oo Appted
O AVAILABLE TRANSITIONS: e
= Shows where the applicant can move next. O e
= Displays available options based on the %Eﬂm
current SOURCE DISPOSITION. ﬁg:}“
Note: Typically, 3-Summary statuses are the primary o7 O e
ones to reference throughout the process, as the other Mo et
status areas update based on what occurs in 3-Summary. || Sk,

Source Dispositon

010 Appiied (Default

020 Reviewed

030 Screen

050 Route

050 Interview

070 Offer

071 Offer Accepted

080 Ready to Hire

090 Hired

110 Reject

120 Withdrawn

130 Withdrawn Application

Available Transitions

020 Reviewad
030 Screen
050 Route:
110 Reject
120 Withdeawn

030 Screen
110 Reject
120 Withdrawm

050 Route:
060 Interview
110 Reject
120 Withdrawn

060 Interview
110 Reject
120 Withdrawn

070 Offer
110 Reject
120 Withdrawn

071 Offer Accapted
110 Reject

120 Withdrawn
080 Ready o Hire
110 Reject

120 Withdeawn

090 Hired
110 Reject
120 Withdrawn

010 Applied
110 Reject
120 Withdeawn

120 Withdrawn
130 Withdrawn Application

130 Withdrawn Application

010 Applied

4-Route

The 4-Route area rules configuration table:

e Displays where the applicant was when they were routed for review.

O Typically, the hiring manager reviews the applications.

O Adifferent subject matter expert resource can also help review
applications.

Description
010 Route ]
020 10w o Interviesy

100 Hoid

110 Refect

120 Winarawn

130 Witnaraun
Appication

Complete

[

e Displays the DEFAULT (beginning) status for an applicant: 010 Route
— the applicant was routed to someone for evaluation.
o Displays the COMPLETE (completion) status for an applicant — 020 Invite for Interview:
O The evaluator recommends that the applicant be invited for an interview.
O This does not initiate the interview process; the Edit Disposition function (discussed later) must be
used to change the disposition to the next step in the process.
e No notification is configured in the example configuration table.
e Statuses:
O (010 Route
O 020 Invite for Interview
O 100 Hold
O 110 Reject
O 120 Withdrawn
o

130 Withdrawn Application

5-Intvw

The 5-Interview (5-Intvw) area rules configuration table:

Managing Applicant Status

Displays where the applicant is in the interview process.

Displays the DEFAULT (beginning) status for an applicant— 005
Interview: the applicant was moved to the point where they are
ready to have an interview.

July 29, 2026

005 Interview ]

020 Make Ofer

100 Hold

110 Reyect

120 Withdrawn

130 Witndrawn
)

Complete
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e Displays the COMPLETE (completion) status for an applicant — 020 Make Offer:

@)
@)

o

The team indicates that the applicant is ready for an offer.

This does not initiate the offer process; the Edit Disposition function (discussed later) must be used to
change the disposition to the next step in the process.

The recruiting team receives a notification when the applicant offer is ready to be created, approved
and extended.

e Statuses:

©)

OO0OO0OO0O0

6-Offer

The 6-Offer area rules configuration table:

e Displays the applicant’s offer status. s e
e Displays the DEFAULT (beginning) status for an offer — 010 Extend: The

offer was created, approved and is ready to be extended to the applicant.
e Displays the COMPLETE (completion) status for an offer — 020 Accept:

o
O

005 Interview

020 Make Offer

100 Hold

110 Reject

120 Withdrawn

130 Withdrawn Application

The applicant accepted the offer.

The recruiting team also receives a notification that the applicant

accepted the offer. This advances the applicant to the 080 Ready for
Hire status, along with using the Edit Disposition function to initiate the ===
Prepare for Hire action for the applicant (see 3-Summary chart above). l=="

e Statuses:

©]
o
o
(©]
(o]
©]
o
(©]
(o]
©]

005 Draft

006 Pending Approval

008 Denied

010 Extend

020 Accept

030 Acceptance Withdrawn
100 Hold

110 Offer Rejected

120 Offer Withdrawn

130 Withdrawn Application

Searching and Managing Applicants

Navigation
Dashboard: Recruiting; Tile: Recruiting Activities; Search Applicants

NavBar, Menu; Recruiting; Search Applicants

Searching Applicants .

To search for applicants: s
1. Navigate to the Search Applicants page.

2. Enter keywords and use filters to locate applicants based on the
criteria entered.

3. Select Search.
The results displays for all applicants who meet the search criteria. _

4. Select an applicant’s name to open the Manage Applicant page et 0 - o
that lists all applications the individual has submitted to the agency g
and indicates those that are currently active.

Search Applicants

Managing Applicant Status July 29, 2026 Page | 4
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Editing the Disposition

The Manage Applicant page displays a table listing all applications the applicant has submitted to the agency,
along with several data points for each.

To edit the disposition from the Manage Applicant page:

1. Select the Other Actions menu for the appropriate application.

Manage Applicant

2. Select Recruiting Actions.

3. Select Edit Disposition.
The Edit Disposition window displays.
Alternatively, the disposition can be edited from the Manage Application page:

1. Select the icon under the Application column for the appropriate row.
The Manage Application page displays.

Manage Application

2. Select Other Actions in the Process Application section.
3. Select Recruiting Actions in the drop-down menu.

4. Select Edit Disposition.
The Edit Disposition window displays.

5. Edit the disposition, as necessary.

Processing Applications

The Process Application section on the Manage Application page provides convenient options for managing a
candidate’s progress through the hiring process.

Process Application &

Disposition (20 Reviewed
e & Mark Reviewed 6 Route ED Interview @ Reject v Other Actions

Reason :
Interest

Date  02/03/2026

Managing Applicant Status July 29, 2026 Page | 5
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In the Process Application section, there are various fields and options:

e DISPOSITION —displays the status of the application. For example, if the DISPOSITION reads 010
Applied, this means the applicant successfully applied to the job opening.

REASON.

DATE — displays the date when the status is updated.

INTEREST.

Mark Reviewed.

Route.

Interview.

Reject.

Other Actions.

Rating the Level of Interest

The INTEREST field is a four-star rating tool recruiters use to denote the level of interest they have in a
candidate, indicating how strong a fit the applicant might be for the position. The rating (if used) is specific to
the Recruit user; other users cannot see values assigned by that user.

Marking as Reviewed

Selecting Mark Reviewed (quick-action option) indicates a user has reviewed an applicant and saves time by
automatically updating the system to reflect the review. This option updates the applicant status in the
3-Recruitment status area. In addition, the DISPOSTITION field updates to 020 Reviewed, ensuring consistency
across the overall statuses in the 3-Recruitment status area.

Note: If an Applicant Checklist is assigned to an applicant at this stage, selecting Mark Reviewed does not
update or affect the checklist. The checklist provides additional detail throughout the disposition steps.

For example, the checklist can help explain why the applicant was marked as reviewed and moved forward or
why their DISPOSITION was edited to indicate they were not selected and exited the process.

Alternatively, this action can be manually performed by selecting Other Actions [t Dvpoeition
and updating the available Edit Disposition options. "

The status updates brought about when selecting Mark Reviewed can also be
confirmed from the Edit Disposition window by viewing the status in the
CURRENT DISPOSITION field.

Note: This action is similar to marking an applicant as Passed HR Screen (depending on the Candidate Selection
Workflow [CSW] used by the agency) in the previous system.

Initiating the Routing Process Route Apphcant

Select Route to initiate the routing process e
so that another individual can evaluate the  |wsmosse

applicant and provide feedback to the = = b ouring
recruiter. Selecting this option opensthe ™ i
Route Applicant page, where the user can: oy Detats ©
e Specify the evaluator e
e Set a feedback due date g e ame s Ressonse Do e
02026 [i] a o 2]

e Configure notifications related to the
routed applicant

Comments

An applicant can be routed to multiple
evaluators at the same time (if necessary)
using the Route Applicant page with shared
due dates and notification settings. v B

When this action is selected and the Route is initiated, the applicant’s disposition automatically updates to 050
Route, causing the system to skip the 030 Screen step.

Note: The Route process is discussed in more detail in a separate desk aid. ‘

Managing Applicant Status July 29, 2026 Page | 6
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Initiating the Interview Process

Selecting Interview (quick-action option) initiates the interview process, saving the user time by automatically
updating the system to reflect that the applicant is ready to move into the interview phase. Use of this option
displays the Interview Schedule page, where the user can configure interview details and designate interviewers
from the Interviewers section configured on the job opening. Materials and attachments can be added for
interview participants to reference. In addition, the user may specify the type of response required from the

interview team.

Interview Schedule

Job Opening ID 100048 Business Unit 55532 (Cerrectional Inssiutiors Div)
Job Opening Status 010 Open Job Posting Title Corectionsl Oficer |
Submitted Mo
- Doug Stobee

Applieamio 00 prereme 4 Contaet Email
Applicant Type  Extesmal Appiicant

* Intarview 1 - Date Not Entered ()

Interviewes ID Interviewer Hame Date StartTime  End Tme  TimeZome Resporse Comments Aueallability

254 characters remaning

Interview Materials

Hotes (@

o NS Nave been B00ed 10 11 Mnteniew

Hatity

PreviewlEdit Meeting Request Leter ©

» Consolidated Interview Letter ()

Note: The Interview process is discussed in a separate desk aid.

Rejecting an Applicant

Selecting Reject (quick-action option) indicates that an applicant is not selected. This option displays the Reject

Applicant window, where the REASON for the rejection can be selected from the drop-down menu.

Selecting Reject for an applicant also updates the following
dispositions and status areas:

e 2-Appl— 030 Inactive

e 3-Recruitment— 110 Reject

® 4-Route— 110 Reject

e 6-Offer— 110 Reject (occurs if they are in the Offer phase)

Reject Applicant

Job Opaning

Managing Applicant Status July 29, 2026
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Reject Reasons

The complete list of values for the reject REASON field, alphabetically:

Another job

Appl canceled the interview
Appl request to end interview
Did not complete hire process
Did not report to work

Did not respond to offer
Duplicate applicant

Failed background check
Failed credit check

Failed criminal check

Failed drug testing

Failed education check
Failed employment test
Failed final screening

Failed medical exam

Failed physical fitness test
Failed polygraph exam
Failed prepolygraph review
Failed psychological exam
Failed testing

Failed written test

Future consideration

Hired on other JO
Ineligible— basic eligibility
Ineligible— employment cond
Ineligible— min grade/salary
Ineligible to work in US

Job Opening canceled

Lacks other min qualifications
Lacks required credentials
Lacks required education
Lacks required experience
Misrepresentations

Never returned calls

No reason

No show for interview

Not eligible to transfer

Not interested in agency
Not interested in position
Not met required criteria
Not selected

Not willing to relocate

Not willing to travel

Offer rejected

Offer withdrawn

Other qualified appl selected
Other

Personal reasons given
Position canceled

Salary expectations

Salary is insufficient

Salary not in line with role
Selected for other position
Unable to contact applicant

Managing Applicant Status July 29, 2026 Page | 8
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Other Actions

The Other Actions menu is an actionable list that provides access to various tasks related to the general
recruiting process or to a specific applicant. The options available in this menu change throughout the hiring
workflow and are determined by factors such as the applicant’s progress, the status of the job opening, the
status of any offer and the user’s security permissions.

Selecting Other Actions displays two menus:
e Recruiting Actions
e Applicant Actions

Each menu provides dynamic options that change based on the user’s access and disposition.

Recruiting Actions

e Create Interview Evaluation.

e Prepare Job Offer.

e Accept Offer — this action is available only if an offer is in the default Open status.
e Reject Offer — this action is available only if an offer is in the default Open status.

e Withdraw Application — this action is available only if the disposition 130 Withdrawn Application
is configured as a successor to the current disposition.

e Prepare for Hire — this action is available only if the current disposition is either:
O 071— Offer Accepted
O 080— Ready to Hire
O 090— Hired
O 120— Withdrawn

e Withdraw from Hire — this action is available only if the current disposition is: 080 — Ready to
Hire.

o Edit Application Details.

e Edit Disposition — if a flexible recruiting process governs the job opening, this is available only if
the process provides the user with valid transitions from the current disposition.

Alternatively, this action can be manually performed by selecting Other Actions and updating the
available Edit Disposition options.

Select Recruiting Actions from the Other Actions drop-down menu for a list of options that change
depending on the disposition and the user’s access.

Othar Act:

8

Recruiting Actions >

Create Interview Evaluation
Applicant Actions > | pranare Job Offer
Withdraw Application

Edit Application Details

Edit Disposition

The following are the most common actions available under the Recruiting Actions menu.

Managing Applicant Status July 29, 2026 Page | 9
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Creating the Interview Evaluation

Select Create Interview Evaluation to open the Interview Evaluation page, where an interview
evaluation can be initiated and stored in the system along with the application for the recruiting

team to reference.

Interview Evaluation
Mew Window | Personalize Page)
Name Job Posting Title Correctional Officer 1l
Applicant ID 10011 Job Opening ID 100048
Status 010 Active Job Opening Status 010
Evaluation Interview Ratings | Q |
Interview Date | 0210372026 =)
Category Communication Skills
Interview Type ~
. v Score 0
Recommendation Interview Rating
—— Comment B
Overall Rating ~
Recommendation v
Comments e
Category  Education/Training
. y ~ Score 0
Interview Rating
Comment ‘ (S5
Category Technical Skills
Interview Rating hd Seore 0
Comment ‘ e
Category  Work Experience
Interview Rating hd Score 0
Comment ‘ &
‘ Submit Save as Draft | @=Retumn Top of Page

Managing Applicant Status
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Preparing a Job Offer
Select Prepare Job Offer to display the Prepare Job Offer page, where the Job Offer process can be

Prepare Job Offer
‘ geRetumn | gfjRecruiting Home Persanalize
Posting Title Corectonal Officer Job Opening ID 100048
Jab Opening Status 010 Open Business Unit Comectional Institutions Divi
Job Tite Comectional Officer Il Position Number 00075918 (Comrectional Officer lll )
Applicant Name Applicant ID 10011
Offer Details (0 Q v View All
Job Opening 100048 Comectional Officer Il Business Unit 69632 B Save as Draft
Position Number | 20075818 Q | comectional Officer I Offer Date |92/03/2026 5] Lo I"""" for Approval
£) Post
Job Code  4504N1 Corectional Officer Il Start Date .
Hiring Manager 5296
“Offer Expiration (0211012026 ] fer
Recruiter 3908 Q e ]

Applicant Type External Applicant
o Preferred Contact Email

Status 006 Pending Approval

R
sason Notify Applicant Personal Data Required for Preboarding
Created By
Job Offer Components & Offer Letter (3
“Component Offer Amount Fayment  Cumency Frequency " Date Printed [&]
Letter
v 3 v v o Generate Letter Upload Letter Email Applicant
‘Add Offer Component
Offer Attachments &
E=iD @ a : Viewal Mo attachments have been added 10 this offer.
‘Add Applicant Attachment Add Organizational Attachment
Added By
Last Updated By
‘ Add Ancther Comment
‘ @Retum | fjRecruiting Home Top of Page

Note: When the offer is approved, select the NOTIFY APPLICANT checkbox to ensure the
system informs the applicant that an offer was extended and posts it to the Candidate Gateway
for their review.

Beside the NOTIFY APPLICANT checkbox is the Personal Data Required for Preboarding
hyperlink that allows the Recruit user to select which of the three PII (personally identifiable
information) data elements are needed for the hire:

e NATIONAL ID
e DATE OF BIRTH
e DRIVER'S LICENSE

Withdrawing an Application

Select Withdraw Application to display the Withdraw Application window, where the recruiter can
withdraw an applicant’s application from a job opening. This has the same effect as marking the
applicant Rejected.

Withdraw Application X

Applications to Withdraw

ApplicantID  Applicant Job ID Job Title

10011 100043 Correctional Officer Ill

Disposition

Disposition 130 Withdrawn Application
Reason Recruter Withdrawn v

| Withdraw and Comespond I l Cancel

Managing Applicant Status July 29, 2026 Page | 11
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Recruiting Activites

Editing the Application
Details

Select Edit Application
Details to update an
applicant’s application. b

Some sections are visible o o
only to recruiters and ‘
cannot be accessed by
the applicant. Any
editable parts of the
application can be
modified (as necessary)
and updates can be
saved.

Editing the Disposition

Select Edit Disposition to update the applicant’s disposition. In
most cases, this action moves the applicant forward in the
process, but it can also place the applicant on hold or return
them to the Applied stage.

Information and fields available on the Edit Disposition window:

e CURRENT DISPOSITION.
e NEWDISPOSITION:

Edit Disposition

O Drop-down menu of values that corresponds to the 3-Summary status area.

O The available values:
= (005 Draft
010 Applied
015 Linked
019 Linked Questionnaire
020 Reviewed
030 Screen
050 Route
060 Interview
069 Preliminary Offer Decided
070 Offer
071 Offer Accepted
075 Preliminary Offer Notified
076 Preliminary Offer Accepted
077 Preliminary Offer Rejected
078 Hire Decided
080 Ready to Hire
090 Hired
100 Hold
110 Reject
112 Failed Prescreening
115 Reject Online Screening
120 Withdrawn
130 Withdrawn Application
= 140 Inactive

Save — finalizes and records the edit.
Cancel — abandons the edit.

Managing Applicant Status July 29, 2026

STATUS REASON — available as a drop-down menu for some dispositions.
DATE — the date of the edit displays (cannot be modified by the user).
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Applicant Actions

e Add Applicant Note P

e Add Applicant to List w:: :IJWT
e Change Applicant Status o —

e Forward Applicant Change Apphcant Stats

e Link Applicant to Job imes W

e Manage Applicant Checklists Manage Appicart Checkists
e Manage Applicant Contracts i
e Pre-Employment Check Send Corespondence

[}

Send Correspondence

Select the Other Actions option, then select Applicant Actions to access a list of options that change
depending on the disposition and the user’s access.

The following are the most common actions available under the Applicant Actions menu.

Adding an Applicant Note

Apphcant Notes

Select Add Applicant Note to add a note to the applicant’s
online record. =S

Notes are part of the applicant’s overall history. They should a)
be assigned an AUDIENCE value of Public so the entire hiring
team can view them.

Note: It is important to adhere to factual information when
posting notes to an applicant’s online record.

Adding an Applicant to a List

Select Add Applicant to List to initiate adding an applicant to an Applicant List. Lists provide a quick

way to group applicants so they can be worked with more efficiently.
Add to Applicant List

Persanalize Page

Select the list name that you would like to add the applicant(s) to or select the Create New List option to create a new list

List Name Description Owner Status Access Date Created

List Name

Changing the Applicant’s Status

Select Change Applicant Status to change the applicant Change Applicant Status
status for the 2-Appl status area. If the 2-Appl status is “Staus Code 7|
changed here, corresponding status areas also update. Somess Roeson v
Available STATUS CODES:

e (010 Active

e (020 Hired

e 030 Inactive

e 040 Queued (CAPPS does not support functionality for this status)

Select a STATUS REASON value depending on the STATUS CODE value selected.

Managing Applicant Status July 29, 2026 Page | 13
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Forwarding an Applicant

Select Forward Applicant to email the
application and other information to someone
else in the agency.

This option forwards an applicant’s
information to an individual who is not part of
the hiring team and doesn’t have any other
role associated with the job opening. The
recipient will not have access to the job
opening or the full list of applicants. Access to
the applicant’s information is available only
via the hyperlink in the email and depends
entirely on the recipient’s existing security
permissions. If the recipient does not have the
required access, the hyperlink cannot be
opened and no applicant data will be visible.
Forwarded applicant messages are tracked
within the system.

Linking an Applicant to aJob

Forward Applicant

Forward Applicant
] Applicant Name Job Opening

10011 100048 - Comectional Officer I

Recipient Information

Select Link Applicant to Job to link an applicant to a specific job opening.

Use this option in
situations where the
application account was

Applicants to be Linked

Link Applicant to Job Opening

Applicants without email addresses will nol receive a Job Opening Questionnaire.

Status Email Address

010 Active

Job Posted Questionnaire

created on behalf of an s Name
applicant, such as:
e When an
application is Job Openings
received by fax. on Gpenina Fostna e
- or -— Q
e Duringa | A Jobs Opering
conversation at a Disposition Information
job fair. Dtapoation [ 075 Liked

An applicant can also be
linked to a job when an
applicant applies for
one job opening that is

Reason

Date  02/03/2026

not a suitable match but the recruiting team determines that the applicant may be a better fit for
another opening. When the applicant is linked to the new job opening, the update appearsin
Candidate Gateway, allowing the applicant to review and respond.

When this option is used, the applicant’s DISPOSITION in the 3-Summary status area is set to 015
Linked, indicating that the applicant did not originally apply for this job opening and was manually
added to it by back office staff.
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Managing Applicant Checklists

Select Manage Applicant Checklists to initiate a checklist or manage an existing one assigned to an

applicant.

Applicant Checklist

Applicant Name Applicant ID

Applicant Type  Extemal Applicant Empl ID

Applicant Information

“Checklist Date |02/03/2026

“Checklist Q
Responsible ID Q

Comment &

Checklist Item

*Sequence “ltem Code Description *Briefing Status

Q Initiated

l Add Checklist Item ‘

Add Checklist
Save Cancel

0l Delete Checkist

10011

Q - Wiew All

“Status Date

02082028 & u

‘ Note: Detailed instructions for using the Applicant Checklist are provided in a separate desk aid.

Managing Applicant Contracts

CAPPS does not support Manage Applicant Contracts functionality.

Pre-Employment Check

CAPPS does not support Pre-Employment Check functionality.

Sending Correspondences

Select Send Correspondence to send the

applicant correspondence, which is tracked in
the application’s Notes and History section. =a

Send Correspondence

Recipients

o Applicant Name Job Cpaning

10011 100048 - Conectional Offcer Hl
Message Type and Method
“Cotact Method | Email

Letter

Recipient Information
T
cc
Bee

Include Imerssted Parties

Sender Information

From

Message
“Subject
Aceass | Pudlc v

“Message &

Amachments

No attachments have been added 1o ths Comespondence

Managing Applicant Status
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Date Description of Change Changed By

July 29, 2026 Initial release. D. Stobee
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