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Purpose  

To provide guidance for transitioning applicants to different workflow statuses to process 
applications through the application lifecycle. 

Prerequisites 

Review of the Login & Basic Navigation procedure, the User Roles procedure and the 
Reviewing Staff Applications procedure. 

Procedures 

1. When applications are submitted, new applicants will automatically be set to the 
workflow state titled “New Applicant”. Facilitators will review all applications in the “New 
Applicant” workflow state daily.  

a. Submitted applications should be screened daily or at least once a week.  
b. All other Department User Roles will not be able to review applicants in the “New 

Applicant” workflow state for Staff positions. Facilitators will pre-screen applicants 
to ensure they meet minimum qualifications prior to moving qualified applicants 
forward to the department for further review.  

2. Facilitators will move applicants who meet minimum qualifications to the “Application 
Review” workflow state. Applicants who do not meet minimum qualifications will be 
dispositioned by Facilitators.  

a. Applicants that make it through the initial screening will be accessible by the 
other department users that will have access to review applicants to a given 
requisition.  

3. Department users with the access to review and/or transition applicant workflow states 
will be able to review all applicants in the “Application Review” workflow state under the 
sub-status “Committee/Manager Review”. For additional insight into which user roles 
would have access to view and/or transition applicant workflows, please review the User 
Roles procedure.   

a. To view applicants for a given position, go to the job requisition in 
SuccessFactors. On the job requisition, click the “Candidates” tab.  
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b. On the “Candidates” tab, click the name of the applicant you would like to review 
to open their application profile.  

i. Note, applicants who are internal applicants will have a blue icon under 
the “Applicant Type” column. External applicants will have a red icon.  
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c. Review applicants to first confirm they meet minimum qualifications. Applicants 
that do not meet minimum qualifications should be screened out by HR Staffing, 
but if you review an applicant and determine they don’t meet the minimum 
qualifications for your position, disposition their application.  

i. How to disposition applicants will be discussed later in this procedure.  
4. Begin internally ranking your applicants. HR Staffing recommends using an external 

spreadsheet to rank the candidates based on education, experience and skills 
qualifications. The “ABC” method is what HR Staffing recommends as the method of 
ranking your applicants: 

a. “A” group applicants are your top applicants, those that you will want to interview. 
i. A group applicants will include any RIF/Grant Expiration applicants. You 

will receive an email from your HR Staffing representative if a RIF/Grant 
Expiration applicant applies to your position. 

ii. “B” group applicants are those that you would review if your A group 
applicants do not work out. They may meet some or most of the 
department’s needs, but wouldn’t necessarily be considered the top 
applicants.  

iii. “C” group applicants are those that don’t meet the needs of the 
department. These applicants should be dispositioned as soon as it’s 
determined the department will not be moving forward with considering 
these applicants for the position.  
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1. As mentioned, how to disposition applicants will be discussed later 
in this procedure.  

5. Once you identify an applicant who you will want to proceed with an interview with, you 
will select their application under the applicants list on the “Applicants” menu. 

 

a. With the applicant selected, click the blue “Move” button at the top of the 
applicants list. 

 

b. The current application status will show as “Application Review”, the sub-item or 
“sub-status” will automatically show as “Request Approval of Short List”. This is 
because other campuses have this step as part of their workflow process. UNMC 
will not be following this process. 
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c. Click the dropdown icon next in the “Move to status:” section. 
i. The below image will show the list of possible workflow statuses you can 

move the applicant to.  
1. Be sure to never select “Self Disclosure” as this workflow status is 

only used for the Nebraska State College System and will send 
the applicant a criminal history self-disclosure document. UNMC’s 
background check process includes a self-disclosure process and 
will be handled at that time.  
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d. Select “Interview” as the workflow status and “Interview 1” as the sub-item/sub-
status and select the blue “Move” button at the bottom of the screen. 

 

i. This will identify that the applicant is in the interview process. The 
interview process will continue to be processed how you currently handle 
interviews internally within your department. All scheduling will be done 
outside of the system.  

ii. If additional interviews are conducted, you may move the sub-item/sub-
status to “Interview 2”, but this is at your discretion and is not required by 
UNMC HR Staffing.  

6. After interviews are conducted and you are ready to move forward with your top 
applicant, select the applicant under the Applicants section of the applicant list and click 
the blue “Move” button at the top right of the applicant list. 
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a. Select the dropdown in the Workflow Status field.  
i. You can move the applicant to the Reference Check option, but this is not 

required by HR Staffing. This can be done outside of the system once you 
are ready to select an applicant, but prior to extending a formal offer of 
employment.  

ii. Letter of Recommendation is also not required by HR Staffing.  
iii. Offer is required by HR Staffing. Once an offer is ready to be made, move 

the applicant to the Workflow status “Offer” and sub-item/sub-status 
“Ready to Prepare Offer Approval”.  

1. At this stage, if you have not done so already, please notify your 
HR Staffing representative that you will need your requisition to be 
placed on hold. 
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iv. The “Ready to Prepare Offer Approval” workflow state is a required 
workflow state 

b. Once in the “Ready to Prepare Offer Approval” workflow state, the department 
should initiate the offer letter process as per their current internal process. Offer 
letter templates can be found on the NU Values – Staffing – Sample Letters 
webpage. 

c. In the “Ready to Prepare Offer Approval” workflow state, you will also need to 
initiate the Offer Approval. 

i. If you are not currently still on the application, navigate to the requisition, 
access the candidates tab, and click on the applicant’s name. 

https://info.unmc.edu/wiki/index.php/NU_Values_-_Sample_Letters
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d. With the application open, click the ellipsis (…) button at the top of the 
application. 

 

e. On the dropdown menu, select “Initiate Offer Approval”.  
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f. The Offer Approval will load into the webpage. Ensure all information is correct. 
Fill out any missing required information (as identified by the red star icon).  
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g. Once all required fields are populated, click the blue “Send for Approval” button 
at the bottom of the page. 

i. You will be notified of any missing fields or errors. If there are any errors, 
please correct these fields and send for approval again. 

  
 

h. Notify the Hiring Official identified as the Hiring Official Role on the requisition to 
approve the job offer. The Hiring Official should have the Offer Approval as an 
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Approval reminder on their home page. On the Job Offer reminder, the Hiring 
Official will click “Job Offer”.   
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i. The Job Offer will open. The Hiring Official will review the information for 
accuracy and either “Approve” or “Decline” the job offer using the “Approve” or 
“Decline” buttons at the bottom of the page. 

i. If the Job Offer is declined, the process will need to be restarted by 
initiating the job offer again as outlined previously to include whatever 
updates are necessary.  

 

j. The department should receive an automated email when a job offer is approved. 
Once approved, return to the requisition. Open the Candidates page and select 
the applicant. 

 

k. With the application opened, select the blue “Move” button at the top of the 
webpage.  
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l. The workflow status pop-up window will appear. The workflow status will remain 
as “Offer” and the sub-item/sub-status should pre-populate as “Pre-Employment 
Checks”. If “Pre-Employment Checks” does not pre-populate, select this option 
on the sub-item dropdown menu. Click the blue “Move” button at the bottom of 
the pop-up window.  

i. This will initiate the background check process. 
ii. You should also work with Employee Health Services to schedule any 

required pre-employment health assessments, if necessary. 

 

7. Background checks will be monitored by HR Staffing. Once a background check is 
complete, the applicant will be transitioned to the “Ready for Onboarding” workflow state 
by UNMC HR Staffing. No other workflow transitions will be required by the department.  

a. Note, you may check on the status of your background checks at any time with 
your HR Staffing Representative. Applicants with background checks that have 
pending items may receive contingent approval to start as long as all necessary 
information has been submitted by the applicant. This is typically reserved to 
applicants with pending adult/child abuse checks if the forms for the specific 
state(s) being checked have been submitted as these checks may take several 
weeks for results to come in. Some exceptions have been made for pending 
education or criminal history checks due to excessive delays from schools or 
state/county courts replying to OneSource’s inquiries. Once all checks are 
completed, the applicant will be transitioned to the “Ready to Onboard” and/or 
“Hired” workflow state(s) within SuccessFactors.  
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b. The department will be notified of the workflow change via an automated email 
message.  

8. Applicants that will not be hired will need to be dispositioned.  
a. UNMC HR Staffing will disposition applicants that do not meet minimum 

qualifications to be considered for employment to a given position based on the 
minimum education and experience requirements on the position description.  

b. Department users with the ability to transition applicant workflows will need to 
disposition any applicants that make it through HR’s initial review that will not be 
extended a hiring offer.  

9. To disposition an application, select the application that you are wanting to disposition. 
a. With the application selected, click the blue “Move” button. 

i. Note, you can mass transition applicants by selecting multiple applicants 
at one time. 

 

b. Move the workflow status to “Disqualified – Send Email”. 
i. Please note, the “Disqualified – No Email” option is to only be used only 

in specific circumstances where the applicant already has been notified 
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by the department that they are no longer under consideration. 

 
c. Select the sub-item or sub-status that fits with the reason why you will not be 

moving forward with the applicant. 
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i. If you select the “Other” dispositioning reason, please enter a reason in 
the associated “Comment” field. You may add comments for any 
dispositioning reason at your discretion, but it is required to add a 
comment if you select the “Other” dispositioning reason.  

 

d. Once dispositioned, the applicant will now be identified in the active applicant 
workflow with their dispositioning reason (the dispositioning sub-item/sub-status). 

 

i. The application will also be identified in the “Status and Filters” menu 
under the “Disqualified – Send Email” workflow status. 
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ii. If you click the “Disqualified – Send Email” workflow state on the “Status 
and Filters” menu, the applications in this workflow state will appear in the 
“Applicants” menu to the right. 
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10. Please contact your Staffing Representative if you have any questions on applicant 
workflows. 

 

 

 

 


