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1. REVIEWING APPLICATIONS 

Once you are ready to begin reviewing applications, click on your job posting to open it, then click on the 

“Applicants” tab. All active applicants will appear on this screen. 

You may export the data as a PDF for ease of reading, printing, or distribution. This can be generated 

individually by applicant or as a batch file (note: batch files are limited to 30 applications per batch).  

 

1.1 SEARCHING FOR APPLICANTS 

To search for applicants, use the “Applicants” tab. You may use the following options on your screen to 

facilitate your applicant search:  

• "Saved Searches" has four available filters you can click on: “Active Applicants,” “Inactive 

Applicants,” “Offer Accepted,” or “All Applicants.” The list will automatically reconfigure to show 

only the applicants that fit your selected search filter. 

• Keyword Search Box is the white box in the center. You can search by an applicant’s last name 

or other parameters. Be sure to hit “Search” after you enter your keywords. 

• More Search Options allows you to search by workflow state or to add other columns of 

information to the applicant list, such as applicant phone numbers. Click “Search” to activate 

your search option. 

For details on sorting and organizing lists in UACareers, refer to the Navigation guide. 

 

1.2 EXPORTING APPLICATIONS 

To view your applicants, open your posting and select the “Applicants” tab. 

 

 

To access application materials, select the check box next to the applicant’s last name. You can also 

preview uploaded supporting documents by using the hyperlinks under the ‘Documents’ column.  
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Once you have selected your desired applicants. Click the “Actions” button and select “Download 

Applications as PDF.”  

 

 

Once you have indicated that you would like to download your applications into a PDF, the system will 

allow you to choose which documents should be included:  

 

 

 

Once you have selected your desired documents, click “Submit” to generate your PDF.  

Department posting administrators, search committee members and guest users all have access to this 

functionality.  

2. DISPOSITIONING APPLICANTS 

As the search committee finalizes their decisions regarding your applicants, it is important to 

“disposition” them; that is, record your decision to cease consideration or move the applicant forward 

to the next stage. By default, all applications begin in the “Under Review by Department” status.  
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Note: departments are not able to access information on individuals that were automatically disqualified 

by system. 

Best practice is to disposition applicants as your department makes decisions. For example, when you’re 

scheduling interviews, change the candidate’s status to “Interview”. That way, the time-date stamp on 

the workflow state serves to document your hiring timeline. In addition, applicants can log into 

UACareers to view the workflow states of their applications. Promptly dispositioning applicants (with 

optional auto-generated emails, as described in section 4) extends them the courtesy of prompt 

notification about their status. 

 

Remember: All your applicants must be dispositioned before the posting can move to a 

“Filled” status. A posting that is merely “Closed” remains active, and applicants will see 

a message that they are still under review by department, unless you move them to a 

different workflow state. 

 

Bulk Dispositioning: You may move multiple candidates to the same state by using the bulk disposition 

feature. To use this functionality, click the check box next to each desired applicant or you may click the 

check box above and to the left of the applicant list to select all applicants. Next, open the orange 

“Actions” box. Under “Bulk” select “Move in Workflow State,” and select the appropriate disposition 

status. 

 

 

 TIP: Department users are not able to reverse application status changes. Please 

contact Human Resources to reset any applicant statuses, as needed. 

 

Individual Dispositioning: To change the workflow state of an individual applicant, open the application. 

Use the orange box in the upper right titled “Take Action on Job Application”. Open the drop-down and 

make the appropriate selection. 
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3. COMMUNICATING WITH APPLICANTS 

Common courtesy dictates that applicants be informed about the status of their application in a timely 

fashion. UACareers will automatically trigger an automated email to your applicants if they are 

dispositioned as “Not Interviewed, Not Hired (Email)” or “Not Hired – Position Canceled.” 

If you are recruiting for a high-profile/highly specialized position, or if the individual was interviewed, we 

recommend that you provide the applicant(s) with a personalized email or phone call.  
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