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Guide to Managing Searches in the Faculty Recruiting System (FRS)
Last updated: 10/23/2018
This guide is intended to help Feinberg School of Medicine (FSM) staff manage faculty searches in the Faculty Recruiting System (FRS).  The content applies when the following conditions are met:
1. The search status is not pre-active in FRS (typically this guide will be used with searches that have active or hold status)
2. You have either of the following roles for a given search:
· Search Administrator or
· Additional Search Committee Member/Administrator 
Note: The permissions of additional administrators are customized by the Search Administrator, so dependent on Search Administrator preferences, additional administrators may not have access to all of the features described in this guide.
As a reminder, FSM recommends that you not ask faculty on the search committee to interact with FRS because it is a new system and we need to gain administrative experience with it.  A staff member should monitor receipt of applications in FRS and distribute applications to the search committee chair/members for review.  Every department should develop at least one staff member as a local expert in use of the system to assist search committees and other users of the system.

	FRS Search Management Checklist

	Required Tasks 

	
     |_| Insert the FRS online job application link into the ad (see SECTION 2) 
            Note: Departments are responsible for executing the search strategy approved on the pre-search form    
[bookmark: Check1]     |_| Monitor receipt of applications (see SECTION 3)
         Important: FRS does not send email notifications when a new application is received, so a staff member 
         must regularly check FRS for new applications to each search.
     |_| Download applications to distribute to search chair/search committee members (see SECTION 4)
     |_| Designate candidates as finalists (see SECTION 10)
     |_| Enter final disposition codes (see SECTION 11)
     |_| Download the Search Summary Report (see SECTION 13)
     |_| Offer approval through FSM business plan database
        Important: After a finalist is identified in FRS, use the FSM business plan database to complete the offer approval 
        process before extending an offer to a candidate.
        

	Recommended Additional Features 

	
     |_| Track applicant status / manage review process (see SECTION 7)
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[bookmark: _Toc22732557]Essential Faculty Recruiting System (FRS) Features

The initial section of this guide covers the aspects of the Faculty Recruiting System that administrative users are required to use or are likely to need in order to coordinate the search.
1. [bookmark: _Log_in_to][bookmark: _Toc497156534][bookmark: _Toc22732558]Log in to FRS / Troubleshoot Login or Access Issues

Log in to FRS (https://facultyrecruiting.northwestern.edu) with your netID and password.  You will be required to establish multi-factor authentication (MFA) to log in, which is separate from the MFA instance used to log in to Northwestern University’s myHR system.

Troubleshoot Login or Access Issues
1. I can’t log in
a. The most likely reason is that you have not been given access to a search in FRS.  You will not be able to log in to the FRS system before you are granted access to at least one search.  
b. Make sure that you are logging in with your university netID and password (not a hospital ID).

2. I can’t find a specific search after successfully logging in
a. Searches go through several levels of review before they become visible in FRS.  The search you are looking for may not have been approved for entry into FRS yet.  Contact your department administrator if you need an update.
b. The department administrator who manages access to that search may not have given you access yet.  Search access is managed separately for each search, and an authorized administrator must grant you access.  Contact your department administrator.

3. I can’t see some of the features described in this guide OR 
I don’t have access to the same features across all my searches in FRS
a. The features you have access to are defined by your FRS role for each search.  You might have different roles for different searches, meaning your permissions and access would be different across searches.  
b. If you are assigned to the role of “Search Administrator” for a particular search, you have access to all the features described in this guide for that search.  (All Department Administrators are given Search Administrator access and can grant that access to others.)  If you are not listed as a Search Administrator for a particular search, then the Search Administrator has given you access as an additional administrator and has customized your permissions, possibly restricting what you can see and do.

2. [bookmark: _Insert_the_FRS][bookmark: _Toc22732559]Insert the FRS Online Job Application Link into the Ad and Distribute to the Search Committee

Note: Departments are responsible for executing the search strategy they proposed on the pre-search form and must include the link to the FRS online job application in the ad. 
1. Log in to FRS (https://facultyrecruiting.northwestern.edu) with your netID and password.  If you experience login problems, consult SECTION 1 of this guide.

2. You will land on the Dashboard screen.  Configure your dashboard to display Active searches if they do not already display (SECTION 21).  Active searches are approved by the Provost, posted on the NU Careers website, and have an active application link through which applicants can apply. 

Note: Your ad is automatically posted to the NU Careers website and the Greater Chicago Midwest Higher Education Recruitment Consortium (GCM HERC) job board.  NU does not automatically post to sites like Monster and Indeed, but you may find your ad on these sites which aggregate job postings picked up by their own internet search engines.  

3. Click on the Title of the search, which will open the Overview screen for that search.

4. In the Search Details panel, confirm that the status is Active (otherwise the link won’t work).  Then copy the Application URL and paste it into any advertisements you place in journals, online job boards, or other job posting venues.  

5. Double check to make sure you have posted the correct application link in the ad (especially important if you have multiple open searches, or if you are recycling a prior ad—update that link!).  

6. Distribute the ad with the correct FRS link to the search committee chair/members so they can refer applicants to it.  It is highly recommended that you provide the committee the full ad.  Faculty could be serving on multiple search committees at the same time, so if you provide the FRS link only, there is a greater likelihood that they will confuse which FRS link belongs to which search.  


3. [bookmark: _Monitor_Receipt_of][bookmark: _Toc22732560]Monitor Receipt of Applications / Open an Application

Note: FRS does not send email notifications when a new application is received, so you need to regularly check FRS for new applications to each search.
1. Log in to FRS (https://facultyrecruiting.northwestern.edu) with your netID and password.  If you experience login problems, consult SECTION 1 of this guide.

2. You will land on the Dashboard screen.  Configure your dashboard to display Active searches if they do not already display (SECTION 21).  “Active” searches are approved by the Provost, posted on the NU Careers website, and have an active application link through which applicants can apply.  

The dashboard includes columns that show you the number of applications submitted for each of your searches.  To display or hide these columns, see SECTION 21 on configuring the dashboard
a. Submitted: Total number of applications submitted for each search
b. 7-Day: Number of applications submitted in the last 7 days
c. Today: Number of applications submitted today



Optional: You may customize the columns that appear on your dashboard screen by clicking the Optional Fields dropdown list, selecting which additional columns you would like to see, and pressing the Set button.  Pressing the Reset button will clear all customizations you made and revert your dashboard back to the system default.

3. Click on the Title of the search you want to view. New options will appear in the top navigation bar, and you will find yourself in the Overview tab.  A series of boxes provides counts of applications in certain statuses (note: these boxes look like buttons, but clicking them performs no action). The boxes colored in purple show the same counts you saw on the dashboard for the search selected:

a. Submitted: Total number of applications submitted for this search
b. 7-day: Number of applications submitted in the last 7 days
c. Today: Number of applications submitted today
[image: ]
4. Click the Applications tab in the top navigation bar to access a list of applicants.

Optional: You may customize the columns that appear on the Applications screen by clicking the Optional Fields dropdown list, selecting which additional columns you would like to see, and pressing the Set button.  If you have access to view or edit disposition codes, you can also filter the applications you see by using the Disposition Codes dropdown list and pressing the Set button after making your selections. Pressing the Reset button will clear all customizations you made and revert your dashboard back to the system default.



5. Click the last name of an applicant to open that application.

4. [bookmark: _Download_an_Applicant’s][bookmark: _Toc497156535][bookmark: _Toc22732561]Download an Applicant’s Materials for Distribution to the Search Committee

1. Open an application (see SECTION 3).  

2. Make sure you are in the Applicant Information tab and click Download All Documents near the top of the screen.  This will download a single PDF containing all documents submitted by the candidate.  Within the PDF file, documents appear in the same order that they were listed on the application when applicants uploaded files.


3. If you need to download individual documents rather than downloading all documents in a single PDF, scroll down in the page until you get to the section called Application Documents.  Click on one of the documents to select it (the row will turn blue).  Then press the View File button to open/download that single file.  






5. [bookmark: _Update_Materials_for][bookmark: _Toc497156540][bookmark: _Toc497156536][bookmark: _Toc22732562]Update Materials for an Applicant
 
After submitting an application, applicants can no longer access the application to make revisions.  However, administrators may add documents or update a completed application form:
1. Open the candidate’s application (see SECTION 3).  

2. Click on the Manage Documents tab. From here you can replace existing documents or add documents that were optional for the candidate in the application form.

3. If there is need to correct info the applicant provided in the online application form (e.g., the candidate has a new email address since applying), you can edit the data entered in the form fields:
a. Go to the Applicant Information tab.
b. The data in the panels for Official Contact Information and Academic Information can be edited by clicking the pencil icon in the upper right corner of each panel.

6. [bookmark: _Toc22732563]Refer/Copy Applicant to a Different Search 

This process is used when candidates apply to one search, but you wish you to consider them for a different position.  You may copy their application and document uploads to a different search in FRS so that the applicant does not need to submit a second application to be considered for the alternate position.  
Pre-conditions for Copying an Applicant to a Different Search
· The search the application is being copied to must have Active status in FRS.  (The search being copied from can have any status.)
· To copy an applicant from one search to another, you must have access to both searches in FRS.  If you do not (e.g., you are referring an applicant to a search in another department), contact fao@northwestern.edu to request that an application be copied.  Provide the applicant’s name, the HR Job ID of the search being copied from, and the HR Job ID of the search being copied to; also copy the department administrator from the other department on the email when making the request.
How to Copy an Application to Different Search
1. Log in to FRS (https://facultyrecruiting.northwestern.edu) with your netID and password.  If you experience login problems, consult SECTION 1 of this guide.

2. You will land on the Dashboard screen.  Configure your dashboard to display Active searches if they do not already display (SECTION 21) and locate the target search that should receive the copied application.  Write down its HR Job ID. 

3. Next locate the search that originally received the application you want to copy.  Click on the Title of that search.  

4. Click the Applications tab in the top navigation bar to access the list of applicants.  

5. Within the list, locate the applicant whose application you want to copy and press the Copy Applicant To button.


6. Click on the Select Search dropdown list and select the HR Job ID of the target search that should receive a copy of the application.  Note that if the original search had different required/optional document uploads, the target search will only receive the documents the two searches have in common.  The target search will be missing any required documents that the original search did not also require.  In that case, you could contact the candidate to collect additional materials by email and upload them to the application (see SECTION 5 of this guide).


7. You will receive confirmation that the application has been copied, with an opportunity to view the copied application in the context of the HR Job ID that just received it.  


8. The applicant will have the disposition code Copied From Another Search in the target search that received a copy of the application.

9. The system automatically adds an administrative note to the applicant’s record in the target search to document that the application was copied from another search. (For more information on administrative note, see SECTION 23.)
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7. [bookmark: _Track_Applicant_Status][bookmark: _Toc22732564]Track Applicant Status / Manage Review Process

FRS offers multiple mechanisms for tracking applicant status.  The use of any of these mechanisms—by itself or in combination with others—is optional, but it is highly recommended that the staff member managing the search in FRS select one of these and use it consistently throughout the search to make sure that new applications are not overlooked in the review process. 
You may manage the search using: 
· Disposition codes (see SECTION 11)
· Search phases (see SECTION 8 and SECTION 9)

8. [bookmark: _Create_Search_Phases][bookmark: _Toc22732565]Create Search Phases 
 
1. After navigating to a search and clicking the Applications tab from the top navigation bar (see SECTION 3), you will see a list of the applicants to this search, grouped by phase.  Each search automatically has two phases:
a. Phase 1: Lists everyone who submitted an application.  
b. Finalists: Lists the applicants you have designated as finalists.

2. You may create up to two more phases by clicking the Add Phase button at the right of the screen.  Each click of the button adds one phase, creating new tabs on your screen.  
[image: ]

3. The use of additional phases is optional, but can help you manage the search process. 
a. Phase 1: Lists everyone who submitted an application.
b. Phase 2: Lists everyone you advanced to phase 2. 
c. Phase 3: Lists everyone you advanced to phase 3.
d. Finalists: Lists everyone you designated as a finalist.
Phase 1 always contains all applicants to a search, but the other phases can be defined in whatever way is meaningful for your search.  For example, the phases could mean:
        Phase 1: All applicants 
        Phase 2: All applicants screened by phone 
        Phase 3: All applicants invited for a first round interview 
        Finalists: All applicants invited for a second round interview
A search with few applicants might not need so many phases, so another search process might be: 
        Phase 1: All applicants 
        Finalists: All applicants invited for an interview
Note: When applicants are advanced to the next phase, they are not deleted from the prior phase.  An applicant advanced to the finalist phase will continue to be listed in all prior phases they had advanced to.

9. [bookmark: _Move_Applicant_to][bookmark: _Toc497156537][bookmark: _Toc22732566]Move Applicant to a Different Search Phase
 
Note: To use this feature, you must first create search phases (see SECTION 8).
1. Open an application (see SECTION 3).  

2. Make sure you are in the Applicant Information tab and locate the Applicant Phase field:
a. Number: The number tells you which search phase the applicant is in.
b. Minus sign: Press the minus button to move a candidate back to the prior phase (this button only appears if there is a lower phase).  
c. Plus sign: Press the plus button to advance a candidate to the next phase (this button only appears if there is a higher phase).



3. Navigate back to the Applications tab in the top navigation bar.  The phase tabs produce a list of the applicants in each phase. If you advanced an applicant to Phase 2, you should now see the applicant in the Phase 2 tab. When applicants are advanced to the next phase, they are not deleted from the prior phase.  

4. Alternatively, you may move applicants between phases by going to the Applications tab in the top navigation bar.  Click on a phase tab.  For the applicants currently in that phase, you may advance them to the next phase or move them back to the prior phase by clicking the plus or minus buttons in the phase column.



10. [bookmark: _Designate_an_Applicant][bookmark: _Toc497156538][bookmark: _Toc22732567]Designate an Applicant as a Finalist
 
Note: The finalists you designate in FRS will automatically populate into the Search Summary Form produced at the end of the search.
1. Open an application (see SECTION 3).  

2. Make sure you are in the Applicant Information tab.  Find the Finalist field and click the plus sign.  It will turn into a minus sign, which means the candidate is a finalist.  To remove the finalist designation from the candidate, press the minus sign to turn it back into a plus sign.

Note: Yes, this is counterintuitive!  A minus sign means the candidate is a finalist.


Before (not a finalist) 
After (is a finalist) 

3. Navigate back to the Applications tab in the top navigation bar.  Candidates designated as finalists will now appear in the Finalists tab. Finalists will also continue to be listed in the phase tabs (reflecting all phases of the search they went through).

4. Alternatively, you may designate applicants as finalists by going to the Applications tab in the top navigation bar.  Click on any phase tab that contains the individual(s) who should become finalists.  In the Finalist column, press the plus sign to designate an individual as a finalist.  Then go to the Finalist tab to see that they appear in the list of finalists.  An individual who is a finalist will (counterintuitively) have a minus sign in the finalist column, which can be pressed to remove the finalist designation.  



11. [bookmark: _Enter_Disposition_Codes][bookmark: _Toc497156539][bookmark: _Toc22732568]Enter Disposition Codes
 
[image: ]Access: To perform the actions described in this section, you must have access to edit disposition codes.  All system users with the role Search Administrator have this access.  Search Administrators can also give this access to other staff members by adding them to the search committee and setting their permissions accordingly.
About Disposition Codes: Disposition codes can be used in two ways.  First (and optionally), they provide a means by which to track applicant status and review phases of a search.  You can assign applicants to disposition codes (e.g., reviewed or interview) and then filter your applicant list by disposition code. The additional and required use of disposition codes is to communicate decisions about applicants to the University.  Final disposition codes must be assigned to all applicants by the time you submit a draft offer to FSM for review via the business plan database.
1. When an individual applies for a faculty position, a disposition code of “Job Seeker” is automatically assigned. As you conduct the search, you may wish to assign disposition codes of “Reviewed” or “Interview” to track steps of the review process.  By the end of the search (when you are proposing a finalist for offer through the FSM business plan database), you must assign one of the following disposition codes to each applicant:
a. Offer – use for the preferred finalist. This individual must be proposed for an offer through FSM’s online business plan database.  Occasionally, FSM extends multiple offers from the same HR Job ID; in such cases, the multiple finalists receiving offers should have the disposition code of “Offer.” 
b. Not Selected – use this code when the search committee does not choose the applicant as the finalist; you will be asked to supply a disposition code reason from the list below. 
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c. Refused Offer / Withdrawn App – use for candidates who withdraw from the application process or refuse an offer; you will also be asked to supply a disposition code reason from the list below.
[image: ]

d. Accepted Other Posn at NU – use this for candidates who:
· have accepted another position at Northwestern University OR
· have been offered another position at Northwestern University that they are considering OR
· are being considered for another position at Northwestern University  
Note: If the individual accepted a position at another institution, use the code “Refused Offer / Withdrawn Application” instead.

2. Go to the Applications tab in the top navigation menu.  

3. Within any phase tab, you can assign disposition codes using the dropdown list in the Disposition column.


4. To easily search for applicants who do not have one of the final disposition codes applied, you may use the Disposition Codes filter field.  Make sure you are in the Phase 1 tab (all applicants appear in this list).  Use the filter field to select codes that are not final dispositions (there are three: “Job Seeker,” “Reviewed,” and “Interview”) and then press the Set button.  The applicants that appear in the list need final disposition codes entered.



5. Alternatively, you may enter disposition codes within an application.
a. Open an application (see SECTION 3).  
b. Make sure you are in the Applicant Information tab.  
c. Scroll down to find the Applicant Disposition Information panel where you can enter disposition codes.
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12. [bookmark: _Toc22732569]Check How Many Applicants Need Final Disposition Codes Assigned Across Your Searches

In order to extend an offer to your chosen finalist, you must apply final disposition codes to all applicants.  FRS offers a means to quickly look across all of your active searches to see how many applicants are missing final disposition codes for each search.
1. Log in to FRS (https://facultyrecruiting.northwestern.edu) with your netID and password.  If you experience login problems, consult SECTION 1 of this guide.

2. You will land on the Dashboard screen.  Locate the search you want to review.  If you can’t find it, configure your dashboard to display all search statuses to be sure it isn’t hidden from view (SECTION 21).

3. Look for the Final Dispositions column on the dashboard.  This column is not included in your dashboard by default, so you will need to add it if you have not done so previously.  To add it, go to the Optional Fields dropdown list.  After you have selected Final Dispositions, press the Set button to have the column added to your dashboard.



4. The Final Dispositions column reports the number of applicants who have been assigned a final disposition code compared to the total number of applicants.  If the first and second number are equal (e.g., 87 of 87), then all applicants are dispositioned.  If the first number is less than the second number, then there are applicants missing final disposition codes and you need to assign final dispositions before submitting a draft offer for review through the business plan database.  See SECTION 11 above for guidance on entering disposition codes.


13. [bookmark: _Download_the_Search][bookmark: _Toc22732570]Download the Search Summary Report

1. From the Dashboard tab in FRS, navigate as follows:
a. Click on the Title of the search you want to view.  If you can’t find it, configure your dashboard to display all search statuses to be sure it isn’t hidden from view (SECTION 21).
b. Click on the Applications tab in the top navigation bar.
c. Click on the Finalists tab.

2. Make sure the list of finalists is complete and correct.  If it is not, refer to SECTION 10 of this guide to designate applicants as finalists.

3. Make sure that each finalist has a final disposition code assigned (see SECTION 11).

4. Press the Search Summary Preview button to generate and download a copy of the Search Summary Report that the Office of the Provost will obtain from the system.  

5. Provide the Search Summary Report to whomever writes the narrative description of the search process following the search (the narrative search summary appears in the Chair’s Recommendation for Faculty Appointment when the department proposes a candidate for an offer).  Make sure the narrative description of the search process and the pre-populated Search Summary Report do not contradict one another.

6. The pre-populated Search Summary Report from FRS will be uploaded to the FSM business plan database as part of the offer letter approval process. 

14. [bookmark: _Toc22732571]Place a Search on Hold / Prevent the Receipt of New Applications

When you submit an offer for review through the business plan database, FSM will typically put your search on hold in FRS to prevent the receipt of new applications that would continue needing final disposition codes assigned.  You may desire to put a search on hold sooner.
What Happens When a Search is Placed on Hold?
· In the FRS dashboard, the search status will appear as Hold.  You can still execute the search management tasks described in this guide while the search is in hold status.
· The ad stops displaying on the NU Careers site.
· The FRS job application link becomes inactive.  Applicants who click on the link will receive a message alerting them that applications are no longer being accepted:  
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· You won’t receive new applications that continue to need final disposition codes assigned.

Why Place a Search on Hold?
A hold should be placed when you want to prevent new applicants from applying.  These are example use cases:
· The search was moved to Active status before the search committee was ready to receive applications.  Placing a hold is the mechanism to remove the Active status.
· The search was run for a while but did not yield a finalist; the search committee would like to pause the search and post the ad again later.
· The search is in its final stages and you don’t want to receive additional applications while interviewing finalists.
· You are drafting the offer for the preferred finalist and don’t want to continue applying final disposition codes to new applicants.
· As noted above, FSM will generally place a search on hold in FRS when an offer is received through the business plan database.  This locks the applicant list at a point in time.  Otherwise, departments need to continue monitoring the search and applying disposition codes until the Provost receives the appointment paperwork (which is typically well after an offer is submitted for review through the business plan database).

How to Place a Search on Hold
1. Only the Office of the Provost can change the search status to “hold.”  Please contact the FSM Faculty Affairs Office at fao@northwestern.edu and provide the HR Job ID of the search that should be placed on hold.  Since there are so many numbers associated with searches (e.g., FRS Search ID, HR Job ID, FAO#) that could be mixed up, it is recommended that your email request includes a screen shot of the search from FRS (the Search Details panel is ideal) to ensure that the right position is placed on hold.

2. Once complete, the search will have the status of Hold on your FRS Dashboard.

3. Remember to remove any job postings you have placed online since the FRS link contained in it will be inactive.  Applicants will see this if they try to apply:

[image: ]


15. [bookmark: _Toc22732572]Return a Search to “Active” Status from “Hold” Status

When you are ready to return a search to Active status after placing it on hold, use the process below.  
Important: Be mindful of declined offers.  If your preferred finalist declines your offer and you need to solicit more applications to identify another finalist, confirm that the search status is “Active” in FRS.  The search was probably placed on hold when you extended the offer to your initial finalist, and new applications won’t be received if it remains on hold.  However, if the search identified a pool of finalists and you want to extend an offer to another candidate from that pool, you may prefer to leave the search on hold.

How to Return a Search to Active Status
1. Only the Office of the Provost can return a search to “active” status after placing it on hold.  Please contact the FSM Faculty Affairs Office at fao@northwestern.edu and provide the HR Job ID of the search that should become active.  Since there are so many numbers associated with searches (e.g., FRS Search ID, HR Job ID, FAO#) that could be mixed up, it is recommended that your email request includes a screen shot of the search from FRS (the Search Details panel is ideal) to ensure that the right position becomes active.

2. Once complete, the search will appear in the Active tab on your FRS Dashboard.



[bookmark: _Toc22732573]Revise Job Posting or Search Configuration Settings

For each search, a Search Administrator defined the search configuration settings before the search became active in FRS.  This section describes how to change the job posting or search configuration settings after a search is active. 

16. [bookmark: _Toc22732574]Update the Advertisement Posted on the NU Careers Site

Only the Office of the Provost can revise the ads posted on the NU Careers site.  To request revisions, please upload a revised ad in tracked changes to the business plan (do not delete the originally approve ad) and alert fao@northwestern.edu.  The Faculty Affairs Office will review the revised ad and forward to the Provost’s office to request the changes.

17. [bookmark: _Toc22732575]Update the MyHR Search Committee

Only the Office of the Provost can update the MyHR Search Committee.  To request changes, please contact fao@northwestern.edu and indicate who should be added to or removed from the MyHR search committee (if removing the person designated as the search chair or equity representative, also indicate who will fill the role instead).  If adding search committee members, consider whether the process described below to Add Additional Search Committee Members/Administrators (SECTION 18) could be used instead.  
As a reminder, FSM recommends that faculty search chairs and faculty search committee members not be asked to use FRS.  If your search committee members are not interacting with FRS, it may not be necessary to update the MyHR search committee, and you could instead describe changes to the search committee in the Chair’s letter at the time of preparing a faculty offer. 

18. [bookmark: _Add_Additional_Search][bookmark: _Toc22732576]Add Additional Search Committee Members/Administrators

1. Log in to FRS (https://facultyrecruiting.northwestern.edu) with your netID and password.  If you experience login problems, consult SECTION 1 of this guide.

2. You will land on the Dashboard screen.  Select a search by clicking on its Title, which will open the Overview screen for that search.

3. Click on the Search Committee button at the top of the Search Details panel. 





4. Locate the Users section: In this panel, you select one or more users from the dropdown list, press the select users button, specify permissions, and press Add User(s) Permissions.  The individual(s) selected will then appear under the Additional Search Committee Members/Administrators header (scroll to bottom of page to find), where you can also edit their permissions.

If users are not available for selection in the Users panel, then they need to be added as a system user in FRS. To do that:
· Scroll up to find the System Users tab.  
· Click on the plus icon in the upper right corner of the System Users panel 
· Enter the netID of the person you want to add
· Then return to the Search Committee tab and execute the steps in the Users panel as describe above 

19. [bookmark: _Toc22732577]Change the Order of Document Uploads in the FRS Job Application

When the search was configured, a Search Administrator identified what document uploads to collect from applicants as well as the order in which the document fields are displayed to the applicant on the job application.  That also controls how documents are ordered in the single PDF generated when you download all documents for an applicant.  You may change the order of documents as presented in the application and as downloaded (e.g., move the cover letter to come before the CV): 
1. From the Dashboard tab in FRS, navigate as follows:
a. Select the tab (typically the Active tab, but possibly the Hold tab) that contains the relevant search.
b. Click on the Title of the search you want to view.
c. Click on the Settings tab in the top navigation bar.
d. Click on the Search Options tab.

2. Locate the Document Type panel.  Hover your cursor over the Display Order column for the document you wish to move; then drag and drop it higher or lower in the list of documents.  

20. [bookmark: _Toc22732578]Edit Search Details, Search Administrators, Search Contacts, or Search Options

The Search Details, Search Administrators, Search Contacts, and Search Options (i.e., the degree types dropdown list, the document types collected from applicants, and email templates) can only be edited when a search is in “Pre-Active” status.  If any of those items need editing, contact fao@northwestern.edu to revert an active search back to “Pre-active” status.  Include a description of the change(s) needed, for FAO will make the change directly if it is more expedient to do.   


[bookmark: _Toc22732579]Other Useful Features

FRS offers more features and functionality than are described in this guide.  This section highlights a few additional features that may be useful to you in coordinating a search.  


21. [bookmark: _Configure_Dashboard][bookmark: _Toc22732580]Configure Dashboard

1. Default View: By default, the dashboard screen shows only searches that have Active status, and eight columns display in the table.  You can change the rows and columns you see using the filters above the table.  To change your personal default view, set the filters you desire (see descriptions below) and then press Set to save your preferences. If you later wish to restore the system defaults, press the Reset button.

2. Search Status Filter: Use the filter above the Status column to include searches with other statuses on your dashboard.  When attempting to configure a search, you will need to see the searches with Pre-Active status. Feinberg recommends selecting all search statuses so that none are hidden from your view when searching.
[image: ]
3. Department Filter: If you have access to searches in more than one unit, you can use the Departments filter to restrict your view to searches in specific units.

[image: ]

4. Optional Fields: Click on the Optional Fields filter to select the columns you wish to view in the table. The selected columns are highlighted in purple; click on an option in the list to select or de-select it. Feinberg recommends including the Final Dispositions column, which will help you track the number of applicants you have assigned final disposition codes to. All applicants must have final disposition codes applied by the time a search concludes.

[image: ]

5. Save Your Personal Defaults: If you wish to save your selections as your personal defaults, press the Set button.  The next time you return to the Dashboard screen, it will be configured according to the preferences you selected.  



22. [bookmark: _Toc22732581]Create a Custom Tag to Categorize/Track Applicants

FRS offers a means to categorize applicants using a dropdown list that you customize with your own list of options.  For example, you might conduct a search for a general position like “cancer specialist” and want to categorize applicants according to the type of cancer they specialize in (e.g., “gynecologic,” “neurologic,” “urologic,” etc.).  Or you might have a search that is open to candidates at any academic rank and want to categorize applicants according to the rank they are applying for (e.g., “Assistant Professor,” “Associate Professor,” “Professor”).  This feature is available to all FRS users, not just Search Administrators.
Establish the List of Options for Categorizing Applicants
1. From the Dashboard tab in FRS, select a search by clicking on its Title, which will open the Overview screen.

2. Locate the Custom Tag (e.g., Specialty Area) panel.  Click on the plus icon in the upper right corner of the panel and enter the following:
a. Custom Tag: Enter any tag name that would be meaningful to you in categorizing or tracking applicants.  The tag that you enter will appear on a dropdown list.
b. Order: Enter a number to indicate where on the dropdown list you want this option to appear.
[image: ]

3. Repeat step number 2 for each custom tag you want to add to the list.  To change any of the options you have entered:
a. Click on the tag name to select it (the row will be highlighted in blue).
b. Then click on the pencil icon (to edit) or the trash can icon (to delete) in the upper right corner of the panel.  
Apply a Custom Tag to an Applicant
1. From the Dashboard tab in FRS, navigate as follows:
a. Click on the Title of the search to open the Overview screen.  Confirm that the Custom Tag (e.g., Specialty Area) panel has custom tags defined.
b. Click on Applications in the top navigation bar to open the Applications Summary screen.  The table of applicants includes a Custom Tag (e.g., Specialty Area) column (the column only appears if you have defined custom tags on the Overview screen).  Use the dropdown list in this column to apply your custom tags to individual applicants.  Please note that you can only apply one custom tag to each applicant.

23. [bookmark: _Enter,_Edit,_or][bookmark: _Toc22732582]Enter, Edit, or Delete Administrative Notes on Applicant Records

You may find it helpful to record administrative notes on applicant records.  This feature is available to Search Administrators and any Search Committee Members or Additional Administrators whose permissions are configured appropriately.
1. From the Dashboard tab in FRS, navigate as follows:
a. Click on the Title of the search to open the Overview screen.
b. Click on the Applications tab in the top navigation bar to open the Applications Summary screen.
c. Click on the last name of the desired applicant to open the Application Detail screen.

2. Click on the Administrative Notes tab and then press Add to enter a note.  Type your note and press Add; the note will be displayed on this page.  You may also edit or delete notes from this screen using the appropriate buttons.


3. The note is also visible or accessible from other locations:
a. Click on the Applicant Information tab and scroll to the bottom of the page.  The note you entered is visible in the Administrative Notes panel:
[image: ]

b. Click on the Overview tab in the top navigation bar.  Then scroll to the bottom of the screen.  The Recent Administrative Notes panel contains a log of the applicants for whom administrative notes were recently entered. 
7

image1.png
Status.

Active

Active

Active

HR Job ID

24750

34414

33885

Title

Academic Dermatologist
‘Academic General Pediatrics and Medical Director of Ciark Deming Practice

‘Academic Gynecologic and Perinatal Pathologist

1

Department
MED-Dermatology
MED-Pediatrics

MED-Pathology

Submitted

2

7.0ay

Today

Reviewed by You




image2.png
Status.

Active

Active

Active

HR Job ID

24750

34414

33885

Title

Academic Dermatologist
‘Academic General Pediatrics and Medical Director of Ciark Deming Practice

‘Academic Gynecologic and Perinatal Pathologist

1

Department
MED-Dermatology
MED-Pediatrics

MED-Pathology

Submitted

2

7.0ay

Today

Reviewed by You




image3.png
Actve (156 searches)~ || Departments ~ Searcn Export~ || Optonal Fields -

Status || HRJobID || Title

Department Submitted || 7.Day | Today || Reviewed by You




image4.png
Actve (156 searches)~ || Departments ~ Searcn Export~ || Optonal Fields -

Status || HRJobID || Title

Department Submitted || 7.Day | Today || Reviewed by You




image5.png




image6.png
Phase1 | Finalists ‘Add Phase

ek s e T ... | - |

oate Highest Degree Ape. Rer Reviews Reviews "y
Submitted Graning Insttution Does Letters (cny (ave) Review Phsse Disposiion Finatist

LastName




image50.png
Phase1 | Finalists ‘Add Phase

ek s e T ... | - |

oate Highest Degree Ape. Rer Reviews Reviews "y
Submitted Graning Insttution Does Letters (cny (ave) Review Phsse Disposiion Finatist

LastName




image7.png
Application Detail

Located below is the applicant detail summary view. Al information related to an applicant will be housed here.

Applicant Information | Administrative Notes  Manage Documents

@) Expand Al

ApplicantPhase: 1 |+ | Finatist: |+ | Download All Documents




image70.png
Application Detail

Located below is the applicant detail summary view. Al information related to an applicant will be housed here.

Applicant Information | Administrative Notes  Manage Documents

@) Expand Al

ApplicantPhase: 1 |+ | Finatist: |+ | Download All Documents




image8.png
Application Documents.

Name. Document Type size Created

Gurculum

5. cover letterpdt Cover Letter uK8 20130418 10:14:18




image9.png
Application Documents.

Name. Document Type size Created

Gurculum

5. cover letterpdt Cover Letter uK8 20130418 10:14:18




image10.png
RN @ @ hetps:/fracyrecruitingganorthwester.edu/search/63/appication B O Qsean n o =
£3 Most Visited @ Getting Started ] Action-Reason Codes [] ApptPos Form [5] Box- WCAS ] DeptiDs [N myHR [N FASIS Codes Search ] FASIS Manual @ FASIS Sef-Service ] FASIS Trainings @ FFRA Trainings [ FSM FAO »
you have access o dispostion codes, you may use tat ropdown o selectand iter based on those crteria A

‘Search Administrators are responsible for rejecting any candidates who fall out of consideration during the search using the Disposition dropdown menu, and should also mark any and allfinalist candidates using the finalist +* button below:

Phase1  Finalists adg Phase.

Quick Search ~Optional Fields -+ || - Disposition Codes -+
Last Fist De Ao et Reviews  Reviews 1ty
tame Name 11 Submitied Docs | Leters | (cm val Review 11 Faculty llame. A
e sy wisosm s 22 01 o o e
‘ezsoe  cmisian
Univerity
Gane oy messs e 2z o o o [ searamin=
Tasocz  Unieny
Gocimen Hemy 0180505 Angew 202 112 ° ° [
To0sar ety
oy omer  ies  umesor 202 101 o o [ Fr—
ieizez  Howen
Lanon22101  Bian 20180510 AdsmesTer 212 0/2 ° ° =
. o0 niey
S Faemen | 2i1es Amwmen 22 11 o . e
Teio00  niey
e=xosQrcs@cammw
=

& web: hrisdevelopment@northwestern.edu ¢ POST search{id}/application/addfaculty W en GJQA ©5.6.11 © 13.57MB © 192.38ms <> 7.1.8 #4 addfaculty (@jax) (12017 | @ A X

b i D





image11.png
RN @ @ hetps:/fracyrecruitingganorthwester.edu/search/63/appication B O Qsean n o =
£3 Most Visited @ Getting Started ] Action-Reason Codes [] ApptPos Form [5] Box- WCAS ] DeptiDs [N myHR [N FASIS Codes Search ] FASIS Manual @ FASIS Sef-Service ] FASIS Trainings @ FFRA Trainings [ FSM FAO »
you have access o dispostion codes, you may use tat ropdown o selectand iter based on those crteria A

‘Search Administrators are responsible for rejecting any candidates who fall out of consideration during the search using the Disposition dropdown menu, and should also mark any and allfinalist candidates using the finalist +* button below:

Phase1  Finalists adg Phase.

Quick Search ~Optonal Fields -+ | - Dispositon Codes -+
Last it Dae non et Reviews  Reviews 1y
Hame Name 11 Submitied Doce 11 Laters 11 (oo v Review | Faculy tame \
Wiitlow  dengmy 180420 Aviene 22 011 o o [ pos—
fezsos  cusan
Univrsy
ciane oy mwesar L 22 o . o e
ooz Unenit
oodman  Hew, 2180508 Avdmw 22 112 o o O
Totss  Unenity
o e aommios  Uvesiyer 22 11 o o e
iehzos  Houon
mEmm B ONED oo 98 0B 0 o [
E Tshoso  Unentty
Sipmenciman Fawman 20171109 Ameican 22 11 o o s
iehooo Unwenty
e=xs@rcs@ca=@ue
=

& web: hrisdevelopment@northwestern.edu ¢ GET search/{search}/phase/{phase} W en GJQA ©5.6.11 € 14.26M8 © 338.6ms <> 7.1.8 #21(jax) (11:58:45) |v| @ A X

b i D





image12.png
RN @ @ hetps:/fracyrecruitingganorthwester.edu/search/63/appication B O Qsean n o =
£3 Most Visited @ Getting Started ] Action-Reason Codes [] ApptPos Form [5] Box- WCAS ] DeptiDs [N myHR [N FASIS Codes Search ] FASIS Manual @ FASIS Sef-Service ] FASIS Trainings @ FFRA Trainings [ FSM FAO »
you have access o dispostion codes, you may use tat ropdown o selectand iter based on those crteria A

‘Search Administrators are responsible for rejecting any candidates who fall out of consideration during the search using the Disposition dropdown menu, and should also mark any and allfinalist candidates using the finalist +* button below:

Phase1  Finalists adg Phase.

Quick Search ~Optional Fields -+ || - Disposition Codes -+
Last Fist De Ao et Reviews  Reviews 1ty
tame Name 11 Submitied Docs | Leters | (cm val Review 11 Faculty llame. A
e sy wisosm s 22 01 o o e
‘ezsoe  cmisian
Univerity
Gane oy messs e 2z o o o [ searamin=
Tasocz  Unieny
Gocimen Hemy 0180505 Angew 202 112 ° ° [
To0sar ety
oy omer  ies  umesor 202 101 o o [ Fr—
ieizez  Howen
Lanon22101  Bian 20180510 AdsmesTer 212 0/2 ° ° =
. o0 niey
S Faemen | 2i1es Amwmen 22 11 o . e
Teio00  niey
e=xosQrcs@cammw
=

& web: hrisdevelopment@northwestern.edu ¢ POST search{id}/application/addfaculty W en GJQA ©5.6.11 © 13.57MB © 192.38ms <> 7.1.8 #4 addfaculty (@jax) (12017 | @ A X

b i D





image13.png
RN @ @ hetps:/fracyrecruitingganorthwester.edu/search/63/appication B O Qsean n o =
£3 Most Visited @ Getting Started ] Action-Reason Codes [] ApptPos Form [5] Box- WCAS ] DeptiDs [N myHR [N FASIS Codes Search ] FASIS Manual @ FASIS Sef-Service ] FASIS Trainings @ FFRA Trainings [ FSM FAO »
you have access o dispostion codes, you may use tat ropdown o selectand iter based on those crteria A

‘Search Administrators are responsible for rejecting any candidates who fall out of consideration during the search using the Disposition dropdown menu, and should also mark any and allfinalist candidates using the finalist +* button below:

Phase1  Finalists adg Phase.

Quick Search ~Optonal Fields -+ | - Dispositon Codes -+
Last it Dae non et Reviews  Reviews 1y
Hame Name 11 Submitied Doce 11 Laters 11 (oo v Review | Faculy tame \
Wiitlow  dengmy 180420 Aviene 22 011 o o [ pos—
fezsos  cusan
Univrsy
ciane oy mwesar L 22 o . o e
ooz Unenit
oodman  Hew, 2180508 Avdmw 22 112 o o O
Totss  Unenity
o e aommios  Uvesiyer 22 11 o o e
iehzos  Houon
mEmm B ONED oo 98 0B 0 o [
E Tshoso  Unentty
Sipmenciman Fawman 20171109 Ameican 22 11 o o s
iehooo Unwenty
e=xs@rcs@ca=@ue
=

& web: hrisdevelopment@northwestern.edu ¢ GET search/{search}/phase/{phase} W en GJQA ©5.6.11 € 14.26M8 © 338.6ms <> 7.1.8 #21(jax) (11:58:45) |v| @ A X

b i D





image14.png
N MyHom Northwestern Facuity Search

<« Cc & https://facultyrecruitingga.northwestern.edu/search/63/application B 9 % | Q serch ma =

% MostVisited @ Getting Started ] Action-Reason Codes Y] ApptPos Form [B] Box- WCAS Y] DeptDs [N mybR ] FASIS Codes Search [N FASIS Manual @ FASISSef-Senvice [N FASIS Trsinings @ FFRA Tranings FEIFSMFAO 3>

You may customize your display by selecting specific atributes from the optional felds dropdown. Correcting basic applicant information is now done as part ofthe applicant detail screen. This may been done by your search administrator,or those they
have designated with these permissions.

Ifyou have access to disposition codes, you may use that dropdown to select and fiter based on those criteria.

‘Search Administrators are responsible for rejecting any candidates who fal out of consideration during the search using the Disposition dropdown menu, and should also mark any and all finalist candidates using the finalist + button below:
Copy Applicant To x

“This will copy the applicants profile, attachments, and references to another search with which you
are affiated I the selected search requires diflerent documents, the system will make a best

Phase1  Finalists effortto copy over the relevantfiles, but you will need to contact the candidate to obtain any missing Addphase
information
Quick Search 1fyou would like to send this candidate to a search but you are not affiated with ,contactyour ~optonaietas = | -Dispositon cooes -~ [l ()
schoal's FRS data coordinaor.
copy
Last st Date R Appicant
Hame. Name |1 Submited boes 1 U Prase 1o Disposition
Applicant
o e Zme = ¢ =
= &= oerGuy ) +) (@) (e
uniessity
e s e w0 b ¢
Tas00z  univesiy e —— ‘
Goodman  Hemy 20180509 Amew 212 1 ™ + s
‘oomar  Univesty |
au omer  ies  unesyer 22 1 B s ——
151202 Houwton |
Lasona2101  Bian 20180510 AdemsssTen 2/2 0 + s
B ‘ivde Univesiy
Swpeolman Fakemsn 2017108 Ameicsn 212 1 |y + s
51000 Univessiy |
Fasi'Gr‘EOuﬂseI.
]

& web: hrisdevelopment@northwestern.edu ¢ GET search/{search}/application {application] /copy/create W en GIQA ©5.6.11 o 13.74M8 @ 283.71ms <> 7.1.8 #5 create (@jax) (12:02:51) [v] B A %
L | »
AT





image15.png
N MyHom Northwestern Facuity Search

<« Cc & https://facultyrecruitingga.northwestern.edu/search/63/application B 9 % | Q serch ma =

% MostVisited @ Getting Started ] Action-Reason Codes Y] ApptPos Form [B] Box- WCAS Y] DeptDs [N mybR ] FASIS Codes Search [N FASIS Manual @ FASISSef-Senvice [N FASIS Trsinings @ FFRA Tranings FEIFSMFAO 3>

You may customize your display by selecting specific atributes from the optional felds dropdown. Correcting basic applicant information is now done as part ofthe applicant detail screen. This may been done by your search administrator,or those they
have designated with these permissions.

Ifyou have access to disposition codes, you may use that dropdown to select and fiter based on those criteria.

‘Search Administrators are responsible for rejecting any candidates who fal out of consideration during the search using the Disposition dropdown menu, and should also mark any and all finalist candidates using the finalist + button below:
Copy Applicant To x

“This will copy the applicants profile, attachments, and references to another search with which you
are affiated I the selected search requires diflerent documents, the system will make a best

Phase1  Finalists effortto copy over the relevantfiles, but you will need to contact the candidate to obtain any missing Addphase
information
Quick Search 1fyou would like to send this candidate to a search but you are not affiated with ,contactyour ~optonaietas = | -Dispositon cooes -~ [l ()
schoal's FRS data coordinaor.
copy
Last st Date R Appicant
Hame. Name |1 Submited boes 1 U Prase 1o Disposition
Applicant
o e Zme = ¢ =
= &= oerGuy ) +) (@) (e
uniessity
e s e w0 b ¢
Tas00z  univesiy e —— ‘
Goodman  Hemy 20180509 Amew 212 1 ™ + s
‘oomar  Univesty |
au omer  ies  unesyer 22 1 B s ——
151202 Houwton |
Lasona2101  Bian 20180510 AdemsssTen 2/2 0 + s
B ‘ivde Univesiy
Swpeolman Fakemsn 2017108 Ameicsn 212 1 |y + s
51000 Univessiy |
Fasi'Gr‘EOuﬂseI.
]

& web: hrisdevelopment@northwestern.edu ¢ GET search/{search}/application {application] /copy/create W en GIQA ©5.6.11 o 13.74M8 @ 283.71ms <> 7.1.8 #5 create (@jax) (12:02:51) [v] B A %
L | »
AT





image16.png
N MyHom Northwestern Facuity Search

<« Cc & https://facultyrecruitingga.northwestern.edu/search/63/application B 9 % | Q serch ma =
2 Most Visited @ Getting Sarted [] Action-Reason Codes ] ApptPos Form (5] Box-WCAS [] Dept Ds || myHR [N FASIS Codes Search [] FASIS Manual - @ FASIS Sef-Service [N FASIS Tranings @ FFRA Trainings [ FSM FAO »
Applications Summary

You may customize your display by selecting specific atributes from the optional felds dropdown. Correcting basic applicant information is now done as part ofthe applicant detail screen. This may been done by your search administrator,or those they
have designated with these permissions.

Ifyou have access to disposition codes, you may use that dropdown to select and fiter based on those critera.

‘Search Administrators are responsible for rejecting any candidates whi  COPY Applicant To %/ 3nd allfinalist candidates using the finalist "+* button below.
- T T
o
- - e
Mame: Mame: Submitted Does. Y You have successfully copied Other Guy to another search. Phase " Disposition
== = | v
=
= e omme me e £
e
e e e Y &
e
© e e e e e = = e
Larson-32101  Brian 2018-05-10 Adansss Tech 272 o + Y
1 e
D B
e J

s=xos@Qrcs@cazmw
& web: hrisdevelopment@northwestern.edu ¢ POST search/{search}/application/{application}/copy W en G QA 5.6.11 ©f 14.32M8 @ 281.82ms <> 7.1.8 #6 copy (ajax) (12:1

kil

o m A%

[ i »





image17.png
N MyHom Northwestern Facuity Search

<« Cc & https://facultyrecruitingga.northwestern.edu/search/63/application B 9 % | Q serch ma =
2 Most Visited @ Getting Sarted [] Action-Reason Codes ] ApptPos Form (5] Box-WCAS [] Dept Ds || myHR [N FASIS Codes Search [] FASIS Manual - @ FASIS Sef-Service [N FASIS Tranings @ FFRA Trainings [ FSM FAO »
Applications Summary

You may customize your display by selecting specific atributes from the optional felds dropdown. Correcting basic applicant information is now done as part ofthe applicant detail screen. This may been done by your search administrator,or those they
have designated with these permissions.

Ifyou have access to disposition codes, you may use that dropdown to select and fiter based on those critera.

‘Search Administrators are responsible for rejecting any candidates whi  COPY Applicant To %/ 3nd allfinalist candidates using the finalist "+* button below.
- T T
o
- - e
Mame: Mame: Submitted Does. Y You have successfully copied Other Guy to another search. Phase " Disposition
== = | v
=
= e omme me e £
e
e e e Y &
e
© e e e e e = = e
Larson-32101  Brian 2018-05-10 Adansss Tech 272 o + Y
1 e
D B
e J

s=xos@Qrcs@cazmw
& web: hrisdevelopment@northwestern.edu ¢ POST search/{search}/application/{application}/copy W en G QA 5.6.11 ©f 14.32M8 @ 281.82ms <> 7.1.8 #6 copy (ajax) (12:1

kil

o m A%

[ i »





image18.png
n o =

€« C @ ® @ https//facultyrecruitingga.northwestern.edu/search/63/application/274
£3 Most Visited @ Getting Started ] Action-Reason Codes [] ApptPos Form [5] Box- WCAS ] DeptiDs [N myHR [N FASIS Codes Search ] FASIS Manual @ FASIS Sef-Service ] FASIS Trainings @ FFRA Trainings [ FSM FAO »

Application Docum

DocumentType  Size  Created

| | Q search

Name
Requested changes to Job Open message format from lyHR pof Cover Letter KB 2018.04-30 162508
Requested changes to Job Open message format from yHR pdf CuriculmVias  38KB 20180430 162809

[+]-]a]

Listof References

Applicant reference information is listed in order below. Click on the ‘plus’ icon to expand and view the refernce details,
including their raniiite, email address, and details of the reciept of heir reference letter Users that can manage
references may also use this area to resend reference letter requests.

Ho. I Mame Institution Relationship Received
e 1 dendu puka nwmsy ‘Academic Admistrator No
Administrative Notes
Notes. user Updated
“This appiicaton was copied from 1O # 32113, Ifthat search has different document type o Bridget 2018.0430
Mullan 162808

reference requirements, you may need to contact tis appiicant for missing information.

#«s@rz@Qcaz=m
& web: hrisdevelopment@northwestern.edu ¢ GET search/{search}/application/{application}/reference MWen GIQA ©5.6.11 £ 13.18MB @ 5.25s <> 7.1.8 #6 reference?.





image19.png




image20.png
Applicant Information | Administrative Notes  Manage Documents

@ Expand Al

ApplicantPhase:2 | = [+ | Finaist | = | | Download All Documents




image120.png
Applicant Information | Administrative Notes  Manage Documents

@ Expand Al

ApplicantPhase:2 | = [+ | Finaist | = | | Download All Documents




image21.png
Phase 1

Quick Search:

Name 1t

Mouse

Moz

Phase2

First
Name.

iz

Wickey

Phase 3

oate
Submitted

2070710
0900

207710
Toarss

Highest
Degree

Granting Ape.
Insttution. || Does.
Netises- 104
omer

Netismes- 204
omer

Letters

o0

o0

Reviews  Reviews

(avg)

- Optional Fields -+

wy

- Disposition Godes -~

Phase

Disposition

[SERr—

[SrR—

Finslizt




image140.png
Phase 1

Quick Search:

Name 1t

Mouse

Moz

Phase2

First
Name.

iz

Wickey

Phase 3

oate
Submitted

2070710
0900

207710
Toarss

Highest
Degree

Granting Ape.
Insttution. || Does.
Netises- 104
omer

Netismes- 204
omer

Letters

o0

o0

Reviews  Reviews

(avg)

- Optional Fields -+

wy

- Disposition Godes -~

Phase

Disposition

[SERr—

[SrR—

Finslizt




image22.png
Applicant Information | Administrative Notes  Manage Documents

Expand Al

ApplicantPhase: 1 |+ | Finalist: | = | Download All Documents





image23.png
Application Detail

Located below is the applicant detail summary view. Al information related to an applicant will be housed here.

Applicant Information | Administrative Notes  Manage Documents

@) Expand Al

ApplicantPhase: 1 |+ | Finatist: |+ | Download All Documents




image24.png
Applicant Information | Administrative Notes  Manage Documents

Expand Al

ApplicantPhase: 1 |+ | Finalist: | = | Download All Documents





image25.png
Copied From Ancther Search
O roveves ‘
O Interview

© ofler

|

‘ ofer Accepia ‘

Ready to Hie

| 0o

‘ © Notseected ‘
© Refused Offer/Withdrawn App

|

© Accepted Other Posn at NU




image26.png
Description/Usage Guidance

Candidate did not meet advertised minimum qualifications

Resch/expertise not a match Content or direction of candidate’s research or expertise not a match for the department
Unsuccessful Job Talk/Presentation Candidate performed poorly in on-campus talk or presentat

‘Quality of resch/tchng lower than select app | Quality of candidate’s research or teaching is lower than the selected candidate

Lack of external funding ‘Candidate has not demonstrated success in securing external funding

Less qualified than selected app ‘Candidate is not as qualified as the selected candidate

No work authorization Candidate lacks the proper work authorization

Job Opening Cancelled Search cancelled; all remaining applicants should receive this code at time of cancellation
Falsification of Information Candidate falsified application materials or information

Other Candidate Preferred Other candidate preferred

Job Seeker Not Considered Candidate applied after deadline and was not reviewed/considered
Unsuccessful Reference Letters of recommendation, or in person references, raised concerns

drawn Application (should also be used for candidates who refuse an offer)

Disposition Code Reason
No reason given/other
Salary insufficient

Startup pkg insufficient
Dual-career

Lost counteroffer Candidate actively retained by home institution
Decided to stay in current job Candidate decided to stay at home institution

Not willing/able to relocate Candidate decided not to relocate
‘Accepted another position Candidate accepted a different position; detailed reason as to why is unknown
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Below is a quick high-level reference to the basics of the search settings and status.
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Below is a quick high-level reference to the basics of the search settings and status.
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You can leave administrative notes for this applicant. The notes made here will lso be listed in the "Applicant Information” tab.
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