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Applicant	statuses	must	be	accurately	maintained	as	they	move	through	the	recruitment	process.		Listed	below	
are	available	statuses.		

Status	 Guidelines	for	Use	



	

Category	1.		All	other	Reject	reasons	are	in	Category	2	and	should	not	be	used	until	Category	1	has	been	
considered.		
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Determine	if	the	applicant	meets	Minimum	Requir



	

	
If	the	applicant	moves	to	Reject	status	after	meeting	the	Minimum	Requirements,		select	one	of	the	
following	reasons:		
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Starting	on	the	Manage	Job	Opening	Tab,	review	an	
applicant’s	application	by	clicking	on	the	‘Application’	
Icon.	
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Reject Status

	

If the applicant does meet minimum requirements 
but  is still moving to a REJECT status, select	one	of	
the	following	reasons:		
 

• Duplicate	Candidate	for	the	Same	Job	Opening	
• Position	Filled	Before	candidate	was	considerd	
• Hiring	Freeze-	Position	Cancelled	
• Met	Minimum	but	Not	Preferred	Requirements-

Communication	Skills	
• Met	Minimum	but	Not	Preferred	Requirements-

Education	
• Met	Minimum	but	Not	Preferred	Requirements-

Experience	
• Met	Minimum	but	Not	Preferred	Requirements-

Job	Knowledge	
• Met	Minimum	but	Not	Preferred	Requirements-

Skills	
• No	FWS	Award	Letter	
• Not	Eligible	to	Work	in	the	U.S.	
• Not	Most	Qualified-Failed	PreEmployment	Test	
• Not	Most	Qualified-Poor	Work	History	
• Not	Most	Qualified-Unsatisfactory	Reference	

Check	
• Not	Most	Qualified-Unsatisfactory	Interview	
• Offer	Rescinded	
• Selected	Internal	Candidate	
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Withdraw Status



	

Withdraw Status

 



	

 

Once	an	applicant	has	accepted	the	offer,	the	system	will	update	their	status	to	Offer	Accepted.	There	is	no	reason	code	
that	needs	to	be	applied.	

Once	


