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Changing Applicant Dispositions 

 
In this topic, you will learn the steps to update disposition codes for applicants in a job opening.  
 
For compliance and reporting purposes, a hiring department must demonstrate where applicants 
fall out of consideration for a position using the codes on the Applicant Disposition Matrix. Since 
audits may occur years after a hiring decision is made, disposition codes provide context to the 
history of the selection process.  Disposition codes must be used by departments to document this 
information on each applicant routed for Faculty and Staff (A&P and USPS) job openings. Disposition 
codes are not required for OPS openings. Upon screening the pool, your recruiter will provide the 
department with key information and a disposition code spreadsheet (sample on last page) to track 
the codes during the review process. The codes must be recorded in the system once a top 
candidate is selected. 

 
Key Information: 
Job Opening ID 
Applicant Disposition Matrix  

        OMNI Training Guides:  
• Creating an Interview Evaluation 
• Reviewing Applicant Data 

Applicant Records Retention Information 
 
 

Step Action 

1. Start by going to https://my.fsu.edu and sign into the myFSU portal with 
your FSUID and password. Click the HR Icon. 

 

     
 
 

Step Action 

2. From Manager Self Service > click Recruiting > Search Job Openings. 
  Enter the appropriate Job Opening ID number & click Search. 
 
   

http://hr.fsu.edu/PDF/publications/employment/Applicant%20Disposition%20Matrix.pdf
http://hr.fsu.edu/PDF/publications/employment/Applicant%20Disposition%20Matrix.pdf
https://hr.fsu.edu/sites/g/files/upcbnu2186/files/PDF/Publications/training/CreatinganInterviewEvaluation.pdf
https://hr.fsu.edu/sites/g/files/upcbnu2186/files/PDF/Publications/training/ReviewingApplicantData.pdf
https://hr.fsu.edu/sites/g/files/upcbnu2186/files/PDF/search-training-guide/recordkeeping.pdf
https://my.fsu.edu/
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Step Action 

3. Click the Job Opening title link to display the applicant pool. 
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NOTE Once the position closes, HR - Employment Services will process the 
pool. At this stage applicants will be in the following statuses: 

 
• Route (050-Route): indicates the Staff applicant has been marked 

as meeting minimum qualifications and is eligible for an 
interview. HR only runs the screening tool on Staff positions. 
Faculty applications are changed from "Applied" to "Route" status 
directly; the department must review for minimum qualifications 
and code accordingly. 

 
• Screen Reject (031-ScrRej): indicates the Staff applicant did not pass 

the screening tool and is not qualified for the position or eligible for an 
interview. No additional coding is required. 

 
• Applied (020-Appl): indicates the application is likely a duplicate—

confirm and code accordingly. 
 
USPS positions: Upon screening the pool, your recruiter will also inform 
you of any applicants who are required to be interviewed based on 
Veterans' Preference. 
 
TIP: The department can request ad-hoc routing for open until filled 
positions. 
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Step Action 
4.   Click the View All link to view all applicants in the pool; if over 100, click  

  the View 100 link, and then click the next arrow button to view the  
 additional pages. 

 
 

 
 
 

Step Action 

5. Once the pool has closed and is screened by your recruiter, duplicate 
applicants will be in Applied (020-Appl) status on the Applied tab.  
 
In this example, we have multiple duplicate applicants to update. 
Applicants in the same status moving to the same new disposition code 
can be updated by checking the boxes next to the applicant names and 
clicking the Group Actions drop down menu at the bottom of the page > 
Recruiting Actions > Change Disposition. From the Change Status To 
menu > select “Rev-Duplicate Applicant” > Submit > OK.  
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Step Action 

6. The next several screens cover the steps to identify applicants who 
fell out of consideration at the Review stage. Disposition codes can 
be changed on individual applicants by clicking the Route icon 

 for a specific applicant from the Route tab of the job 
opening.  
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NOTE When an applicant is in Route status, the only "Change Status To" disposition 

codes available are the REV (review) codes. 
 

 
 

 
 
 
 
 
 
 
 
 
 

Step Action 

7. Click the Route icon   and Change Status To drop down menu. 
 
In this example, we selected REV-Could Not Reach/No Show from the 
drop down list > Submit. This indicates that the department was unable to 
contact the applicant (after multiple attempts and by preferred method of 
contact) or the applicant did not show up for the scheduled interview. For 
additional details and explanations of applicant disposition codes, refer to 
Applicant Disposition Matrix. 
 
NOTE: If you are having trouble reaching a Veterans’ Preference applicant, 
contact your recruiter for assistance.  

https://hr.fsu.edu/sites/g/files/upcbnu2186/files/PDF/Publications/employment/Applicant_Disposition_Matrix.pdf
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Step Action 

8. The applicant will reflect the disposition code: R-NoShwRch and their 
application will be moved to the “Reject” tab. 

 

 
 

Step Action 

9.  If an applicant has been interviewed, is very important to create  
 the interview evaluation on the applicant’s record first so that the  
 applicant is showing in 060-Intvw status before recording the final  
 disposition code.  
 
 The next several screens cover steps to update the record of an applicant 
 who fell out of consideration at the Interview stage. 
 

Step Action 

10.  After recording the interview evaluation, from the Interview Tab > click the  

 Route Icon for the applicant > click Change Status To drop down menu.  
 
 For this example, we selected Int-Not As Qualified:Experienc from the drop   
 down menu. This indicates the applicant selected for hire demonstrates  
 experience that is a better fit for the position.  
  
 Click the Submit button. 

Jazzy Nole 

https://hr.fsu.edu/sites/g/files/upcbnu2186/files/PDF/Publications/training/CreatinganInterviewEvaluation.pdf
https://hr.fsu.edu/sites/g/files/upcbnu2186/files/PDF/Publications/training/CreatinganInterviewEvaluation.pdf
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Step Action 

11. The next several screens cover steps to update the record of an applicant 
who was interviewed and received an offer but withdrew. 

 

 
 
 
 
 
 

Jazzy Nole

Jazzy Nole 
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Jazzy Nole

Step Action 

12. Submit the interview evaluation. From the Interview Tab > click the Route 

Icon for the applicant > click Change Status To drop down menu. 
 
Select Offer Made-CandidateWithdr from the drop down menu. This 
indicates the candidate declined an offer of employment or accepted an 
offer and then retracted acceptance. 
 
Click the Submit button. 
 

Step Action 

13. You must assign a final disposition code to each Routed applicant who was 
not selected for the position. 

 
Once pre-employment checks have been completed, the department will 
complete the pre-employment check and job offer on the applicant selected 
for the position (reference Training Guides). Their final disposition will change 
to “Hired” once the job offer is fully processed. 

https://hr.fsu.edu/sections/training-organizational-development/omni-training-guides
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Sample Disposition Code tracking spreadsheet provided HR - Employment. Keep this document 
on file in your recruiting records.   
 

 
 

 
 
 

Congratulations! 
You have completed this topic. 

 
Questions on this procedure? Contact your Assigned Employment Specialist. 

http://www.hr.fsu.edu/PDF/Analyst%20and%20Recruiter%20Departmental%20Assignments.pdf

