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Withdrawing an Application
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Overview

This job aid addresses how and when the recruiter and applicant can withdraw an application. As a reminder,
applicants can NOT change their application materials after they are submitted; however, if the application is
withdrawn, the applicant can re-apply for the job before the application deadline.

Note: we are working on a process that would allow for applicants to be withdrawn after the deadline and
providing access to a site where they can re-apply, but that work is still in progress. For now, the application

must be withdrawn prior to the application deadline.

Manually Withdrawing an Application for an Applicant Who Fails an

Online Screening

If an applicant fails an online screening, they cannot withdraw their application themselves — this must be
done by the recruiter. The recruiter will need to determine if this is appropriate or not.

Once the application is withdrawn, the applicant will be able to re-apply for the job opening (provided that the

job is still posted).

1. Go to the Applicants Tab in the Job Opening.

2. An applicant who failed an Online Screening will have Disposition of Reject Onl.

Darth Vader

1268

Reject Onl
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4. An Edit Disposition box will display. Select a New Disposition of Withdrawn Application. When you do
this, the following message will appear. Click OK.

Warning -- New status entered is not a successor of the previous status. (1116,13008)

The new status entered is not considered to be a successor of the previous status. This can result in out-of-sync statuses across the recruitment areas.

5. Enter a Status Reason of Recruiter Withdrawn. Click Save.

Edit Disposition

Current Disposition 115 Reject Online Screening

*New Disposition | 130 Withdrawn Application

Status Reason | Recruiter Withdrawn

Date p4/14/2021

Save Cancel

6. The applicant’s Disposition will change to Wdraw App and the applicant will be listed under the Reject
section of the Applicants Tab.
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7. Once the applicant is in this status, they are able to apply for the job again.

8. Once the applicant applies again, they will appear twice on the Applicants Tab under All, but only the

application that passed the online screening will move forward through to screening. The application in

Withdrawn status should no longer be evaluated.
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Manually Withdrawing an Application for an Applicant Who Does Not

Fail an Online Screening

Applicants can withdraw their own applications unless they fail an Online Screening. See the How an Applicant
Withdraws their Application section for details. If you need to manually withdraw an application for whatever

reason, you can do the following:

1. Go to the Applicants Tab in the Job Opening.

2. Forthe applicant, click on Other Actions — Recruiting Actions — Withdraw Application.

Create Intenview Evaluation

withdraw Application
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3. The following will come up. Confirm the Reason is Recruiter Withdrawn. Click Withdraw.

Withdraw Application

Applications to Withdraw

Applicant ID Applicant Job ID Job Title
1015 Jadzia Dax 1240 TAM Demo 3 - Questions
Disposition

Disposition 130 Withdrawn Application

Reason Recruiter Withdrawn w

m[ Withdraw and Correspond l [ Cancel

4. The following message will pop up. Click OK.

You have successfully withdrawn this application. (18177 ,3027)

loy
OK |

5. The applicant’s Disposition will change to Wdraw App and the applicant will be listed under the Reject
section of the Applicants Tab.

6. If the applicant applies again, they will appear twice on the Applicants Tab under All, but only the
application that passed the manual screening will move forward through the process. The application in
Withdrawn status should no longer be evaluated.

How an Applicant Withdraws their Application

An applicant can withdraw their application at any time, unless they failed the Online Screening associated
with the Job Opening.

When an applicant withdraws their application, it allows them to submit a completely new application prior to
the application deadline. Given that applicants can not update their materials once submitted, this is the only
available option for applicants to re-submit or update their materials.

1. The applicant will click on My Job Applications from the Careers landing page.
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Careers

Search Jobs
Search by job title, location, or keyword ‘i|
Welcome Darth Sign Out
-’i View Jobs Posted in Last 14 Days 3
[E ViewAl Jobs >
joq My Job Noifications >
E My Job Applications 10 >
Iy Favorite Jobs 3
Q, My saved Searcnes b
o Iy Account Information >

2. Any job for which they can withdraw, will have a Withdraw button next to it. They will click Withdraw.

My Job Applications

My Job Applications
Job Application Status Date Created te Date Withdraw

5 5 A= Da
Job Title D Locstioa I prlics st Information Submitted Withdrawn Application
CONSERVATION WARDEN 1244 Dane 03/05/2021 Withd
County 5:02PM |i| 4

i ) . 04/14/2021 04/14i2021
TAM Demo 3 - Questions 1240 Madison 5-45BM 5-45PM

03/09/2021 03/09/2021

- i i i i i Wi
Test - Passing Point Updates 1254 Madison Under Consideration 254PM 254PM | Withdraw |

03/10/2021 _ 03/10/2021 withdraw | [ 5 |

Test - import job posting + different internal/external postings - Payroll & 1235 Madison Under Consideration,

3. If the job application has already been submitted, the following message will appear:

You are about to withdraw a submitted job application. This action cannot be undone. Do you want to continue?

Ok || Cancel |

4. The application status will then change to Withdrawn.

5. Once the application is withdrawn, the applicant will be able to re-apply to the job before the application

deadline.
Withdrawn Applicants on Register and Certification
Added 9/13/21

When an application is Withdrawn from a Job Opening, once Refresh Register is clicked on the Register page,
the applicant’s registrant status will be updated to Inactive. It is recommended that you always refresh the
register when reviewing applicants for a specific step in the process.
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Register D 2628-0001 Creation Date _08/20/2021 Job Code 00162 FINANCIAL SPECIALIST-SEN Actions
Status | Active - Expiration Date 02/20/2022 . Impart Register ” Refresh Register ] Cre
Screening Level 1-Resume Screen
O Auto Confirm Registrants
Q]
Effective Date  08/20/2021 Registrant Count 9
El
Rank Score Name Status Minority Status  Gender On Register View Locations
(m] 1 89.091 Nicholas Male 08/20/2021

There is no automated ROA entered on the Certification when an applicant withdraws — this will have to be
entered manually.

If the applicant re-applies for the same Job Opening, after scoring is complete and the Register is refreshed,
the applicant’s registrant status will be updated to Active if the applicant qualifies for the Register again.
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