How to add missing Applicant Status History to OPEN or CLOSED vacancies

Here is an example:

Your HRINFO21 Vacancy and applicant data quality report ‘Step 2 — Applicant status validation’ tab shows a red error advising you that the shortlisting stage is missing.

To add the missing stage(s):

1. Open Core back office recruitment module
2. Inthe Search Criteria screen, set the Vacancy Status dropdown menu to ‘All’ and then search for the relevant vacancy ID

3. Open the vacancy record

4. If the vacancy is CLOSED you do not need to re-open it to add in missing applicant status history
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5. Use the ‘Select Detail’ menu on the right and select ‘Applicant Status’
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6. For each applicant with missing applicant status history, use the drop-down ‘Applicant Status’ menu and select the missing applicant status. For example below, we
forgot to record that one applicant was shortlisted. So use the drop menu to select ‘Shortlisted’ for this applicant (note that you can alter the applicant status of
several applicants at this stage in one go if needed). This generates a warning message ‘Warning—Post/Seq is in an invalid state’. Click OK to this message.
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7. Then make sure you select the save icon to save the new data. This is a critical step.
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8. This will generate a message telling you that the transaction is complete and the new data has been added to the applicant’s history. Click OK to this. But do not
‘red door’ out of this screen yet.

Page 5 of 7
May 2017



9. You will now need to change the applicant status history back to the final outcome for that applicant so that it appears correctly in your report.
Note — if at this stage you’re going to select the ‘Offer Accepted — Personnel’ option, then Core will try and re-appoint the applicant to the post. When prompted to
link the applicant to the post, select ‘No’.
Save before exiting.
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10. When all data applicant status history data have been added, the final outcomes have been re-set, and you have saved it all, ‘red door’ out of this screen and click
yes to any prompts to save information. And then ‘red door’ out of the vacancy. That is it for the back office part.

11. Re-run the HRINFO21 Vacancy and applicant data quality report for this vacancy ID. In the tab ‘Step 2 — Applicant status vaidation’ you will see that the red error
message has gone for this vacancy and is replaced by a green message.

If you have any problems making these changes contact the HRIS Support Centre (hr.systems@admin.ox.ac.uk).

If you have comments or questions about the HRINFO21 Vacancy and applicant data quality report contact the HR Information Team (hris.dataquailty@admin.ox.ac.uk).
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