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To submit a Request to Hire, you will need to change your applicant’s statuses.

***An Originator/Supervisor cannot go through this process completely. They can only change
the applicant statuses. The request must be moved forward by the Director/Dept Chair.***
***1f this is a continuous recruitment or you have multiple hires, contact HR before taking any
action.***

1. Select All. This will fill the check box next to each applicant.
2. Click on Change Multiple Applicant Statuses.
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3. You can either change the applicant statuses for all applicants at the top of the page or
change the status for each individual.
NOTE: To close the recruitment, you will have to provide disposition statuses for all
applicants. At this time, if you know there are applicants you want to remove from the
pool, please select the appropriate disposition status for them. You have the option to
have the system send a generic email message or can send no email. The document on the
next page lists the system disposition statuses along with the email that the applicant
would receive if using that option.
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Disposition Statuses within AIMS
(Each applicant must be set to one of these statuses to close out the position)

Under Review by Manager/Dept Chair — applicant left here when in a pending status
Shortlist Request for Interview

Request Approval for Hire
Offer Letter Sent
Offer Letter Accepted

These statuses allow for the option of a form email or no email:
Does not meet minimum qualifications

Not enough experience

Inadequate references

Application incomplete

Not available for required hours

Dear APPLICANT NAME:

I would like to thank you for your interest in the POSITION TITLE position in the DEPARTMENT
NAME. Iregret to inform you that the Search and Screen Committee has selected other candidates for
further consideration based on qualifications that more closely match the needs of the position.

I wish you the very best as you pursue your professional goals.

Sincerely,

SEARCH & SCREEN CHAIR

Cannot meet applicant salary requirements
Requires relocation package
Not willing to commit to contracted time

Dear APPLICANT NAME:

Thank you for your interest in employment with the University of Wisconsin-Milwaukee. At this time, the
POSITION TITLE recruitment is being closed.

Please continue to check for job opportunities with UW-Milwaukee at www jobs.uwm.edu.
Sincerely,

SEARCH & SCREEN CHAIR

Rejected after final interview

Dear APPLICANT NAME:

On behalf of the Search and Screen Commiittee, T would like to thank you for interviewing for the
POSITION TITLE position. The candidates were exceptional and it has been a difficult decision.
However, I regret to inform you that we selected another candidate based on qualifications that most
closely meet the needs of the position.

I wish you the very best as you pursue your professional goals. Again, thank you for your time.

Sincerely,

SEARCH & SCREEN CHAIR

Candidate declined
Candidate withdrew
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4. In this example, we are going to select the first applicant to Request Approval for Hire
and then other two applicants are going to be Rejected after final interview. So, we will
change the statuses individually.

5. Click on Continue to Confirm Page once your statuses are correct.
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6. You can review the statuses on this page to make sure they are correct. Once you have
verified the statuses, click Save Status Changes to continue.
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7. The Applicants tab now reflects the updated applicant statuses showing only your

remaining applicant.
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8. Continue to the Documents tab by clicking in the yellow navigation bar.
9. At this step, you will need to load the Draft Letter of Offer, Compensation Analysis, and

AARE (if the position has placement goals). This can be done at the department or
divisional level.
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10. Continue to the Hiring Proposal tab by clicking in the yellow navigation bar to complete
the last step before sending your request forward for approval.

11. You will indicate the candidate you have selected and then complete all necessary
information in the form. Again, this can be completed at the department or divisional
level.
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12. Click Save and Stay on this Page to save the entry you have done.
13. Click View Posting Summary to continue to the last page.
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14. To send your request forward for approval, select Send Interviewees/Hire to
Dean/Division Head.
15. Click Continue.
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16. Finally, click Confirm to send your request forward for approval.
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