
PeopleAdmin

Search Chair 



Change Status Applicant Status

Login in at https://jobs.volstate.edu/hr



*Ensure you are logged in as Search Chair*

Welcome “Your name”.  You are logged in as Search Chair.  

Click on “View” to open position and view applicants.



Change Status of a Single 
Applicant

Click “Change Status” to change status of only one applicant.



Change Status of Multiple 
Applicants

To change multiple applicant statuses at one time, 
check the box for each applicant.



Click “Change Multiple Applicant Statuses” 
button located at the bottom of the applicant listing



For one applicant, 
click arrow and make selection from list.  



Selection Reason is required only when status 
selected is “Not Interviewed -- Not Hired”



To Save changes, 
click “Continue to Confirm Page”



Confirm changes by clicking 
“Save Status Changes” button
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