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Icon Legend   

Return to Front 
Page  More Actions Completion Status  

Reject Candidate  Move Step   Save and Close 

Save and Continue  
Change 
Step/status…   

 

Moving Candidates Through CSW 
Candidate Selection Workflows (CSW) are used to track a candidate’s progress through Stony 
Brook’s recruitment processes.  Primarily CSWs are comprised of steps and statuses.  Steps are 
thresholds that candidates achieve, whereas statuses work as updates to those steps. 

Accessing CSWs 
1. From the home page, be sure you have 

selected “I collaborate on” to see your 
Search Chair/committee requisitions. 
Navigate to a list of your requisitions 
and select the requistion you wish to 
view. 

2. Click the number in the candidate 
column   

 

 
 
 
 

 

Advancing Candidates 
1. You are now viewing the candidate list 

2. Place a checkmark next to the desired 
candidate’s name 

3. Click the More Actions  
menu. 

4. Select Change Step/Status  
5. At the top of the page review the 

current step and status and the 
recommended next step and status 
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6. Using the appropriate selectors, modify 
the status and step as needed 

7. Depending on your selection additional 
options may be available (such as 
Sending a correspondence) 

8. Click Save and Close  to 
complete this update and return to the 
candidate list 

 
 

Using Shortcut Buttons 
 
There is one shortcut button that is available: 
  

          No: Changes the candidate's Status to Rejected within the current Step. 
 

Utilizing Shortcut buttons 
1. A key component to understanding 

shortcut buttons is that they are not 
available until a CSW Step filter is 
utilized (figure 1)   

2. Place a checkmark next to the desired 
candidate 

3. Note the available shortcut buttons 
available (figure 2)   

 

Note: Alternatively, you can use the Reject 
shortcut button when you are working in an 
individual canidate file (By clicking on their 
name) 

 
Figure 1: Shortcut buttons are not available when 

the CSW filter is set to "All" 

 
Figure 2: Shortcut buttons are visible when CSW 

filter is set to any step 
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Reverting Candidates 
Occasionally it may be necessary to undo a Status or Step change.  For example, perhaps a 
candidate is inadvertently moved to the Offer step, when he or she should still be in the Hiring 
Manager Screen step.  For this purpose, it is possible to use the Revert action, which permits 
placement of the candidate back in the previous Step/Status.   

 

Revert Action 
1. Locate the desired candidate on your 

list 

2. Place a checkmark next to the 
candidate’s name 

3. Click the More Actions 
menu 

4. Select Revert 

5. You will be required to enter a comment 
to detail why you are reverting this 
candidate 

6. Click the Save and Close 
button 
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Rejecting Candidates 
When candidates are not to progress any further for consideration on a requisition, they should be 
rejected and sent a corrospondance to inform them of the search committee’s decision.  Rejecting 
candidates makes them inactive on the current requisition Candidate List and no longer in the 
selection process.  

Rejecting Candidates 
 

1. Locate your candidate on the Requisition list 

2. Place a checkmark next to their name 

3. Click the More Actions  menu 

 

Note: Alternatively you can use the Reject Shortcut button  

 

4. Select Change Step/Status 

5. In the Status box, select Rejected 

6. Select Send corresspondence  

7. Upon selecting Rejected or Applicant Withdrew a disposition selector box will open that 
allows you to select the appropriate reason for the candidates rejection. 

8. After your selection, click the Save and Continue  button 

9. A new screen will open requiring you to select the Rejection Letter template 
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10.  Select the default paragraphs necessary for your letter and click the next button. 

11. Review the email corrospondence to ensure it is accurate and click Send and Close 

 button. 

 

The candidate is no longer an active candidate in the requisition and will receive and email 
notifying them of the updated and final status. 

 


