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Applicant Services 
 
Searching Applicants Information–  
 
There are several ways to search for an applicant depending on the information you have. 
If you have very specific information about an applicant you can search that way and get directly to 
their online file such as Applicant Number or SSN. 
 

• Sign on to ATS 
• Click on Applicants on the menu bar. 

 
Searching by name: 

• The list of returned names is limited to 20. 
• If you are searching with a common name such as ROSE you will want to have their first name 

also.  Names are listed randomly and will not necessarily give you the list by alpha first name. 
• It will also list all those that the name is part of. 

 

 
 

• When you search for ROSE the 20 names that are listed will not include anyone whose last 
name is ROSE because it chooses only the names that have ROSE as a part of the last name.   
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• You will need more information to narrow the search. 
• With the addition of ‘ME’ for the first name, it will narrow the list that is returned.  Sometimes 

you may need to have more information to narrow the search. 
• Once you have listed the applicant, to view their online record Click on View/Edit button. 
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Viewing Applicant Record 
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When you view the applicant’s record it takes you to the Applications screen. 
This will list the applications for the last 6 months.  To view all of the announcements that the 
applicant applied for you will need to Click on the All Applications button. 
This screen will show you the following: 

• Announcement Title – this is the position title on the announcement. 
• Announcement No. (Status) – this is the announcement number and the status of that 

announcement (open, closed, cancelled). 
• Application Date – this is the date the applicant started this application. 
• Application Status – this is the status of this application (started, completed, cancelled). 
• Command – this allows you to Inactivate the application or Reactivate the application. 

 
Announcement Title – When you Click the Title it takes you to the following screen: 
 

 
 

• The applicant has not started their exam 
• They did not mark Coeur d’Alene as a city which is where the position is located based on the 

announcement 
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Active/Inactive Application –  
• When an applicant is coded as hired, declined, fail to reply, etc on a hiring list and when the list 

is archived the system will Inactivate the application.  Also their application may be Inactive 
due to a request from the applicant to do so.  There should be a note in the applicant’s file to 
that affect; otherwise you will see that some correspondence has been sent to the applicant by 
viewing the Services Rendered. 

 

 
 

• To reactivate this application you want to check and make sure that the score is still valid and 
once that has been verified you will Click the Activate button.  You will be asked whether this 
is what you want to do. 

 

 
 

• Click on the OK button and then the application will be active. 
 

 
 
Exams –  
 

• When you Click on the Exams Summary you will see information regarding their exams that 
they have completed. 
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• The exams that will show are those exams completed in the last 6 months.  To see all exams 
Click on All Exams button. 
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You will see the following: 

• Exam Title – this is the name of the exam that was attached to the announcement. 
• Announcement No. – this is a link to view the announcement and also allows you to coincide 

that exam with the Announcement listed on the Applications screen.  Many times you will need 
to look at both screens to determine which application is current and which exam (score) is still 
valid.  This is critical when looking at announcements that are on *continuous recruitment, that 
have more than one exam and can be taken more than once during the opening time of the 
announcement. 

• Date Scored – this is the date that their score was calculated and posted to their application. 
• Score Expires – this is the date that the score will no longer be valid. 
• Score – this is the score that they received for that exam. (Did not meet min level – they did 

not receive the minimum score to pass or did not meet the requirements of the position.) 
• Status -  

 
* (Continuous recruitment example would be the Clerical/Secretarial announcements). 
This example shows someone who applied for the Office Specialist 2.  They took the first exam MQ 
screen (MQS – LXR) on 1/20 and did not pass, they took it again on the same day and passed.  Then 
they took the Written exam (Written exam – LXR) and passed.  Then on 5/30 they took the MQ 
screen exam and passed and then took the Written exam and passed. 
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Hiring lists –  
 
To view the hiring lists that an applicant’s name is on you will Click the Hiring Lists and you will see 
the lists from the last 6 months or Click the All Hiring Lists button to see all of the hiring lists that the 
applicant’s name is on. 
 

 
 
The columns are the following: 
HL No./ Disposition – this is the hiring list number and the disposition code 
Position – this is the position title 
Agency – this is the agency that has the hiring list 
City – this is the city that the position is located 
Date Created – this is the date the hiring list was created 
Hiring Status – this is the status of the hiring list 
 

 
 
Disposition codes – this identifies the status of that applicant on the hiring list. 
 

• 0 = None 
• A = Hired 
• AT = Hired Temp 
• C = Considered Not Interviewed 
• CH = Conditional Hire 
• D1 = Declined Interview 
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• D2 = Declined Location 
• D3 = Declined Duration of Position 
• D4 = Declined Salary 
• D5 = Declined Other – Give Reason 
• D6 = Declined/Remain on Register 
• D7 = Declined Job Offer 
• FR = Failed to Reply 
• I = Interviewed Not Selected 
• NA = No Longer Available 
• XX = Could Not Locate Applicant 

 
Hiring Status –  

• Reviewing Applications – the department has not completed the selection process 
• Canceled – the department has decided not to use this hiring list 
• Selection Complete – the department has completed the selection from the hiring list 

 

 

 
 
 
When you Click on the hiring list number it will take you to that hiring list to view that names.  In order 
to find the applicant’s name on the list you will need to use the Find Function from your Browser. 
 
To do so you will need Click Edit from the menu bar, then Click Find on this Page. 
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• Type in their name and Click the Next button. 
 

 
 

• It will take you to that name on the hiring list. 
 

 
 
Services rendered -  
 

 
 
These are the letters/emails sent to the applicant that were generated by ATS.  Usually these are in 
regards to the disposition codes from the hiring lists. 
 

 

 
 
This information provides you with specifics about the communications/correspondence sent to the 
applicant. 
 

• Date delivered – this is the date and time that the letter/email was sent 
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• Announcement No – this is the announcement that the service was generated from 
• Service – this is the type of action that generated the letter/email 
• Served by – this identifies who sent the letter/email 
• Command – this allows you to delete the service if it is an error 

 
 
 




