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Creating a Job Requisition 

Changing Applicant IDs and Deleting Applicants



Section #: HR 350 


	Description
	This process describes the steps necessary to change Applicant IDs, to delete applicants, or to purge applicant data from the system.

	Conditions
	When running the purge process, any applicant information in the system for internal applicants and applicants who become employees will not be purged.

	Output Information
	Report of applicants who meet the purge criteria.

	Procedure

Change an applicant ID

	General Information
	This process will update all of the applicant’s records with a new Applicant ID. This process will also allow you to change an internal applicant’s ID, but only as it refers to their application. It does not modify or change Personal Data in any way. 

NOTE: By changing an internal applicant’s ID, you break the connection between that employee’s Personal Data and their Applicant Data.

	Path
	Recruiting, Identify/Process Applicants, Applicant Maintenance, Change Applicant ID

· Enter the Applicant ID or EmplID to access the page.

	Step 1
	Page: Change Applicant ID

· Old Applicant ID: The current applicant ID.

· New Applicant ID: Enter the New Applicant ID you wish to use. 

· NOTE: If you enter an ID already in use, you will receive an error message and will be unable to save the page.

· Verify that the Name, Applicant Status, Country, Address, and National ID information identify the correct applicant.

· Save the page.

	Procedure

delete an applicant

	General Information
	This process will allow you to delete an applicant and all associated records from the system. 

NOTE: If you select an internal applicant to delete, the process will delete that employee’s application data only.

	Path
	Recruiting, Identify/Process Applicants, Applicant Maintenance, Delete Applicant ID

· Enter the Applicant ID or EmplID to access the page.

	Step 1
	Page: Delete Applicant ID

· Verify that the Name, Applicant Status, Country, Address, and National ID information identify the correct applicant.

· Click on the Delete button.

	Procedure

Purge applicant data

	General Information
	This process will allow you to delete old applicant data from the system. You can delete applicants based on Purge Date from Applicant Data or the Application Date.

	Path
	Recruiting, Identify/Process Applicants, Applicant Maintenance, Applicant ID Purge

· Enter an existing or add a new Run Control ID to access the page.

	Step 1
	Page: Applicant Purge

· Language: Defaults to English. This field determines the language that the Applicant Purge report is printed in.

· Purge Based On group box
· Application Date: Select this radio button to delete applicants based on the Application Date. 

· Before Date: This is a date field used in conjunction with Application Date.  Any applicant data with an Application Date before the date entered in this field will be purged from the system.  

· Application Purge Date: Select this radio button to delete applications from the system using the Application Purge Date field on the Applications Data page. Any data with an Application Purge Date earlier than the system date will be purged.

· Exclude Internal/External: Select External or Internal to exclude a particular type of applicant from the purge process. Leave this field blank if you want to delete both external and internal applicants.

· Purge Process Option group box
· Print and Process: Select this radio button to purge applicant data and produce a report of applicants purged.

· Process Only: Select this radio button to purge the applicant data, but not produce a report of applicants purged.

· Print Only: Select this radio button to produce a report of the applicants who meet the purge criteria, but not purge the applicant data.

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Click on OK to run the process, which returns you to the Applicant Purge page. 

· Click on the Process Monitor link to display the Process List page. Verify that the process has completed successfully.

· Click on the Details link to display the Process Details page.

· Click on the View Log/Trace link to display the View Log/Trace page.

· Click on the Trace File link to review the sqr results.

· Click on the app502.pdf link to display the Applicant Purge report. 
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