RECRUITING GATEWAY
How to Disposition Applicants

The hiring manager is required to disposition all applicants who applied for a position before
an offer letter can be sent to the top candidate for the position. Follow these steps to
complete the process.

1. Log into the employee portal, and select Recruiting Gateway from the menu on the left
of your screen.
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2. In the Recruiting Gateway, select Opportunities > Published. Find your job posting by
entering the job title or some key words in the title in the Search field.

Click on the number of applicants that applied and a list will appear.
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3. Scroll to the end of the row for each candidate and click the three dots in the Action
column. A drop-down menu will appear. Select Disposition at the top of the list.
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Send Email
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Create Offer
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Print Application

4. Complete the first 2 fields in the subsequent screen. An example of how to complete the
fields is shown below.
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[ Mark this move as important so other recruiters can easily see it in the Notes section.

Save Cancel

5. Click SAVE to complete dispositioning the applicant.

6. Repeat Steps 3-5 for each applicant.



