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CU Careers: Step-by-Step Guide 
Rejecting Candidates 
This guide describes how to reject candidates who have applied to positions in CU Careers and describes how 
to notify candidates that they have not been selected. It is a best practice to disposition the candidate out of 
selection and send correspondence to all unselected candidates before marking the position as filled.  

 
To disposition a candidate out:  

1. Click Candidates from the green recruiting menu bar. 

 
2. Click the link of the candidate that you are rejecting. 

 
3. Click More Actions. 

4. Select Change Step/Status from dropdown. 

5. From the New Status drop down, select Not Selected.  

6. Choose a reason that indicates why the candidate was not selected. 
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7.  Select Send Correspondence to send an email with the rejection.  

 
8. Click Save and Close.  

9. If you are sending a correspondence, continue with the steps below. If you are not sending a correspondence, 
you have completed the rejection process. 

10. To continue with sending correspondence, select Email from the Send Message by dropdown in the pop-up box 
that appears. 

• If sending from a template, choose From template.  

 

a. Click arrow to the right of the template box  

b. Select the appropriate template for rejection. 

c. Click Next.  

d. Click Edit to make any changes to the letter.  

e. Click Send. 

• If sending from scratch, click From scratch. 

a. Click Next. 

b. Type a Subject and Message text.  

c. Click Send. 
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