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The high-level steps required to allow a candidate’s acceptance 
or rejection of a job offer to automatically update the status, 

wherever it displays within DTM, such as on the Active 
Candidates screen and in reports, are shown in the menu on the 

left.
Navigation

• Click the numbered circles on the left to move to the first step in each 

phase. 

• Use the Page Down key to proceed through the quick steps. Use the 

Page Up key to return to a prior slide.
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Click the Administration icon.
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The Candidate Automatic Status Change feature is 

turned on by default. If the feature has been turned off, 

these steps demonstrate how to turn on the feature.
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Scroll to the Global Settings, 

System Administration area 

and click Features.
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Click the Select A 

Group drop-down 

arrow to view a list 

of groups.
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Click Configurator.
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Click Recruiting.
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Click Candidates.
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Select Candidate Automatic 

Status Change.
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Click the Update 

Features button.
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Click the 

Administration 

icon.
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Under Recruiting » Configuration, 

click Workflows.
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Click the workflow you 

want to configure with 

automatic status updates.

Note: You can also create a new workflow with Enable 

Automatic Status Change selected. To do this, click the Create 

New Workflow button at the top of your Workflows screen.
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Click the Edit icon.
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Click the Candidate 

Process step.
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Click the drop-down 

arrow next to Internal.

The Candidate Process step is where you select the Enable 

Automatic Status Change option.

You can define a different set of processes for each résumé 

type. We’ll demonstrate selecting this option for the Internal 

résumé type.
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Add Offer Accepted and Offer 

Declined statuses to the selected 

list on the right by selecting a status, 

then clicking the right arrow.

The Offer Accepted and Offer Declined statuses must be 

selected for the Enable Automatic Status Change option to 

display. Your administrator may have configured custom 

statuses that also have a logical value of offer_accepted or 

offer_declined. If so, when these options are selected, they will 

also trigger the display of the Enable Automatic Status 

Change option.
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Select the Enable Automatic 

Status Change check box.
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Click the Offer Accepted Status drop-

down arrow to select how this status will 

display wherever the candidate status 

displays, such as on the Active 

Candidates screen. The options that 

display here depend on whether your 

administrator has configured additional 

custom statuses. In this demonstration, 

there is only one value for each field.
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Click the  Update button.
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When 

finished with 

changes, 

click Save.

We’ve made changes to the Internal type. If desired, follow the same steps 

to enable this option for other types. Click Save to save the workflow. This 

change will affect only requisitions associated with this workflow that are 

created going forward. No changes will be made to requisitions created 

previously. 
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Click Recruiting.
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Next we’ll create a requisition associated with the workflow we configured 

with the Enable Automatic Status Change option in step 2 and 3 of this 

click-thru.
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Click Requisitions.
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Click Create Requisition.
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Fill out the fields in Step 1 Select Associations. Be 

sure  that the selections you make match the 

workflow where you selected the Enable Automatic 

Status Change option in step 3 of this click-thru. If 

you use a template to create your requisition, be 

sure it is associated with the workflow from step 2 

and 3 of this click-thru.

Click the Continue 

button when finished.
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Click Finish.

Continue through the requisition creation 

steps. The steps you see are defined by the 

workflow. When finished with the last step, 

click the Finish button.
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Click Candidates.
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When a candidate accepts or declines a job offer for 

the requisition created in step 4 of this click-thru, the 

candidate status will change automatically wherever 

the status displays in DTM, such as on the Active 

Candidates screen. 

Let’s look at where this status displays on the Active 

Candidates screen for a candidate who applied to 

and accepted the requisition we created in step 4 of 

this click-thru.
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Click Active Candidates.
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Click the Select Job 

drop-down arrow.
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Select the job to search 

on to find the requisition 

created in step 3 of this 

click-thru.
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Click the Go button.
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This concludes the 

Candidate Automatic Status Change Feature quick steps.

Notice the Offer Accepted status in the row for the 

Internal candidate, Alberto Perez. This status was 

updated automatically when Alberto Perez accepted the 

position for the requisition created in step 4 of these quick 

steps.
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