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Reviewing Applicants 

 Log into myBelmont, click Human Resources tab (top menu) and click Belmont Be You.  

 Hover over Recruit tab & click Review Applicants. (You may not see this option until a candidate has 

applied to your position.)  

 On Review Applicants page (pictured below), you’ll see a list of all Requisitions (postings) to which you 

have access. To review applicants for a specific position, click on the number in the Applicants column of 

that requisition.  

https://my.belmont.edu/
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From there, you’ll arrive at the Manage Applicants page. You can do so much on this page! In the example below, 

you can see there are two applicants, both in the Offer Letter stage. See the following pages for more guidance. 
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The following pages highlight some of the available features for reviewing applicants on the Manage Applicants 

page. Explore this page and become familiar with the ways you can review and compare applicants! 
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As shown below, you can easily view the applicant’s Resume/CV or full application at a click, without having to go 

into the applicant’s profile.  
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From the Manage Applicants page, click “Actions” for additional options. The action you choose will apply to all 

applicants with the checkbox marked next to their name. In the example below, both applicants are selected, as 

evidenced by the dark blue checkboxes.  
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Applicant Profile 

Click Applicant’s name to view profile. You will be directed to a screen like the one below, the Applicant Summary. 
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In addition to Summary, explore the other tabs in the Applicant Profile. 
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Applicant Statuses 

Let’s take a closer look at the available Applicant Statuses. 

The following statuses apply to all Staff positions.  

 In Review: Application needs to be reviewed. From here, move applicant either to an Interview status or to 

Closed.  

 Initial Screening Interview: Typically this is a phone/skype interview, but can also be in-person. You may skip 

this status and go straight to Campus Interview if appropriate.  

 Campus Interview: The in-person interview stage.  

 Recommended for Hire: When you have identified your best candidate(s), move to Recommended for Hire 

and make verbal offer. Contact your HR Generalist to notify them of the name, start date, and salary amount.  

 Offer Letter: HR will move applicants to Offer Letter as appropriate and send Offer Letter directly from Belmont 

Be You. 

 Background Check: Indicates background check is initiated. Candidate will be moved to Hired when check 

comes back clear. 

 Closed: Applicant is no longer under consideration (Not Hired). When moving to Closed status, you will select 

the reason for closing the application (disposition reason). 

 Hired: Candidate is hired! If your position is not ongoing/pooled, posting will automatically close once applicant 

is hired. 
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 Faculty Positions follow a modified status workflow: 

 

 Recommend to Provost: This status is identified instead of Recommend for Hire. Put the candidate in this 

status once they have been identified as the top choice and the Dean is waiting for Provost Approval. 

 Letter of Intent: When the candidate is approved for hire and a Letter of Intent is being prepared, place them 

in the Letter of Intent status. Once the candidate returns their signed Letter of Intent, notify HR and send a copy 

of the LOI. HR will then initiate the background check.  

 

Adjunct positions follow a more simplified status workflow: 

 

 

 

 When Adjunct has been identified for hire, move to Recommended for Hire status and notify HR by submitting a 

Payroll Action Form (PAF).   

o Submitting PAF: In the Recruit tab, click “Payroll Action Forms (PAFs).” Click “Adjunct PAF”. Complete all 

fields and click “Submit for Approval”. Form will route to Human Resources and Payroll for review.  


