
Status Setup in Advanced HR 2.0 Applicant Tracking
The Applicant Tracking Status Setup menu item and screen is where the user can customize the steps in the
application process. It is a set of parameters that can be created, titled, saved, and attached to any number of Job
Postings, thus streamlining the process.

You can click on the Import Template Statuses button at the top of the screen to populate a collection of pre-created
statuses. These statuses will be used to move the applicant through the hiring process. Each step that is created can be
applied to the workflow of an application.New Application

• New Hire Complete
• Interview One
• Final Interview
• Prep for Onboarding

Statuses can be edited by clicking on the name to open them.

To customize the steps in the application process:

1. Go to HR Admin – Applicant Tracking – Status Setup.

2. The system displays the Applicant Tracking Status Setup Dashboard.

The user can create new Status Workflows one at a time by clicking on the green New button. However, if you’d
like to import a selection of pre-created statuses, click on the Import Template Statuses button at the top of the
dashboard.

These statuses will be used to move the applicant through the hiring process. The Action/Workflow will tie the step
to a specific status, such as scheduling an interview or making an offer. This status can be viewed on the Applicant
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Tracking dashboard

You can edit any status by simply clicking on the title.

Note: If no company is selected, the user will see all Statuses for all the companies assigned to them.

3. Click the green + New button.

4. Complete the fields on the screen. You must give each step a Sequence and Title, but the Description is
optional.

Field /
Button Description

Company Select the Company.

Custom Status

Sequence * Enter a Sequence number - this will determine where this step will come in the process

Title * Enter a Title for the Step.
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Description Enter a Description for the Step.

Action/
Workflow

Select an Action/Workflow. This will tie the step to a specific process such as scheduling an interview
or making an offer (Make Offer, Offer Accepted, etc.) This status can be viewed on the Applicant
Tracking Dashboard.

* = Required field

5. Click Save Changes when complete.

The next step is to go to the Application Version screen.
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