
Go to http://talent.okstate.edu  and log in with your O-Key login. 

It will take you to your home screen.  Go over to the recruit tab above the picture.  

http://talent.okstate.edu/


Managing Applicants to a Requisition 

Accessing Applicant Pools 

1. Click on Recruit > Manage Requisitions.

2. Once you locate the listing, click on the link which corresponds with the
number of applicants currently in the pool. In the Assistant Professor example
below, there are 3 applicants.

3. Your list of applicants will be shown.



View Applicant Profile 

1. Once you have located your applicant by following the directions above,

you may click on the applicants name to open the applicant profile. You

may also click on the icons circled below to quickly preview the

application and resume.



Once you click on the icons circled above you will get the following screen. 

Once you click on OK in the text box, it will save the document in your download 
file.  The arrow in top right hand corner will take you to download files.  From 
there you can print or save to your computer. 

Once a decision is made on the applicant statues you will work with the designated 
person in your department to assign the correct status of each person in your applicant 
pool.  A list of the dispositions are attached.  When the status in changed a system 
generated e-mail will be sent to the applicant.  Examples of those are also attached for 
your information.  



Cornerstone ATS Disposition List 

App Screened: Does not meet Edu/Cert Req (Email) 

App Screened: Does not meet Experience Req (Email)  

App Screened: More Edu/Cert selected (Email) 

App Screened: More Exper. selected (Email) 

App Screened: Not Best Qualified (Email) 

Applicant no longer interested in position 

Declined Interview 

Declined Offer: Location 

Declined Offer: Other Terms & Cond 

Declined Offer: Salary 

Department Rescinded Offer 

Dept closing position/will re-open (Email) 

Dept not filling position (Email) 

Failed to upload required documents (Email) 

Finalist: Not Selected (Email) 

Finalist: Not Selected (No Email) 

Interview no show 

Interviewed: More Qual cand select/EduCert(Email) 

Interviewed: More Qual cand selected/Exper (Email) 

Interviewed: Not Best Qualified (Email) 

Lacks favorable references (Email) 

No show for first day scheduled 

Unable to Reach/Contact 

Voluntary Withdrawal (Email) – typically initiated by applicant 








	Applicant Managment
	Managing Applicants to a Requisition
	Accessing Applicant Pools
	View Applicant Profile


	Cornerstone ATS Disposition List
	ATS - Applicant Disposition Emails



