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Screening Candidates



From the PAWS Employee Portal
(https://paws.augusta.edu), select the 
“All Apps” icon from the Quick Access 
Bar.

https://paws.augusta.edu/


From the PAWS Employee Portal ALL 
Apps page, select PeopleSoft HRMS 
link.



Log in using your AU NetID and Password. This 
would be the same ID and password that you use 
to log into Outlook.



Navigate to Recruiting

Main Menu > Recruiting > 
Find Job Openings

OR, you may go to the “My 
Job Openings” category on 
your Manager Dashboard, 
then select Job Opening you 
would like to screen



Enter the Job Opening ID. Change the 
status field from “Open” to a blank field.  
Select “Search”. 



Click on the position title.



You are now able 
to view all 
applicants.  

You will screen by 
reviewing the 
applicants resume 
and/or application.  
To view the 
resume and/or 
application, select 
the icon associated 
with the specific 
applicant. 

Candidates can be 
in the following 
statuses: Route, 
Applied, Reject, 
Withdrawn, Hold, 
or Screen.

Indicates that applicant is 
a former employee



STAFF

 HR will add basic screening questions to the job opening at 
the time of the posting

 If an applicant does not answer the screening questions 
appropriately, the applicant will be placed in a “rejected” 
status and marked as not qualified.

 The department is now able to screen the applicants by 
reviewing their resumes and/or applications and either 
ROUTE or REJECT the applicants based on their 
qualifications.

 The HR Talent Consultant/HR Representative will also 
review ALL of the applicants (both rejected and applied) to 
ensure they are routed/screened properly.

 If you have any questions regarding your applicants and 
their statuses, please contact your HR Talent 
Consultant/HR Representative.



Faculty
 HR will add basic screening questions to the job 

opening at the time of the posting.

 If an applicant does not answer the screening 
questions appropriately, the applicant could be rejected 
and marked as not qualified.

 Faculty Support Services will route all applicants in an 
“applied” status to the department.

 The department is now able to screen the applicants by 
reviewing their resumes and/or applications and either 
ROUTE or REJECT the applicants based on their 
qualifications.

 If you have any questions regarding the applicants and 
their statuses, please contact Faculty Support 
Services.



ROUTING PROCESS
STEP 1

Select action 
“Route 
Applicant” 
option from 
dropdown list 
under heading 
“Take Action” 
for applicant.



ROUTING PROCESS
STEP 2

• You will be prompted to use a reason from routing.  For staff, faculty, and 
executive searches, utilize the following status reason:

3-Staff Candidate Basic Quals
3D-Routed Faculty/Executive
3E-Routed from Search Firm

• When choosing the Route an applicant, you will be prompted to route 
them to an individual.  Select the Hiring Manager for staff position.  Select 
the Search Committee Chair for faculty positions.

• Leave the fields to the right of the Route To field empty.
• Select Submit.



Disposition Codes
The department will be responsible for updating the disposition code for all applicants.

When choosing to REJECT
an applicant, select the 
appropriate status 
reason.

Select Submit.
DO NOT select Submit & 
Send Correspondence.



Sample of Disposition Code Reasons



How to Route/Reject multiple applicants at once..

After screening all 
applicants, check 
the Select boxes 
beside the names 
of the applicants 
you need to 
route/reject. Select 
the appropriate 
Group Action. 

Select Go.



Depending on which Overall Routing Status selected for this group (Route or Reject), select the appropriate Status 
Reason. Route to the Hiring Manger (staff) or Search Committee Chair (faculty). Select Submit.



You have successfully routed multiple applicants. 



Tips for Screening Applicants

• Confirm that the applicant’s qualifications meet or exceed the minimum 

requirements for the position.  (An applicant cannot be considered if they do not meet 

the minimum qualifications.   Please speak with your HR Talent Consultant/HR 

Representative if you should have any questions).

• Note any red flags such as employment gaps, short-term employment, 

repeated changes in career path or decreasing responsibility.

• Selecting candidates who meet the preferred requirements is also a means 

of narrowing the qualified applicant pool.



Points of Contact

• System Access Inquiries: Sharri Peck or Cathy 

Carver-Parker

• Faculty Support Services: Laurie Bush or Omar 

Forbes

• Executive Recruitment: Carolyn Burns, Sharon 

Wingard, Sherena Hobbs

• Staff Recruitment: Dena Pickett, Jacob Usry, 

Toneshia Rickerson, Veeta Perry


