Reject Candidates in the OHC

After reviewing candidates, there may be ones you do not want to move forward with. This
guide provides instructions on how to move these candidates to a Rejected stage. However,
this process will just include moving them to this stage, we will not be communicating this
information until the end of the selection process when a final candidate is chosen and the
position is closed.
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NeoEd Dashboard 17 Steps (£

Access the NeoEd Dashboard at unified.neoed.com

STEP 1

Start by navigating to the Candidates page for your open position. Refer to the
OHC Guide for more information on how to navigate to this page.

N\IL‘I 5}‘ N DASHBOARD O, Search. ® B @ Hz HiingManager HR
Tasks  Recruiting
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STEP 2

Select the candidate you would like to update the status of.

Test, Monday 1118/2025 386-822-8759

O Test, Tuesday 118/2025 = N/
D Test, Wednesday 1M18/2025 - N/
| 1172025 - N/
0 Test, Friday M17/2025 - N/
O Test, Satwrday 1182025 - N/
] Test, Sunday 118/2025 - N/

evious 1 Next Last mhemspernaqe

STEP 3

This takes you to the candidate's profile where you can see their application
information, interview ratings, and anything else needed to evaluate them.

Test, Thursday J
Person ID: 65138512 [Tl anad
Application Questions E-References Notices History Notes

O General Information
5 ‘an)

Contact Information

2,
421N Woodland Blvd
= Deland, FL 32723
us
&
22

Created with W 3of 1


https://unified.neoed.com/recruit/requisitiondetail/fc741ad987aeaf08bef540d5defcc13b
https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 4

Once you have reviewed everything and decided not to move forward with
the candidate, you will click on Actions and then select Reject.

Test, Thursday &« Prev —» Next | 2 Actions v I & Print Cancel
Person ID: 65138512 B S EGAE
l Reject l

Application Questions E-References Matices History Notes Move to Referred
a
Move to Second Interview (as needed)
QO General Information
> — Move to Reference Checks
. Contact Information Move to Top Candidate
)
421N Woodland Blvd Send Notices
= Deland, FL 32723
us Send E-Reference Notification

& Schedule Interview
& Rate
&

STEP 5

This will prompt you to enter more information regarding the Rejection. You
are required to enter an Inactivation Reason, which is the reason why the
candidate is being rejected. You can also add comments if you would like to
expand on this reason.

- ..

Test, Thursday (Person ID : 65138512)

Reject Details

* required fields are marked with asterisk

Comments

Notice
OFF a ON  Automatically send a notice
Send email 10 the candidats(s) immedite: jection
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STEP 6

To select the Inactivation Reason, click the magnifying glass.

P
Reject Details
Ge
* required fields are marked with asterisk
Co
* Inactivation Reason
Eh A\ Field is required
Find a inactivation Reason @
_ Click here or press enter to view inactivation
Comments reason in a window.
Wao

STEP 7

This will bring you to the list of possible Inactivation Reasons. Select the one
that is best fit for the candidate.

Select a Inactivation Reason Cancel

Inactivation Reason -

Q_ Search

Declined Offer

Did Not Respond

Does Not Meet Minimum Qualifications

Failed Background Check

Failed MVR

Interviewed - Not Selected

No Show for Interview

Not Best Qualified
Salary Expectations Did Not Align
Withdrew from Consideration

1 [ 10 v| ltems per page

Showing 110 of 10 items
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STEP 8

Ensure the Notice option is toggled to Off. At this point in the process, we
do not want to let the candidates know they have been moved to this stage
just in case you need to go back to the candidate pool and re-evaluate the
candidates.

We will communicate with all the selected candidates once a final candidate is selected and
the position is closed.

Reject Details

* required fields are marked with asterisk

* Inactivation Reason

Comments

Notice

OFF () ON  Automatically send a notice

Send emall 1o the candidate(s) immediately after refection
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STEP 9

Click on Save

Reject Cancel

Test, Thursday (Person ID : 65138512)

Reject Details

* required fields are marked with asterisk

* Inactivation Reason

‘Comments

Notice

OFF a ON  Automatically send a notice

Send email to the candidate(s) immediately after rejection

STEP 10

On the candidate’s profile, you can see they have now been moved to
Rejected.

Test, Thursday I @ Processig.
[Person ID: 65138512 [[Faeed)

O .
, s General Information

Contact Information

jel
421N Woodland Blvd
= Deland, FL 32723
us
b3
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STEP 11

You can also move candidates to the Rejected stage in bulk. From the Candi-

dates page, select all of the candidates you would like to move to Rejected.

[ ® Referred v H 2 Actions

v ]

2 record(s) are selected.

Test, Saturday

|7| Test, Sunday

STEP 12

Click on Actions and then select Reject.

117/2025

1A7/2025

10 v | ltems per page

© Referred v H Z Actions
2 record(s) are selected. Reject
Move to First
Interview

Move to Second

Test, San Interview (as
needed)

Test. Sun Move to Reference
Checks
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STEP 13

Select the Inactivation Reason

Reject Cancel Save
Test, Saturday (Person ID : 65138517) , Test, Sunday (Person ID : 65138526)

Reject Details

* required fields are marked with asterisk

* Inactivation Reason

I\ Field is required

|I Find & inactivation Reason

Click here or press enter to view inactivation

reason in a window:
Comments

Notice

STEP 14

From the list, you will select the most applicable reason. Since you selected
multiple candidates, this Inactivation Reason will apply to all of the candidates
you selected.

Select a Inactivation Reason

Inactivation Reason :

Q_ search

Declined Offer
Did Not Respond

Does Not Meet Minimum Qualifications
Failed Background Check

Failed MVR

Interviewed - Not Selected

No Show for Interview

Not Best Qualified

Salary Expectations Did Not Align
Withdrew from Consideration

. [0 ] remsperpese

Showing 110 of 10 items
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STEP 15

Again, ensure the Notice is toggled to Off.

Reject Details

* required fields are marked with asterisk

* Inactivation Reason

e Q

Comments

Notice

OFF () ON  Automatically send a notice

Send emil to the candidate(s) immedistely after rejection

STEP 16
Click Save

Reject Cancel | Save ‘

Test, Saturday (Person ID : 65138517) , Test, Sunday (Person ID : 65138526)

Reject Details

= required fields are marked with asterisk

* Inactivation Reason

Does Not Meet Minimum Qualifi_. (%) Q

Comments

Notice

OFF O ON  Automatically send a notice

Send email to the candidate(s) immediately after rejection
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STEP 17

You can now see that the Candidates pie chart has been updated with three
candidates now in the Rejected pool.

@ Viewing page 85 HRzzlest  Stop

F"IH"Q\ DASHEOARD Q, Search ® B @ +z HiingManager HR

ne Tasks Recruiting

Candidates

/ First Interview : 1

Rejected :3 —

 Reference Checks : 3

\
@ First Interview v I # Actions More I[]

u.m“ﬂ Sr—— m_ﬂ

118/2025 3868228759  20f3  EEEEHSEE

O Test, Tuesday 118/2025 N/A
O Test, Wednesday 11/18/2025 . N/A

1118/2025 - N/A

EEESEHN Interviewed - Not Selected Regular
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