
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.
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STEP 2

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

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.
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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. 

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.
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STEP 6

To select the Inactivation Reason, click the magnifying glass.

STEP 7

This will bring you to the list of possible Inactivation Reasons. Select the one
 that is best fit for the candidate.
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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.
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STEP 9

Click on Save

STEP 10

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

STEP 12

Click on Actions and then select Reject.
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STEP 13

Select the Inactivation Reason

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. 
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STEP 15

Again, ensure the Notice is toggled to Off.

STEP 16

Click Save
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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.
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