How to Change a Coordinator on a Req

e You will want to first look up your candidate in WD
o On their profile page, you will want to click on the number under “Jobs Applied to”
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e Onceyou click onthe number under “Jobs Applied to,” the below screen will pop up. You
will want to choose and click on the req you want to update the coordinator on
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e Onceyouclick on the req, the below screen will pop up. You will then want to click on the
ellipses also known as the twinkie
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e The below screen will pop up after clicking on the ellipses and you will want to hover over
“roles” then click on “assign roles”
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Once you click on “Assign Roles” the below screen will pop up and you will want to click

After you click “ok” the below screen will pop up. You can then change the coordinator by

taking out the incorrect coordinator and adding in the correct coordinator by typing in their

full name and hitting enter

o After you have the correct coordinator in, you will want to click “ok”
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e After you have the correct coordinator on the req, you will want to go back to the
candidate’s page under the req you did your coordinator changes on
o Youwill want to go to the blue “Actions”
o You will then want to go to “Job Application”
o Thenyou will want to click on “Undo Move”
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e Afteryou click “Undo Move” the below screen will come up, you will want to verify it’s the
correctreq and then click “ok”
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o Afteryou click “ok” the below screen will pop up
o You willwant to click “confirm” and also putin a comment
o Afteryou have click the “confirm” box and put in a comment you will then want to
click “Submit”
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After you “Undo Move” you will want to go back to the blue “Actions” — make sure you are on
the correct req for the candidate
o Youwill want to go to “Job Application” and click “Move Candidate”
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The below screening will pop up and you will want to click on the “Move Forward,” put them
back into the correct step status, then click “ok” (Note - you will want to undo/move the
candidate in order to trigger a task to the updated coordinator)
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