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Canceling a Recruitment
 State of Louisiana
If you need to cancel a recruitment, there are a few steps you should take for documentation.
1. Login to Insight.

2. Select the Exam Plan link for the appropriate recruitment.

3. It is a best practice to send notices to your applicants informing them the vacancy will not be filled.  You can also edit the candidate display status with a message:

a. Edit each of the evaluation steps (except the test step) and enter “Vacancy Cancelled” into the ‘Display Candidate Status As’ field.

b. If you have processed candidates to the eligible list, you can edit the eligible list from the Exam Plan and enter the same status.

c. If eligible applicants have been referred, select the ‘Lists/Referred’ menu.  Find the list you referred and click the ‘Edit’ link in the Action column. In the ‘Display Candidate Status As’ field, enter “Vacancy cancelled”.  The referred applicants will now see a change in the status of their application when using the applicant self-service portal.
4. Once you have sent any notifications or entered statuses where desired, select My HR.

5. If your posting is still active, simply select the Inactivate link all the way to the right.

6. To archive it, search your inactive postings and edit it.  Once the posting form opens, select the ‘Archived’ checkbox at the top of the page and then scroll to the bottom and select ‘Save.’

7. Under the Jobs menu, select ‘Requisitions’.  Using the dropdown, view Open requisitions.

a. Locate the appropriate requisition and select the ‘Authorize’ button.

b. Change the status to ‘Cancelled’.

c. Enter any notes you have about why the vacancy was cancelled.

d. Select ‘Save’.

You have now archived your posting and cancelled your requisition.  You may also archive the exam plan and referral list if applicable.  

8. Under the Jobs menu, select ‘Exam Plans’.  Locate the appropriate exam plan and select the ‘Archive’ button all the way to the right. [image: image1.png]



9. Under the Lists menu, select ‘Referred’.  Locate the appropriate list and select the ‘Archive’ button to the right.
These Quick Sheets will be updated as needed on the Civil Service website.  It is your responsibility to ensure that you are using the most up to date materials.

