JOB AID – CLOSING OUT VACANCIES

The status of a vacancy should only be “CLOS” while it is being worked on.  Once you have completed the Applicant Manager process, made a selection/job offer, the status should be manually changed to one of the codes listed below.  The status should indicate the final disposition of the vacancy and will provide applicants the on-line status, hopefully reducing the number of inquiries.  Unless a vacancy is cancelled, the final status of all vacancies should be AuCl.  This means the position is filled, applicants have been notified and the case file has been audited for completeness.

There are five codes for cancelled, to include different reasons.  Be sure to cancel the USAJobs vacancy (if applicable), and email applicants before changing the status.  See the Job Aid for canceling a vacancy at NIH/OHR - HHS Careers - Cancel a Vacancy Job Aide.

The last two codes are interim codes and should be used to display the vacancy status on the applicant web site before you have closed out the vacancy.

Vacancy Public Status Codes

	System Code
	System Meaning
	Public Display (on website)

	AuCl
	audit complete
	This vacancy/case file are closed/app. Notified

	CANC
	Job has been cancelled.
	This job has been cancelled.

	CB
	cancelled-position abolished
	This vacancy has been cancelled-position abolished

	CF
	cancelled-lack of funds
	This vacancy has been cancelled - lack of funds

	CH
	cancelled-hiring freeze
	This vacancy has been cancelled - hiring freeze

	CLOS
	announcement closed
	This announcement is closed to new applicants.

	FILL
	Filled thru this announcement
	This position was filled through this announcement

	FOAA
	filled thru other ad/appt
	This vacancy was filled thru other ad/appointment


Instructions for changing vacancy status:

Within Applicant Manager, click the plus the department where your vacancy is located to expand the series list.  Click the plus sign next to the appropriate series.  Right click on the vacancy and select “Change Vacancy Status.”  Left click the appropriate vacancy status.
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Keeping the vacancy status up-to-date will help narrow down the list of vacancies you have to sort through when searching for the vacancy as well as assure accurate reporting on vacancy activity.  Use the pre-determined Vacancy Filter in the upper right hand corner to narrow down the list.  If you are searching for cancelled vacancies you will have to use the “All Vacancies” filter.
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