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At times, an Applicant Manager may find that they no longer have the ability to 
‘Bulk Move’ applicants into different workflow states. This is due to a system 
functionality that prevents Applicant Managers from moving applicants who are in 
workflow states that they do not ‘own’. To get the bulk, ‘Move in Workflow’ option 
back, please see the following pages in this guide. 

For a complete list of workflow states and their ‘owners’ in TMS, please see our 
additional guides linked below: 

Admin Professional Workflow State Owners: 
https://oeo.colostate.edu/media/sites/144/2017/05/AP-Applicant-Workflow-State-
Definitions.pdf

Faculty Workflow State Owners: 
https://oeo.colostate.edu/media/sites/144/2017/05/Faculty-Applicant-Workflow-
States-and-Definitions.pdf

Why is the ‘Bulk: Move in Workflow’ option missing?

https://oeo.colostate.edu/media/sites/144/2017/05/AP-Applicant-Workflow-State-Definitions.pdf
https://oeo.colostate.edu/media/sites/144/2017/05/Faculty-Applicant-Workflow-States-and-Definitions.pdf
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1. Ensure you are logged in under 

the Applicant Manager user group. 

2. Navigate to ‘Applicants’ tab within the posting. 
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Note: The default list of applicants shown on this page are 

‘Active Applicants’. While this default search displays all active 

applicants, not all ‘Active Workflow States’ are ‘owned’ by the 

Applicant Manager. In this situation, ‘Request Semifinalist 

Interview – EOC’ is owned by the EO Coordinator user role.  

Applicant Manager ‘owned’ workflow states. EO Coordinator ‘owned’ workflow states. 
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Note: In this situation, the EO Coordinator sent three applicants back to the Applicant Manager (EOC Returned to 

Applicant Manager). The Applicant Manager now needs to send them back to their previous workflow state with 

updated rationale.  

Typically, to bulk move the three applicants, the Applicant Manager would check the boxes next to each of the 

individuals names, hover over actions and select ‘Move in Workflow’ under the ‘Bulk’ section. But, because the 

applicants shown in the list below are not all ‘owed’ by the Applicant Manager, the Bulk move option will be missing. 

EO Coordinator ‘owned’ workflow states. 
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1. To utilize the ‘Bulk: Move in Workflow’ option, hover over 

‘Saved Searches’ and select ‘Bulk Move Option Missing’. 

Selecting this saved search will now only display workflow 

states that are ‘owned’ by the Applicant Manager. Notice 

how the workflow state ‘Request Semifinalist Interview –

EOC’ disappeared from the list below. 

2. Check the boxes next to the names of the 

individuals you wish to move, hover over ‘Actions’ and 

select ‘Move In Workflow’ under the ‘Bulk’ section. 

What to do if the ‘Bulk: Move in Workflow’ option is missing



Page 7

Please visit the OEO website for more 
resources on the CSU Talent Management 

System (TMS) at: 
www.oeo.colostate.edu/talent-

management-system-tms

For additional help, contact 
the Office of Equal Opportunity at:

(970) 491-5836
or

email OEO at oeo@colostate.edu

Need further help?

http://www.oeo.colostate.edu/talent-management-system-tms
mailto:oeo_main@mail.colostate.edu

