
Reviewing Applications/Updating Status in Handshake 

Handshake will provide you with a list of applicants for the job you posted. All 
applicants will automatically receive the Status: Pending. 
To begin, select the relevant job (click on Jobs on the left menu, then click on the title 
of the job) to access the list of applicants, then navigate to the Applicants page. On 
the job overview page, click on the Applicants tab.  
 

 
 

 

To view an applicant’s Handshake profile, click directly on the name of the applicant to 
view their profile. The student must have opted into sharing their profile with 
employers.  If the student has marked their profile as private, and you click on it, an 
error message will appear saying, "This user's profile is private."  

 
 
 

 
 
 



View Application Documents (PDF) 
 
While on the student’s profile, click Application Documents. The applicant's attached 
documents will appear in a dropdown. 
 

 
 

 
Once you have clicked on an applicant, their status will automatically change to 
Reviewed. If you want to move the student back to Pending, click on Move to and select 
Pending. From this page, you can also change the student to Rejected, Rejected (with 
message) or Hired. 
 

 
 
 



 
 
Students can track the status of their application in their Handshake account. They will 
not receive any automatic notifications when a decision is made about their application. 
 
We ask that if you Decline a student that you change their status to Rejected (with 
message).  A message box will pop up and you can send a message to the student. 
 
If you hire a student, please change their status to Hired. 
 
If you have any questions about Handshake, please contact Tara Moughan, in the Career 
Center, at 610-758-8506 or tmm213@lehigh.edu. 
 
If you have any questions about Federal work-study positions and Financial Aid, please 
contact the Financial Aid Office at inwork@lehigh.edu. 
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