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Reviewing/Processing Applicants
Fresno State created a custom review process for hiring managers to provide specific 
functionality unique to the California State University system. This topic provides instruction on 
the how to review applicants for a specified job opening and process the applicants through the 
final offer process.

Procedure

In order to improve efficiencies and timeliness of processing applications at Fresno State, an 
online system has been implemented to reduce the time required to process applicants from the 
time they apply to the time an offer is ready to be made.

Step Action

1.  After applicants have applied for your Job Opening and Human Resources has 
reviewed the applicants, you will receive an email listing the applicants that meet 
minimum qualification. The email contains a hyperlink for you to click, that will take 
you to the applications and supporting documents of the applicants listed. Click on the 
hyperlink.
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Step Action

2.  If you are not already logged into the My Fresno State Portal, you will be required to 
login and will be directed to this page.

Clicking on the applicant Name will display the application for that applicant.

 

 

Step Action

3.  The top of the application displays resume information. If the applicant "pasted" his 
resume into the application, it will show in the resume text box. If they attached the 
resume, you can click on the hyperlink to view the resume. Click on Resume.doc.

 or 
Press [Alt+O].
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Step Action

4.  The resume will open is a separate window. You can print the resume using the 
standard print button. When you have finished reviewing the resume, click the Close 
button. The Back button will not return you to the application because you are in a 
separate window.
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Step Action

5.  Any additional attachments will be listed next. You can click on the Hyperlink and the 
attachment will be displayed, similar to clicking on the resume. 

Summary information of all work experience entered is displayed. If you wish to see 
more detail, click on Employment History to view all information the applicant 
entered. 
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Step Action

6.  After you have reviewed the information, click the Cancel button to return to the main 
application.
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Step Action

7.  The education section is very similar to work experience. Summary information is 
displayed for all education entered. To view more detail, click the Secondary 
Education link.
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Step Action

8.  After you have reviewed the information, click the Cancel button.
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Step Action

9.  After completing your review of the application, click the Return to Previous Page 
button to return to the applicant listing.
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Step Action

10.  You also have the option of viewing and/or printing the applications, along with any 
cover letter or resume the applicant attached. Click each box next to the Name of those 
applications you wish to view/print.

11.  In this example, we will click the box next ot Mike Johnson as we would like to view 
his application.

12.  Click next to Sarah Smith to view her application.

13.  Click here. (Rather than click each individual box, you can also use the select all 
directly under the last applicant's name.)

14.  Click the down arrow next to Select Action.

15.  Select View Applications from the list.

16.  Click the Go button.
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Step Action

17.  An online process has been initiated to create a view of your requested applicants. 
Depending on the number of applicants and the size of the attachments, the process 
may take several minutes to complete. Click the Refresh button to determine if the 
process has completed. 
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Step Action

18.  When the process has completed, the status will change from N/A, or Processing, to 
Posted.
Point to the object.
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Step Action

19.  When the process has completed, View Applications will become a hyperlink. Click 
the View Applications link.
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Step Action

20.  
A PDF file (which requires Adobe Reader to view) will be displayed. The application, 
resume (if attached) and any other attachments, such as a cover letter are displayed for 
each applicant selected. Use the Scroll Bar to view all applications and attachments. 
(Click on light bulb below for Adobe Reader information.)

The applications and attachments are in a PDF format.  Use must have 
Adobe Reader installed on your machine to view this file format.  Adobe 
Reader is available, at no charge, on the web at www.adobe.com.

Step Action

21.  The application is displayed first, followed by the attachments, for each applicant. You 
can click on the Printer Icon at the top of the page to print the information to your 
local printer. When you have finished reviewing the applicant information, click the 
Close button.
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Step Action

22.  After you have reviewed the applicants, you will decide which applicants should be 
extended an interview. Once this decision is made, this information will then be 
entered into the system. Click each box next to the Name of those applications you 
wish to interview.

23.  Click Here.

24.  Click Here.

25.  Click the down arrow next to Select Action.

26.  Select Manage Interviews in the list.

27.  Click the Go button.
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Step Action

28.  The Manage Interviews page appears. At the top is a summary of the Job Opening. 
Click on the scroll bar and move down to page to view all applicants that were selected 
for an interview.

29.  For each applicant, an interview schedule box is displayed. You must enter an 
interview date and type. You may also enter the start and end time and location of the 
interview. This information is optional, unless you elect to Notify Interview Team or 
Notify Applicant. Then these fields will be required since an e-mail will be sent with 
this information. Let's start with the Interview Date field. We will enter "03/05/2007".

30.  Next, we will select the Interview Type. Click on the down arrow to display the valid 
options.

31.  Choose the appropriate Interview Type. Let's select Search Committee.

32.  We will enter the same data for the other two applicants. Enter "03/05/2007" for Mike 
Johnson.

33.  Click the Interview Type list.

34.  Click on Search Committee from the list.
Click an entry in the list.

35.  Enter "03/05/2007" for Sarah Smith.
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Step Action
36.  Click the Interview Type list.

37.  Click on Search Committee from the list.

38.  Click the Save & Submit button.

 

 

Step Action

39.  After saving the scheduled interviews, the system will return you to the applicant list 
page. You will notice the Disposition has been changed from Route to Interview. 

After the first interview with the applicants has been completed, additional interviews 
may be scheduled. These will also be tracked in the system. For our example, we will 
invite Mike and Sarah back for a second interview with the hiring manager.

40.  Select Sarah.

41.  Click the down arrow to select from the list.
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Step Action
42.  Select Manage Interviews from the list.

43.  Click the Go button.

 

 

Step Action

44.  Click the Add Interviewer link.

45.  The Interview Date automatically filled as the same date listed above. Update if 
necessary. However, we will leave as 03/05/2007.
Click the Interview Type list.

46.  Click Hiring Manager from the list.

47.  Click the Add Interviewer link for Sarah Smith.

48.  Click the Interview Type list.

49.  Click Hiring Manager from the list.
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Step Action
50.  Click the Save & Submit button.

 

 

Step Action

51.  When you are ready to contact references for a specific applicant, click the References 
button to the right on the applicant's name.
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Step Action

52.  If no references have been supplied by the applicant, you can click on the Request 
Reference button.
Point to the Request Reference object.

53.  You will receive confirmation that a Request for References has been sent. Click the 
OK button.

54.  Click the Return to Previous Page link.
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Step Action

55.  Let's look at references for Sarah Smith.
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Step Action

56.  Displayed is a summary of all references submitted by the applicant. To view more 
detail on a reference, click the View References button.
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Step Action

57.  After viewing the information, click the OK button to return to the reference listing.
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Step Action

58.  Click the Return to Previous Page link.
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Step Action

59.  After the evaluation process has completed and you are have selected an applicant for 
the job opening, click the Prepare Job Offer icon to the far right of the applicant's 
name. 
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Step Action

60.  The top of the page displayed lists the applicant's name and information about the job 
opening. Information such as position number and job code are preloaded onto the 
form. The Offer Date defaults to today's date. In most cases, the default date is the one 
that you will use, unless you are preparing the offer for a future submittal. You will 
need to Scroll down to enter the job offer information.

61.  The Letter and Printer fields should be left blank. We will not be using these features. 
The Status field is pre-populated with the status of Pending. This will change to 
Extend when all the approvals have been received. 
Point to the *Status field.

62.  One of the fields you must enter is the component. 
Click the *Component list.

63.  Click Base Salary from the list. Currently there are only two selections. This may 
change in the future.

64.  when you selected the Base Salary, the Currency and Frequency fields were also 
filled for you. Enter the monthly salary amount to be offered in the Offer Amount 
field. For our example, enter "3000".
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Step Action
65.  The range that human Resources authorized for the applicant, or what the department 

budget allows (whichever is smaller), should be listed in the comments area. Enter any 
other information that is appropriate. We will use the following for the Comments 
field. Enter "Approved range $2,900 to 3,125. Request start date of 3/1/2007.".

66.  Click the Submit button.

67.  The top of the page will display a message stating the job offer has been saved. The 
offer will now be pending until the approval process has been completed.
Click the Return to Previous Page link.

68.  Notice the Disposition for Sarah Smith now displays Offer. Once the offer has been 
accepted and entered by Human Resources, the Disposition will display Accepted. 

69.  Certain documents are required to be maintained to comply with legal requirements. 
Human Resources will provide online forms to complete. After the forms have been 
completed, you will store these documents by clicking on the Recruitment 
Summary/Attachment link.

70.  If you have any questions concerning this presentation, the process or how to use the 
system, please contact your recruiter, the Fresno State Human Resources Office at 278-
2032 or send an e-mail to hr@csufresno.edu.
End of Procedure.
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