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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.

A Manage Recruitments - Microsoft Internet Explorer

Fle Edit ‘View Favorites Tools  Help

PeopleSoft.

(=113

Manage Recruitments

Job Opening ID: 5887 AnalystiProgrammer 12 Mo

Recruiter: Linda Brase

Job Opening Type:  Standard Requisition Opened Date: 02152007

Recruitment SummaryAttachments Previous | Next | Back to List

Recruitment List

Find Applicant: ﬂ

[~ Ered Hall 18781 Route 026222007 3:38FM =
[~ Mike Johnsaon 18780 Route 02282007 3:10PM
™ Sarah Smith 18762 Route 026222007 4:55PM =
[ Lani Stevens 18453 Route 02282007 227PM & [=
SelectAll DeselectAll | Select Action. | Go
Eecruitment SummaryAttachments Previous | Mext | Backto List
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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.

Saran smih

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

A Manage Recruitments - Microsoft Internet Explorer ! u

File Edit View Favorites Tools  Help

PeopleSoft.

Mtuttichannel C

(=13

Yiew Application ]

Application Details

Applicant Name:  Sarah Smith
Applicant ID: 18762

Contact Information Return to Previous Page

Resume Text

Resume Title: resume. doc

Language Code: English

View Resume Attachment: resurme. doc

Attachments Cus Find B pe [ o M et
. . Attachment | Type [
File Hame Description Tvpe Code | Deseription |25t Undated  |Uploaded By
Cover Lefferdoc  Application of 2/28 004 Cover Letters Eé{ggﬁnm Richard Clay
Source ID: Job Pasting

SubSource ID:

Specific Referral Source:

Work Experience

Start Date End Date Employer Employment History
01/24/2000 Acme Foods Emplovment History
0711471032 0142152000 Acrne Chernicals Ernployment History

Education Level

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.

resume doc

or
Press [Alt+O].

Page 2



p—r— T Training Guide
i Enterprise HR 8.9 - Recruiting

1 https:Homsdev3.csufresno.edu/HFRTS T/psft/V104 3625548/ Resume. doc - Microsoft Internet Explorer

File Edit Wiew Insert Format Tools Table GoTo Favorites Help | ”

Qﬁa(k - 6) - B @ @|p5&ar[h *Famntes @ 8- ;} ] D o i % 3

Address [&] https:ifemsdev3.csufresna.edu/HFRTST[psftjy 1043625548 /Resume. dac B \ Links >
Final Showing Markup = Show~ | 3 93 i~ %1+ A % - 3| &

B - R RRREERR R RN RN RREE EARERERE CRRRKRRE SERRRRRY " =

Sarah Stith
. 123 Shaw
- Fresno, CA 99999

: ssmith@newrnail com
- 123/123-1234

Goal: Obtain computer analyst position with excellent employee benefits
“ Job History:

Acme Foods
Sales Bepresentative
172000 - current

Responsibilities:

R Work with health spa organizations
Design specialty menus for complete nutrition

. Ensure customer nesds are meet x
-
- Entertain clients @
Travel throughout North America ®
B
& 0 |8 Unknown Zone 4

#start| & (3] @ > E)applicant Lists - ... | & oracts callaboratio. . |[&] htps:fremsdeva.c... < gl 2 3 @ 12:37 P4

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

se?arate window.
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A Manage Recruitments - Microsoft Internet Explorer ! H
Fle Edt View Favortes Tooks  Help -0
PeopleSoft.
(=13
Applicant Name:  Sarah Smith
Applicant ID: 18782
Cantact Infarmation Beturn to Previous Paoe
Resume Text
Resume Title: resume.doc
Language Code: English
‘iew Resume Attachment: resume. doc
Attachmerits Customize | Fin | view &1 | B First 1 4.0t 1 0 Last
; - Attachment | Type ' .
File Hame Deseription TypeCode  Doseription |25t Updated  |Upioaded By
Cover Lefierdoc  Application of 228 004 Cover Letters 3_252,’;007 Richard Clay
Source ID: Job Posting
SubSource ID:
Specific Referral Source:
[Work Experience
Start Date End Date Employer Employment History
0172472000 Acme Foods Emplovment History
0771411993 0142172000 Acme Chemicals Employment History
Education Level
Highest Education Level Bachelor's Level Degree
Secondary Education

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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File Edit View Favorites Tools  Help

PeopleSoft.
(=3
Yiew Application

A Manage Recruitments - Microsoft Internet Explorer ! u

Edit Work Experience

[ Relevant Work Experience

Start Date: 01/24/2000 End Date:

Employer: Acme Foods 7.1 Years of Relevant Experience
Supervisor Name: Howard Hall I™ Appraval to Contact

Phone: 55/267- 4563

Ending Joh Title: Sales Representative

Ending Pay Rate:

Pay Frequency: Momth

Job Respansibilities: 388 Resume ]

United States

Countrny:

Address 1:
Address 2:
Address 3:
City: State:

Ok Cancel

@

Klist | Mubichannel

Step Action

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

ai i lication.
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A Manage Recruitments - Microsoft Internet Explorer ! H
Fle Edt View Favortes Tooks  Help -0}
PeopleSoft.
(=13
Specific Referral Source: _I

[Work Experience

Start Date End Date Employer Employment History

012472000 Acme Foods Employment History
0771411993 01/21/2000 Acme Chemicals Employment History

Education Level

Highest Education Level Bachelor's Level Degree

Secondary Education

Major Date Issued  [Secondary Education

Bachelor of Arts Accounting 06011958 Secondary Education
Master of Science Chemistry 06012002 Secondary Education

Date lssued Licenses and Certificates

0&/16/2000 Licenses and Cettificates
Speaking
Proficiency Reading Proficiency Writing Proficiency |Languages
Law Languages
Mo Test Results have been added to this applicants profile
[+]Add Test Results

Contact Infarmation Eeturn to Previous Page

Ll

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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A Manage Recruitments - Microsoft Internet Explorer !EH
Fle Edt View Favortes Tooks  Help -0

PeopleSoft.
(=3
View Application

Edit Secondary Education

Degree: BA Bachelor of Arts

Issue Date 06/01/1998 Average Grade: I™ Terminal Degree for Discipline
[ Graduated

Country: usA United States

State: CA

Major Code: Major: Accourting

School Code: School Name: Fresno State

Educator:

0K Cancel

Step Action
8. ‘ After iou have reviewed the information, click the Cancel button.
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A Manage Recruitments - Microsoft Internet Explorer !EH
Flle View Favarites Tools  Help
PeopleSoft.
(=13

Specific Referral Source: _I
[Work Experience
Start Date End Date
012472000 Acme Foods Employment History
0771411993 01/21/2000 Acme Chemicals Employment History
Education Level
Highest Education Level Bachelor's Level Degree
Secondary Education
Degree Major Date Issued  [Secondary Education
Bachelor of Arts Accounting 06011958 Secondary Education
Master of Science Chemistry 06012002 Secondary Education
Licenses and Certificates

Date lssued Licenses and Certificates

050152000 Licenses and Cettificates

Languages
Languages
Mo Test Results have been added to this applicants profile
[+]Add Test Results
Caontact Inforrmation Beturn to Previous Page
.
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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A Manage Recruitments - Microsoft Internet Explorer !Eu
Fle Edt View Favortes Tooks  Help "

PeopleSoft.

(=13

Manage Recruitments

Job Opening ID: 5887 AnalystiProgrammer 12 Mo

Recruiter: Linda Brase

Job Opening Type:  Standard Requisition Opened Date: 021 5/2007

Eecruitment SummaryAttachments M\M\M

Recruitment List

Find Applicant: ﬂ

Vi First (¥ 1 ot 4 [F] Lt
1D |Disposition Application Date 9.3 |References |Prepare Job Offer
[~ Ered Hall 18781 Route 026222007 3:38PM = [E
[~ Mike Johnson 18780 Route 02222007 3:10PM = [EF
[~ Sarah Smith 16762 Routs 02/28/2007 4:55PM = E
[~ Lani Stevens 18453 Route 02282007 227PM M [= B
SelectAll DeselsctAll | Select Action | Go
Eecruitment SummaryAttachments Previous |Ne>d\ Backio List

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
I%Ilications 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.)
I~ Lanie
seestl
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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A Manage Recruitments - Microsoft Internet Explorer !EH
Fle Edt View Favortes Tooks  Help -0

PeopleSoft.

i Multic G it

Mew window | Help | Customize Page | /B

Explorer Administration Archives

View Reports For

UseriD:  [GLAYBAKE Type: ~liastt | 1[Das x| Rsfresh

Status: | j Fnlder:l LI Instance: ‘ to: ‘
B First (01 M am
eport  Pres -
o Instance /LESCTIDtiON Request Date/Time | Format Status
022872007 Acrobat
r 90054 97211 view Applications 14.10PM pdh Frocessing

SelectAll DDESE\E:IAH

|_Delste |k the delste button o dlste the sslacted report(s)

oK | Cancel Apply

List | Explorer | Administration | Archives

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

irocess has completed.
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A Manage Recruitments - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

PeopleSoft.

Mew window | Help | Customize Page | B,

View Reports For

UseriD:  [GLAYBAKE Type: vltast | 1[Dars Refresh

Status: ~| Folder: ~| Instance:
= & \

to: ‘

First 41 of 1 L2 Last
Description ormat Status  |Details

Wiew Applications Acrobat

ao7
I aons4 - 97211 814-10PM pdn Posted Details

SelectAll DDESE\ECMH

|_Delste | ciick e delsts button to delsta the selsctad repori(s)

oK | Cancel Apply

List | Explorer | Administration | Archives

Step Action

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

Posted
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A Manage Recruitments - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

PeopleSoft.

Mew window | Help | Customize Page | B,

View Reports For

UseriD:  [GLAYBAKE Type: vltast | 1[Dars Refresh

LI Instance: ‘ to: ‘

Status: | j Fnlder:l

First 41 of 1 L2 Last
Description ormat Status  |Details
r

007 Acrobat
Miew Applications
0054 87211 Wiew Applications 644:10PM o Posted  Details

SEIE::IAH DDESE\ECMH

|_Delste | ciick e delsts button to delsta the selsctad repori(s)

oK | Cancel Apply

List | Explorer | Administration | Archives

Step Action

19. | When the process has completed, View Applications will become a hyperlink. Click

the View Applications link.
i
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e | https: #/cmsdev3-reports.calstate.edu/psreports/HFRPRJ/90054/Applications_JobOpening_5887.pdf - Microsoft Internet Explorer
Fle Edt GoTo Favorbes  Help i
€} D - ¥ [B] ] Osear Slpreones €8 (2- 12 ) o @ ¥R
Address |®_1 https: /icmsdew3-reports.calstate. edujpsreportsfHFRPR 1/90054/Applications_lobOpening_5887.pdf j Go | Links &] Customize Links »
Blsoveacory 2 @ §0 [O Dot | R - s ©[mw - @ 103 3 - [ormve | wr| | CogsganioesE ]
Iz »
H B|
f?_ _ . Wacancy 5887
ApPllcatlon For Employment Campus farmation Sycoms
@ - Analyst/Programmer 12 Mo
e
Name ]
Preferred Prefix Applicant Name Suffix Applicant 1D
Sarah Smith 18762
[Contact Information (preferred contact method: Not Specified) |
Address: Phone Type Phone Number J
123 Shaw Ave Home 1231231234
Fresno, CA 94123 Email Type Email Address
Home clay bak le.com
[ Work Experience
01/24/2000-present Acme Foods (Sales Representative) Ending Rate: § 0.00
Supervisor: Approved to Contact: Na
Phone:
@ Job Responsibilities: See Resume
E 07/14/1993-01/21/2000 Acme Chemicals (Research Analyst) Ending Rate: $§ 0.00
éﬂ Supervisor: Approved to Contact: Yes
3 Phone:
i Job Responsibilities: _see resume.
, [ Education
E Highest Education Level: Bachelor's Level Degree
§ Master of Science Chemistry
Fresno State  CA USA
Date Degree Issued: 06/01/2002 [ ] Terminal degree in discipline [X] Graduated
Bachelor of Arts Accounting j
| I 4[ +f p bl © g=
Done S | Unknawn Zane

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.)

Q 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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A Manage Recruitments - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

PeopleSoft.

(=13

Manage Recruitments
Joh Opening ID: 5887
Recruiter: Linda Brase
Job Opening Type:  Standard Requisition

AnalystProgrammer 12 Mo

Opened Date: 02/15/2007

Eecruitment SummaryAttachments Previous \ Med \ Backio List

Recruitment List

Find Applicant: ﬂ

First 4] 1.4 0t 4 [¥] Lt

1D |Disposition Application Date 9.3 |References |Prepare Job Offer
= =

[~ Ered Hall 18781 Route 026222007 3:38PM

[ Mike Johnson 18780 Route OAFH2007 31 0P M

[~ Sarah Smith 18762 Route 02282007 4:55PM

1
[T
5§ 5 5

I Lani Stevens 18453 Route 022802007 2:27PM

SelectAll DeselsctAll | Select Action | Go

Eecruitment SummaryAttachments Previous |Ne>d\ Backio List

Step
22.

Action

wish to interview.

[

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

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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A Manage Recruitments - Microsoft Internet Explorer !Eu
Fle Edt View Favortes Tooks  Help "
Pe OpleSOft ® Workist | MubiChannel Conse
(=13
Manage Interviews 4|

Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new interview schedule or update
an existing schedule. Click on Delete icon o remove corresponding Use the Add
hyperlink to add interviewers not defined within the Job Qpening.

Posting Title: AnalystProgrammer 12 Mo Job Opening ID: 5387
«Job Opening Status: 010 Open «Job Type: Standard
Job Title: AnalystProgrammer 12 hig Job Codle: 0400
Position Number: 00001175 AnalystProgrammer 12 Mo
Business Unit: FRENO  California State Univ Fresno
Joh Famiky. T Information Technology

Save & Submit | Cancel

Return to Previous Page

Lani Stevens

Applicant Name:  Lani Stevens ID: 18453

™ Notify Interview Team ™ Notify Applicant

~ Interview Schedule

ervowiste menvmw e [starne [oodtme Jroeen | ||
G - =)

[#]Add Interview
Mike Johnson

Applicant Name:  Mike Johnson ID:

I™ Notify Interview Team ™ Notify Applicant

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.
d

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.
[[ommmr oo ]
35. | Enter "03/05/2007" for Sarah Smith.
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Step Action
36. | Click the Interview Type list.

L]

37. | Click on Search Committee from the list.
38. | Click the Save & Submit button.
3 Manage Recruitments - Micrasoft Internet Explorer !n
Fle Edt Yiew Favorites Tools Help r
PeopleSoft.
(=3
Manage Recruitments
Job Opening ID: 5887 AnalystProgrammer 12 Mo
Recruiter: Linda Brase
Job Opening Type:  Standard Reguisition Opened Date: 0215/2007
Recruitrent SummaryAttachments F‘ravmus\m\aackm List
Recruitment List
Find Applicant: ﬂ
| Applicant ID [Digposition Application Date . !par‘e EJlub
I EredHall 18781 Routs 02282007 3:38PM [
[~ Mike Johnson 18780 Inlerview 02282007 310PM = E
[~ Sarah Smith 18762 Interviem 021282007 4:65PM = [E
[~ Lani Stevens 16453 Intarview nzzE00T X2TPM M = [Ef
SelectAll Desslectsl [Seloctaction. =] o
Recruitment SummaryAttachments Prewious |M\ Backio List
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
42,

Action

Select Manage Interviews from the list.

43.

Click the Go button.

Step
44.

2 Manage Recruitments - Microsoft Internet Explorer !n
Fle Edt %iew Favorites Took Help o
PeopleSoft.
=3
Posting Title: AnalystProgramrmer 12 Mo Joh Opening ID: 5387 j
Job Opening Status: 010 Open Job Type: Standard
Job Title: AnalystProgramrmer 12 Mo Joh Code: 0400
Paosition Number: 00001175 AnalystProgrammer 12 Mo
Business Unit: FRSMNO  California State Univ Fresno
Job Family: T Information Technology

Save & Submit Cancal | Retun to Prevous Fage

Mike Johnson

Applicant Name:  Wike Johnson ID: 18780

I Hotify Interview Team I Hotify Applicant

~ Interview Schedule
Interview Date [Interview Tvoe Start Time [End Time |Location | | |
03/05/2007 [ |Search Commities - i}

[F]2dd Interview

Applicant Name:  Sarah Smith 1D: 18762

™ Hotify Interview Team ™ Notify Applicant

”[IC'U[IEIZEIEIT 51 | Search Commitiee Al | [ Elg

[#]Add Interview

Save & Submit Cancel

Return to Previous Page

Action

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.
I — e B

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.

Save & submit |

3 Manage Recruitments - Microsoft Internet Explorer !n

Fle Edt Yew Favorites Tooks Help w

PeopleSoft.

=

Manage Recruitments

Job Opening ID: 5887 AnalystFrogrammer 12 Mo

Recruiter: Linda Brase

Job Opening Type:  Standard Reguisition Opened Date: 0215/2007

Recruitment Summary#ttachments Previous | Med | Backto List

Recruitment List

Find Applicant: ﬂ

Firet (4] 1.4 of 2 0 Lt
eferences |Prepare Job Offer

02282007 3:38PM

[~ Frad Hal E
[~ Mike Johnson 18780 Interview 022802007 310PM = E
[~ Sarah Smith 18762 Inlerview 021282007 #:55PM = (B
[ LaniStevens 18453 Interview auza2007 227PM & = |E
SelectAll DeselectAll |Select Action v
Recruitrment SummardAttachments Prewious |M\ Backto List

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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A Manage Recruitments - Microsoft Internet Explorer !Eu
Fle Edt View Favortes Tooks  Help o

PeopleSoft.

(=13

Mike Johnsen
Applicant References

References
Mo references have been added to this applicant's profile.

Reguest Reference

Eeturn to Previous Pade

Step
52.

Action

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

Reoqusost Reference

53.

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

or

54.

Click the Return to Previous Page link.
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A Manage Recruitments - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

PeopleSoft.

(=13
Manage Recruitments
Job Opening ID: 5887 AnalystiProgrammer 12 Mo
Recruiter: Linda Brase
Job Opening Type:  Standard Requisition Opened Date: 021 5/2007

Previous \ Med \ Backio List

Becruitment SummaryAttachments
Recruitme LE-1eIiE

Find Applicant: ﬂl

First 14 4.4 0 4

References |Prepare Job Offer
= i

I~ Ered Hall 18781 Raute 021282007 3:38PM E
™ Mike Johnsan 18780 Interview 02i28/2007 3:10Ph = E
I~ Sarah Smith 18762 Interview 022802007 4:55FM = [EF
[~ LaniStevens 18453 Interview 022802007 Z27PM & [= E

SelectAll DeselsctAll | Select Action | Go

Previous |Ne>d\ Backio List

Becruitment SummaryAttachments

Step Action

55. Let's look at references for Sarah Smith.
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File Edit View Favorites Tools  Help

a
PeopleSoft. T — .

A Manage Recruitments - Microsoft Internet Explorer ! H

(=13
Sarah Smith
Applicant References
References
Reference Hame Title Employer View References
Fred Jones Pregident and CEQ  Acme Foods Wiew Refarences
John Brown Manager Acmme Foods Yiew References
Jill Andersen Manager Acme Chemical Wiew Refarences
Reguest Reference

Return to Previous Fage

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
57.

A Manage Recruitments - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

PeopleSoft.

(=13

Manage Applicant:

Date Contacted:
Reference Name:
Title:

Employer:

Country Code

Comment:

Add Reference Details

Reference Number: 10

02/28j2007 Reference Type: Profassional
Fred Jones

Fresident and CEQ

Acme Foods
Country: USA United States
Address:
Contact Phone

1231231234

Reference Details

Edit Address

oK Cancel

Klist | Mubichannel

Action

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

oK
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File Edit View Favorites Tools  Help

‘a-
PeopleSoft.

A Manage Recruitments - Microsoft Internet Explorer ! H

(=13

Sarah Smith

Applicant References

References

Reference Hame Title Employer View References
Fred Jones Pregident and CEQ  Acme Foods Wiew Refarences
John Brown Manager Acmme Foods Yiew References
Jill Andersen Manager Acme Chemical Wiew Refarences

Reguest Reference

Return to Previous Fage

Step Action

58. | Click the Return to Previous Page link.
[ e ]
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A Manage Recruitments - Microsoft Internet Explorer !EH
Fle Edt View Favortes Tooks  Help -0

PeopleSoft.

(=13

Manage Recruitments

Job Opening ID: 5887 AnalystiProgrammer 12 Mo

Recruiter: Linda Brase

Job Opening Type:  Standard Requisition Opened Date: 021 5/2007

Eecruitment SummaryAttachments M\M\M

Recruitment List

Find Applicant: Go
e | Find !
| Applicant ID Digposition Applical . leferences
=

B st e M iaa

Prepare Job Offer

I~ EredHall 18781 Route 026222007 3:38PM [E
[~ Mike Johnson 18780 Interview 022812007 3:10PNM = E
I~ Sarah Smith 16752 Intervisw 02i28/2007 4:55PM =) [
[~ Lani Stevens 18453 Interview 022802007 Z27PM & [= E

SelectAll DeselsctAll | Select Action | Go

Eecruitment SummaryAttachments Previous |Ne>d\ Backio List

Step
59.

Action

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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A Manage Recruitments - Microsoft Internet Explorer !Eu
Fle Edt View Favortes Tooks  Help w
Pe OpleSOft e worklist | Mulichannel Consc
(=13
Manage Applicant: Sarah Smith -

Prepare Job Offer

[% *You hawe successfully scheduled an interview for Mike Johnsan,Sarah Smith far the job AnalystPragrammer 12 ho -- 5887

Applicant Hame:
ID:
Posting Title:

«Job Title:

Job Opening Status:

Sarah Smith

18762
AnalystPrograrmmer 12 Mo
010 Open
AnalystPrograrmmer 12 Mo

Date Entered:

«Job Opening ID: 5387
Job Type: Standard
Joh Code: 0400

Position Number: 00001175 AnalystProgrammer 12 Mo
Business Unit: FRSMNO  California State Univ Fresno

Joh Famiy: IT Information Technology

| Delete Oﬁer‘ Cancel ‘REW’”W

Submit ‘
Previous Page

Save for Later ‘

Offer Details

Job Opening: 5887 AnalystProgrammer 12 Mo
Business Unit:

Position Number: AnalystiProgrammer 12
Mo

Job Code: AnalystProgrammer 12 Mo

02i28/2007 [3

Offer Date:
Hiring Manager: EleanorWoods

Recruiter: Linda Brase

Letter: ﬂ ﬂ

Step
60.

Action

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.

I 70 maenda

=]

62.

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

L]

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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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.

Eecruitment Summangattachments

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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