
 
Jobs at CU 

  

APPLICANT TRACKING 
STEP-BY-STEP GUIDE 

 
Posting Jobs & 

 Managing Applicants 
 

1 



INTRODUCTION 
 

Welcome to Jobs at CU, the University of Colorado’s online position 
description, employment application and onboarding new employees 
system.  Please use this guide in conjunction with the DL Glossary. 
 
You will use this system to: 
• Create, modify and approve positions 
• Advertise recruitments online  
• Review applicants to your postings 
• Allow search committee members to review and rank applications 
• Communicate applicant statuses to Hiring Authorities and Campus 

HR Users 
• Hire new employees from applicants 
• Provide new employees information to begin their employment 
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Posting Jobs 
  

Please use these instructions to assist with 
posting a job. 
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Change module from Position 
Management to Applicant 
Tracking 

Review your role, if not correct 
click on the drop down arrow, 
choose the correct role and click 
on the refresh circle 
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Go to Postings Tab  
Select Posting Type (Classified & University 
Staff, Faculty, Research Faculty) 

Select Create New Posting 
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Select from Create from Position 
Description 
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Enter the Working Title in the search bar to find  
the position you will use to post 

On the Actions drop-
down Select Create 
From 
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Working title and Organizational Unit 
information should auto populate 
from the position 

For CLASSIFIED STAFF 
POSTINGS ONLY use Under 
Review by HR 
 
For University Staff,  Faculty and 
Research Faculty postings use Under 
Review by Search Committee - 
University 



9 

If you are going to request reference 
letters for applicants or attach 
reference letters to applications, 
click on Accept References 

Only if the search committee is requiring references for 
all applicants, select Letters of Recommendation 
Requested.  The system will then automatically send a 
request to the reference providers.  
 
If only selected candidates need references uploaded, 
leave this field blank 



10 

If you would like the system to designate when all 
references have been uploaded select  Received – Letters of 
Recommendation.  The system will automatically switch 
applicant’s status 

Reference Letter must be selected for reference letters 
to be attached to the application. 
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Always check Accept Online Applications 

Only fill in Special offline application instruction if you 
are requesting applicants send their application 
materials to another site 

Choose the correct 
application type 

Click on Update Settings 
to continue filling out 
the posting 
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Complete all required 
fields denoted with an * 
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If you would like the system 
to automatically post and 
remove your job on 
InsideHigherEd or 
HigherEdJobs, select yes. 
 
 
Any other job posting 
locations must be managed 
by the department and can 
be listed for your reference 

Enter date the posting 
should post on Jobs at CU. 
If there is no specific 
closing date, select yes on 
Open Until Filled 
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If you have 
created the 
posting from 
the position, 
the posting 
description 
will auto fill  

If you do not want this posting 
to post on the Jobs at CU 
website choose Yes 

If this posting will be filled by  
Waiver fill out the Waiver 
Reason boxes 
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If this position is being filled 
by a waiver or by Invitation 
Only the Quicklink will change 
when the posting is approved 

Specify applicant 
requirements to 
complete the 
posting. 
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Specify all 
background 
checks required 
for the position  

These fields will pull in 
from the position 
description 
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If you will be accepting or attaching 
letters of recommendation select Yes 

These fields are 
optional but can 
assist in managing 
the posting 

Inform the reference 
provider what applicant 
information  you are 
seeking.  Include date 
you will need to receive 
their response 

The system will 
automatically send out a 
reminder to reference 
providers who have not 
responded to your reference 
request. 
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Upload any internal 
documents required by 
your posting approver 
or campus 
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You can search 
by category 
and/or keyword 
for a question 
already in the 
system  

If you can’t find a question you 
want to use, you can create a 
new question 



21 

If you add a 
question you need 
to specify the name 
of the question. 
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After you submit the question it will be in pending 
status for the posting approver to activate. 
 
If you would like to rate the question or make it 
disqualifying, click on the blue question link. 



23 

If the applicant is not 
required to answer the 
question leave the 
check the box blank 

You can assign point 
values and the 
system will score the 
applications.   
 
You can have the 
system disqualify an 
applicant by 
checking the 
Disqualifying box 
next to the incorrect. 
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Applicant documents can either be 
required or optional.  Required 
documents must have both the 
Included and Required boxes checked 
 
To make a document optional only 
check the Included box 
 
You can rearrange the order of 
documents by changing the number  
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There are Guest User accounts and Search 
Committee accounts in the system 
 
If someone on the committee is not an 
employee of CU they will need to have a 
Guest User account 
 
If your committee does not want to use 
the system ranking criteria you can set 
them up as Guest Users 
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The system automatically sets the Guest 
user name.  You can create your own 
password by typing in the password you 
would like and clicking on the Update 
Password button  If you do set up a Guest 
User account, please notify your HR 
approver so they can activate the Guest 
User account. 
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All employees have a search committee account.  
If  a search committee member is not an 
employee of the university you will have to set up 
a Guest User account.  If you do set up a Guest 
User account, please notify your HR approver so 
they can activate the Guest User account. 
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If  a search 
committee 
member is not 
an employee of 
the university 
you will have to 
create a guest 
user account 
for them.   
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Once you locate 
the members 
account choose 
to add them as 
a member or 
make them the 
committee 
chair 

If you need to make changes 
click on the actions  dropdown 
and select the appropriate 
action 
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The system provides Search 
Committee members a ranking form 
in the system.  The DRL/PPL will need 
to fill this out when setting up the 
posting. 
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You can search for a 
previously entered 
criteria by typing a 
keyword in the box  

If no matches are 
found you can Add a 
new criteria 
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Fill out the 
required fields 
denoted by the red 
asterisk.  

You can choose 
Open Ended 
Answers (essay) or 
Predefined 
Answers that you 
will enter 
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Determine what 
weight you want 
the question to 
hold and the point 
value of the 
answers 

You can choose to 
weight and rank 
the questions by 
clicking on the 
blue question link 

You can add as 
many criteria as 
you would like by 
clicking on the Add 
a criterion button 
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Once you have completed filling out 
the posting information by scrolling 
down on the Summary tab 
you can check your information 
before submitting it for approval.  All 
sections must have a checked blue 
circle  
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If a section has an orange circle 
around an exclamation mark 
you will have to click on the 
Edit button 

Correct any missing or 
incorrect information on 
that section.  Scroll to the 
bottom of the page click 
on save or next to update 
the posting.  You can then 
go to the summary page 
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Click on the 
proper 
selection for 
your campus 
workflow 

When everything is 
correct you are ready 
to transition your 
posting through your 
campus workflow 
process.  Click on the 
orange Take Action On 
Posting drop down 
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You can type in a 
comment to your 
approver and, if you 
would like, Add this 
posting to your watch 
list.  If you click on 
Submit it will send the 
posting to the approver 
you selected 
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Once you have transitioned it to your 
approver the Owner of the posting 
has changed.  If you are not the 
owner you can no longer make 
changes to a posting 
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The approver 
will receive an 
email notifying 
them the 
posting needs 
approval 

The approver 
will find and 
open the 
posting by 
clicking on the 
Actions link 
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Review the 
posting 

If there are changes 
you would like to 
make click on the 
edit button 
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If you are the final approver 
on your campus workflow 
transition the posting to 
your HR Approver  

When everything is correct 
you are ready to transition 
your posting through your 
campus workflow process.  
Click on the orange Take 
Action On Posting drop 
down 

Click on the 
proper 
selection for 
your campus 
workflow 
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When you transition the posting, 
you can add comments for your 
HR Approver.  You can put the 
posting on your watch list  by 
checking the box or uncheck it to 
remove it from your watch list 
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Once transitioned the owner 
of the posting has changed.  If 
you are not the owner you can 
no longer make changes to a 
posting 
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HR approver will find 
and review the posting. 
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HR will review the 
posting and either 
approve, make changes, 
or transition it to the 
department so they can 
make changes 
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The HR approver 
can transition the 
posting to the 
appropriate state 
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Once 
transitioned 
there is the 
option to add 
notes 
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Once the job is 
posted you can see 
the current status of 
the posting.  The 
Owner is Campus HR 

Once you have successfully 
transitioned the posting you 
will see this green bar 
across the top of the banner 



Manage Applicants 
 

The following will show an overview for 
Managing Applicants 
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Go to Postings Tab 

Enter Position Title 
in Search Field then 
select Search 

After Applicants have applied, except for Classified Staff Posting,  the 
DRL/PPL will review all applications. Staff Campus HR will review all  
Classified applications.  By changing the top candidates workflow 
status to Under to DRL/PPL  
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Click on Actions, then select  
Select View Applicants 
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After reviewing the applications 
you can change applicant status by 
selecting specific applicants.   

Click on Actions and 
select Move in 
Workflow 
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Click on Actions Button 

Select Move in 
Workflow  

For Classified Staff Postings the HR staff will review all  
Classified applications. Once HR selects the top candidates 
they will change their workflow status to Under Review by 
Search Committee.  The DRL/PPL and department members 
will then be able to view the selected applications. 

To change all applicant’s 
status, click on the box next to 
the last name title to select all 
active applicants.  NOTE:   To 
move in bulk, all applicants 
workflow States must be the 
same. 
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To move all applicants to 
the same workflow state, 
click on drop down  

To manage 
applicants one 
by one use the 
drop down that 
corresponds to 
the applicant 
name 
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If any of the Not Selected 
Values are selected, you will 
need to select a reason 
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Once the applicants that were not selected 
have been updated, they are removed from 
the active applicant pool and moved to 
inactive status 

If you need to see the 
Inactive applicants, go to 
the Applicants tab 

Click on the search 
options link, select 
Inactive and then click 
the Search button 
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After an applicant has been selected 
and you want to move forward with 
the Hiring Proposal, select the 
applicant by selecting the applicant’s 
last name 
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Review their Job Application  
 
When ready to move forward 
with the hiring proposal click 
on Start Hiring Proposal  
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In Search Field, enter 
the Position 
Description and then 
Click Search 

In this example, we are filling the 
position of IT Tech II and are proposing 
to hire Jacob Ketteman 
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After you enter the 
search for the Position 
Description, the working 
title will show up here 
and will auto default as 
selected  

You have now attached the 
applicant to the posting 
To complete this function, click 
on Select Position Description 



This concludes the Posting and 
Manage Applicants processes. 

Thank You! 

Any Questions? Please send to 
jobsatcuhelp@cu.edu 
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