@l University of Colorado
Boulder | Colorado Springs | Denver | Anschutz Medical Campus.

EMPLOYEE SERVICES

CU Careers: Step-by-Step Guide

Search Committee Experience
This guide describes actions that Search Committee Members can perform in the evaluation process of
candidates. It also describes how department users can share candidates with search committee members to

enable collaboration.
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Navigating to CU Careers
1. Log in to the portal.

2. Click the CU Careers — Recruiting tile.

CU Careers — Recruiting

o)

CAREERS
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Accessing Candidates: From Candidate List

CU employees and certain POI types, who have been identified by an HCM department user or HR as a

Search Committee Member, can log into CU Careers through the portal and review the profiles of candidates
who have applied to postings.

1. From the CU Careers welcome center, click View Requisitions.

A * Recruiting Tasks Requisiions  Candidates

Welcome Brynn-SC Shader-SC

Welcome to the Recruiting Center.

Show informaticn for requisitions:

| own or collaborateon ¥

= View Requisitions

iiew detailed informaticn about your requisitions.

(== | View Candidates

View detalled information about your candidates.

2. Under Quick Filters, from the Show requisitions dropdown, select All Requisitions.

Quick Filters

Show requisitions:

| own -
ReportingHR =
Reszearch Faculty
StudentTemp

University Staff

Al requisitions

3. Click the numeric link at the left of the Req Title column. This link indicates the number of candidates
who have applied to the posting.

LI M| é || Req Tite 1l| D | Position Number | .JDhPDsﬁngOm| Status | Status Detal | Background Checks Required
Program Assistant 01802 00400600 Shader-SA

Open Posted (Ongoing) CRI — Criminal Background
Check,FIN — Financial
Background Check,MOT —
Motor Vehicle Background
Check,SEX — Sex Offender

Brynn-SA

4. Click the Selection Status column header two times to reorder applicants so that priority candidates
appear at the top.

|_|‘,k|t:ancidate |*|.|J|5tep I]Selemmsmtus luAssets |F{£:3Lit |F{f:sidenoe
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Accessing Candidates: From Shared Folder (optional)

An alternative to accessing candidate profiles from the requisition and candidate list is through shared

candidate folders. Your department user may use shared folders to store high-priority candidates waiting for
your review.

1. From the CU Careers welcome center, click View Candidates.

A * Recruiting Tasks  Requisiions  Candidates

Welcome Brynn-SC Shader-SC

Welcome to the Recruiting Center.

Show information for requisitions:

| own or collaborate on~ ¥

= View Requisitions

iew detalled information about your requisitions.

View Candidates
View detailed information about your candidates.

2. From the Quick Filters panel, click the folder tab.

A e ]

Quick Filters

Show candidates for requisitions:

| owm or collaborate on - ¥
| Include inactive requisitions
Since L
¥ Candidates
¥ Submissions

» Requisitions

3. Click the arrow next to the Shared folder.

Folders

Manage ¥
[¥] Show sub-folder contents

el Personal (00

& Shared (71)

dl Deep Dive Candidates (52)
&l Share with SC (8)

\dl Test Duplicate Reqg (11)
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4. Click the folder containing the candidates you want to review.

Folders

Manage ¥
] Show sub-folder contents

\ll Personal (0)
¥ l Shared (71)

dl Deep Dive Candidates (52)

\el Shaare with SC (8)

el Test Duplicate Reqg (11)

The candidates in the folder appear in a list for your review.

A ™ Candidates
Folders (= U = More Actions ¥
|_|| M~ | Candidate 14} Folder Name Email Address
Manage ¥
Basin, Arapahoe (11601) - Share with SC brynn.shadern@cu.e
|| Show sub-folder contents du
i Perscnal (0) Frakes, Ashley Marie (11401) o | Share with SC ashley frerking@gm
ail.com
¥ ki Shared (71)
Griffin, Mary (11526) Share with 5C mary. grifin@colorad
e Deep Dive Candidates (52) o.adu
\| Share with 5C (8) Marley, Bob (11201) Share with SC ashley eschier@cu.
[ Test Dupiicate Req (1) =Y
Shader, Brynn (10960) Share with SC brynn.shader@cu.e
du
Stone, Keith (10902) A Share with SC eljah.clachea@cu.e
du
Yesarraraz, Hotencia (11608) Share with SC ebansto@yahoo.co
= Ysarraraz, Hotencia (11634) Share with SC hysarrar@uccs.edu

Reviewing Candidate Applications

When reviewing candidate applications within CU Careers, you can use the Prescreening section, within the
candidate profile, and the Attachments tab that contains all application materials to review a candidate’s
gualifications.

1. Click the name of the candidate whose profile you would like to review.

|_|| ~ | Candidate

Pig, Strawberry (50742)

2. To view the candidate’s answers to prescreening questions included in the application, click the small
arrow to the right of the Job Submission tab at the top of the page.
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Job Submission « | Aftachments Tasks

4

1. Personal Information

Candidate Personal Information
Apccount Information

eSignature

References

2. Profile
Submission Medium
Source Tracking
Regulations
3_Prescreening
I Prescreening Questionnaire I

4. Screening

. Access tH
Screening

—

candidate’s response.

CU Careers Step-by-Step Guide
3. From the dropdown, click Prescreening Questionnaire to go directly to the section.

4. Review prescreening questions and answers. A green check mark next to the answer indicates the

» 3. Prescreening

Frescreening Questionnaire

Cluestion

=]

]

1 Are you wiling and able to furnish proof of a valid Colorade driver's cense?

Do you have prior expenience in management and configuration of Windows 7 and Max OS X7

How many years of experience do you have?
FJ r )

4 Select the Operating System in which you are skilled:

A+

Maowvell Netwars

" Windows 58X

« Windows XP

5 What is the highest level of education you have completed?

Windows CE

Windows NT

Windows 2000

LUINEX

Mone

Some college
Associates degree

Bachelors degree

MEA

Job Submission | Attachments Tasks

5. To review a candidate’s attached documents associated with the job submission, click the
Attachments tab form the candidate’s profile.
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6. You can either click the document from the File Name column to download it for review, or click the

document from the Converted File column to view it in HTML using your browser.

Submission-specific Attachments

== Add Edit

File Name Reszume Converted File DCiate Size
Resume.docx m s Resume himl SEQ 2‘1, 201 5, 42336PM 12kb
Cover Letter.docx es Cover Letter. him Sep 24, 2015, 42345 PM 12 kb
List of M List of references.html Sep 24, 2016, 42360 PM 12 kb
references.docx
\Writing Sample.docx Mo Writing Sampie.htm Sep 24, 2015, 424:09 PM 12 kb

Outside of CU Careers

Exporting Candidate Files via PDF

To export candidate files as a PDF, refer to this quick reference guide:
http://www.cu.edu/sites/default/files/Share-Candidates.pdf

Reviewing Candidate Files within PDF

Candidate applications and materials can be exported from CU Careers and shared in a PDF file. This method
of reviewing candidate profiles can be used by both employees and non-employee search committee members
who may not have access to review candidates within the system.

1. Check your email for a message from Human Resources University of Colorado
(hr.stgcu@invalidemail.com) with the subject line of [Username] has shared candidate information with

you.
From: Human Resources University of Colorado <hr-stgou@invalidemail.com > Sent: Thu9/24/2015 5:31 PM
To: (¥ Brynn Shader
Cc
Subject: Brynn-54 Shader-5A has shared candidate information with you,

-] Message | G this_message_in_html.html (2 KB}

» EF1

Click the link below to view the shared candidate information in PDF format:
hitps //stgcu taleo.net/enterprise/share/ShareDocument jss?filekey=-
7105125242300184676&accessioken=ixViLamfPZmRJ0zda7Xvex Z2bkuldi 2fo3b6GFvijiTynfg 3d

Please download and save the shared PDF no later than October 9, 2015. After this date, the link will expire, and the PDF will no
longer be accessible. Saving the PDF will allow you to access it offline after the link expires.

2. Click the link in the email message to begin downloading the PDF file.

(https://stqgcu taleo net/enterprise/share/ShareDocument jss ?filekey=-
7105125242300184676&accesstoken=ix\ViLamfPZmRJ0zda7XveX 2bkuldi 2fo3b6GFvil Tynfg 3d
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3. Once the file has downloaded to your computer, open the file. The file displays as a page within your
internet browser with a tab titled SharedDocument. Candidate profiles and application materials are
contained within this file.

[Y SharedDocument (9).pdf %

C f ’(_‘]fiIe:///C:/Users/ishacgrbﬂ)ic)wrmc&h@Dc;umgt%a)(g).ipdf

4. Scroll down the page to review.

Candidate Information

Note: Due to the PDF conversion process, this PDF document
may not accurately represent the formatting of the attachments
that were converted. Please click on the attachment links for
each candidate to view the original attachment.

5. As indicated in the note on the bottom of the first page, click the name of a candidate’s file attachment
to view that file in the best format.

Candidate Mame Jot Title

Tree, Pine (50604) Assistant Professor of Anthropology (01802)

Note: Due to the PDF conversion process, this PDF document may not accurately represent the formatting of the attachments
that were converted. Please click on the attachment links for each candidate to view the original attachment.

The attachments will expire on October 9, 2015. Please save the attachments locally to access them after the expiration date.
Candidate Attachment List:

1. Writing Sample.docx
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