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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. Login to the portal.

2. Click the CU Careers — Recruiting tile.

CU Careers — Recruiting

)

CAREERS
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Accessing Candidates

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 Requisitions.

- i Joyce S Gamboa | Home | Resources ~ Sign Out
Qﬂ' University of Colorado s

e | oo S | S | s St Camens

This is your Weilcome Center. To navigate to an application, click the corresponding tab in the menu bar above or the corresponding link in the Centers section on the
left. You can also jump directly to related processes by clicking the Quick Access links on the left

Contary As you navigate through the Talent Management suite, remember that you can always click "Home™ at the top of the screen in order 10 return to the Weicome Center.
Recruiting
Oracle Busmess Inteligence Additional resources are available for training and step-by-step guides . Copy and paste the links below into your web browser:
Quick Access
gacy B ing « HCM Community - Recruit & Hire - hitps://www.cu.edu/hcm-community/recruit-hire
Submissions « CU: Recruiting with CU Careers (online training course) - hitps //university skillport ¢ { gin.action?

courseaction=launch&assetid=_scorm12_cu_u00149_0001

« CU Careers Practice Exercise (online practice exercise) - https olorado skiliport. com/ Qgin: action?
courseaction=launch&assetid=_scorm12_cu_fluidupgradepractice

If you have any questions or need technical assistance, please reach out to cucareershelp@cu.edu

2. From the Filters panel, click the Show requisitions dropdown, select | collaborate on.

Show requisitions:

| own or collaborate on v

I cwn

| collaborate on

| own or collaborate on
Classified Staff

Faculty

Click Apply Filters.

4. Click the numeric link that appears in the Candidate Count column to the left of the Title. This link
indicates the number of candidates who have applied to the posting.

SRV L (M 53 Title D Position Number

0 ,::,1 6 Asst Professor 16393 00767570

@5 Legal Assistant 16394 00410177

2 | CU Careers Step-by-Step Guide | hcm_cuc_sbs-Search-Committee-Experience.docx
Revised: August 25, 2020 | Prepared by: Employee Services



candidates appear at the top.
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5. You can click the Step and Selection Status column headers to sort applicants so that priority

| ~ i-

@ Candidate

*

2]

Step

Selection Status| &

Reg

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.

] i-

@ Candidate

O

| Loman, Michael r_12?141}'1|-.

2. Scroll down the page and expand the Prescreening section.

* Profile

» |Prescreening

The Prescreening Questionnaire appears and will display the candidate’s selected answers.

4 Prescreening

Prescreening Questionnaire

Question Answer Required/Asset  Result
1 | | understand that | must attach the
following required documents for the 3 Yes i 0/
posting: cover letter, resume, and
references, and check the “Job Specific
Artachments” box next to each
document on the following "Reguired N
Documents” page to ensure | submit all o ) o
appropriate documents,
2 | Areyou a current or previous University Yes - 0/0
of Colorado employee?
=+ Mo - 0/0
3 | Arevyou legally authorized to work in the | = Yes - 040
United States?
No - 00
4 | Will you now or in the future require Yes - 0/0
sponsorship for employment visa status
(e.g. H-IB visa status)? = Mo - 00
5 | Isthe salary posted within your =+ Yes - 0/0
expectations?
No - 0/0
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3. To review a candidate’s attached documents associated with the job submission, click the

4.

Attachments tab from the candidate’s profile.

Job Submission

Attachments(1)

History

4 &

® 1 other active submission(s)

Submission C- General Profile

You can also quickly view the candidate’s resume by clicking Resume from the candidate’s Summary
panel.

Loman, Michael 2=

United States > Colorado > Denver

You can either click Preview attachment I‘Ei or Download this attachment .

Job Submission

Attachments{1)

History

Attached Resume(s) relevant to this Submission

Wisibl

File Name Attached by ! _E e Size Date Description
candidate

resu

me.b ra d’. ]EI Laura A Mo 49 KB Jul 22, 2020

urke. Sledzick(Recrulter) '

pdf
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Sharing Candidate Files

To share candidates:

1. From the list of candidates, select the checkboxes of the candidates you want to share.

2% submissions for: asst Professor (Requisition ID: 16393) (4

FILTERS ¢ Mo filters are applied

iroc a List Format | Job Function v

=2~ i- @ Candidate * _ Step Selection Status Residence G Date, Sender M

Us=>COo > Apr 7, 2020 -
Denver System - User

Hofstadter, Penny (1280281) Hired (Send to HCM)

Apr 14, 2020 -

Kirkman, Thomas (1280283) i Hired (5end to HCM)
System - User

Loman, Michael (1271417) To be Reviewed I ES:E
Denver
Santos, Harley (1271397) To be Reviewed Us=>Co=
Denver
(u] Stahl, Robert (1279603) Mew el HE e us=Co=> %
Aurora

2. From More Actions, select Share Candidate.

X% submissions for: Asst Professer (Requisition 1D: 16393) /4

FLTERS; Mo filters are applied

Other Actions

By Download As Excel

l’% Add Candidate to Folder

From the Filters panel, select and apply any filters to help narrow the list, if necessary.
Select the checkboxes of the people with whom you want to share the selected candidate profiles.
Click Next. The Share Candidate — Sharing Options window appears.

Select the candidate sections you want to share, such as Attachments to share resumes.

N o M w

In the Comments field, type a message to the people you are sharing with.
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8. Click Share Candidate.

Share Candidate - Sharing Options x

Please choose the candidate sections you want to share

O Insert page break after each section O Select All Sections

14

Attachments

‘ & Most recent flagged resume (1)

20 o
Job Submission
1 O Personal Information O Profile O Prescreening O Screening
Comments

Ilnterested in your feedback on these three candidates.l I

Characters remaining : 946

You will be sharing 2 sections of 3 candidate with 2 recipients. Clicking Select Options and Share will send the candidates informaticn to the recipients you've selected.

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 with the subject line of
[Username] has shared candidate information with you.

W 21 PM

Human Resources University of Colorado <do_not_reply@cu.edu>

Joyce Gamboa-SA has shared candidate information with you.

To Joyce S Gamboa

e this_message_in_htmlLhtml _
2 KB

Click the link below to view the shared candidate information in PDF format:
https://stgcu.taleo.net/enterprise/share/ShareDocument.jss?
filekey=43916442439749364 37 &accesstoken=bC5F XggRbQ8gxaaosBInyJMiYE81u0cQiQ3f7 2fXSkZM 3d

Please download and save the shared PDF no later than August 27, 2020. 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 provided in the email message to begin downloading the PDF file. Make sure you
download the PDF that contains candidate information by the expiration date in the email.

3. Once the file has downloaded to your computer, open the file. The file appears in your internet browser
and displays a SharedDocument tab. This file contains candidate profiles and application materials.

= —

D SharedDocument (9).pdf x W %

C A [ filey///C:/Users/shaderb/Downloads/SharedDocument%20(9).pdf
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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.

Winkle, Leslie (1280266) Asst Professor (16393)

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 August 27, 2020. Please save the attachments locally to access them after the expiration date.

Candidate Attachment List:
Resume
1JResume _Test Attachment docx|
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