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CU Careers: Step-by-Step Guide 

Viewing and Updating Candidate Profiles 

This guide describes how to view and update candidate profiles in CU Careers. You can access 

requisition-specific candidate profiles to review applications and related materials. You can update limited 

information as well as add attachments. 

Viewing a Requisition-Specific Candidate Profile 

To view a candidate profile: 

1. Click Requisitions from the green recruiting menu bar. 

  

2. Click the numeral to the left of the requisition you want to review. 

 

3. Click the candidate whose profile you want to view. 
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4. From the Job Submission tab, view the candidate’s profile and prescreening questions. 

 

5. If you want to view attachments, such as cover letters and resumes, click the Attachments tab. 

 

6. To view the next candidate in the list of candidates, click the arrow at the top of the candidate profile. 

 

7. To return to the main list of candidates, click the up arrow at the top of the candidate profile. 
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Updating a Candidate Profile 

This section describes how to update basic information contained in a candidate profile.  

Note:  The ability to update information for a candidate is limited. You can only add attachments and update 

emails addresses for candidates. Candidates should be directed back to CU Careers to update their 

profile and application submissions. 

1. Click Candidates from the recruiting menu bar.  

Or, click Requisitions from the recruiting menu bar, and click the numeral displayed in the list. 

 

2. Select the candidate profile.  

3. To update basic candidate information, click Job Submission, then click Edit. 

  

4. Make the appropriate changes, then click Save and Close. 

Adding Attachments 

This section describes how to add attachments to a candidate’s profile.  

1. Click Candidates from the recruiting menu bar.  

Or, click Requisitions from the recruiting menu bar, and click the numeral displayed in the list. 

 

2. Select the candidate. 

 

3. Click Attachments from the candidate profile.  
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4. Click Add.  

5. Click Browse.  

6. Select the file from your computer you want to attach, and click Open.  

7. Type any comments, if needed, and click the appropriate boxes to make the document visible to the 

candidate or mark it as a resume. 

  

8. Click Done.  

 


