
Jobs at CU

Search Committee
STEP-BY-STEP GUIDE
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Go to your campus 
portal and login.  

Click on the 
Business 
Applications button 
and select Jobs at 
CU Dept
Recruitment.



Login Page
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IMPORTANT: Initial login will be your employee ID number for both 
Username & Password.
You will then be prompted to modify your password.

You will have a login link on the employee portal to access this 
page. From this page, you will then login with your employee 
ID number for both your user name and  password. 
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Default upon login will be Applicant Tracking 
(Blue Banner). If you need to change to the 
Position Management module, click on drop 
down to display Position Management 
(Orange Banner).

Default will be employee.  
You will need to change your 
role. Select the drop down 
to find your Search 
Committee role.  You must 
then click on the refresh 
circle to change your role.



5

To modify your login 
settings, click on My 
Profile.

Then click on Edit 
Button next to User 
Details.
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If you are mainly using the system as 
a Search Committee Member, you 
can change your default login setting. 
Click the drop down arrow for 
Preferred Group On Login and select 
Search Committee Member.

Click on Update User to 
save your settings.



When logged in as a 
Search Committee 
Member, you see all the 
postings you serve on as 
a Search Committee 
Member.

You can view the 
posting by clicking the 
posting name link or 
clicking on the Actions 
link and selecting view.



When the posting 
opens, you can  click on 
the Summary tab to 
view information about 
the posting.  Click on 
the  Applicants tab to 
go directly to the 
qualified applicants.



You can either look at each 
applicant individually or download 
the applications in bulk.  
Downloading applications in bulk 
is explained later.



Viewing individual 
applications will open 
with three available 
tabs.  The Summary tab 
will show applicant’s 
personal information, 
answers to any 
supplemental questions 
and their documents.

The Recommendations 
tab will allow you to 
view provided reference 
letters from referees.



To view any applicant 
documents, click on the 
blue link.



Documents will open in 
PDF format in a 
separate window.



You can download all applications or 
only specific applications. Delete: To 
select all, click on the box by Last 
Name. 

To download in bulk, select all by  
clicking on the box by Last Name. 

Select individual applications by 
clicking on the box next to the 
applicant.   

Choose the type of download you 
would like to view.

NOTE: Depending on how many 
applicants you select,  
downloading in bulk will take a 
large amount of time.



For all the applicants you 
had selected, choose 
whether you would like to 
view the application and all 
documents or only specific 
documents.

Click on Submit

You will receive this 
message once you click the 
Submit button.



You will receive this 
message on the green 
bar as the system 
processes your request.



The downloaded 
applications will open in 
several PDF pages.



If the Search Committee has 
requested ranking criteria 
be set up for the posting, 
you can evaluate applicants 
in the system.  

To rank an applicant, 
select the specific 
applicant, click on 
Actions and select 
Evaluate Applicants.



Click on the dropdown 
arrow and select the 
correct choice for the 
applicant you selected.

To view all applicants,
click on the Show More 
link.

Click on Next

Only the Search 
Committee Chair will be 
able to View Detailed 
Entries.



The system will calculate the total 
score by the weight assigned to 
the question and the points 
assigned to the answer.

Only the Search 
Committee Chair will be 
able to View Detailed 
Entries.



Only the Search 
Committee Chair will 
see all committee 
member rankings.



Once the system has 
evaluated all completed 
Search Committee 
Member’s scores, the 
Chair will see a calculated 
view of the combined 
scores.



This concludes the Search 
Committee process

Thank You!

Any Questions? Please send to 
jobsatcuhelp@cu.edu
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