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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 DRL 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 
• Request and track new employee’s access to University facilities and 

programs.   
• Track new employees completion of all required forms and training to 

begin their employment. 
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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.  



5 

Default upon login will be 
Applicant Tracking (Blue Banner). 
To change, click on drop down to 
display Position Description 
(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 
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1- To modify your 
login settings, click 
on My Profile 

2- Click on Edit 
Button next to User 
Details 
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On Preferred Group On 
Login, click on drop down to 
change your default login 
setting 

To change your 
default to Position 
Description click 
on drop down 
from Default 
Product Module 



This concludes the Profile 
Change processes 

Thank You! 

Any Questions? Please send to 
jobsatcuhelp@cu.edu 
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