JOBS AT CU GUEST USER’S GUIDE

GETTING STARTED

Use this guide to access job posting and applicant information as a guest user of Jobs at CU.
e Open an Internet browser window and type in www.jobsatcu.com.

e Navigation or general system questions should be directed to jobsatcuhelp@cu.edu or

303-860-4200.
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If you are a campus employee
wanting 1o view, create, edit or
approve a position description
or posting, please use the

Carnpus Ermploves Login.

You will be redirected to the
My CL portal, which will
require you to login using your
identikey or LAN username and
password, If vou are unable to
logon, please contact Jobs at
CU Support to verify your
access rights.
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Please login to the system using your User Mame and Password. If you do not have a Usg
Password assigned, click Create User Account.

User Name: |GUS2323 /

Password: sssssss|
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‘ou are about to log in to a secure system, When

Log on to Jobs at CU,
www.jobsatcu.com/hr, with the guest
user name (GUxxxxx) and password
provided by the DRL.

***A guest user name and
password is specific to a
posting, not an individual. If
you are on more than one
search committee, you will
receive a separate logon for
each posting***

wou are finished, please click Logout to ensure
that others with access ba yvour computer cannot
wiew the information in the system,
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VIEW POSTING

Click the View link under the

Position Title. This will allow
you to see the applicants and
posting details.

Jobs at CU

Dept. Recruit Liaison's Guide

Wiew [ Download

To view the position details, click on the "iew" link below the Title. To sort by any colurmn, click on the arrow next 1o the
column title,
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VIEW APPLICANT MATERIALS
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To wiew the reference letters, check the box next to the applicant and click the #VIEW MULTIFLE
DOCUMENTS? buthon. The reference letters will fallow all other docurments.
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Click on the link
below the
“Documents”
heading to view an
applicant’s resume,
vitae, cover letter,
letters of reference
or other documents,
if applicable.
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applications [ docurnents will open in a new window, To prnt,

To view
multiple
documents at
the same time,
select the
desired
applicants,
using the
checkboxes
on the right,
and click
VIEW
MULTIPLE
DOCUMENTS
button.

select File = Print after docurnents appear in that window,

Dacurnents ray take several minutes to load,

COMTIMUE TO MEXT PAGE === I

YIEW POSTING SUMMARY ===

Applications, forms, and documents will open in a new browser window. If you elect to view multiple
documents, they will display in one continuous window. Please note that some formatting may have

been altered.
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