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Recruiting Solutions External Applicant User Guide

Overview

This manual will show you how to review and apply for open positions at Sacramento State University
using the online application system. It will show you how to:

i Upload a resume

1 Create a profile

1 Enter your employment history

1 Enter your previous education

1 Enter personal and professional references
9 Print and submit your application

Materials
Before you begin it is a good idea to gather together some necessary materials such as:
9 Previous employment information
o Name and address of company(s)
o Name and phone number of previous supervisor(s)
0 Previous salary information
9 Previous education information
o Name and location of school(s) previously attended
o Name of degree(s) obtained
1 Personal and Professional reference contact information

9 An electronic copy of your Resume and/or Cover Letter. Documents must be in Word or PDF
format.

Email

Because the majority of our communication will be made using email, it is required that you provide your
current email address when completing your online application. If you do not have email, you can set up a
free email account using one of the following web email services.

9 Yahoo mail - www.yahoo.com
1 Windows mail services - www.hotmail.com
1 Google mail - mail.google.com

Computer Access

You can access the Sacramento State University Careers page on any computer with internet access. If
you don’'t have a home computer, you can find computers
locations.

9 Sacramento County Public Libraries
i Sacramento State University campus locations
Lassen Hall, main lobby computer kiosks

0 University Library
0 The University Union
o Academic Information Resources Center, Room 2004 - 24 hr. access
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Application Procedures

NOTE: Do not use your browsers back button to navigate through the online application pages.
Use the Return _rewm | buttons, or Return to Previous Page  gewntoprevouspace  1inks ONLY.

Navigation STATE UNIVERSITY.
SACRAMENTO
Leaders;ip b;grns here. 930 THE NAZIS
To navigate to the careers page, open ;’.‘.‘"ﬁ.’dmh:
your web browser and go to the o
Sacramento State University Home '

Exhibit of nearly 200 photos on the

page. ~ ) ! R e
http://www.csus.edu E

FUTURE STUDENTS CURRENT STUDENTS ALUMNI & VISITORS FACULTY & STAFF
Jobs
Monday

Human R

Hover over the FACULTY & STAFF
head and select the Jobs link from
the menu that drops down.

$
Y
SACRAMENTO
STATE
$ LEADERSHIP BEGINS HERE

$ EMPLOYMENT OPPORTUNITIES

Welcome! Thank you for your interest in Sacr
Opportunities.

Facul
If you are applying for a Faculty ;i
position, click on the Current Faculty
Opportunities link. You will be taken
to the Faculty Employment page. This
manual does not cover the application
procedures for Faculty positions.

Staff and Management

Regularly sc
CMS HR/SA

Current Sacramento State Employees

External Applicants

If you are applying for a Staff or
Administrative position, click on the
Staff and Management
Opportunities at Sacramento State
link to complete an online application.
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Careers Page

On the Careers page you can view a
list of currently open positions.

If you have previously visited the
careers page and have already
registered, enter your User Name
and Password. Click the Login
button.

Login

User Name: |

Password: |

Sacramento State Employment Opportunities

Enter your user name and password to login. If you have not yet registered_click here to Register.

Basic Job Search
Keywords: | User Name: |
Posted: Last Month - Password: |

| Login | | ggin He\‘ BEQEIEENEM'
Status of Job Openings

Status of Job Openings
Review listing of Job Openings that are currentty open or that have been closed in the last sty (80) days.

| Search | pdvanced Search Search Tips

Currently Viewing All Open Job Postings
Click a link below to filter the list of Job Openings displayed:
Al Management Staff
vate Job Title JobID  Department
Public Policy | ead Mediator/Facilitator

this User Name and Password every
time you log in to the Sacramento
State University Careers page.

Enter your name in the User Name
text field.

Enter a Password in the Password
text field. Please reenter your
password to confirm.

Click the Register button.

ngin Lngin Hel ' REQiSTET Mow 08/05/2011 Administrator Il - REVISED 100548 CTR for Collaborative Policy

ng/03/2011 Lead Building Service Engineer 100547 Engineering Senices
Q7i2712011 Building Service Engineer 100543 Engineering Senices
UTI2S2011 _f:;“st_%;‘;:ijr”ﬁ’o erating Systems 100542 0SS -Operations & System Svs

First Time Applicants: ~7/20/2011 '”Lf,jrg}f“"l:“c;?ggT\‘y;‘?:igt?a”g“r}”a”t'career 100541 Academic Information Tech

71152011 —r"gi':;%Sﬂigﬁ{n‘gfﬂfgﬂmmm 100537  Public Affairs & Advocacy

If this is your first time applying for a

position at Sacramento State

University, you must register. Click

the AClick here to Registero or the

fiRegister Nowo link.

After you click on the Register link,

you will be asked to enter a User

Name and Password. You will use -
Register

Enter your new user name and password.

Enter Registration Information

*User Name |

*Password |

*Confirm Password |

Return to Previous Page
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The Careers Home Page

After logging in you will be taken to
the Careers Home page where you
can search and apply for new jobs as
well as review prior applications in the
My Career Tools section.

You can view the status of any
position by clicking on the Status of

Job Openings link.

The Status of Job Openings page will
tell you if a job is Open, Under
Review, or Closed/Filled. It will also
tell you if applications are still being
accepted.

Click the Return button at the bottom
of the page to return to the Careers
Home page.

Careers Home  Job Search My Saved Jobs My Saved Searches My Career Tools

Careers Home
Welcome Jacquelyn

Basic Job Search My Career Tools

Keywords: | 2 Applications
Posted: Last Month - 1 Saved Resumes

My Profile

Search | Advanced Search Search Tips

You do not have any notifications.

Status of Job Openings

Review listing of Job Openings that are currently open or that have been closed in the last sixty (60) days.

Job Opening Status Inquiry

Status of Job Openings

Review listing of Job Openings that are currently open or that have been closed in the last sixty (60) days.

To apply or view more information about a particular job, return to the Career Opportunty page by clicking the Return link below

First K1 125 of 78 I L ast

Customize | Find |} iew All

f;ﬁm Posting Title Description Status %S;% Applications are...
100552 |Instructional Support Assistant Il Nursing ClosedFilled 0010472011 | not being accepted

Administrative Support Coordinator Il (2
Positions, Hourly-Intermittent, On-Call)
100550 Senior Data Control Technician (2
Positions)
Public Policy Lead Mediator/Facilitator
100549 Administrator || - REVISED
Administrative Support Assistant Il (Pool}
100548 (Patient Senvices Representative)(11/12 Pay SHS-Clinic
Plan)
100547 Lead Building Service Engineer
Administrative AnalystSpecialist Exempt |
(Commencement Coordinator)
100545 Confidential Administrative Support Il

100551 CGE-NC-CTS-ConfTrain Sves | Under Review 09/0172011 | not being accepted

Enroliment Operations Under Review 08/25/2011 | not being accepted

CTR for Collaborative Policy Open 08/04/2012 | being accepted

Under Review 08/26/2011 | not being accepted

Engineering Services Open 08/02/2012 | being accepted

100546 University Advancement Under Review 08/18/2011 | not being accepted

VP for Acad Affairs Under Review 08/11/2011 | not being accepted

100544 Instructional Support Technician | Anthropology Under Review 08/1172011 | not being accepted
100543 Building Service Engineer Engineering Services Open 07/26/2012 | being accepted
100542 |/98NUY Specialist-Operating Systems o operations & System Svs | Open 0712412012 | being accepted

Analyst-Career

On the Careers Home page, you can
view the details of a Job Opening by
clicking on the Job Title link.

Currently Viewing All Open Job Postings
Click a link below to filter the list of Job Openings displayed:
Al Management Staff

i LJob Title Job ID Department

pr FPublic Policy L ead Mediator/Facilitator i .

o 3201 | Administrator 1| - REVISED 100549 CTR for Collaborative Policy
0f 3201 Lead Building Service Engineer 100547 Engineering Senices

o 7201 Building Service Engineer 100543 Engineering Senices

. Identity Specialist - Operating Systems )
07 &201M Analyst-Career 100542 OSS5-Operations & Systemn Svs

Information Technology Consultant-Career ’ )

0.._0/2011 (LIS Application Administrator) 100541 Academic Information Tech
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View a Job Description

A brief introduction to the position will
display on the Job Description page.

The Email to Friend button is not a
functioning feature of the online
application system.

If you see a position that interests
you, but do not wish to go through the
application process at this time, you
can click on the Save Job button.
This will save the job opening in My
Saved Jobs allowing you to return at
a later date and complete the
application process.

To apply for this position, click the
Apply Now button.

To view the full Job Description click
on the Job Details link.

Job Description

Job Title: |dentity Specialist - Operating Systems Analyst-Career
[ Jobin: 100542 |
Location: Sacramento Campus

Return to Previous Page

Position Information

Eligible on-campus applicants in CSUEU Bargaining Units 2, 5, 7, and 9 will be given first consideration in this
recruitment.

This is a full-ime probationary-track position which may become permanent upen successful completion of a
probationary period.

HOURS: GENERALLY MOMDAY - FRIDAY 8:00 AM. - 5:00 P.M.; also after hours and on-call rotation required for
this position

BENEFITSIFLSA: This position is covered by health benefits, and is exempt (not eligible for overtime
compensation) accoring to the Fair Labor Standards Act.

FINAL APPLICATION DEADLINE: OPEN UNTIL FILLED.

Salary
SALARY RANGE: 54,314.00-58,831.00 PER MONTH

RECRUITMENT RANGE: Based upon the availability of funds, the anticipated appointment range is §5,500.00 -
56,500 per month. Salary offers within this range are contingent upon the experience and qualifications of each
individual applicant. (This does not apply to promations of on-campus employees which are covered by an
MOoU.)

NOTE: Itis the general practice of Sacramento State, to hire atthe lower end of the salary range. (This does not
apply to promotions of on-campus employees.)

Hiring Dept. Information

Information Resources & Technology (IRT) is the newest division at Sacramento State. IRT is a service and
support organization that works with other divisions to: a) support excellence in teaching and learning; b) improve
the quality of the student experience; c) enhance administrative productivity and quality, and d) use technology to
enhance personal productivity. This position reports to the Operations and System Semvices (0S8) unit of IRT,

Sacramento State ACS
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Upload a Resume

When you apply you will be prompted
to upload a resume, or apply without
using a resume.

A Note About Resumes:

1 For Staff positions, resumes are
optional; however, if you are
including a resume, you must still
complete all the steps in the online
application process.

9 For MPP positions a resume is
required.

To upload your resume select the
Upload a new resume option and
click the Continue button.

If you are a returning applicant and
have previously uploaded a resume,
you will have the option to use an
existing resume. To do so, click on
the Use an existing resume option
and select a resume from the drop
down list. Click the Continue button.

Apply Now
Choose Resume

Resume Options

How would you like to proceed?

' Upload a new resume

) Use an existing resume

7 Apply without using a resume

Resume File Format:

If you upload a resume we ask that you upload resume file with an extension of "doc”, "pd ", "rtf", "txt”, or "zip" only.
If you upload any other type of file format, we may not be able to open and/or process your resume.

Tip: If you wish to upload an image file like JPG or TIF, we suggest that you create a Microsoft Word document, insert
the image file, and then save the document as a Microsoft Word file.

[Ccontinue] Retwn o Previous Page

To continue uploading a new resume,
click the Browse button and select a
resume file from your computer. You
can upload a Word document or a
PDF file.

File Attachment

| Browse... I

Upload | Cancel

Sacramento State ACS
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In the Choose File window, click on
the file you would like to upload and
click Open.

Click the Upload button.

/& Choose File to Upload
mv|- Desktop » - |4,| | Search Desktop o ‘
Organize New folder B 1 @
A == Workshop Evaluation o

pXkavorites E I==4| Internet Shortcut
Bl Desktop | 200 bytes
4 Downloads ZoomText 9.1
=l Recent Places Shortcut
A 178 KB
4 Libraries . Internet Explorer
@ Documents f SEn
137 KB
J’ Music —
. [ O
[E] Pictures ( I ) Sharteut il
B videos [d 652 bytes
Maozilla Firefox
1% Computer Shortcut | L
1.85 KB

G‘; MNetwork

[w}.=

Resume.docx
Microsoft Word Document
12.3 KB

File name: Resume.docx

> [AiFiles ) -

=0

Cancel ]

' File Attachment %

ClUsers\palmert\Desktop\Resume. docx

: Cancel |

Browse.

Sacramento State ACS
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Enter Resume Text

The Resume Title will default to the
document file name.

You must enter a new resume title
using the Job Opening ID number.
For example, if you are applying for
job number 1370 and your name is
John Smith, your resume title will be
1370JSmith.

To change the Resume Title, highlight
the Resume Title and type in the new
name.

Leave the Language as English.

Click the Continue button.

IApply Now

Enter Resume Text

Resume Title: |Resume.docx

Language:  English

File Name:  view Attachment

Close Return to Previous Page

Sacramento State ACS
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Create a Profile

The My Profile page will appear for
new applicants.

Select your Preferred Method of
Contact from the drop down menu. It
is highly recommended that you
select Email. Most notifications
regarding positions will be sent using
email.

Please enter your Name and
Address in the appropriate fields.
Fields marked with an asterisk (*) are
required.

At least one email address and phone
number are required. Select the
Primary Email Type drop down
menu and select an email type from
the list. Do the same in the Primary
Phone Type field.

To add an additional Email Address
or Phone Number; click on the link
below each box.

When you have finished entering your
profile information, click the Save
button at the bottom of the page.

My Profile

You can update your name, address, phone number and email here. Changes made to your contact
details on this page will be updated on all of the jobs you have applied to

Save Return to Previous Page

Member Information
User Name: tester
Password: Change Passwaord

I Preferred Method of contact:  Nat Specified - |

i

Name Format:  English -
Name Prefix: -
*First Name: ’Tester—
Middle Name: | |
*Last Name: ’Testing—
Name Suffix: -

Country: United States -

*Address1: 123 TestSt

“City: [Sacramenta | *state: California -
*Postal: [osg1a

County: |

I Primary Email Type: Campusl

Email Address: [pechs@csus.edu Remove
I,ﬂ Add Another Email Address I

Phone Numbers
| *Primary Phone Type: Camgusl

*Phone Number: [9161272-4420 Extension: Remaove

I,ﬂ Add Another Phone Number I

Save Return to Previous Page

Sacramento State ACS
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The Complete Application Page will
display.

This page will list the Job Title of the
position for which you are applying. It
will also display all Resume
documents that you have uploaded.

The Complete Application page will
begin with the Education and Work
Experience section.

It will allow you to enter a detailed
record of your employment history,
education history and other
information such as Licenses and
Certificates, and Languages.

Begin with the Work Experience
section. To add work experience click
on the Add Work Experience link.

L]
Complete Application Apply Now
Complete Application
You are ing for

Resume.docx se a Different Resume

Minnie Mouse
123 Disneyland Drive
Anaheim, CA 97641

Previous Save Save and Finish Close Application

Nexi [»]

NOTE: Your employment application is not saved until you click Save or Save and Finish button.

Education and Work Experience Application Questionnaire Referral and Attachment

Add Employment History

The Add Employment History page
will display.

Enter Employment Details. Fields
marked with an asterisk (*) are
required.

For all staff positions please provide
at least five years of previous
employment history.

For MPP Positions, professional
experience should be listed on a
resume and uploaded as described
earlier in this guide.

Education and Work Experience Application Questionnaire Referral and Attachment

csus tester 11/25/2006 m

Highest Education Level:  Bachelors Level Degree -

To add a degree, click the Add College/University Education History hyperlink below College/University. To

change information for a degree, click the hyperlink under Degree field. Click on delete icon to remove
corresponding degree.

You have not added any education infomation to your application.

+]Add College/University Education

Sacramento State ACS
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In the Major Duties field, please
enter a description of all major duties
performed. You may use the spell

check feature by clicking on the spell
check icon. j#

Continue by filling out all the
information on the Employment
Details page.

Click the OK button to go back to the

Education and Work Experience page
or click the OK & Add More button to
input additional work experience.

Add New Application

Add Employment History

oK OK & Add More Cancel | Return o Previous Page
*Start Date: [ End Date (leave blank if current employee):
*Employer: Telephone:
*Ending Job Title:
*Major Duties:
Address:
City: State: ~  Postal:

*May We Contact This Employer? ) No © Yes () Yes - With Prior Approval

Starting Salary: Ending Salary: Pay Frequency:

*Hours Per Week: (must be greater than zero)
*Reason for Leaving: -
More Info:

*Supervisor Name:

Supervisor Title:

OK | | OK & Add More Cancel | Return to Previous Page

Sacramento State ACS
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L]
Add Education History
The next section on the Complete
Application page is the Education
HiStOfy section. Highest Education Level: I 'I

To add a degree, click the Add College/University Education History hyperlink below College/University. To
change information for a degree, click the hyperlink under Degree field. Click on delete icon to remove

To choose your Highest Education coresponding degrez.
Level, click on the drop down menu CollegelUniversity Education

degree or certificate. Bachelors Degree Washington St Univ 01/01/1988

+|Add College/University Education

Click on the Add College/University
Education link to add additional
education history.

The Add College/University page Add College/University
will display.

2.0 Bialabyiddioie Eageck Return to Previous Page

Skipping the Country and State

: ,
fields enter the name of the School in

Country: |
the School field. tate: i:
*Schoolk [ 4—
*Major: [ —
Enter the name of the major in the “Degree: =
Major field.

Choose the appropriate Degree from ol aichssamore.] (oanesn) o o provous pace
the drop down menu.

* Reguired Field

Click OK to go back to the Education
and Work Experience page, or click
OK & Add More to input additional
information.

Sacramento State ACS 14
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Licenses and Languages

Click on the Add License and
Certificates link to add any licenses
or certificates that pertain to the
position for which you are applying.

Click on the License/Certificate drop
down menu and make the appropriate
selection from the drop down list.

If applicable, fill out the Issued By,
License/Certification Number and
Date Issued fields.

Click OK to go back to the Education
and Work Experience page, or click
OK & Add More to input additional
information.

If you speak a language other than
English that pertains to this position,
click the Add Languages link.
Choose a language from the drop
down menu. Indicate your speaking,
reading and writing proficiency by
selecting from the drop down menus.

Click OK to go back to the Education
and Work Experience page or click
OK & Add More if you would like to
input additional information.

Enter any licenses or certificates that pertain to the position you are applying for.

You have not added any licenses or certificates to your application.

|ﬂ.i.dd Licenses and Cedificates

Add License or Certificates

*License/Certificate E
Issued By:
License/Certification Number:

Date Issued: Ej

[ oK J[_okaaddmore | Cancel Return to Previous Page

* Required Field

Enter any languages that pertain to the position you are applying for.

You have not added any languages to your application.

Add Language

*Language: v
Speaking Proficiency: Low -
Reading Proficiency: Low -
Writing Proficiency: Low -
I OK I I OK & Add More I Cancel | peturn to Previous Page

* Required Field

Sacramento State ACS
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References

Enter your references here

From the Education and Work
Experience page CIiCk on the Add You have not added any references to your application.
! —

Reference link. m
Enter your references here
Add professional or personal JHHELEED
reference information in the Enter You have not added any references to your application.
Reference Details section. Be sure [#]Add Reference
to include a current telephone number
e

so your references can be verified. A
The fields marked with an asterisk (*) Reference Type: [Professione I
are required *Reference Name: |

“Title: | —

Employer: |

NOTE: If you are applying for an
MPP Position, your references

Telephone: | —

should be included in your resume Country: [United States =
document. You may skip this Address 1 |
portion. City: [ stater =

Postal: ’7

County: |
Click OK to go back to the Education
and Work Experience page or click
OK & Add More to input additional I Save & Return " Save & Add More I Cancel | Return to Previous Page
references.

Add Reference
OK OK & Add Wore Cancel :Retum to Previous Page

Enter Reference Details

*Reference Type:  Professional -

*Reference Name: |

“Title: [

Employer: |

Telephone: |
Address

Country: United States -
Address 1: |
City: [ stater -
Postal: ’7

County: |

OK OK & Add Hore Cancel | Return to Previous Page

Sacramento State ACS 16
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Questionnaire

From the Complete Application page,

click on the Questionnaire link.

Fill out the required questionnaire by
clicking Yes or No after reading each
question carefully.

After completing the Questionnaire,
click on the_Referral and
Attachment link.

Previous Savef-:urlaterl Submit | Close Application | careers Home Hext[¥]

Education and Work ExperienceReferral Information

|I| Previous Save Save and Finish Close Application Hext |I|

NOTE: Your employment application is not saved until you click Save or Save and Finish button.

Education and Work Exgeriencel Application Questionnaire | Referral and Attachment

Since your 18th birthday have you ever been convicted of a felony?A conviction will not
necessarily disqualify you from employment. We will consider your case individually, in relation

to the position for which you have applied.
' Yes

 No

You must be at least 18 years of age, or if under 18, you must have graduated from high school
or have received a certificate of proficiency in order to be employed by the University. Do you

meet the age requirement?
 Yes

 No

Are you now or have you ever been covered by the California Public Retirement System (Cal
PERS)?

 Yes

 No

Do you have any relatives employed by the University?
' Yes

 No

Have you ever been released or discharged from employment or resigned to avoid such release
or discharge?

' Yes

 No

Previous Save f-:urlaterl Submit | Close Application | Careers Home Hext[¥]

Education and Work Experience Questionnaire] Referral Information

Sacramento State ACS
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Application Questionnaire
Since your 18th birthday have you ever been convicted of a felony?A conviction will not

necessarily disqualify you from employment. We will consider your case individually, in relation
to the position for which you have applied.

@ Yes
© No
You must be at least 18 years of age, or if under 18, you must have graduated from high school

or have received a certificate of proficiency in order to be employed by the University. Do you
meet the age requirement?

@ Yes
© No

Are you now or have you ever been covered by the California Public Retirement System (Cal
PERS)?

@ Yes

© No

Do you have any relatives employed by the University?
@ Yes

© No

Have you ever been released or discharged from employment or resigned to avoid such release
or discharge?

@ Yes

© No
Are you a current Sacramento State employee?
@ Yes

© No

|I| Previous Save Save and Finish Close Application Next|1|

NOTE: Your employment application is not saved until you click Save or Save and Finish button.

Education and Work Experience Application Questionnair% Referral and Attachment

Sacramento State ACS 18
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Referral and Attachment

In the field titled AiHow did you find e

out a b out CtiCh @ thf! d]'dp') How did you find out about the job?| | SEEE RS E RSl
down menu and select from the drop SubSource

down |i$t Specific Referral Source:

If applicable, enter the Specific
Referral Source such as the name of

the newspaper or agency. Education and Work Experience Questionnaire Referral Information
[4] Previous Save for later Submit Close Application | careers Home Next

Click the Add Attachment link in the
Cover Letters and Attachments
section.

Select an Attachment Type from the
drop down menu then insert a
description into the Attachment
Purpose field.

Click the Browse button then locate
and select the desired file. Click the
Upload button to complete the
upload.

Click Save & Return to finish the
attachment process.

Sacramento State ACS 19



Recruiting Solutions

External Applicant User Guide

[4] Previous | Sae | SaveandFinish || Close Application | Next[¥]

NOTE: Your employment application is not saved until you click Save or Save and Finish button.

Education and Work Experience Application Questionnaire Referral and Attachment

Referral Information

How did you find out about the job? -

Specific Referral Source:

Cover Letters and Attachments

You have not added any attachments

Add Attachment

Add Attachments

Cover Letters and Attachments

*Attachment Type: -

*Attachment Purpose:
Add Attachment

Attachment File Format:

If you have an attachment to upload we ask that you uplead attachment file with an extension of "doc”, "pdf, "rtf",
“tet”, or "zip” enly. If you upload any other type of file format, we may not be able to open andfor process your
document.

Tip: If you wish to uplead an image file like JPG or TIF, we suggest that you create a Microzoft Word document, insert
the image file, and then save the document as a Microsoft Word file.

| Save&Retum || Save&AddMore | Cancel |

Browse

| Upload || Cancel |

Add Attachments

Cover Letters and Attachments

*Attachment Type: Writing Sample -
*Attachment Purpose: |Sample of Research Report

Sample Research Report.dock

Attachment File Format:

If you have an attachment to upload we ask that you upload attachment file with an extension of “doc”, "pdf", "rtf",
“txt”, or "zip” only. If you uplead any other type of file format, we may not be able to open and/or process your
document.

Tip: If you wigh to upload an image file like JPG or TIF, we suggest that you create a Microsoft Word document, insert
the image file, and then save the document as a Microsoft Word file.

| Save&Return || Save&AddMore | Cancel |

Sacramento State ACS
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Submit Your Application

Your next step is to submit your
application.

Click the Submit button.

Your application will NOT be
processed unless itis properly
submitted.

NOTE: once your application has been submitted you can NOT
make changes or additions to the application information.
Please make sure your information is complete and accurate
before submitting.

Previous Savef-:urlalerll Submit I Close Application | gareers Home Hext[w]

Education and Work Experience Questionnaire Referral Information

[4] Previous Save Save and Finish Close Application Next

NOTE: Your employment application is not saved until you click Save or Save and Finish button.

Education and Work Experience Application Questionnaire Referral and Attachment

Sacramento State ACS
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Self Identification Details

The Self Identification Details page will Submit Online Application

i TO SUBMIT I t lication, lete the Self Identification Detail dT d
display. Please take a moment to e oot Sl e entston et sn Terms o
provide this important information

Self Identification Details

. . . . . The CSU considers qualified applicants for employment without regard to race, color, religion,
ThIS mformatlon IS Optlonal and will national origin, ancestry, physical or mental disability, medical condition, genetic information,

not affect your Candidacy for any marital status, sex (including gender identity), age (over 40), sexual orientation, covered veteran

. status, or any other protected status.

position at Sacramento State yonere

University. The CSU is interested in reaching the broadest possible group of qualified applicants. This form
has been developed to assist us in monitoring the effectiveness of our recruitment efforts, and in

collecting data that is required for compliance with State, Federal and University reporting

requirements. This form, and any data submitted on the form, will be kept separate from your

application and resume and will not be accessible by anyone involved with making

recommendations or decisions regarding selection or hiring for this job. While your reply will be

mast helpful to us in reporting accurate data, completing this form is entirely voluntary.

1) Are you Hispanic or Latino? Explain

) Yes

Terms and Agreements @ No
2) Regardless of your answer to Question 1, you may select one Explain

or more of the following categories that apply to you:

Scroll down to the Terms and
Agreements box. Read all the

[C] American Indian/Alaska Native

. . . [C] Asian
information provided. If you agree to
these terms, clickthe il agr ee
t hese tbatiormi§ydou do not
agree to these terms, selectthe fi |
not a g)mttene |f)you select this I'wish to be considered for employment with California State University. | certify that all the
. . . statements made on this application are true, complete, and correct to the best of my knowledge and
option you will not be able to submit belief and are made in good faith. | hereby authorize the CSU and its agents to investigate and verify
i i all statements obtained in my employment application and to obtain information concerning my
your app“catlon' qualifications as a prospective employee. | understand that job-related background checks also may
be required for certain positions designated as sensitive, and the check will be conducted and
completed before appointment or promotion to that position. | understand that failure to provide
After the ﬁ | a gbutmreh‘as been mandatory information and/or falsification of information may be grounds for disqualification or
. B separation.
selected, the Submit button will
become active In connection with the investigation of this application, | authorize the CSU to contact each of my

former employers, educational institutions and the references listed herein. | also authorize each of
the former employers, educational institutions and the references listed herein to give the CSU any
and all information concerning my education, previous employment, and any pertinent information
they may have regarding my work performance, whether such information is favorable or unfavorable
to me. | hereby fully release all such persons and entities from any liability with respect to furnishing
PrevieW and Print Appl ication such information to the C5U, and waive any claims | may have against them with respect to release

of such information. | also authorize the CSU to release such employment information as necessary
tothose employees and agents of the CSU who require such information to investigate orto make a
decision with respect to any matter pertaining to my employment.

lf you WOUId Ilke to preV|eW or prmt a All information provided may be used only for the purpose of employment in accordance with the

copy of your application, click on the State of California Information Practices Act of 1977.
PrevieW Application bUtton- I @'Iagreetotheseterms I'i:}Ido not agree to these terms

o review cation, ¢ omn :
. p your appllcatlon you Preview Application Submit  Cancel Return to Previous Page
must disable the pop-up blocker on

your browser.
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Your Application Details will open
up in a new screen.

You may print your application by
clicking on your browsers print button
or by selecting File>Print from your
browser menu.

After reviewing or printing your
application, close the browser window
to return to the careers page.

Click on the Submit button to submit
your application and finish the online
application process.

External Applicant User Guide

CALIFORNIA STATE UNIVERSITY, SACRAMENTO
OFFICE OF HUMAN RESOURCES, STAFF EMPLOYMENT

Sacramente Hall, Room 173 - 6000 J Strest, Sacramento, CA 95818-5032
Phone: (816) 278-5326 - Fax (916) 276-7850 - TDD: (918) 278-5399

Application Details

[ yob Opening Applied For: 1036 - Comm Stud EQSYSP-12 |

Personal Information

Prefix: s Address: 123 Elm Street
Applicant Hame:  Susan Applicant Sacramente CA 95555
Applicant ID: 1003 Email Addresses
Preferred Email Type W
I Campus susan@otheremail.com
< Home susan@email.com
Phone Numbers
F Cellular 916/555-1234
[l Home 916/555-4321
r Main 916/555-7894

Questionnaire

Question: Since your 18th bithday have you sver been convicted of a felony?A conviction will net necessarily disqualify you
fram employment. We will consider your case individually, in relation to the position for which you have applied.
Answer:  No

Question; You mustbe atleast 18 years of age, or if under 18, you must have graduated from high school or have received a
certificate of proficiency in order to be employed by the University. Do you meet the age requirement?
Answer:  Yes

*Cannot get updated screenshot at this time for the image above. Will
leave current image as placeholder for now.

lcl| agree to these terms I do not agree to these terms

PreviewAppIication|| Submit I Cancel Return to Previous Page

Preview Application Submit Cancel

Return to Previous Page
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L]
The My Applications Page
After you submit your application, the
system will take you to the My
Applications page. 1 ]
My Applications —

Verify that your application submitted
successfully.

® You have successfully submitted your job application.

You have successfully completed the || Displayapplicationsfrom: Witnin Last Three Montns  ~ [ Reffesh
online application process. You will First [4] Previous| Next [¥] Last
receive an email confirming that your

. S~ Submitted Date
h ) h View Application Status =
appl|cat|0n haS been reCQIVEd. Identity Specialist- Operating Systems Analyst-

e Applied 101442011 11:35AM

Click the Careers Home link at the
top of the page to return to the
careers home page.

To end your session, click on the
Logout link at the top of the page.
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Advanced Features

The online application procedure includes advanced features to aid you in your job search. You can use
Advanced Search to narrow your search criteria. You can save jobs, save searches and use Job Agent to
notify you when a position becomes open.

Advanced Search

Log In to the Careers Page Sacramento State Employment Opportunities

Enter your user name and password to login. If you have not yet registered, click here to Register.

i i (logn |
If you are a returning user, log in from . N .
the Careers page by entering your eywords: ser Name:
User Name and Password and Posted: Last Month - Password: |
C"Cking the LOgin button. |- Seareh | agvanced Search Search Tips LoginHelp Reqister Now
To run and Advanced Job Search Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools

from the Careers Home page, click on

i Careers Home
the Advanced Search link.

Welcome Jacquelyn

Basic Job Search My Career Tools
Keywords: | 2 Applications
Posted: Last Month A 1 Saved Resumes

) My Profile

|Search | Advanced Search [Bearch Tips
You do not have any notifications.

Status of Job Openings

Status of Job Openings
Review listing of Job Openings that are currently open or that have been closed in the last sixty (60) days.
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The Job Search page opens

Enter keywords:

The system will search the job title
only. Make sure your keywords reflect
what is in the job title of the position
for which you are searching.

Select Sacramento Campus

Select Job Families: you can select
more than one job family by holding
the Ctrl key while clicking on your
selections.

Choose from the Full/Part Time drop
down menu.

Choose from the Regular/Temporary
drop down menu.

Leave Desired Pay blank

Leave Job Opening ID blank

Find Jobs Posted Within; choose
Anytime from the drop down menu.

Click the Search button to run the
search.

If you choose to save your search
criteria, click the Save Search button
to save it on the My Saved Searches

page.

Job Search

Search Clear Save Search | Basic Search Search Tips

Enter Keywords: |

Select Locations:

Sacramento Campus

Select Job Families:

m s

Accounting/Financial Services
Administrative Support

Athletics 52
Full/Part Time: A
RegularTemporary: A
Desired Pay: hd

Job Opening ID:

Recruiter:

Hiring Manager:

Find Jobs Posted Within: Last Month -

Display Results Sorted By: A

Clear | || save search | pacicsearcn Search Tips

Enter a descriptive name in the Name
your search text field. You can log in
anytime and run your saved
searches.

Job Agent

The Job Agent feature is an email
notification system. You will be
notified via email whenever a job
opening that fits your saved search
becomes available.

To utilize this feature, click the Use
As Job Agent checkbox.

Enter a valid email address in the text
field. Job notifications will be sent to
this email address.

Save Search

*Name your search: ICoachinq Job

Send Job Agent notification to: DUSB As Job Agent

Entered your Preferred Email Address: I mvemail@email.com

Cancel

Sacramento State ACS
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Click the Save Search button.

My Saved Searches

After saving your search, you will be
taken to the My Saved Searches

page.

Here you will see a list of all your
saved searches. You can edit, delete
or run the search by clicking on one
of the links beside each search
description.

Saved searches will remain active for
30 days.

To run a search, click the Run
Search button.

My Saved Searches

Saved Searches and Job Agents

Saved Search Created On  Job Agent Email Address Run Search

ADMIN POSITIONS 2011-10-14 | myemail@csus.edu Edit | Delste

Return to Previous Page Job Search

My Career Tools

Click on the My Career Tools link at
the top of the page.

The My Career Tools page will
display a list of your current
applications and resumes.

From this page you can

1 Edit your profile by clicking on
the Edit Profile link

1 View and print an application
by clicking on the View icon

1 Update any application that
has not been submitted.

1 View uploaded resumes

Careers Home Job Search My Saved Jobs My Saved Searches |My Career Tools | Logout

My Career Tools

Tester Testing +——
123 Test 5t

Sacramento, CA 95819

Edit Profile

My Applications

Display applications from: Within Last Three Months - | Refresh |

First [4] Previous | Next ] Last

Submitted Date

View Application Status Time

Public Policy L ead Mediator/Facilitator

Administrator Il - REVISED Rl nplies

101972011 11:44AM

i

Resume Title 4— Attached File Created
apci3ihtm apc13ihtm 120412009 9:24AM

Bill Gates Gt

Active EEs Without Primary Jobxls
SAC Application.doc

TST Recruiting Installation.doc
name format.rif

Bill_Gates____GM.rif 10/23/2008 2:08FPM
Active_EEs_Without_Primary_Jobxls 08/26/2008 6:09PM
08/20/2008 9:51PM
08/19/2008 8:52AM
08/19/2008 8:29AM

SAC_Application.doc
TST_Recruiting_Installation.doc
name_format.rif

Additional Attachments
You may attach additional documents while filing out your employment application. The attachment link can be found on
the "Referral and Attachment” page

Return to Previous Page
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Edit Profile Page My Profile

You can update your name, address, phone number and email here. Changes made to your contact
From the My Career TOO'S page- details on this page will be updated on all of the jobs you have applied to.
click the Edit Profile link.

. Save | Retumto Previous Page
You can change your log in password

by clicking on the Change Password
link. User Name: tester
Password: Change Password
Wy Profile M Mot Specified -
Change Password
//
Choose your new password. Click Save when you're done. /
L e ——————————
Change Password
“EnterNew Password: | Name Format: English -
R —— Name Prefix: -
__sae | _cencel | *First Name: |Tester
Middle Name: |
*Last Name: |Te sting
Name Suffix: -
You can update your name, address,
email and phone number here. Country: United States -
Changes made to your contact details *Address1:  [123 Test st
on this page will be updated on all of —{| % Sacramento *Statez | Califomia v
the jobs for which you have applied. “Postal: |95319
County:

Primary Email Type: Campus

Email Address: [pechs@csus edu Remove

[+] Add Another Email Address

*Primary Phone Type:  campus
*Phone Number: 916/278-4429 Extension: Remove

Click the Save button if you make
changes and return to the My

Careers Page' I Save I Return to Previous Page

[#] Add Another Phone Number

To end your session, click on the
Logout link in the navigation bar at
the top of the page.
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Summary

For assistance on navigating and completing the online application, please contact the IRT Service Desk
at (916)278-7337.

Questions regarding a job opening or status of an application should be directed to the Human Resources
Department at 916-278-6078.
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