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Access to CHRS Recruiting

The CHRS Recruiting system is a single system that serves all CSU campuses. Your campus
user name and password identify you as an internal CSU user. Only internal users can access

the system.

SSO stands for single sign-on, also known as our campus portal. With SSO enabled, you do
not need to log in to separate websites because you have already logged in to the CSU

intranet.

Depending on your user role, there are fields shown throughout this guide that are accessible
for your review. If you need to change your user role or access in CHRS Recruiting, the IT HR
Access Request Form (ARF) must be completed. The Department IT Coordinator (DITC) will
typically complete the IT HR ARF for new employees. Current employees who need to change
their access must also submit an IT HR ARF; check with your department for guidance.

1. Open a web browser
(Google Chrome is
recommended)

IMPORTANT: POP-UP
Blocker needs to be
turned-off

2. Log into the Portal
and enter your
username and
password

Login to CSUF Portal
Username

Password

Login

First time students and applicants
Create my campus account

Alumni Portal

Alumni click here
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3. Search for the CHRS
Recruiting App

Current Portal (before 10/4/2021):

CALIFORNIA STATE UNIV

SearchyCHRS

Recruiti?ﬁ'
‘*‘s’

Search apps. people, classes & web

New Portal (as of 10/4/2021):

=
AL

Select this hamburger menu

CSUF Portal

Daniel
2 /Faculty/Staff/

{ Q_ hrs recruiting

Apps Favorite History
USER APPS
& CHRS Recruiting *

CHRS Recruiting

12/21/2021

Page 3 of 17



Applicant Review

The applicant review is where a Hiring Manager or Department Representative will review the
applicant’s resume and application information.

1. My Dashboard

A. From the
Application tile on
the dashboard,
select the “Jobs

have applicants for

review” link

_Or_

B. Select “Shortlisted

applicants” from the

Main Menu

A

" -
= | =
Position Jobs
Description
2 Jobs open

Not applicable to

\ -

Search committee
review

Applications

2 Jobs have
applicants for review 67 Jobs requiring
panel review
O Applicants
assigned to you for

review

5 CSUF

Employee search
Applicant search

Talent search

New task
Dashboard
CRM Dashboard

New job

My search commitiee jobs
Manage Jobs

My Jobs

My sourced Jobs

My Job approvals

Manage Job templates
Manage forms

Manage position descriptions ...

New applicant
Manage applications
Manage Interviews
My applicants
Shortlisted applicants

.

Approvals (May
not be applicable)

0 Jobs awaiting your

approval

3 Approved

Interviews

O Scheduled

interviews

Advertisements

O Advertisements

V')
Offers

0 Offers awaiting

your approval
O New hires

O New hire tasks
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2. View Listing of
Applicants

12/21/2021

Date added Status = Owner
Sel_eCt ttr;je pOSItI:!On 11::0 b Jan 29, 2020 Offer Christopher Reyes View shortlisted applicants (3)
review the a ICants
ALf S0/ PP q Y Jan 29, 2020 Offer Christopher Reyes View shortlisted applicants (5)
clicking “View shortlisted pRErey o
applicants” link.
3. View Proﬁle/Resume View shortlisted applicants
i
Communications Office Student Assistant (HRBP Test)
TO VieW a Candldate’s Selact E| Applicant name  Phone Date submitted Current application status = Overall Rating Reviewed
refSU metOF ap[f;“(I:(atIOI'::h Tuffy One Feb 12, 2020 Applicant Pool Select an outcome - X 'v'\ew| Status history
InNformation, Click on the
apphcant na'me or “View” Feb 12, 2020 Applicant Pool Select an outcome . % Status history
||nk_ Kewin Costner (555555_?3555 Feb 12, 2020 Applicant Pool Select an outcome v % 'J\e'.~.'| Status history
Tuffy Four Feb 12, 2020 Applicant Pool Select an outcome v * 'J\e'.~.'| Status history
Tuffy Three Feb 12, 2020 Applicant Pool Select an outcome v * View | Status history
4. View Resume Tuffy Two @ = Actions v
i , . ) View profile
The candidate’s profile is
plct_ured here' To view Address California Phone
their resume, select the United States
“Resume/CV"” button and _ B
then SeleCt “Download E-mail Tuffy2222@you.com Original Careers webslte
source
(Fllename)" e-Zines () Yes
comms hold
Applications History Resume / CV
A preview could not be loaded for this document. The document is still available for
download.
Download Tuffy Titanone Resume.docx{
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Dispositioning Candidates

1. Applicant Pool View shortlisted applicants

['I:‘v'\mlm ications Office Student Assistant (HRBP Test)
The depa rtment will have ::;m'm /ame o, Pone  Datesubmitted  Current application status Overall Rating Reviewed
access to applications Tutty Gne Feb12,2020  Interview et on oo = x
when they are submitted. Qe el s

L
. Tuffy Four Feb 12, 2020 Applicant Pool Sloct BNECTE) x View | Status history

When applicants apply, Depariment Reviow
they are pUt into Tuffy Three Feb 12, 2020 Applicant Pool 'F"le“"aw . v View | Status history
application statuses. The KedinCostner (555)  Fen12.2020  Applcantoo et an cuttome o View | Status history
first application status is
“Applicant Pool.” ) ) ,

View shortlisted applicants
Users W|” be able to I You have pending changes. Click Submit to save changes.
move candidates through
the remaining steps of =
the reCI‘UItment process Communlcatlo.ns Office Student Assistant (HRBP Test)
by us'ng the drodeWn tO Select |:| Applicant name Phone Date submitted Current application status ¥ Overall Rating Reviewed

Tuffy One Feb 12,2020  Applicant Pool R View | Status history

Select an outcome

select the candidate’s
next a p p I |Cat| on status. Tuffy Two Feb 12,2020  Applicant Pool Department Review |~ 4 View | Status history
Moving applicants to

different statuses is called
\\d is pOSition in g Tuffy Four Feb 12,2020  Applicant Pool Selectan outcome | ¥ % View | Status history
Ca nd | dates . ” Tuffy Three Feb 12, 2020 Applicant Pool - % View | Status history

Select an outcome

Kevin Costrer (555)555-5555 Feh 12,2020 Applicant Pool selectan outcame |~ % View | Status history

To finalize the disposition
to a new application
status, users will click

submit.
2, Applicant Withdraw View shortlisted applicants
(if applicable) B You have pending changes. Click Submit to save changes.
Submit

Candidates who withdraw | @@=
from the pOS|t|0n can be Communications Office Student Assistant (HRBP Test)
diSpOSitioned tO the \:Seleﬂ E\ Applicantname Phone Date submitted Current application status = Overall Rating Reviewed
“App“ca nt Wlthd rawn n” Tuffy One Feb 12, 2020 Applicant Pool Applicant Withdraw x
application status.

i i Tuffy Two Feb 12, 2020 Applicant Pool Select an outcome R4
Please indicate the reason
by US| ng the “Sel eCt a Kevin Costner (555) 555-5555 Feb 12, 2020 Applicant Pool Select an outcome VR
reason” dro pd own Tuffy Four Feb12,2020  Applicant Pool selectan outcome v %

Tuffy Three Feb 12, 2020 Applicant Pool Select an outcome R4

Page 6 of 17
12/21/2021



3. Department Review
(if applicable)

This application status
can be utilized to signify
applicants who have been
reviewed and identified as
a potential candidate for
the position.

View shortlisted applicants
1=

Communications Office Student Assistant (HRBP Test)

seeat [+] Applicantname Phone

Tuffy One Feb 12,2020
Kevin Costner (555) 555-5555 Feb 12, 2020
Tuffy Four Fen 12, 2020
Tuffy Three Feb 12, 2020
Tuffy Two

Applicant Pool

Applicant Pool

Applicant Pool

Applicant Pool

Date submitted Current application status = Owverall Rating

Select an outcome

Select an outcome

Select an outcome

Select an outcome

Select an outcome

Reviewed
. % View | Status history
. X View | Status history
v X View | Status history
- % View | Status history
v View | Status history

4. Interview (if View shortlisted applicants
applicable) 1=
Communications Office Student Assistant (HRBP Test)

Select the “Interview” seect [+| Applicant name Phone Date submitted Current application status = Overall Rating Reviewed
status for candidates who Tuffy One Feb 12,2020 Applicant Pool celect an outcome v X
will be interviewed

Kevin Costner {555) 555-5555 Feb 12, 2020 Applicant Pool Select an outcome - X
Note: If you are ChOOSing Tuffy Four Feb 12, 2020 Applicant Pool Select an outcame . X
to NOT move the Tuffy Three Feb 12, 2020 Applicant Pool Select an outcome - %
candidate forward, keep
them in the “Applicant Tuffy Two Feb 12,2020 coectanoutcome 7
Pool” status until the
position is filled. When
filled, notify HRIE, and
they will move all
remaining candidates into
the “Not Selected”
disposition and close out
the job.
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5. Background Check
Requested (if
applicable)

A. For the Final
Candidate(s) only, please
select Background Check
Requested (if applicable).
HRIE will initiate the
background check and the
department will be
notified through an
automatically-generated
system email.

B. Keep “Yes” for
Additional users from Job
in the communication
(highlighted).

A.

View shorhfsted applicants

H=l

Communications Office Student Assistant

|:se<ect E| Applicant name Phone Date submitted Current application status = Overall Rating Reviewed
Tuffy One May 5, 2020 Applicant Pool Select anoutcome |~ % View | Status history
Kevin Costner (555) 555-5555 May 5, 2020 Applicant Pool Select an outcome |~ * View | Status history
Tuffy Four May 5, 2020 Applicant Pool Select an outcome |~ % view | Status history
Tuffy Three May S, 2020 Backaround Check Reguestedll  Background Check x WView | Status history
Tuffy Two May 5, 2020 Interview Select an outcome | v x View | Status history

B.

From status: Applicant Pool

To status: Background Check Requested

Communication template:

E-mail: Applicant: ® Yes © No

@ Mo SMS will be sent to the applicant as they do not wish to receive them.

- Mo template — hd

Additional users from Job: © Yes @ No

Additional users from Job

O Administrative Support O Hiring Administrator

a

HR/Faculty Affairs Representative Reports to Supervisor Mame

[0 Search Committee Chair [0 Search Committee Member
Additional users from Offer
[0 Onboarding Delegate 2 [0 Onboarding Delegate 3
O Repaorts To
Other additional users
Q=

E-mail from:* noreply@fullerton.edu

E-mail subject:* Background Check Request for {JOBNO} {JOBTITLE}
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6. Recommendation for
Appointment

A. For positions that
do not require a
background check:
Disposition the
candidate to
Recommendation for
Appointment
Notification

Next: Move to Offer Card
section below after the
status has been changed.

B. For positions that
do require a
background check:
HRIE will be
dispositioning
candidates into the
Recommendation for
Appointment
Notification once they
have cleared the
background check.
Department users will
be notified by email
when this occurs.

View shortlisted applicants

[=

Communications Office Student Assistant (HRBP Test)

Select i:| Applicant name Phone

Tuffy One Feb 12, 2020
Kevin Costner (555) 555-5555 Feb 12, 2020
Tuffy Four Feb 12, 2020
Tuffy Three Feb 12, 2020
Tuffy Two Feb 12, 2020

View shortlisted applicants
A=

Communications Office Student Assistant
‘:Select E\ Applicant name Phone Date submitted

[ Tuffy One May 5, 2020

[ZJ Kevin Costner (555) 555-5555 May 5, 2020

[ Tuffy Four May 5, 2020
[ Tuffy Two May 5, 2020
[[J Tuffy Three May 5, 2020

Date submitted Current application status =

Applicant Pool

Applicant Pool

Applicant Pool

Interview

IReccmmendat on far Ap:\oi'lr Recommendation for Appoir +*

Owverall Rating

Select an outcome

Select an outcome

Select an outcome

Select an outcome

Current application status = Overall Rating

Applicant Pool

Applicant Pool

Applicant Pool

Interview

Select an outcome

Select an outcome

Select an outcome

Select an outcome

Recommendation for Appointr|Background Check

Reviewed

Reviewed

Offer Card

Once the selected candidate is in the Recommendation for Appointment disposition,
department users can complete the Offer recommendation Card and submit it for approval.

12/21/2021
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1. Offer Card

To access the Offer Card,
navigate to the candidate’s
profile by clicking on their
name and select “No
Offer” under the Offer
section.

Please ensure you are
choosing the offer under
the correct job number if
they have applied to
several.

Tuffy Three @ Actions v
View profile
Address California Phone
United States

E-mail Tuffy333@me.com Original source Careers webslite
e-Zines comms hold (:‘ Yes
Applications History Resume / CV

© 495099 -C Office Student Assi

Date submitted Applied via Status changed May 6, 2020 Offer

May 5, 2020 Careers website Online Appointment Notification..

Resume / CV Form

View View

2, Current or previous
employee details

IMPORTANT: Please
complete Employee field in
this section only if the
student you are hiring is
an active current
employee. Leave blank if
unaware of student’s
employment status.

= Current or previous employee details

O For assistance completing this section, please review the instructions: Employee Profile Link Instructions Job
Aid

PLEASE NOTE:

Once the selection is made and the Offer card is "Saved/Submitted", the selection cannot be edited by system
users. In the event of an incorrect selection, do not move forward please contact your Campus Configuration
Administrator to submit a "High Impact" JIRA ticket, which includes the correct Employee number from your campus’
PeopleSoft environment.

Select current
active
employee
only:
Employee:

Q=

No user selected.

3. Offer Position Details

A. Ensure that the Job
Code matches the job
code in which this
individual student will
be hired

B. Review/enter Start
date

C. Enter the appropriate
End date (Refer to
Payroll’s instructions
for term or AY dates)

POSITION DETAILS

Job Code/Employes Brog Stdnt Asst Q
Class:
Job Code: 1874 -
Auxiliary Hire:* O Yes ® No
Selecting "Yes" will exclude this new hire from the PeopleSoft integration file
Hiring Type: Student (Other) v
Start date:® B th
End date if
applicable: C @

12/21/2021
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4. Offer Salary and
Compensation

Enter Base Pay Rate

B. Select Unit Basis as
“Hourly”

SALARY and COMPENSATION

Base Pay Rate:* A

B Select

Unit basis:*

5. Education and License
Verification

A. Select "Some College”

B. Select “High School
Graduate”

EDUCATION and LICENSE VERIFICATION

Please note that you must use the appropriate reference workbook to enter the correct
Major, Institute andfor License/Certification code{s) in this section for the data to correctly
integrate to PeopleSoft. Each workbook has multiple worksheets. Copy the code from the
corresponding workbook and worksheet.

PeopleSoft 9.0 Campuses, use the following:

« PS 9.0 Major, Institute and License/Certification codes

» [fthe appropriate code does not exist in the drop down list or the reference sheets -
please follow the Analysis and Recommendations listed in the Major, License, School
Codes Position Paper.

CHRS (PeopleSoft 9.2) Campuses, use the following:

= CHRS PS 9.2 Major, Institute and License/Certification codes

Highest Level of .
Education: A | Some College
Degree Type: B | High 5chool Graduate v

12/21/2021
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6. Onboarding

A. Select the Offer Type
e Hire — Newly Hired

e Rehire - Returning to
the campus and/or
department

B. Select the Pay Group

e STU - Job codes
1870, 1871, 1872

e POS - Job codes
1868, 1874, 1875,
1876

C. Select “FL"” as the Offer
Approval Type

D. The “Reports To” field
will pre-populate from
the Job Requisition.
This user will have
access to the
onboarding tasks
discussed in the letter
\\EII

E. Onboarding Delegate 2
and 3

Enter the names of
users that will support
the onboarding of the
new hire. These users
will be able to review
the new hire tasks
assigned to both the
new hire, and the tasks
assigned the
supervisor.

Please note that only
Onboarding delegates
2 and 3 will receive an
email notification of
tasks.

OMNBOARDING
A Select

OfferType:*

Pay Group:* B Select

foer _Apprc'«al C Selact -
Type:*

Onboarding Form: Select e
Onboarding Portal: MNane W
Onboarding MNane v
workflow:

ReportsTo [0 phenicia McCuilough Q-

Email address: pmccullough@fullerton.edu  ~

Onboarding Delegate
1: 0‘ &

Mo user selected

Onboarding Delegate
Z:

Q=

Email address: cmuriel@fullerton.edu >

Onboarding Delegs,

3 Christopher Reyes

Q=

Email address: chrreyes@fullerton.edu >

12/21/2021
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7. Offer Approval
Process

A. Select the appropriate
“FL - Student
Assistant...” approval
process (See Appendix)

Note: Saving the offer as
a draft will not save the = Approval process - Campus
approval process.

Originator:*

FL-Matt Manager - Base Q~
B. Select the Approvers Email address: , v
. . chrs.hiring. manager@gmail.com
with the magnify glass.
Finandal Ald WI” need Approval process - Campus: A FL - Student Assistant (2 Approvers) ~v
to be included if you pprovarp pus PP
are hiring a Federal 1D o
. Dept. Supervisor: Q -
Work-Study student.
N B No user selected.
C. Do NOT Change the 2. Appropriate Administrator: Q~
HRIE Student
No user selected.
Employment approver
3. HRDI Student Employment: C Christopher Reyes Q~
D. Once the offer card is Email address: chrreyes@exchange.fullerton.etiy
complete, users have
the option to Save and D Save and close Submit Cancel

close or Submit.

The approval process will
begin once the Offer Card
is submitted. Users can
track the approval process
progress in this area.

Page 13 of 17
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Tracking the Candidate

Users can track the statuses of the selected applicant by viewing the applicant list in the

requisiton.
1. Online Appointment View shortlisted applicants
0 0 [=)
NOtlﬁcatlon EXtended Communications Office Student Assistant
ThlS a ppllcatlon Status W| ” Select |v| Applicantname Phone Date submitted Current application status = Overall Rating Reviewed
show after the Offer has fufly One Mays,2020  Applicant Pool Select an outcome |~ %
been extended to the Kevin Costner (555) 555-5555 May 5, 2020 Applicant Pool selectanoutcome |9 %
candidate by HRIE. The 7
Cand|date can I’eVieW and Tuffy Four May 5, 2020 Applicant Pool Select an outcome L X
accept the Offer by Iogg i ng Tuffy Two May 5, 2020 Interview Select an autcome  |v| ¥
in to the CHRS Recruiting
account they used to a pply Tuffy Three May 5, 2020 Online Appointment Notification Extended | Background Check o
for the job.
2. Appointment View shortlisted applicants
Notification Accepted =
(SYS) Communications Office Student Assistant
select |v| Applicant name Phone Date submitted Current application status = Overall Rating Reviewed
The ca nd|date haS Tuffy One May 5, 2020 Applicant Pool Select an outcome v %
accepted the pOSItlon . Kevin Costner (555) 555-5555 May 5, 2020 Applicant Pool Select an outcome . x
Tuffy Four May 5, 2020 Applicant Pool Select an outcome R
Tuffy Three May 5, 2020 Appointment Notification Accepted (SYS) Background Check L
Tuffy Two May 5, 2020 Interview Select an outcome » s
lew shortlisted a icants
3. Appointment View shortlisted appli
. . . . =
NOtlﬁcatlon Flnallzed Communications Office Student Assistant
—_ POSItIOIl Fllled Select iv| Applicant name Phone Date submitted Current application status « Overall Rating Reviewed
H RDI has Closed thIS Tuffy One May 5, 2020 Applicant Pool Select an outcome L X
requisition and has sent Kevin Costner (555) 555-5555 May 5,2020  Applicant Paol Select an outcome v %
communications to all
rema | n | ng ca nd|dates Tuffy Four May 5, 2020 Applicant Pool Select an outcome R
Tuffy Three May 5, 2020 Appointment Notification Finalized - Position Filled }iackground Check 4
Tuffy Two May 5, 2020 Interview s v
elect an outcome ¥

12/21/2021
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Next Step

Onboarding Portal

Refer to the Onboarding
Portal. Guide can be found
on the HRIE Website.
They are located on the
CHRS tab under Recruiting
and User Guides.

You can track the new
hires required documents
in the portal. Please refer
any questions regarding
the payroll documents to
Payroll.

CALIFORNIA STATE UNIVERSITY, FULLERTON »

Human Resources, Diversity and Inclusion

CURRENT EMPLOYEES ~ JOBSEEKERS  RETIREES FORMS  HRDIDEPARTMENTS  DIVERSITY, INCLUSION & EQUITY  CHRS

@« > User Guides
About

Features

Who & Why

Timeline

Getting Access

System Updates

Training A note about user guides: Since CHRS Recruiting is frequently updated, the User Guides below might not
be identical to what a user sees in the system. If you have specific questions about the system or User

User Guides
I e Guides below, please reach out to the appropriate contact.

The student assistant can
begin work when:

A. The Export Information
has been updated on
the Offer Card,
(located at the
bottom).

B. The he Student Worker
Job Roster includes the
student name. This
roster can be accessed
within the CMS.
Navigate to Main Menu
— CSUF HR — Student
Worker Job Roster and
enter the department
code.

Note: If the Student
Assistant’s Offer Card has
not updated exported and
if they are not on the
Student Worker Job
Roster, then they are not
ready to work.

= Exports
Export Title Exported  Export Date (Eastern Standard Time)
New Hire Export True 09 Nov 2021 18:01:15 Reset

B

Favorites - Kain Menu =
— Search Menu:
CALIFORNIA STA @
FULLE R
T —————————— -
3 ¢S5U Temp Faculty
Menu 3 CSUFHR L APs 3
Search: £3  Fullerton SA Customiza| —  Custom Setup 4
O seaif Service L1 HR Reports F
My Favorites {3  Manager Seff Service | —  HR Custom Processes 4
CSU Temp Facu
CSUF HR L Recruiting L HR Inquire b
Fullerton SA Cud 3 Workforce Administratil —  HR eBenefits v
SeffService | (1 Benefits ~J iStudent Workers: 4

12/21/2021
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Requisition Approval Processes for Student Assistants

FL - Student Assistant (1 Approver)
FL - Student Assistant (2 Approvers)

FL - Student Assistant (3 Approvers)

Approval Process \ Description

FL — Student Assistant
(1 Approver)

Select this for positions that only require 1- level
approval process.

FL — Student Assistant
(2 Approver)

Select this for positions that require a 2-level
approval process. Financial Aid should be included as
an approver when hiring a Federal Work-Study
Student.

FL - Student Assistant
(3 Approver)

Select this for positions that require a 3-level
approval process. Financial Aid should be included as
an approver when hiring a Federal Work-Study
Student.

Offer Recommendation Card Approval Processes for Student Assistants

FL - Student Assistant (1 Approver)
FL - Student Assistant (2 Approvers)

FL — Student Assistant (3 Approvers)

Approval Process ' Description

FL — Student Assistant
(1 Approver)

Select this for positions that only require 1- level
approval process. This is for areas that have a
reporting structure:

e Department Supervisor

FL - Student Assistant
(2 Approver)

Select this for positions that require a 2-level
approval process. This is for areas that have a
reporting structure:

e Department Supervisor

e Appropriate Administrator

FL - Student Assistant
(3 Approver)

Select this for positions that require a 3-level
approval process. This is for areas that have a
reporting structure:

e Department Supervisor

e Department Head

e Appropriate Administrator

12/21/2021

Page 17 of 17



