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Guest Users
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Go to www.jobsatosu.com/hr

Type in the username and password given to you for this position.

· Click Login
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The first screen in the Hiring Manager Site will display a summary of the position you have access to viewing based on the Guest User Account assigned to you.

Information contained on this screen includes:

· Job Title

· Requisition Number

· Job Open Date

· Job Close Date

· Total number of applicants

· Department where position is located

· Posting Status

· Reports available to you (Guest Users will not typically have access to a Reports list)

· Click View under the Job Title to go to the applicant list
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Active Applicants are those applicants who have completed the application process and met the minimum qualifications for the position.  All Active Applicant information will appear at the top of your screen.

· Scroll down on the same screen

[image: image6.png]SIS

Back

e

2

Stop _ Refiesh _Home

Q M B

Search Favores _Histoy

- W

Mal P Edi

Address

[€1 itos:/am iosetosucom/usetles/isp/sharedramesel Frameset fp Zime=10681 33756366,

=l ot

User Emplopment St

VIEW OPEN

'HOME
Losour

| wekcome Guest User. vou are logged n. Thursday, Novent

View Posting

Applicants

Active Applicants
1 Record

Al v v} v} Al

Koo, Kwok

Leung

(Peter) to
view

Unclassferof

1|

v}

Not Discosed ttoryoies 10272003 Referedto

8 (@ Intemet




Inactive Applicants are those applicants who did not complete the application process or did not meet the minimum qualifications for the position.  You can view an inactive applicant's application materials, but you cannot change their status back to active.  If you are interested in considering an inactive applicant, you must work with Employment Services to change their status.

· Scroll back to the top of the screen
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 Viewing and Printing Applications

To view and print a single application, click the View link under the applicant's name in the Active Applicants screen.  


After clicking on this link, a screen similar to the one above will appear in a new browser window.  It may take a few moments for the information to load into the new window.

Select File>Print from your browser's menu to print the application.  Again, we recommend you screen all candidates for a position online and only print those you wish to seriously consider  (See the Sample Screening Tool at the end of this guide for guidance on doing this).

To close the window, click the Close Window link, or click X in the upper right-hand corner of the window (this will NOT log you out of the system - it will simply return you to the list of applicants on the Active Applicant screen).

To view and print multiple applications at the same time, perform the following steps:

1. Check the boxes next to the corresponding applicants whose application you wish to print (or click the "All/None" link).  These boxes are located at the far right side of the page on the Applicant screen.

2. Click the View Multiple Applications button at the bottom of the Applicant screen.

3. A new window will appear (it may take several moments to load).  This window contains all of the applications you selected to print.

4. Select File>Print from your browser's menu to print the application(s).

Warning - We recommend that you print a maximum of five (5) applications at a time.  Applications will print in alphabetical order while resumes and cover letters will not.

Viewing and Printing Documents

Viewing and Printing Documents


This process is very similar to printing applications, except the documents appear in the Adobe Acrobat Reader software.  This is done to reserve the integrity of the documents' formatting, and to assist in preventing viruses from entering the system via documents attached by Applicants.

To view and print a single document (such as a resume or cover letter) that an applicant attached when applying for a position, click the link to the document under the column labeled Documents in the Applicants screen.

After clicking the link, a new window will appear (it may take several moments to load) in Adobe Acrobat Reader.  This window contains the document you selected to print.  Select File>Print from the Adobe Acrobat Reader menu to print the document.  To close the window, click on the "X" in the upper right corner of the window (this will NOT log you out of the system--it will simply return you to the list of applicants).

To view and print multiple documents at the same time, perform the following steps:

1. Check the boxes next to the corresponding applicants you wish to print (or click the All/None link).  These boxes are located at the right side of the page on the Applicant screen.

2. Click the View Multiple Documents button (located at the bottom of the screen).

3. Select File>Print from the Adobe Acrobat menu.

Administrative Functions

Logging Out - To ensure the security of the data provided by applicants, the system will automatically log you out after 60 minutes if it detects no activity.  However, anytime you leave your computer we strongly recommend that you save any work in progress and Logout of the system by clicking on the Logout link located in the left menu bar.



Click "View" to see applicants





Click  "View"





Click to view resume





Click to view cover letter





Click here to logout
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