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California State University

MONTEREY BAY

Extraordinary Opportunity

Committee Screening
Instructions

Human Resources

| 100 Campus Center — Tide Hall, Seaside, CA 93955

831-582-3389 | 831-582-3572 (fax)

Go to:
https://csumb.peopleadmin.co
m/hr

Login with your OtterID and
Password

Note: After entering your OtterID
and Password

Click on the blue link ...

“To Login with your OtterID,
click here”

California State University-

Monterey Bay

To Login with your OtterlD, click here

To Legin as a Guest, enter credentials below:

Username

Password

| Legin |

Authenticate with single sign-on? SSO Authentication

Step 1: Please make sure to
select “Search Committee
Member” in the group box.

Step 2: Click the ¢ refresh
button next to the group box.

vome NI LS ™

Step 3: Click on the Postings tab
and select appropriate posting

type:

- Management & Staff
- Faculty
- Part-Time Faculty

Look under “Working Title” for
the position to populate >

L8O | MyProfie  Help

Postings | Management & Staff
Management & Staff Postings

Toadd a new column to the search resuits, select the column from the drop down st

Search: Search More search oplions

Professional Staff Postings @
& Saved Search: "Professional Staff Postings” | /fem =

Working Titie Posting Number

SM515 Ofice of Admissions 10

Department

Active Appiications.



https://csumb.peopleadmin.com/hr
https://csumb.peopleadmin.com/hr

Step 4: Click on the appropriate
position to review applicants.

Postings | Management & Staff
Management & Staff Postings

Toadd a new column to the search results, select the column from the drop down list.

Professional Staff Postings )

& Saved Search: "Professional Staff Postingsig = ©
Wiorking Tite / Pasting Number
TestCantiosie Workow- Direcor for Admissions e £

Degartment

Ofice of Admissions

ST CO O [Tseale

Workdiow State

10 Fostzg (HRSH,

Summary Tab: Provides details of
the job posting.

History Tab: Provides action
details

Step 5: Go to Applicants tab for
evaluating applicants

Postigs /Management & Sial/ Test Candidate Workow. Diectorfor Admissions {Postd [HRSM] / Sammary

= Posting: Test Candidate Workflow- Director for
= Admissions (Management & Staff)
G Stanas: Posted (HRSH

Tipe: Managemest & Saf
vt Ofice of Admissions

Workfiow acons for this postir
© Posifon Detais
Position Informaion

D Posting Request
Sabmited

Bsiness Unit
DeptiD
Department Name
Reasonfor Request To Recruit Y Posion
F Replacement, provide same Pz Carer
of incumbent.

IfLeave of Absense, povide

Search Conm youtars I messages. Search Comminze Memtes v € Jegott

You will see a list of applicants
who applied for this posting.

To view applicant details click on
the applicant’s last name.

From this screen: You may click
on the links to documents
(resumes) and/or the candidate’s
application.

Mgplicants

To add a new column to the search results, select the column from the drop down fist

Al Appicants (1]

@ Saved Search: "All Applicants”

Appicant Last Kame Appicant Frsthame Documents

Test

Summary Tab: Provides details of
applicants and all the applicants’

documents (resume, cover letter

etc).

Scroll to the bottom of the page
to view applicant’s documents.

Step 6: Click Evaluate Applicant
link as shown by arrow.

SM| | Applicant Review | Test Appicant Relassd 1 Com e for R

Test Applicant (Management & Staff)
Comnings forRerien

Flname Tet gplart Cresedby Test pplicant
Mddress. Ouner Search Chair
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Relzased o Conmitee
Relzased o Conmitee
Relzased o Conmitee

Relzased o Conmitee
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Step 7: Answer evaluate 2 Calfoma S - @D | PeopleAdmin

question if you would like to et

interview this candidate or not, LY rostngs | MyPoie  Hep

enter any comments for the Search Comm2. you have 0 messages. | Search Committee Member ¥ ¢ logout
. Postings | ... | Test Candidate Workfiow- Director for Admissions (Posted (HRSM)) | Applicant Review | Enter Evaluative Criteria Evaluations

applicant.

-

Evaluative Criteria Workflow State: Released ‘it "niltee For Review [Save]

Step 8: Click Save Released to Comittee .
Showing 1 Applicant. Show More
A . Evaluations
Step 9: Use the Applicant review 7
breadcrumbs to go back to s -
applicant list for evaluating next
applicant.
Relevant Experience
To review or evaluate all
applicants at once, check the all
applicants checkbox. Al Applcars 0
. . © Saved Search: "All Applicants” (10 ems Found) e | Acions |
Click on Actions box and select Clek it Az ) oo
Evaluate Appllca nts. ﬁgr{:i:antﬁlst Documents m:""b”eg[ mz:m ie Evaluate Applcants )
Dovnload Appicants
. . Test Curtcaun ViaeResume SIS15 Reased b ConmteerReren. | LA
Click on Actions box to download P | Retn Sttty Qesin
yOUr responses into exce' Sheet. dgh Curriculum Vitae/Resume 5M0515 Released to Commitiee for Review g:nve Download Screering
Nove Question Answers
¥ vinite Todd Curriculum VitaeResume Sh0515 Released to Committee for Review o Export results
Select "Download Applicants ¢ CoverLettr, Curiculum Novg BULK
Wl : —
Evaluations" from the ||St ¥/ DeGeneres Ellen — 50515 Released to Commitiee for Review o Bgvgn\oad/l\pphcaﬂonsas
¥ Jackson Nichael Curiculum VitagResume 50515 Released fo Committee for Review Hove Create Document PDF per
Al Applicant
¥ spade Daiid Curiculum VitaeResume S5t Released fo Comitiee fo Review E::e“ww'm“'"m e
After evaluating all applications, Evaluative Criteria Workflow State: Released To Committee For Review Em)|

Released to Committee ...
Showing 10 Applicants. Show More

C“CkZ SaVE Evaluations
Test Applicant
The workflow process now Would you like to interview this candidate?: Would you like to interview this candidate?
continues with the Committee f= :
. Comments
Chair.
sxghfgdghsfd
dgh yuuty

‘Would you like to interview this candidate?: Would you like to interview this candidate?
Please select ¥

Comments

Todd White




