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Extraordinary Opportunity

California State University

MONTEREY BAY

Committee Chair
Screening Instructions

Human Resources

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

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

Go to
https://csumb.peopleadmin.com/hr/sess

ions/new

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 Login as a Guest, enter credentials below:

Username

Password

| Login |

Step 1: Select “Search Committee Chair”
in the group box.

Step 2: Click the ¢ refresh button next to

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

Management & Staff Posfings

‘Toadd anew cokmn 0 te sear

Saarch:

Priessional St Postags )

W Saved Search "Professional Staff Postings

, Poseng bt

Wi Tie

At Appcaions

Woriow Siate
Peskd (FRSM)

Summary Tab: Provides details of the job
posting.

History Tab: Provides action details

Step 5: Go to Applicants tab to move
applicants to Interview workflow state.
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Screenshot shows list of applicants who
applied for this posting

To view applicant details, click on the
applicant’s last name.
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To evaluate applicant please refer to “Search Committee Member” document.

Note: currently only Search Committee Chairs are receiving system emails when applicants are ready to view. As

Chair, you now control when you would like your committee members to begin evaluating applications by
providing them with the link to the system.

One of the functions of Search Committee Chair is to review committee’s evaluations and move the applicants to

the next stage (To Interview, Not to Interview).

This can be done either individually by each applicant, or by group of applicants.

Let’s review both options:




Option 1: Review search committee evaluation for single applicant and to decide to interview or not to interview.

Select an applicant in the list,
Click on Action button and

Select Evaluate Applicants from the
dropdown list as shown in the screenshot
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Screenshot shows Committee members
ratings for one applicant.

To move this applicant to next stage click
on the Applicant’s name using the
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Workflow State: Refeased To Commitiee For Review

breadcrumbs as shown with the arrow o - -
sign - -

This step will open the applicants Job
application page.

Click on the orange button and

Select one of the options as shown in the
screenshot
- Select (move to Create Interview
List)
- Select (move to Not Interviewed,
Not selected)

= Job applicalion: Test Apphicant {Managerert & Sta¥)

o S

Ippecrion boew: ok s

14




Click Submit.

The current status of the applicant changes to “Create Interview List “as shown below.
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Select (move to Create interview Lisi)

To review next applicant, go back to the
applicant list using the breadcrumbs-
Applicant Review link as shown.

Repeat all the above steps for the next
applicant to review and move applicants
to next stage individually.
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Option 2: Review Search Committee’s evaluation for all applicants and move them to next stage in groups.

Select all applicants, click on Action button

and

Select Download Applicants Evaluations
option from the dropdown list.

This option opens an excel sheet on your
screen.
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This is the excel sheet with the listing of all
applicants and search committee
member’s evaluations.
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