CHRS Tenure-Track and Full-Time Faculty Recruiting
How to Change an Applicants Status

*Please note that the committee will need the assistance of the Department Chair or Coordinator for this step as they
will have to appropriate system access to complete the action.

Log into your CSUN Portal (csun.edu) to access CHRS Recruiting.
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Click the HR dropdown menu, and locate the CHRS Recruiting link. Click on the link. You will be guided to select your
campus and then you will be logged in to the system.
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The look of the Dashboard page will vary depending on your type of CHRS access.

The Dean’s Assistant and Department Coordinator dashboards should look similar to the image below.
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The Department Chair and Dean’s dashboards should look similar to the image below.
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Welcome . this is your Dashboard where you will see all your tasks organized in various stages.
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Dean’s Assistants and Department Coordinators can click on the person next to the title of the search from the list
of department searches listed on your dashboard and this will take you to the applicants.

-
Department Chairs and Deans can click on Jobs Open which will lead to a dashboard of department searches. To the

Review applications View job

right of each job, you will see , click Review Applications to view all who applied.

Go to view Applications
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REQUISITION INFORMATION

Internal Team: NR-Faculty Affairs-8220 - 10047

Recruitment Process:* NR-Tenure-Track Faculty Recruitment Process
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Bulk Change: Use the little boxes to the left of the applicant's name to select them as a recipient of
your bulk communication. You can select all or only a few applicants.

Select a bulk action

O FA Test Job - NR (503694)

Search Results
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Choose Bulk Move from the Select a bulk action drop down menu towards the top of the screen

New applicant | Search by answers to questions | Merge applicants Select a bulk action v

Select a bulk action

© FA Test Job - NR (503694) e e

Bulk assign
m Bulk communicate
Bulk compile and send
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Bulk export
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A new window containing a list of all available Applicant status options will pop up.

Bulk action status: @& 3 Applicants ~ Complete

You have requested to move 3 applicants.

Select a status to move these applicants to:

Application status: | Select v

Select

New Application

Does not meet minimum qualification
Invite for Phone/Video Interview
Phone/Video Interview Accepted
Phone/Video Interview Declined

Updated by Faculty Affairs: January 9, 2024 3



CHRS Tenure-Track and Full-Time Faculty Recruiting
How to Change an Applicants Status

The status you choose may trigger a new pop-up The status you choose may lead to the Confirm status
window to send an email: change window. Do not select a communication
template. Keep “No” as the selection for E-mail:
Applicant, Additional user from Job, and Update job
_ status from Posted to Offer. Then, click on the Move
"E_m":wﬁ — Now button at the bottom of the page to open the
Offer details Card.:

ashiey thompson@csun.edu

Search #2377
Bulk action status: ® 3 Applicants ~ Complete

You have requested to move 3 applicants to the status "Conditional Offer Made".
B r\uYs

You now have the opportunity to notify these people
Dear {FIRSTNAME],
Communication template:  -- No template - hd
YOUR MESSAGE HERE.
E-mail: Applicants: ® Yes O No
Regards, CSU Careers
@ None of these peaple have opted to receive SMS messag they cannot be notified via SMS

Additional users from job: ® Yes O No

Note
The following will be added to the applicant notes for administrators to view:
P
Update job status from Posted to Offer: ® Yes O No

m Cancs

e Confirm sender

e Confirm Subject

e Enter message where indicated
e Send
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Individual Change: Click on the current status of the applicant.

Select a bulk action v

B FA Test Job - NR (503694)

A window will open to a list of available statuses, click Prepare Offer to open the Offer Card. Click on the Next
button to continue:

Change application status

New Application

Does not meet minimum gualification

No Longer Being Considered

Invite for Phone/video Interview

Phone/video Interview Accepted

Phone/video Interview Declined

EVENT - Invite for Phone/Video Interview

EVENT - Phone/Video Interview Event Accepted
EVENT - Phone/Video Interview Event Declined
Phone/Video Interview Successful

Phone/Video Interview Unsuccessful

Automated Letter of Recommendation Requested
On Campus Interview Invite

On Campus Invite Accepted

On Campus Interview Declined

On Campus Interview Successful

On Campus Interview Unsuccessful

Reference Check Initiated

Reference check successful

Reference check unsuccessful

Conditional Offer Made

Conditional Offer Declined

Accurate Background - Background Check Initiated
Accurate Background - Background Check Pending
Accurate Background - Background Check Results
Background check unsuccessful

Offer Extended
Online Offer Accepted
Offer Declined
Offer Revised

Offer Rescinded

Offer Accepted Form Complete
Candidate hired

Removed

withdrawn

Ineligible

Incomplete

Submitted

Submit

Again, the status you choose will lead to different pop-up window. Should you have questions or concerns
please contact Ashley Thompson <Ashley.thompson@csun.edu>.
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