A job card must be created for your hire. Note: ltems in gray are

steps that are automatically updated by the system. Departments do not need to put applicants in these steps. They are informational for the department to know when an action has taken place.

Application Status Email [Form |Required Step Notes
Applicant must go to the Careers website to apply. This process will collect the following
documents:
- Cover letter (letter of interest)
- Resume/C.V.
New Application X X - Reference and Background Release Form
X When an applicant is moved to this status, the 3 Referees from the application will be sent
(Note: Need to only do either [an online form to upload a letter of recommendation. Referee will automatically upload the
Letter of Recommendation Initiated (automatic) X X automatic or manual, not both) |letters to PageUp via online form. Not required if letters are collected manually.
When an applicant is moved to this status, the department will contact the 3 referees from
X the application outside of CHRS Recruiting either through email, phone, Skill Survey, etc.
(Note: Need to only do either |Department must upload letters of recommendation to PageUp. Not required if letters are
Letter of Recommendation Initiated (manual) automatic or manual, not both) |collected automatically.
When an applicant is moved to this status, Reference Check and Background Release form
Phone/Video Interview Successful (Send: RC&BR Form and CSU EQ Form) X X X and the CSU Employment Form will be sent to applicant automatically.
Once applicant submits the forms in the step above, system will update to this status. This is
how department will know the forms are complete. Department does not need to upd
Phone/Video Interview Successful (Complete: RC&BR Form and CSU EQ Form) to this status




