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b. Once the forms are complete, the system will automatically update the status to Phone/Video

Interview Successful (DO NOT SELECT  -Completed: RC&BR Form and CSU EQ Form)
c. Out of the Process: Phone/Video Interview Unsuccessful
11. Optional Steps:
a. Department Chair or Department Admin moves applications to On Campus Interview Invite, On
Campus Interview Accepted/Declined
b. Department Chair or Department Admin moves applications to On Campus Interview
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NOT SELECT-SYSTEM STATUS ONLY. This is the final step in CHRS Recruiting for new or break -

in-service
i. Ifnew orbreak -in-service, Tracker| -9 process is automatically initiated ( Managing
Faculty | -9s in CHRS Recruiting)

Manage Data in PeopleSoft (Recruiting Integration)
1. Recruitment data is pushed nightly from CHRS Recruiting to PeopleSoft (Sunday through Thursday)

2. DRO, FS, or other designated individual reviews PeopleSoft data and prepares process to create
Person and POI data

3. Once POl data is created, Department Admin creates Contract Data in PeopleSoft

4. Department Admin generates Temporary Faculty Appointment Form in PeopleSoft and attaches to
Bulk Compile pdf file

Enter Contract Data in PeopleSoft
1. Enter the contract information in the Temporary Faculty Contract module in PeopleSoft
a. Atthistime, the terms & conditions document does not need to be generated for individuals
hired through PageUp
2. Generate the Appointment Form

Upload Temporary Faculty Appointments to OnBase
1. Department Admin  uploads Temporary Faculty Appointments to OnBase

2. ESS completes hire process in PeopleSoft, including revie w of completion of | -9 via Tracker
3. New employee starts work

Recruitment Process Step by Step Part -Time Temp Faculty  4/13/2023 Page 3 of 3


https://sjsu.edu/up/docs/chrs-job-aid-managing-faculty-i9s-in-chrs-recruiting.pdf
https://sjsu.edu/up/docs/chrs-job-aid-managing-faculty-i9s-in-chrs-recruiting.pdf
https://sjsu.edu/up/docs/chrs-user-guide-recruiting-integration.pdf
https://sjsu.edu/up/uptoolkit/onboard/faculty/lecturer-appointments.php#ay_appointments
https://sjsu.edu/up/docs/guide-to-uploading-temp-fac-appointments-in-onbase.pdf

	Introduction
	Preparation
	Initiate the Recruitment
	Manage the Recruitment
	Extend the Verbal Offer
	Initiate the Background Check
	Manage the Background Check
	Prepare and Extend the Offer
	Manage Data in PeopleSoft (Recruiting Integration)
	Enter Contract Data in PeopleSoft
	Upload Temporary Faculty Appointments to OnBase

