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Introduction

This is a step-by-step guide for Adding, Updating, Resending, & Archiving References within the CHRS
Recruiting system.
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Adding, Updating, Resending, & Archiving References
This will show you how an applicant or an administrator can update or archive an applicant’s referee. It will
also show how to resend an invitation to a referee if using the “Letter of Recommendation Initiated
(automatic)” status.

Note: Applicants can only update references if they are in the "Incomplete” or "New Application” statuses.
During any other status, only administrators can make updates.

Applicant Process to Update Referee List

Update References

Incomplete applications

1. Applicant logs into the | . .mmcomsice ssmieston
Ca reers we b site Submitted applications
(AD p I | cant PO rta I ) » TEST - Facuity PT Pool {Julia's Test job) (497139) View application  Update references  Update your application
2. Applicant clicks the s Withdraw
" ” Application submitted 14 Sep 2020 at 1:57pm PST.
Update references Carrent status: Application Recetued
button (A)

3. Applicant can update
any reference

i nformatlon ( B) You are controlling Baby Yoda's applicant account.
4. Applicant can click on
“Add more” to add Update references
more referees (C) Referee 1
5. Applicant clicks First name:* Luke
“Submit” to save their —
ast name: Skywalker
changes (D) >
Organization:* Test Place
Note: Applicants can only Tipe of referencer” .
. mployer ~
update references if they
are in the "Incomplete” or Position Tile: Teste
"New Application” Fhane Number:* 1051110000
statuses.
E-mail:” sjsu.hrtest+LSkyuat@gmail.com
Referee 2
First name:* Han
Last name:" Solo
Organization:* Test Place
Type of reference:* Manager/Supervisor ~
Position Title:* Tester
Phene Number:* 4081111111
E-mail:* sjsu.hrtest+HSolouat@gmail.com
Referee 3

Add more @
Submit Cancel
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Adding a reference

1. Open the applicant ffwﬁ:@t)da;ﬂags =
Ca rd a n d CI I Ck th e bOX Address 123 Main St Phone +11234567890
with three dots (A) e,
i h ere th e J o b E-mail sjsu.hrtest+BYo-test@gmail.com Applicant No 58663
information displays Employment staus Never Employed at CSU origina source Radio

2. Click “View
references” (B)

3. Click "New"” (C) when
the page displays

4. The referee page

e-Zines comms hold

Applications

History

No

Scheduled emails CRM

@ 497139 - TEST - Faculty PT Pool (Julia's Test job)

Resume / CV

Communicate

. Date submitted Applied via Status changed Jun 28, 2021 Offer,
d isp | ays ( D ) . Ad d new Sep 14, 2020 Radio New Application Noo  Complle and send
. , New booking to an existing event
f d I Resume / CV Form Add flags
referee details

New task/reminder

5. Click "Submit” to save
changes

New form

New referral

Send application

Send application and cha
View references

Undisclose application

Manage references

Job: TEST - Faculty PT Pool (Julia's Test job) (497139)

Status: Clear Search

Active v

Firstname Lastname Type of reference Status Expiry Score Organization PositionTitle Phone Number E-mail Length of Tenure
Luke Skywalker ~ Employer Test Place Tester 408-111-0000 sjsu.hrtest+LSkyuat@gmail.com Edit | Send | Archive
Han Solo Manager/Supervisor - Test Place Tester 408-111-0001 sjsu.hrtest+HSolouat@gmail.com Edit | Send | Archive
R2D2 Droid Professional Test Place Tester 408-111-0002 sjsu.hrtest+R2D2uat@gmail.com Edit | Send | Archive
Page 1 of 1 Jump to page b Records 1to 3 of 3
Add: Referee o

First name:*

Last name:*

Organization:*

Type of reference:*

yp Select A

Position Title:*
Phone Number:*

E-mail:*
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Editing a reference

. Baby Yoda ® 0 Actions v
1. Open applicant card Viewsrofle  Add ags
and click the box with
Address 123 Main St Phone +11234567890
three dots (A) where Anyoun. Clfomi
the JOb |nf0rmat|on E-mail sjsu.hrtest+BYo-testagmail.com Applicant No 58663
m a
di Spl ays Employment status Never Employed at CSU Original source Radio
2. Click “View Zinescomms hold o
references” (B
e_ e e“ Ce_S" ( ) Applications History Scheduled emails CRM Resume/ CV
3. Click “Edit” (C) when
the page displays @
4. The referee page @ 497139 - TEST - Faculty PT Pool (Julia's Test job) . ‘ e
displays (D) Sop 12020, Redia New Appiaton Kool Complieandsend
5 . U pd ate refe ree d eta | I S Resume / CV Form Add flags New booking to an existing event
: n s View View New booking to a new event
6. Click “Submit” to save Ko toskreminger
changes New form
New referral
Send application
Send application and cha
View references
Undisclose application
Manage references =)

New | send invitations

Job: TEST - Faculty PT Pool (Julia's Test job) (497139)

status: Acive  ~ Clear  Search
Firstname Lastname Type of reference Status Expiry Score Organization Position Title Phone Number E-mail Length of Tenure
Luke Skywalker  Employer Test Place Tester 408-111-0000  sjsuhrtest+LSkyuat@gmail.com Edit<4aS e
Han Solo Manager/Supervisor - Test Place Tester 408-111-0001 sjsu.hrtest+HSolouat@gmail.com Edit | Send | Archive
R2D2 Droid Professional Test Place Tester 408-111-0002  sjsuhrtest+R2D2uat@gmail.com Edit | Send | Archive
Page 1 of 1Jump to page b Records 1 to 3 of 3

Edit: Referee

First name:*

Luke
Last name:* Skywalker
Organization:* Test Place
Type of reference:* Employer v
Position Title:* Tester

Phone Number:* 408-111-0000

» il
Eai sjsu.hrtest+LSkyuat@gmail.com
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Resending an invitation

and click the box with
three dots (A) where

Anytown, California
95123, United States

Baby Yoda @ ) Actions v
to a reference
1. Open applicant card
Address 123 Main St Phone +11234567890

E-mail sjsuhrtest+BYo-testagmail.com Applicant No 58663
the job information R —
displays < Zinos comms hold No
. w /-
2. Click “View
” Applications History Scheduled emails CRM Resume/ CV
references” (B) JS—
: n ”
3. Click “Resend” (C) )
When the page @ 497139 - TEST - Faculty PT Pool (Julia's Test job) o
. Date submitted Applied via Status changed Jun 28, 2021 offer|  Communicate
d IS pl a ys Sep 14,2020 Radio New Application Noo  Compile and send
4. The Send page Resume / CV Form Add flags New booking to an existing event
View View

New booking to a new event

displays. Select the
Online reference check
form titled “SJ-Faculty
Letter of Send applicaton and change
Recommendation Viewelerences
Form” (D)

5. Enter the number of
expiry days (E). This
must be a number,
not a date

New task/reminder
New form
New referral

Send application

Manage references

2
|

Job: TEST - Faculty PT Pool (Julia's Test job) (497139)

Status

6. Do not change the “E- e
H 14 Firstname Lastname Type of reference Status Expin Score Organization Position Title Phone Number E-mail Length of Tenure

ma II fro m" va I ue (F) " Luke skywalker E:’:p\oyer Invited N:v zys, 2021 Tefl Place  Tester 408-111-0000  sjsu.hrtest+LSkyuat@gmail.com ’ s | Edit | Control | Resend | Archive
7 . DO not Cha nge the Han solo Manager/Supervisor Invited Nov 23, 2021 TestPlace  Tester 408-111-0001  sjsu.hrtest+HSolouat@gmail.com s | edit | cont

body Of the ema iI (G) . R2D2 Droid Professional Invited Nov 23, 2021 Test Place Tester 408-111-0002 sjsu.hrtest+R2D2uat@gmail.com Edit

All details in the {} o T

will automatically

populate with

information upon o) =

Online reference check form:* 5)-Faculty Letter of Recommendation Form

send. B

8. Click “Send” 4@
B/ USE-i=-E=rfomas- A-B- P BRB Lo @

Hi {REFEREEFIRSTNAME} (REFEREELASTNAME},

{FIRSTNAME} {LASTNAME} is a candidate for the {JOBTITLE]} position at the {BRAND} campus of our California State University system and has identified you as a reference. Please provide your reference as soon as
possible so that we may give the candidate due consideration for this role

Click the following link for specific instructions and to provide the reference:
{REFERENCECHECKURL}

Please be advised that the link above will expire on {REFERENCECHECKEXPIRY}
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Administrator update to

Archiving a reference

1. Open applicant card
and click on the box
with three dots (A)
where the job
information displays

2. Click “View
references” (B)

3. Click “Archive” (C)
when the page
displays. The archived
referee will no longer
be viewable on the
page

4. To unarchive a
referee, in the status
box, select “Archived”
(D) from dropdown list
then “Search” (E)

5. Click “Unarchive” (F) if
needed

Baby Yoda @ ) Actions v
View profile Add flags
Address 123 Main St Phone +11234567890

Anytown, California
95123, United States

E-mail sjsu.hrtest+BYo-testagmail.com Applicant No 58663

Employment status Never Employed at CSU Original source Radio

e-Zines comms hold No

Applications History Scheduled emails CRM Resume/ CV

PO

@ 497139 - TEST - Faculty PT Pool (Julia's Test job) ver

Communicate

Date submitted Applied via Status changed Jun 28, 2021 Offer’

Sep 14, 2020 Radio New Application Noo  Compile and send

Resume | CV Form Add flags New booking to an existing event
View View

New booking to a new event

New task/reminder

New form

New referral

Send application

Send application and cha
View references

Undisclose application

Manage references a

New | Send invitations
Job: TEST - Faculty PT Pool (Julia's Test job) (497139)

status: Actve v Clear  Search

Firstname Last name Type of reference Status Expiry Score Organization Position Title Phone Number  E-mail Length of Tenure

Luke Skywalker ~ Employer Test Place Tester 408-111-0000 sjsu.hrtest+LSkyuat@gmail.com Edit

Han solo Manager/supervisor Test Place Tester 408-111-0001 sjsu.hrtest+Hsolouat@gmail.com

R2D2 Droid Professional Test Place Tester 408-111-0002 sjsu.hrtest+R2D2uat@gmail.com

PR 1 G D 5 - Records 1to 3 of 3

Manage references a

| New | send invitations
|
Job: TEST - Faculty PT Pool (Julia’s Test job) (497139)

Firstname Lastname Type of atus  Expiry
Luke skywalker Emp\oy‘uA” wvited Nov 23,2021

Han solo

Score Organization Position Title Phone Number ~E-mail Length of Tenure

TestPlace  Tester 408-111-0000  sjsuhrtest+LSkyuat@gmail.com

TestPlace  Tester 408-111-0001

Manager/Supervisor Invited Nov 23,2021 sjsu.hrtest+HSolouat@gmail.com

Page 1 of 1Jump to page 0 1t020f2

Manage references

New | Send invitations
| Job: TEST - Faculty PT Pool (Julia's Test job) (497139)

Status: Archived v Clear  Search

Firstname Lastname Type of reference Status Expiry Score Organization Position Title Phone Number E-mail Length of Tenure
R2D2 Droid Professional Invited Nov 23, 2021 TestPlace  Tester 408-111-0002  sjsu.hrtest+R2D2uat@gmail.com lew a Edit | e
3 Records 101 of 1
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Viewing References from the applicant card
This will show you how to view references and letters of recommendation from the applicant card.

There are two ways to collect letters of recommendation:

1. Collecting references/letters of recommendation outside of CHRS Recruiting.
a. If you collect reference information or letters of recommendation outside of CHRS recruiting
using the step “Letter of Recommendation Initiated (Manual)”, you can use the reference list to
contact your applicant’s referees.

2. Collecting references/letters of recommendation within of CHRS Recruiting
a. If you use CHRS recruiting step “Letter of Recommendation Initiated (automatic)”, you will be
able to view referee answers to Reference Check details as well as an uploaded letters of
recommendation. The Reference Check details can also be used in lieu of a missing signature
for a letter of recommendation as long as it is selected during the bulk compile process.
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Viewing References:

1. Open applicant card
and click the box with
three dots (A) where
the job information
displays

2. Click “View
references” (B). A
pop-up box will
display with reference
information. You use
this reference if
collecting references
or letter outside of the
system.

3. If using the “Letter of
Recommendation
status (automatic)”
step, you will be able
to view the status (C).
If status shows
“"Completed”, click
“View answers” (D).

4. You will be able to see
the Reference Check
Details collected from
the referees (E) along
with their letters of
recommendation (F).

Note: During the bulk
compile process, if you use
the "Letter of
Recommendation status
(automatic)” step, you can
bulk compile the Reference
Check details and it will
count as a signature if the
signature on the letter of
recommendation is
missing. This is done by
selecting the checkbox
"Completed online
reference check form”
during the bulk compile
process.

Baby Yoda @ & Actions v
View profile Add flags
Address 123 Main St Phone +11234567890

Anytown, California

95123, Uni States

E-mail sjsu.hrtest+BYo-testagmail.com Applicant No 58663
Employ Never Employed at CSU Original source Radio
eZines comms hold No

Applications  History  Scheduled emails CRM  Resume/CV

@ 497139 - TEST - Faculty PT Pool (Julia's Test job)

Date submitted Applled via ofter
Sep 14,2020 Radio No
Resume / ov Form Add flags
View View
ew referra
end application
Send application and u
Undisclose application
Manage references a
New | Send invitations

Job: TEST - Faculty PT Pool (Julia’s Test job) (497139)

status - @ Clear  search

Luke Skywalker  Employer Completed  Nov23, TestPlace  Tester 4081110001 sjsuhrtest+LSkyuat@gmall.com = Edit | Control | Archive
2021
Han Solo Manager/Supervisor Invitation ~ Oct 11, TestPlace  Tester 408111-0001  sfsu.hrtestsHSolouat@gmall com
Expired 2021
R2  Drod  Professional Completed  Nov 23, TestPlace  Tester 4081110002 sjsuhrtest+R2D2uat@gmail.com
2021
1 Jum
@ PageUp People - Reference check detais - Google Chrome - o x
& calstate dcd heck asp?sData=UFUtVMID Jktefal OYni-Ck2eBRGFGL7bUNOCGOOrSQq N... @
@A Close window B Print reference check

Reference check details - Baby Yoda

Status: Check completed

Reference name: Luke Skywalker @
Relationship: Employer

Position Title: Tester

Organization: Test Place

Candidate Position:

Length of Tenure:

Reference email: sjsu.hrtest+LSkyuat@gmail.com

Reference telephone: 408-111-0001

Reference Secondary Telephone:

Score: % !

Question Score

Reference Provider's Name
Luke Skywalker

Reference Provider's Title/Rank/Position
Tester

Reference Provider's Institution/Employer
Test Org 1

In what capacity do you know the applicant
Co-worker

How long have you known the applicant

50 year
Upload Confidential Letter of Recommendation
Letter of Recommendation 1.doc (12kb) @
Total Score /=0%
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