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Introduction 
Managing recruitments in CHRS Recruiting involves moving an applicant through various steps of the 
recruitment process from routing the initial application to being interviewed to offering the job. This guide is 
focused on Staff and MPP recruitments, including recruitments in UPD. It includes the steps to move an 
applicant from one status to the next, and the steps to take when an applicant is no longer under 
consideration. 
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Recruitment Processes 
There are four distinct recruitment processes and while many steps are the same, they will vary depending 
on the type of recruitment. Please refer to Recruitment Process Step Details-Staff and MPP or Recruitment 
Process Step Details-UPD for more information. 

• Applications start in the New Application status and get routed by your Recruiter
• Not every application status will be used in a recruitment
• Application statuses may be skipped if applicable

Who Manages the Recruitment? 
It’s important to decide who will manage the recruitment, who will move the applications from step to step. 
Employees in the following roles will have access to manage the recruitment: 

• Recruiter: Routes applications from the New Application status
• Search Committee Chair, Department Admin, Resource Manager/Analyst: Route applications through

the process

General Information 
• For CSUEU recruitments, applicants who are current CSUEU employees at SJSU will be moved from

New Application to CSUEU Required Qualification Review by your Recruiter
• CSUEU applicants who meet the required qualifications should be moved to Invite for Interview; those

who do not meet the required qualifications should be moved to Application Screening Unsuccessful
• Applications other than those meeting the CSUEU requirement will be moved from New Application to

Application Screening by your Recruiter
• At the end of the Application Screening, Interview Evaluation, and Hiring Manager Review processes,

contact your Recruiter; see Screening Applications and Evaluating Interviews-Staff MPP UPD for more
information

• Once the Hiring Manager review is complete, your Recruiter will manage the remainder of the process
in the system

• The Hold status may be used at any time during the process
• Recruitments in UPD follow the same process as all other Staff/MPP recruitments until the background

check
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Step-by-Step Process: Moving an Applicant to a New Status 

Log into CHRS 
Recruiting 

1. Navigate to
one.SJSU

2. Search for or click
the CHRS
Recruiting tile

3. User your SJSUOne
ID and password to
log in

Open Jobs 

1. From either the
Tiled or List
Dashboard, click
Jobs in the blue
menu bar

A list of jobs appears 

2. Click the
hyperlinked
number in the
Applications column
for the job you wish
to manage

To filter the list of jobs: 
• Change the Status

(A)
• Change the Type

(B)
• Show other search

criteria to filter by
Req Nbr, Pos
Name, and more
(C)
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To change the status of 
one application, click 
the current status (A) 

Change the application 
status of one 
application 

1. Select the
appropriate item in
the status list (A)

2. Click Next (B)
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Confirm the status 
change 

1. Verify the status to
which you are
moving the
application (A)

2. Verify whether or
not the applicant
will be emailed (B)

3. Review and update
the email if
applicable (C)

4. Scroll down to
continue

Please note, not all 
statuses have a 
communication template. 
Some templates require 
edits, some do not. 
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Continuing confirming 
the status change 

5. Attach files to the
email
communication, if
applicable (A)

6. You may choose to
delay your email or
send it immediately
(B)

7. If there are
additional users
you wish to notify,
select them here
(C)

8. Notes may be
entered if needed
(D)

9. If prompted to
change the job
status, select Yes
(E)

10. Click Move Now to
change the status
(F)
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C – Add Additional 
Users 

1. Check the boxes of
those you wish to
notify

2. Enter your email
3. Enter the email

subject
4. Type the email text

Once you click Move 
Now you are returned 
to the list of 
applications 

• The recently
changed status is
now bold and in
italics

• Refreshing the
page will move it
back to its regular
font
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Step-by-Step Process: Bulk Move Multiple Applications 

Select the applications 
to move 

1. Check the left box
(green) of the
applications you
wish to move (A)

2. Select a bulk action
(B)

Select the Application 
status 

3. The Bulk action
status will tell you
how many
applications you
are moving (A)

4. Selection the
Application status
(B)

5. Click Next (C)
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B – Select the 
application status 

1. Select the
application status
(A)
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Confirm the change 

• The steps are
identical to
confirming an
individual change.

• When you return to
the application list,
all applications you
moved will be
updated.

Bulk move multiple 
applications 

If you wish to move 
multiple applications to 
different statuses, 
following the process 
below: 

1. Check the first box
(green) to move
multiple
applications to a
new status at the
same time

2. To move additional
applications to
another status at
the same time,
check the middle
box (orange)

3. To move a third set
of applications to
another status at
the same time,
check the third box
(red)
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Step-by-Step Process: Moving an Applicant Out of Consideration 

Move an applicant to an 
unsuccessful status 

1. Select the
Unsuccessful item
in the status list (A)

2. Click Next (B)
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Confirm the status 
change 

3. Verify the status to
which you are
moving the
application (A)

4. Review the email
communication (B);
it is recommended
that you don’t
change any
language for the
unsuccessful
statuses

5. Scroll down to
continue
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Continuing confirming 
the status change 

6. Determine if you
wish to delay
sending the email
(A)

7. Determine if other
users need to be
notified of this
change (B)

8. Select the reason
the applicant is
unsuccessful (C)

9. In the notes section
provide additional
information about
the unsuccessful
status (D)

10. If prompted to
change the job
status, select Yes

11. Click Move Now (E)

Please note, any 
information you enter in 
the Note field must be 
fact-based and not 
personal. This information 
can be subpoenaed during 
an investigation. 
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C – Select the reason 
why the applicant was 
unsuccessful at this 
step 

D – Add Notes 
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