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Enter Applicant Information/Application

Reqistration/Login

Navigation: Careers

Processing Steps

Screen Shot

If you are a new applicant:

e On the Careers Page, click on the
“Click Here to Register” Hyperlink
Enter a User Name

Enter a Password

Enter the Confirm Password
Click the Register Button

If you are a returning applicant:
e Enter a User Name

e Enter a Password

Click the Login Button

Careers

Enteryour user hame and password to login. Ifyou have not yet registered, click here to Renister.

Enteryour user name and password to login. Ifyou have not yet registered, click here to Reqister.

Basic Job Search

Keyworids: | User Name: \
Posted: | Last honth v Password; ‘
Search | advanced Search  Search Tips Login | LoginHelp Register Mow

My Profile
Navigation: Careers

Processing Steps

Screen Shot

e On the Careers Home Page, click on
the My Profile Hyperlink

¢ Navigate to the Member Information
Section on the My Profile Page

e Select the Preferred Method of
Contact

IEiélgThe following options are
available for this field: (E-mail,
Mail, Phone, and Not Specified)

Select the Name Format (English)
Select the Name Prefix (if applicable)
Enter your Name

¢ Navigate to the Address Section on
the My Profile Page and enter the

Basic Job Search My Career Tools
Keywords: | 2 Applications
Posted: | Last Month v 0 Cover Letters and Attachmerts
EsUMes
Search | advanced Search  Search Tips My Profile

Member Information

User Name:

Password: Chanoge Password

Preferred Method of contact: | Mot Specified 'l

Name Format: |Eng|ish j

Name Prefix:

*First Name:

*Last Name:

|
|
Middle Mame: |
|
|

Name Suffix:
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Processing Steps

Screen Shot

following information:

Select the correct country code
(United States)

Enter your Address Information

Navigate to the E-mail Addresses
Section on the My Profile Page and
enter the following information:
Select the preferred e-mail address
checkbox. The system uses this
information as the default when
sending e-mail information.

Select the appropriate e-mail type

The following options are
available for this field: (Dormitory,
Home, and Other)

Enter your e-mail

To add Additional e-mail
addresses, click the Add E-mail
Address Hyperlink and repeat

Navigate to the Phone Section on the
My Profile Page and enter the
following information:

e Select the preferred phone
number checkbox. This
information appears on
pages throughout the
system. If you enter more
than one phone number,
you must select a preferred
number

e Select the Phone type

ﬁ""'}" The following options
are available for this field:
(Cellular, Dormitory, Fax,
Home, Main, Other)

e Enter your Phone number

e  Enter your extension (if
applicable)

e  Enter your country code (if
applicable)

ﬁ""'}" To add Additional phone
numbers, click the Add
Phone Number Hyperlink
and repeat.

Click the Save Button

pddress |

Country: | United States =]

Address 1: |

Address 2: |

Address 3: |

City: State: =l

Postal:

County: |

AC City: |

AC Address 1: |
|
|

AC Address 2:
AC Address 3:

Email Addresses

|Se|ect... 'l

Email Address: |

Primary Email Type:

Remaove

Add Another Email Address

Primary Phone Type: I Select... 'l
Extension: Remoyve

Phone Number:

Add Another Phone Mumber
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Navigation: Careers

DRAFT

Processing Steps

Screen Shot

e On the Careers Home Page,
navigate to the Latest Job Postings
Section

e Select the Job you wish to apply for
by clicking on the Posting Title

e You will be taken to the Job
Description page.

e  After reading the description of the
job. Click the Apply Now Button to
apply.

Latest Job Postings

First Previous |Ne>€t La

=t

101282005 Student- RE002.001 999513 Multiple Locations
[T 10i28/2005 CSecretary 999505
[~ 10/28/2005 Secretary 999508
[T 10i28/2005 Secretary 999506 Multiple Locations
[~ 10/28/2005 Student- RS002.001 989509 Multiple Locations
Select Al Deselect All SaveJobsl ApplyNDWl

Resume Options

Navigation: Careers

Processing Steps

Screen Shot

e There are two choices for Resume
Options:
Upload a New Resume
Apply without using a resume
Click the Continue Button when
done

Apply Now

Choose Resume

‘You can attach only one document to one application. You can either cut and paste all ofyour documents
into one docurment or zip all the documents and attach the zip file.

Resume Options

How would you like to proceed?
) Upload a new resume
) Use an existing resume

@& Apply without using a resume

Eontinte | Eeturn to Previous Page

Last Revised: 01/29/08
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Navigation: Careers
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Processing Steps

Screen Shot

e If you select the Upload a new
resume option, you will have to do
the following:

e Click the Browse Button to open
up the Windows Explorer
Navigator

e  Browse to where your document
is located and double click on it

e Click the Upload Button

e Enter the Resume Title for the
position which you are applying

e Select the Language Code
Click the Continue Button

| Browse... |

Lpload | Cancel |

Resume Text

Resume Title: |
Language:  |English =
File Name: Wiew Attachrment

Preferences

Navigation: Careers

Processing Steps

Screen Shot

On the Complete application page you will
see the position you are applying for:

e You may view the position
Description again by clicking on the
posting name hyperlink

e If you change your mind about
applying, you may remove the
application from your profile

e You may choose to use a different
resume with the application

e It shows your name and address as
you have entered it on your
application

e You may save your application at this
point and continue later

Note: You may not Submit your
application without completing the
required questions related to you

e  Scroll down to the Preference
Section of the Apply Now page
Enter the Desired Start Date

e  Check the willing to Relocate button if

Apply Now

Complete Application

You are applying for:

Confidential Office Support - RS002.001 Standard

Add Another Job to Application

ou have not added any resume to your application.

Adria Edwards
1000 E. Victaria St
Carson, CA 90747
Edit Profile

Previous Save Submit Close Application

Preferences

Flease Complete the Application Questionnaire Section Below.

Remaove

Use a Different Resume

Careers Home

Next

Last Revised: 01/29/08
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Processing Steps

Screen Shot

you are willing to relocate
e  Check the willing to Travel button you
are willing to travel
e  Select the How Often you are willing
to Travel Button
Select Regular or Temporary
Select those days that you are willing
to work
Select Full or Part-time
Select the Desired Shift (if applicable)
Enter the Minimum Pay (if applicable)
Select a Pay frequency

The following options are
available for this field: (B-Weekly,
Hour, Month, or Year)

Enter the Currency Code (USD)

e  Enter the Desired Hours per Week
Select the First and/or Second
Choice

e  Enter Comments Information (if
applicable)

Preferences

Desired Start Date: El

Are you willing to relocate? T ves ' No

Are you willing to travel? T ¥es ' No

If yes, how often? l—;l

Regular/Temporany: lm

Desired Work Days: [V Monday ¥ Tuesday ¥ Wednesday [V Thursday
¥ Friday [ Saturday [ Sunday

FullPart-Time: [Etmer =]

Desired Shift: Any e

Minimum Pay: Per: I :l'

Currency Code: Q

Desired Hours Per Week:

Geographic Preference

First Choice: x| Second Choice: 4

Comments il

Work Experience

Navigation: Careers

Processing Steps

Screen Shot

e Select the Work Experience
Hyperlink on the Apply Now Page

e Navigate to the Work Experience
Section of the Apply Now Page

e Click on the Add Work Experience
Hyperlink

e  Enter the Start Date, End Date,
Employer, Ending Job Title, Ending
Job Pay, Per (Pay Frequency) ,
Reason For Leaving, and
Responsibilities, Supervisor Name
and Telephone number of Supervisor

e  Click box (if applicable)

e  Enter the Address information of
employer

e Click on the Save & Return Button to
return to the Apply Now Page

e Or Save and add more to add more
employment information

Work Experience
You have not added any emplaoyment information to your new application.

[+] Add wiork Experience

Last Revised: 01/29/08
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Add New Application

Add Employment History

Save & Return |

Save &Add Mare |

Cancel | Return to Previous Page

Enter Employment Details

‘Start Date:
End Date:

‘Employer:

Country:
Address 1:
Address 2:
Address 3:
City:
Postal:
County:

‘Ending Job Title:
Ending Pay Rate;
Reason for Leaving: |

Responsibilities:

Supervisor Hame: |

B
B

Per: | Month v

&

[] please check this box if CSUDH may contact this supervisor employer.

Telephone:

United States

]

State: h

—

Save & Return

Save & Add Mare

Cancel Eeturn to Previous Pade

*Required Field

Last Revised: 01/29/08
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Navigation:
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Processing Steps

Screen Shot

Navigate to the Education History
Section of the Apply Now Page
Select the Highest Education Level
that you have achieved.

The following options are
available for this field: (All But
Dissertation, Associate Level Degree,
Bachelor's Level Degree, Doctorate
Level Degree, High School Diploma
or GED, Master's Level Degree, No
High School, Not Indicated, Post
Graduate, Professional Certificate,
Professional Degree, Some College,
Some High School, Trade or Craft
Certificate)

Click on the Add Post-Secondary
Education History Hyperlink

Select the Country

Select the State

Select the School

Select the Major

Select the Degree

Enter the Average Grade

Click the Graduated Checkbox (if
applicable)

Enter the Date Issued

Enter the Educator (if applicable)
Click the Save & Add More button to
add additional Values

Click the Save & Return Button to
save the information and return to the
Apply Now Page

Education History

Highest Education Level: | Mot Indicated j

To add a degree, click the Add Post-Secondary Education History hyperlink below Post-Secondary. To change
information for a degree, click the hyperlink under Degree field. Click on delete icon to remove corresponding
degree.

Post-Secondary Education
ou have not added any education infornation to your application.

[+]Add Post-Secondary Education History

Save & Retum | Save sAcdMore | Cancel

| Return to Previous Page

Country: [ Q

State: | b |

'School: [ Q Other: |
|
|

*Major: Q Other: |

v

‘Degree:
Average Grade:

[ Graduated
Date Issued: EJ

Educator: |

Save & Return ‘ Save & Add More Cancel

Return to Previous Page

*Required Field

Last Revised: 01/29/08
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Processing Steps

Screen Shot

e Click on the Add Job Training
Hyperlink

Enter the Course Title
Enter the School Name
e Enter the Course Start Date

e Click the Save & Add More button to
add additional Training

e Click the Save & Return Button to
save the information and return to the
Apply Now Page

Job Training

ou have naot added any training infomation to your application.

[+]Add Job Training

Enter Job Training Details

*Course Title: |

*School Name: |

Course Start Date: El

Save & Return | Save & Add More | Cancel Return to Frevious Page

*Reqguired Field

Licenses and Certificates

Navigation: Careers

Processing Steps

Screen Shot

e Click on the Add Licenses and
Certificates Hyperlink
Select the License or Certificate
Enter the Issued By information

e Enter the License/Certification
Number (if applicable)
Enter the Date Issued
Click the Save & Add More button to
add additional Values

e Click the Save & Return Button to
save the information and return to the
Apply Now Page

Licenses and Certificates
You have not added any licenses or cerificates to your application.

[+]Add Licenses and Certificates

License or Certificate Details

*License/Certificate | j
Issued By: |

License/Certification Number: ’7

Date Issued: li x|

Last Revised: 01/29/08
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Navigation: Careers
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Processing Steps

Screen Shot

e Click on the Add Languages
Hyperlink
Select the Appropriate Language
Select a Speaking Proficiency

The following options are
available for this field: (High,
Moderate, and Low)

e Select a Reading Proficiency

The following options are
available for this field: (High,
Moderate, and Low)

e  Select a Writing Proficiency

The following options are
available for this field: (High,
Moderate, and Low)

add additional Values
e Click the Save & Return Button to

Apply Now Page

e Click the Save & Add More button to

save the information and return to the

Languages
fou have not added any languages to your application.

[#]add Languages

Enter Language Details

*Language:

Speaking Proficiency:
Reading Proficiency:
Writing Proficiency:

Loy hd
Loy <
Loy <

Last Revised: 01/29/08
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References

Navigation: Careers

Processing Steps Screen Shot

e Click on the Add References ——
Hyperlink — )
ou have not added any references to your application.

[#]Add Reference

Enter Reference Details
*Reference Type: I Frofessional vl

*Reference Name: |

“Title: [

Employer: [

Telephone: |

Country: | United States =]
Address 1: |
e Select the Reference Type s |

The following options are Address3: |

available for this field: (Both City: [ stte: =
Professional and Personal) e I
e Enter the Reference Name, Title,

C 5
Employer, and Telephone Number nzu;; :
Enter the Address Information e Md}ess |
Click the Save & Add More button to AC Add 2: |
add additional Values e

AC Address 3 |

e Click the Save & Return Button to
save the information and return to the
Apply Now Page

Last Revised: 01/29/08 Page 10 of 13
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Navigation: Careers

DRAFT

Processing Steps

Screen Shot

e Please answer the following
information as it applies to you and
your experiences.

e First set of questions are use to
determine your eligibility to work.

e The Gender, Veteran Status and
Ethnicity questions are used for
reporting purposes and do not
determine eligibility to work.

e Finally, the education and
experiences questions determine
your qualifications to do the job.

Application Questionnaire

Have you ever been convicted of a Felony of moral turpitude?

O Yes
) Mo

Are you currently authorized to accept employment in the United States?

O Yes
) Mo

Can you, after employment, submit a work permit if you are under 16 or not a U.S. citizen?

O Yes
O Mo

Have you ever been discharged from employment?

O Yes
O Mo

Last Revised: 01/29/08
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Navigation:

Careers
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Processing Steps

Screen Shot

Select a value from the “How did you
find out about the job? field

Select a Sub-Source (if applicable)
Enter a Specific Referral Source (if
applicable)

Answer “Are you a former employee”
Question

If applicable, answer questions
related to prior employment.

Click the Submit Button to save the
information and complete the
application process.

Referral Information
How did you find out about the |

job?
SubSource I

Ll L]

Specific Referral Source:

Are you aformer employee? yYes % No

Submit Online Application

Navigation:

Careers

Processing Steps

Screen Shot

Navigate to the Self Identification
Details Section on the Submit Online
Application Page, read the statement
carefully. Answer the questions that
follow it.

The CSU considers qualified applicants for employment without regard to race, color, religion, national origin, ancestry, physical or mental disabiliy,
medical condition, genetic information, marital status, sex (including gender identity), age (over 40), sexual orientation, covered veteran status, or any
other protected status.

The CSU is interested in reaching the broadest possible group of qualified applicants. This form has been developed to assist us in monitoring the
effectiveness of our recruitment efforts, and in collecting data that is required for compliance with State, Federal and University reporting requirements.
This form, and any data submitted on the farm, will be kept separate from your application and resume and will not be accessible by anyone involved
with making recommendations or decisions regarding selection or hiring for this job. While your reply will be most helpful to us in reporting accurate

data, completing this form is entirely voluntary. If you choose notto complete the form, we will report you as “Unknow

INSTRUCTIONS:
~To add a category, please click on the category to selectit

1) Are you Hispanic or Latino? Explain
@ Yes
O No

2) Regardiess of your answer to Question 1, you may select one or more of the following categories that apply to you: Explain

[] American Indian/Alaska Native
[ asian
[Ccninese
[ Japanese
[IKorean
[vietnamese
O rilipino.
[ asian Indian
[ Lactian
[]cambodian
[l other Asian
Black or African American
[ Hative Hawaiian or Other Pacific Islander
[ Guamanian
[ samoan
[ Hawaiian
[ other Native Hawaiian/Pacific
Clwnite

Last Revised: 01/29/08
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e Scroll to the Terms and Agreements
Section on the Submit Online
Application Page, read the Terms
and Agreements carefully. Select
one of the following options:

e | agree to these terms then

click Submit
or

e | do not agree with these
terms, click cancel. You will
not be allowed to
complete/submit the
application

e The application process is complete.

| certify that the statements made by me on this application are truthful and accurate, to the best of
my knowledge, and that any falsification of information here in may subject me to disqualification or
dismissal.

| understand that whether | am called for a personal interview will be determined by the information
included in or received with this application

| authorize any of the references listed on this online application / resume to provide to the University
any and all information concerming my previous employment

| will be required to provide proof of eligibility to work in the United States as required by the
Immigration Reform and Control Act of 1986, prior to employment. | must also show an original
Social Security card for verification purposes.

| understand that | may have to undergo and pass a physical examination and be fingerprinted as a
condition of employment. | know and understand that if | fail the campus fingerprint check, | am
subject to termination of employment

BY SIGNING BELOW, | certify that | have read and agree with these statements
Olagreetotheselerms @Idonotagreetolhesetenns

Terms and Agreements

| Cancel |
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