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Manage Recruitments 

Overview 
The Manage Recruitments pages enable identified individuals on a hiring team to review screened applicants 
and generate applications for a recruitment via PeopleSoft. HR will no longer send the hiring team a packet of 
applications. This guide demonstrates how to enter the interview information for those selected by the Hiring 
Team, which HR now requires be entered in PeopleSoft, for auditing purposes. HR will require their normal 
paperwork and all the supporting information and documentation gathered during the interview phase when 
you extend the offer.  

The purpose of the Manage Recruitments functionality is to enable those on the hiring team to review 
applications for a recruitment and schedule the selected applicants for an interview. Confidentiality paperwork 
must be submitted to HR to enable an employee to be placed on the hiring team. The recruitment data will 
display until the selected applicant has been hired. 
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View Applicants 
This section demonstrates how to view applicants on the Manage Recruitments page. All employees on the 
hiring team will have access to run a process to view the applications and set an applicant in interview status. 
However, the hiring team/committee may designate one of the team members to manage the data entry and 
processing in MySJSU (PeopleSoft HSJPRD). This is a decision made by the hiring team on how to manage 
this process.  

The Applications email 
message displays. 
 

Note: If you are placed on the 
hiring team before the qualified 
applicants are routed, email 
will be sent to you stating 
applicants have been routed. 

  

1. Click the link in the email 
message to login to 
MySJSU (PeopleSoft 
HSJPRD) and be 
automatically directed to 
the Manage 
Recruitments page. 

 

  

The Manage Recruitments 
page displays. 
 

Note: You can also navigate 
directly to this page, as shown 
in the following steps. 
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The SJSU Human Resources 
page displays. 
 

2. From the Main Menu, 
navigate to SJSU Human 
Resources > Recruiting 
> Manage Recruitments. 

 
  

The Manage Recruitments 
page displays. 
 

Note: Recruitments that 
display are those for which you 
are a member of the hiring 
team. If you do not see any 
Recruitments, you have not 
yet been placed on the hiring 
team. Contact the person in 
your office who is coordinating 
the Recruitment to see if the 
required paperwork has been 
sent to HR. 

 

3. Click the recruitment 
number link. 
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The Manage Recruitments 
page displays a list of 
applicants. 
 

Note: If you do not see any 
applicants, they have not been 
routed. The applicants that do 
display have been screened 
by Workforce Planning. The 
applicants that did not meet 
minimum qualifications do not 
display.  

 
 

Field Description List: Manage Recruitments Page (above) 

Field Name  Description 

Recruitment 
Summary/Attachments link 

This link displays the attachment submitted with the original recruitment 
request. For example, you can view attachments such as the Position 
Description or the Interview Questions, which were submitted and reviewed 
by Workforce Planning. 

Applicant Names The applicants listed have been screened and have met Workforce 
Planning’s minimum qualifications criteria. 

ID  Displays the Applicant ID. 

Disposition Displays a status for the applicant. Routed or Interview are the values that 
display on this page. 

Application Date Displays the date the applicant applied. 

9.3 The applicant is in a bargaining unit that qualifies them for 9.3 
consideration. Contact your Workforce Planning Analyst if you have 
questions. 

References Click this icon to see the references submitted by the applicant. Applicants 
are required to submit at least one reference. 
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View Applications 
This section demonstrates how to view applications on the Manage Recruitments page. The View applications 
process collates all of the applicant’s data in one report. It includes any attachments and their applicant data in 
a .pdf format. It can be run for any number of applicants. Please check with your hiring team coordinator to see 
how the internal process is being managed for your recruitment. This is the recommended way to view 
applications and applicant data. You can also navigate through the pages to view applicant data, which will be 
shown later. 

The Manage Recruitments 
page displays. 
 

1. From the Main Menu, 
navigate to SJSU Human 
Resources > Recruiting 
> Manage Recruitments. 

2. Click the Recruitment 
number link. 

 
  

The Manage Recruitments 
page displays a list of 
applicants. 
 

3. Click Select All or select 
the checkboxes to the left 
of the name to select 
specific applicants for an 
application report. 
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4. Use the dropdown menu 
to select View 
Applications. 

5. Click the Go button. 

 
  

A warning message displays 
that the process may take 
some time for a large 
number of applicants. 
 

6. Click OK. 

 
  

The Report List displays. 
 

7. Wait at least 15 seconds, 
and then click the 
Refresh button. 

8. Continue waiting and 
clicking the Refresh 
button until Status 
changes to Posted. 
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The Posted Status displays. 
 

Note: You can click the 
Details link to view more 
detailed information about the 
process. 

 
  

The Posted Status displays. 
 

9. Click the View 
Applications hyperlink. 

 
  

The PDF application 
displays. 
 

Note: The document can be 
printed and distributed. As 
always, strict confidentiality 
must be maintained with this 
information. If this is saved in a 
file format and distributed 
electronically, it should be 
destroyed or maintained using 
the usual confidential protocol. 
Contact your Workforce 
Planning Analyst if you have 
questions. 
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Manage Interviews 
This section demonstrates how to enter interview information for selected applicants in MySJSU (PeopleSoft 
HSJPRD). Interview date, time, type and location must be entered for all applicants who are interviewed. If an 
applicant is invited for an interview and either cancels or does not show up for the interview, note this in the 
comments section. (HR needs this information for auditing purposes.). 

The Manage Recruitments 
page displays. 
 

1. From the Main Menu, 
navigate to SJSU Human 
Resources > Recruiting > 
Manage Recruitments. 

2. Click the Recruitment 
number link. 

 
  

The Manage Recruitments 
page displays a list of 
applicants. 
 

3. Check the box by the 
name to select applicants 
to place in interview 
status. 

Note: In this example, 1 
applicant was selected. 
You can select more. 

4. Use the dropdown menu 
to select Manage 
Interviews. 

5. Click the Go button. 
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The Interview Schedule page 
displays. 
 

6. Enter interview details. 

Note: This data must be 
filled out for all applicants 
who are interviewed. If an 
applicant is invited for an 
interview and either 
cancels or does not show 
up for the interview, 
document this in the 
comments section, as HR 
needs this information for 
auditing purposes.  

7. Click the Save & Submit 
button. 
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Field Description List: Interview Schedule Page (above) 

Field Name  Description 

Interview Date Enter the date of the interview. 

Interview Type Select from the dropdown menu. 

Start Time Enter the start time. 

End Time Enter the end time. 

Location Enter the location of the interview. 

Comments icon Click the comments icon to enter comments. 

Trash can icon Click this icon if an interview was incorrectly entered. 

Add Interview hyperlink Click this link to add more interviews. 

Notify Interview Team Select this checkbox to send an email message to all employees on the 
hiring team (optional).  

 
 
An email message displays. 
 

Note: This is an example of an 
email message sent when the 
Notify Interview Team 
checkbox is selected. 

 

Actual text of email 
Subject: Interview Schedule for Jackie Chan on 2008-06-18 

As a hiring manager and/or search committee member for the Director, Administrative Services job opening 
at San Jose State University, please consider this e-mail your confirmation of an interview with candidate 
RABBIT TRIX. 

The interview has been scheduled for 2008-06-20 beginning at 9:00 AM in UPD. 

If you need additional information, please contact the representative from San Jose State with whom you 
spoke or by whom a message was left for responses to any additional questions. 

Please do not respond to the e-mail. If you have any questions, please contact us at hrsg@sjsu.edu. Thank 
you.  
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The Manage Recruitments 
page displays. 
 

Notes: The applicant 
disposition has changed from 
Route to Interview.  

The status for this job opening 
will display as Interviewing on 
the Careers (Job Posting 
page). 

 
  

The Status of Job Openings 
page displays. 
 

Note: The Applicant status has 
changed from Open to 
Interviewing. 
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View Applicant Information via Web Pages 
This section demonstrates how to view applicant information via web pages. The applicant data is better 
viewed and accessed using the View Applications (.pdf report) process explained earlier, rather than 
navigating through MySJSU (PeopleSoft HSJPRD).  

The Manage Recruitments 
page displays. 
 

1. From the Main Menu, 
navigate to SJSU Human 
Resources > Recruiting > 
Manage Recruitments. 

 
  

The Manage Recruitments 
page displays a list of 
applicants. 
 

2. Click the name of the 
applicant whose data you 
want to view. 
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The View Application Details 
page displays. 
 

Note: Due to the page length, 
the screenshot is divided into 
two sections. 

 

3. Review application. 

 

 
Field Description List: View Application Details Page (above) 

Field Name  Description 

Resume Text Cut and Paste resumes display. If an applicant pasted a resume rather 
than attached it, text will display in the Resume Text box. Click Printable 
Version to see a one-screen view of the resume.  

Attachments Lists attachments that the applicant included with the application. Click the 
file name link to view the attachments. 
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The View Application Details 
page displays. 
 

4. Click Contact 
Information. 

 
 

Field Description List: Additional Field Descriptions (above) 

Field Name  Description 

Source ID, SubSource ID 
and Specific Referral Source 

Lists where the applicant heard about the job. 

Work Experience If work experience has been added, an Employment History link displays 
for viewing work history. 

Education Level The highest education level displays. 

Secondary Education A Secondary Education link displays if the applicant added this data. 

Licenses and Certificates A link displays if the applicant added this data. 

Test Results A link displays if the applicant added this data. 
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The Applicant Contact Info 
page displays. 
 

5. Review the contact 
information for the 
applicant. 

6. Click the Return button to 
go back to the previous 
page. 

 
  

The Application Details page 
displays. 
 

7. Click Return to Previous 
Page to go back to the 
Applicant list. 

 

 
 


	Overview
	Table of Contents
	View Applicants
	The Applications email message displays.
	The Manage Recruitments page displays.
	The SJSU Human Resources page displays.
	The Manage Recruitments page displays.
	The Manage Recruitments page displays a list of applicants.

	View Applications
	The Manage Recruitments page displays.
	The Manage Recruitments page displays a list of applicants.
	A warning message displays that the process may take some time for a large number of applicants.
	The Report List displays.
	The Posted Status displays.
	The Posted Status displays.
	The PDF application displays.

	Manage Interviews
	The Manage Recruitments page displays.
	The Manage Recruitments page displays a list of applicants.
	The Interview Schedule page displays.
	An email message displays.
	Actual text of email
	The Manage Recruitments page displays.
	The Status of Job Openings page displays.


	View Applicant Information via Web Pages
	The Manage Recruitments page displays.
	The Manage Recruitments page displays a list of applicants.
	The View Application Details page displays.
	The View Application Details page displays.
	The Applicant Contact Info page displays.
	The Application Details page displays.



