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Overview

This business process guide demonstrates how to apply for jobs online as an internal applicant. Internal Applicants
are current employees in regular full or part-time positions at San José State. Student employees are not
considered Internal Applicants. Students working as student assistants, work study students, instructional student
assistants or NRAT students should apply as external applicants. Internal Applicants will use existing MySJSU login
information to log into the system.
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Login and View Job Openings
This section demonstrates how to login to PeopleSoft and view job openings.

The MySJSU homepage
displays.

1. Goto MySJSU
(http://my.sjsu.edu).

2. Click the Login to
MySJSU button.

The Login page displays.

3. Enter your User ID and
Password.

4. Click the Sign In button.

» 515U HOME » MySISU » NEWS » EVENTS » DIRECTORY SEARCH _

San Jose State University

MySJSU

Home About Us Applications Technical Forms Students Employees Job Applicants

515U Home : MySJ1sU

MySJSU \

MySISU is for current and former students and applicants for admission, -
as well as all SISU employees. In the near future, the site will also be Loginto MySJSU
used by applicants for SJSU employment. Find important information

about your academic or work career, system downtime, procedural
updates, documentation, training and support.

%print Eemail

Quick Links

MySISU on Facebookr
Alert-S3sU FAQs
Euture Student Account
Activation
Online Application for Campus Jobs Now Live! Login Information Irlf.orma.tmrl ] ]
Sign up for Alert-SJ1sU! Open University Registrationr*
PDF Class Schedules
System/Technical Updates Class Search/Browse Catalogr
Campus Resources
Last Update: July 1, 2008 - 9:19 a.m Whom Do I Contact About...?

Campus News

Last Update: June 30, 2008 - 7:51 a.m.

System Downtime Information

San José State
UNIVERSITY

—» userid:| |
> passon: |

Forgot vour password?
-—
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The Employee Info & Tasks S5 g

g

page displays.

5. Click the Employee Info
& Tasks tab. b iy Favortes

(> Campus Info

[+ Self Service

- Manager Self Service

> 8JSU Campus Solutions

[+ 5J5U Human Resources

> Recruiting

> Warkforce Administration

[> Time and Labor

[ Global Payroll & Absence Mgmt

> Workforce Development

(- Organizational Development

> Campus Community

[ Student Admissions

(> Records and Enroliment

(> Curriculum Management

Imuoyee]mo&Tasks Manager Info & Tasks Guest Options I

%\

| add to Favorites |

Employee Self Service
E‘ Time Reporting '%
Report and review your time. @

[ Report Time
1 View Time

% Learning and Development

CQJ Add or review information related to
jearning and other development such
as: languages, licenses and
certificates, competencies, and

@J'—l

6. Under Recruiting
Activities, click the
Careers hyperlink.

The Careers Home page
displays.

7. Scroll down to view the
current job openings.

Note: You can filter your job
search by clicking the
Management or Staff
hyperlinks.

> Student Financials memberships.

[> Set Up HRWS = 5) - Reg. Training Enroliment
[- Set Up SACR [E 51 - Training Summary

[ Reporting Tools = Professional Training

[ PeopleTools = Education

| cSU D Search = Licenses and Certificates

— Change My Password
— My Personalizations

5 Mg S;stem Profile

Payroll and Compensation
Review your pay and compensation .

history.

= View Pavcheck
=] Job and Compensation History

Recruiting Activities
Recrutting Activities

E careers

Benefits

Review heatth, insurance, savings,
pension or other benefits.
information. Review and update
dependent and beneficiary personal
information

[ Benefits Information

1 Dependents

=] Benefits Summary

=l Insurance Summary
5 More...

——_ o vy e v k=i b e s
Q Recrunlng Activities i
B R e e ,"-.q“‘ B ey & _i
Careers Home Job Search My SavedJobs My Saved Searches My Career Tools

Careers Home
Welcome

Basic Job Search
Keywords: |

| Last Month :l

Posted:

My Career Tools
0 Applications

0 Saved Resumes
My Profile

- Y

Search I Advanced Search Search Tips

Status of Job Openings

Status of Job Openings

Review Esting of Job Openings that are currently open or that have been closed in the last sty (60) days.

You do not have any notifications.

Currently Viewing All Open Job Postings

Click a link below to filter the list of Job Openings displayed:
Al Management Staff

Software Analyst/
Trainer

Library Assistant |
Test Upload

o 06/13/2008 13371

L 06/06/2008 13368

CMS Project Office

University Library
sl s et st am, Mmghahu‘.f“.n - P L s T L
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All open job postings
display.

8. Click a Job Title
hyperlink to read more
about a specific job.

Note: In this example we have
selected the Bookkeeper job.

The Job Announcement
displays.

Note: You may save the job
by clicking the Save Job
button, or apply for the job by
clicking the Apply Now button.
There is more information on
these steps later in this guide.

9. Click the Email to Friend
button to share this job
announcement with
someone else.

Currently Viewing All Open Job Postings

Click a link below to filter the list of Job Openings displayed:
Al Management Staff

Library Assistant | £

- 06/06/2008 Test Upload 13368 University Library f
attachments K

™ 05/20/2008 per )y 13367 At & Design i

i 05/28/2008 Aok ative Coord 13366 Art & Design i

[ 05/28i12008 Library Assistantlll 13365 University Library g
Admin Support g

| 05/23/2008 rpr 13363 Psychology

L 05/23/2008 Lead Custodian 13358 Custodial Services

| | 05/23/2008 Labarer 13359 Facilities Planning
Director,

[ 05/23/2008 Administrative 13360 Support Admin Senvices FD&O
Senices
Admin Support ¥ .

= 05/2212008 Aeai5tant 13357 Visitor Rels & Admiss Counselg

™ 01/01/2008 Graduate Program 44949 Undergrad & Grad Admiss Evals
Manager

Deselectall Save Jobs | Apply Now |

“__A-nl-n_\“_,,.an el

T e o TP SR S g
e

Job Announcement
Job Tite: Bookkeeper

Job 1D: 13367

Full/Part Time: Full-Time
RegularTemporary:

Job Code:

Regular

1730 Accounting Technician |

At & Desion

‘ Email to Friend I) Save Job | Apply Now [ Return to Previous Page
Compensation .\

]
;
Salary Range: §2.500/month - §5,000/month ;

Department:

Anticipated Hiring Salary: $3.500/month - 54,000/maonth
California State University Emplovees UnionfCSUEU) Benefits Summary
About the Position

The bookkeeper is responsible for tracking expenditures and processing purchase requests for the
School of Art & Design.
Education and Experience

High School diploma and 2 years experience doing bookkeeping.

Knowledge, Skills & Abilities
- TSt A e cen ], IR g L AP

b e, ,.h“_p----\..n....ﬂ" L WA
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The Send Email dialog box
displays.

10. To: Enter the email
address of the person you
wish to send the
announcement to.

11. Your Name: Enter your
name.

Note: The Subject and
Message will default, but you
may override them.

12. Click the Send button.

Your email message
displays.

Send Email

Enter the email address, using a comma as a separator, of the person to whom you are sending this jo
informmation, When you are finished, click the Send button.

Send | Return to Previous Page

*To: |
*Your Name: Carrie|

Subject: :Inle resting job at San Jose State University

Message: [%1 found this job and thought you might find it interesting.

San Jose State University
You can view and apply for this job and others at
hitp:/hwww. sjsu. eduhricareer_opsjob_openingsifindex.htm

Thank you,

Relu rn to Previous Page
——

e I il i B ﬁ.M-*.-\--"-s\...rﬂ"' *”""‘”\:“’"‘"‘-" Ao, =t b,

!
|
:
|
;
|
|

Date: Sun, 15 Jun 2008 11:06:25 -0700 (POT)

From: # Add Mobile Alert

Subject: § Interesting job at San Jose State University

Carrie found this job and thought you might find it interesting.

Admin Analyst/Spclst
San Jose State Universicy

You can view and apply for this job and others at:

http://www.sjsu.edu/hr/career ops/job cpenings/index.htm

Thank you.

g
. e T

Please Note: This message was automatically generated. Please do not
respond to this email.

It e ol A R ke e o fene s i et s | namm ek aban sk, o A L
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Apply for Jobs

This section demonstrates how to view your profile, apply for jobs and save jobs for future application. The process
begins after you have navigated to the Careers section and selected a job opening.

Begin Application

The Careers Home page
displays.

1. Scroll down to view Job
Openings.

All Current Job Openings
display.

2. Click a Job Title
hyperlink to read more
about a specific job.

Note: In this example we have
selected the Bookkeeper job.

Careers Home Job Search My Saved.Jobs My Saved Searches My Career Tools

Careers Home
Welcome

Basic Job Search My Career Tools

Keywords: | 0 Applications
Posted: | LastMonth =] 0 Saved Resumes

My Profile

Search | Advanced Search Search Tips

Status of Job Openings

Status of Job Openings
Review lksting of Job Openings that are currently open or that have been closed in the last sixty (60) days.

You do not have any notifications.

Currently Viewing All Open Job Postings

Click a link below to filter the list of Job Openings displayed:
Al Management Staff

Library Assistant | L

I 1 06/06/2008 TestUpload 13368 University Library i
attachments

I 05/20/2008 - Bookkeeper 13367 Art & Design J

r 05/29/2008 Administrative Coord 13366 Art & Design i

[] 05/28/2008 Library Assistantlll 13365 University Library ?l
Admin Support :

.| 05/23/2008 Assistant 13363 Psychology

[ 05/23/2008 Lead Custodian 13358 Custodial Senvices

{1 05/2312008 Labarer 13359 Facilities Planning
Director,

Il 05/23/2008 Administrative 13360 Support Admin Senvices FD&O
Senices
Admin Support . -

05/22/2008 A olEtant 13357 Visitor Rels & Admiss Counselg

™ 01/01/2008 StEuale PrOran | g Underarad & Grad Admiss Evals

IManager
Deselect All Save Jabs | Apply Now |
it A Ly R syt yh s AN AN A A, ittt o __‘."’_,,-—H‘-“M,gn e

SJSU CMS Project Team / Business Process Guide Apply for Jobs
Recruiting Self Service / Search & Apply for Jobs — External Applicants Page: 6



The Job Announcement
displays.

3. Click the Apply Now
button.

The Apply Now/Choose
Resume page displays.

Note: You may attach a
separate document or copy
and paste text for your
resume. An example of both
options is shown on the
following pages.

Jobh Announcement

Job Title: Bookkeeper
Job 1D: 13367
Full/Part Time: Full-Time

Regular/Temporary: Regular
Job Code: 1730 Accounting Technician |

Department: Art & Design /
Emailto Friend | Save Job (" Apply Now [JRetum to Previous Page

Compensation

Salary Range: 53.500/month - 55,000/month

Anticipated Hiring Salary: $3,500/month - 54, 000/month

California State University Employees Union{CSUEU) Benefits Summary
About the Position

The bockkeeper is responsible for tracking expenditures and processing purchase requests for the
School of Art & Design.

Education and Experience

High School diploma and 2 years experience doing bookkeeping.

Knowledge. Skills & Abilities

MMM-M L

ol et troghenmd matinlgt o o SN s s A e ks e
SJSU —
Menu -] e
Search: ® Apply Now
I CSU SA Baseline Choose Resume

[» Campus Info

- 8JSU Campus Solutions
— Careers

— Class Search/Browse How would you like to proceed?

Resume Options

Catalog
(¢ Upload anew resume

(& Copyand paste resume text

SITILE | Return to Previous Page

SJSU CMS Project Team / Business Process Guide Apply for Jobs
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Option 1: Copy & Paste Resume Text

The Apply Now/Choose
Resume page displays.

1. Select Copy and paste
resume text.

2. Click the Continue
button.

The Apply Now/Enter

Resume Text page displays.

3. Title: Enter the title of

'Apply Now
Choose Resume

~CCopy and paste resume text ) ffm——

elum to Previous Page

—
2 » ¥ Ty
-..,--.“f.r“‘- e P TR © T e ey S SR——" L SO

WMM+$&%.JM @l

y
¥

[Apply Now
Enter Resume Text

B ST

your resume. .
Title: Manual Resume
4. Resume: Enter your Language: [English =] j
resume text. | T A
Resume i
Note: The Language defaults Resume
to English. Please do not
change it. In addition, please
note that copying and pasting 3
from Word may result in ¢
special characters appearing i
such as upside question
marks or additional
apostrophes. ;
5. Click the Continue
button.
¢
’m' Close | Return to Previous Page i
e {
R R R B Ao o o B S A W
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The Apply Now/Complete

Application page displays.

6. Click the Save for later
button.

7. Additional information is
required before the
application can be
submitted. To continue,
skip to Cover Letters
and Attachments on
page 12.

Apply Now
Complete Application
iiew Iy Application:

Miew My A
You are applying for:

Library Assistant lil

Information for applicants

Add Another Job to Application

If applying for multiple positions at once the
same letter of interest and resume will be
used for all positions.

Resume.doc Use a Different Resume

Carrie Test

One Washington Square
San Jose, CA 95192
Edit Profile

{|Previolg  Saveforlater| ) Submit Close Application | careers Home Next

SJSU CMS Project Team / Business Process Guide
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Option 2: Upload a New Resume

The Apply Now/Choose
Resume page displays.

1.

Select Upload a new
resume.

Click the Continue
button.

The File Browse window
displays.

3.

Click the Browse button.

The File Upload window

displays.

4. Find the file you wish to
upload.

5. Select the file.

6. Click the Open button.

|Apply Now
Choose Resume

Resume Options

B Detihintucn. s A & |

How would you like to proceed?
™ Upload anew resume ), e
¢ Copy and paste resume text

(.' Continue h?eturn to Previous Page
..,,s-..“T .»“'---“‘M i e

LMM

Y TR

RO

=
Py N ISP Tl Y SO

Upload ] Cancel

N

File Upload ﬂﬂ‘
Look in: I @ Desltop j a .i? 2 &
i) My Documents -"'2 att_tazha.pdf ::
g Iy Computer 2 Cizco VPN

¢ My Network Places
foi=' Documents To Go

@ eRecruit_Final_Stepa.xls
@ Oracle Usability Advigory Bean
@ Resl Type: Microsoft Excel Work

Tunss @run_ Author: Carrie Medders ¥
&) Lotus Notes 7 = o . Date Modified: 6/10/2008 4.1
- -4 Size 14.5 KB 3
&8 Safari ] S
[C)CMS Current @SJEU_QEZDDB.CEH l

[C3)HR Current
) Office Current

B sJ5U_1282008_b.cav
-!" SJ5U_Absence_Self _Service

j=snags for app guide Tﬂsk Ligt.xlz
znags for approval guide @TEARS.WC

E_;,g 20080805 CSUSCO 21=t Century Project Survey.xis ﬁTuad
IW] & dmissions directory letter break 03 06 08.doc @training_inp&rsun.zip

Ll | 2
File name: I j Open I

Files of type: |,a1| Files =] Cancel A
- i St W%*M——i—w\—__-—-hﬂhﬂ““_.“h*"“w——‘rﬂ"‘“h—“

ol
e
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The file name displays.

7. Click the Upload button.

The Apply Now/Enter

Resume Text page displays.

8. Title: Enter the title of
your resume.

9. Click the Continue
button.

Note: The Language defaults
to English; please do not
change it. Click the View
Attachment link to view the
attachment. If the system
encounters a problem when
uploading your file, you may
be required to upload it a
second time.

The Apply Now/Complete
Application page displays.

10. Click the Save for later
button.

11. Additional information is
required before the
application can be
submitted. To continue,
go to Cover Letters and
Attachments on page 12.

Browse...

IC:" Documents and Setti
Upload |) Cancel |

Apply Now
Enter Resume Text

Resume Text

Resume Title: Resume.doc
Language: ]English ,1’]

File Name: { View Attachment
Close Return to Previous Page
———

NP Y L B OB e S

Tkt S BB A ot s T b b, ol .5

et i S | A

Apply Now
Complete Application
ni

Information for applicants

You are applying for:

Library Assistant lil
Add Another Job to Application

If applying for multiple positions atonce the
same letter of interest and resume will he
used for all positions.

Resume.doc Use a Different Resume

Carrie Test

One Washington Square
San Jose, CA 95192
Edit Profile

{|Previo Submit Close Application | careers Home Next[»
e —
SJSU CMS Project Team / Business Process Guide Apply for Jobs
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Cover Letters and Attachments

The Apply Now/Complete
Application page displays.

Note: You may save the
application at this point by
clicking the Save for later
button. Additional information
is required before the
application can be submitted.

1. Use your scroll bar to
navigate down to the
Cover Letters and
Attachments section.

Apply Now
Complete Ap plication

Miew pplicatic
You are applying for:

Library Assistant Il

Information for applicants

Add Another Joh to Application

If applying for multiple positions at once the
same letter of interest and resume will ke
used for all positions.

Resume.doc Lise a Different Resume

Carrie Test

One Washington Square
San Jose, CA 95192
Edit Profile

4|Previous Save for later Submit Close Application | careers Home Next[x|

Complete Application

Cover Letters and Attachments
Yau have not added any attachmenis

Add Attachment

If yvou have any Employment information, enter them on thiz Page.

Work Experience
You have not added any employment infomation to your new application.

.is.dl:l Wark Experience

Include explanation of any gaps in employment.

\M iy, 0 e i 0 it 280, A A, A B g, Bt Wi Wt 0 0, « Mo M. e e S «

- J.‘..-h"-“ﬁ‘*. O T S e UL SO NS e s BB B | -
The Cover Letters and Cover Letters and Attachments
Attachments section
displays. You have not added any attachments

Add Attachment
2. Click the Add _ I s s e R A A e N
Attachment hyperlink.

SJSU CMS Project Team / Business Process Guide Apply for Jobs
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The My Attachments and
Cover Letters/Add
Attachments page displays.

3. Complete the Cover
Letters and
Attachments section.

e Attachment Type:
Use the drop-down
menu to select type.

e Attachment
Description: Enter
the description.

e Click the Add
Attachment hyperlink

Note: Adding the attachment
here is identical to uploading
the resume. The steps are not
shown.

My Attachments and Cover Letters

Add Attachments

key as you click the attachment hyperlink.

Cover Letters and Attachments

*Attachment Type: E ﬂ

Note: If you are uzing Internet Explorer and are having problems viewing the attachmentz, hold dewn the CTRL {
4

*Attachment Description: | cqyer Letters

2 Curriculum Vita
— Letter of Interest

Letter of Recommendation i
| List of References 4
Save & Return Save Other

Reference Attachments
| Supplemental Guestionnaire
Transcript Attachments
Writing Sample
\‘v’,_...--..-._.-n\

my omeemes s, ool TS e e PR PN .. P S

Add Attachments

key as you click the attachment hyperiink.

Cover Letters and Attachments

Attachment Type: | Cover Letters =]

*Attachment Description: Cover Letter 1|

§
Note: If you are using Internet Explorer and are having problems viewing the attachments, hold down the CTRL !

:
{
f

Save &Return | Save &AddMore |  Cancel |
U S S P T SO e T
4. Save & Add More: To Add Attachments ;
upload additional i
documents, click the Save 4

& Add More button.

5. Save & Return: If you
have no other documents
to attach, click the Save &
Return button.

Note: In this example, we
clicked the Save & Return
button.

Note: If you are using Internet Explorer and are having problems viewing the attachments, hold down the CTRL
key as you click the attachment hyperlink.

Cover Letters and Attachments

*Attachment Type: [ Cover Letters

*Attachment Description: (Cover Letter 1

docs.doc

Save & Return Save & Add More Cancel

SJSU CMS Project Team / Business Process Guide
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Complete Application

The Apply Now/Complete Apply Now

Application page displays. Complete Appllcatlon

Note: You may save the j Information for applicants
alppllicaticr)]n at thisfpoilnt by e a”p""”‘-il'g:a st

clicking the Save for later Sl et

button. Additional information Add Another Job to Application

is re_quir_ed before the . If applying for multiple positions at once the
application can be submitted. same letter of interest and resume will be
used for all positions.

1. Use your scroll bar to Resume.doc Use a Different Resume
navigate dovs_/n to the Carrie Test
Work Experience One Washingten Sguare

section. San Jose, CA 95192
Edit Profile

4|Previous Save for later Submit Close Application | careers Home Next[x|

Complete Application

Cover Letters and Attachments
Yau have not added any attachmenis

[#] Add Attachment

If yvou have any Employment information, enter them on thiz Page.

Work Experience
You have not added any employment infomation to your new application.

Pdl:l Waork Experience

B i e R e

Include explanation of any gaps in employment.

\n-'-s, e e

N P P TS e s —— e )

The Work Experience If you have any Employment information, enter them on this Page. &
section displays. VikE Erperieice
2. To add employment You have not added any employment information to your new application.

history, cllck_the Add [#] Add Work Experience

Work EXperlenCe R e T Aﬁ“‘""“““‘*\-m—_ e ok AJ“M"“"‘ e b

hyperlink.
SJSU CMS Project Team / Business Process Guide Apply for Jobs
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The Add New
Application/Add

Employment History page

displays.

3.

Enter Employment

Details: Enter required (*)
and optional employment

details.

Save & Add More: To
add additional

employment history, click

the Save & Add More
button.

Save & Return: When
you have no other
employment history to
add, click the Save &
Return button.

The Work Experience
section displays.

6.

Enter Comments as
appropriate.

Use the scroll bar to
navigate down to the
Education History
section.

Add New Application
Add Employment History

Save & Return | Save & Add More | Cancel

| Return to Previous Page i

*Start Date: W [#1] End Date: M [s] Leave blankifyou are
— }Jahs-R—Us still in this job. :
*Supervisor Name: |l-.-1r. Supervisor ¥ approval to Contact s
Telephone: | *Average hoursiweek I? }
Ending Job Title: !Ju:uh Coordinator
Ending Pay Rate: | 3500 per manth
Job Coordinate jobs ()
Responsibilities:
i
Country: | United States ]
Address 1: 1.Job Street
Address 2: | é
Address 3: |
City: Habtown State: California |
Postal: l99a11
Save & Return Save & Add More Cancel Return ta Previcus Page i
* Required Field
S e S R PR e o S PRy T N T e

If you have any Employment information, enter them on thiz Page.
Work Expernience }
Job Title
Jobs-R-Us Job Coordinator 0100712000 120312001
Jobk Marketers, Inc. Manager, Jok Marketers 0uozom E
[#] Add Wark Experience
J
Include explanation of any gaps in employment. ?

il ohat e BT SN Y G b g et g P
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The Education History
section displays.

8. Highest Education

Level: Use the drop-down

menu to select education
level.

9. Click the Add Post-
Secondary Education
History hyperlink.

The Add New
Application/Add Post-
Secondary Education page
displays.

10. Enter all applicable
information.

11. Save & Add More: To
add additional education
information, click the
Save & Add More button.

12. Save & Return: When
you have no other
education information to
add, click the Save &
Return button.

Education History '

Highest Education Level: [Bachelor's Level Dearee j

k below Post-Secondary. To changs

et e i Bl BN cetaion lete icon to remove correzponding

infermation for a degree, click i Associate Level Dearee

Bachelor's Level Degree

e Doctorate Level Degree
Post-Secondary Educatio
= High School Diplema or GED
You have not added any ¢ Masters Level Degree

degree.

Aclcl Post-Secondary Edu Mot Indicated
Post Graduate

Specialized Skills Frofessional Cedificate

Frofessional Degree
List any special skills artrail some College
Some High Schoal
Trade or Craft Cerfificate

ou are applying.

!
&
3
N High School : i

o e

i, .l i i bl

- L
s L L R o e e s A

Education History J

Highest Education Level: | Masters Level Degree i

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 correzponding 4
degree. ;

Post-Secondary Education

Y¥ou have not added any education infornation to your application.

El.&dd Fost-Secondary Education History
s w"'-hw""*-"--#""" RRE. . sl s, bt | o i _F"—“""“'*"-‘-- wtun,, PR snb s

o Bhemn

Add New Application

Add Post-Secondary Education

il e e A

Save & Add More |

Save & Return | Cancel | Return to Previous Page

Enter Post-Secondary Education Details

Country: [United States Q
State: Arizona =]

*School: Arizona State

*Major: |r-;'larketing

*Degree: | Bachelor of Science j
. Graduated

Save & Add More |

Save & Return | Cancel | Return to Previous Page

* Required Field

g . ~.,_,ﬂ.,,...,"‘-.""".'*‘ ...,,\.__..--AA-._\“ “.'-M-\-—u...\...\,,o._ew_ua.-— B Ry \-.._r_-"""'"""‘--"‘*m... o
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The Education History
information displays.

13. Use the scroll bar to
navigate down to the
Specialized Skills
section.

The Specialized Skills
section displays.

14. Enter your Specialized
Skills.

15. Use the scroll bar to
navigate down to the
Licenses and
Certificates section.

The Licenses and
Certificates section
displays.

16. Click the Add Licenses
and Certificates
hyperlink.

Note: This section is only
required when a job posting
requires a license.

o A b, |

Education History

Highest Education Level: | Bachelors Level Degree j

To add a degree, click the Add Pest-Secondary Education History hyperlink below Post-Secondary. To changs
information for a degree, click the hyperlink under Degres field. Click on delets icon to remove correzponding
degree.

Post-Secondary Education

Bachelor of 3cience

Marketing Arizona State

.i.clu:l Fost-Secondary Education History

e e e T e o o i,

e et SR .__"L‘"-‘“-\.- N

Specialized Skills

List any special skills ortraining relevant to the pasition for which you are applying.

Peoplesoft

Mg Office

M3 Project
Managing pecple
Graphic design

B TR LN .v_r"‘--—u-"."\ B e PRy > e SRRy

If you have any licenses or certificates you wish to tell us about, enter them here.

Licenses and Certificates

You have not added any licenses or certificates to your application.

if Il.dd Licenses and Certiﬁcates) ‘— j
4

Use this page to list your languages.

Languages
You have not added any languages to your application.

Add Languages

o M T R T Sprnr vt R Y e g L S, e 4
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The Add New
Application/Add License or
Certificates page displays.

17. Enter applicable license
or certificate information.

18. Save & Add More: To
add additional license
and/or certificate
information, click the
Save & Add More button.

19. Save & Return: When
you have no other
licenses or certificates to
add, click the Save &
Return button.

The Apply Now/Complete
Application page displays.

20. Use the scroll bar to
navigate down to the
Languages section.

21. Click the Add Languages
hyperlink.

Note: This section is optional,
as job postings do not require
applicants know additional
languages.

The Add New
Application/Add Language
page displays.

22. Enter applicable language
information.

23. Save & Add More: To
add additional languages,
click the Save & Add
More button.

24. Save & Return: When
you have no other
languages to add, click
the Save & Return button.

e AR b o A ot B, i ans e an s Aot AS e aa e ,.,\.m---ﬂ.m___‘, “_J_;.:»-

Add New Application
Add License or Certificates

License or Certificate Details

*License/Certificate | j

Issued By: |

LicenseiCertification Number:
Y

Date Issued:

Save & Return Save & Add More | Cancel | Return to Previous Page
* Required Field
e R s el e bR s e o Bl ocmn, T e Y b, gn et ot o AT e

If you have any licenses or certificates you wish to tell us about, enter them here.

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

Add Licenses and Certificates

Use this page to list your languages.

You have not added any languages to your application.

€00 Languages )

R T L = e S

Add New Application
Add Language

Enter Language Details

*Language: | j
Speaking Proficiency: m
Reading Proficiency: |I_C|w—;l

Writing Proficiency:

Save & Return | Save & Add More |

cancel | Return to Previaus Fage

* Required Field

I e e e AR s

R P S e SN T NS
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The Apply Now/Complete
Application page displays.

25. Use the scroll bar to
navigate down to the
References section.

The References section
displays.

26. Click the Add Reference
hyperlink.

The Add New
Application/Add Reference
page displays.

27. Enter required (*) and
optional reference
information. One
reference is required per
application.

28. Save & Add More: To
add additional references,
click the Save & Add
More button.

29. Save & Return: When
you have no other
references to add, click
the Save & Return button.

If you have any licensss or certificatss you wish to tell us about, enter them hers.

Licenses and Certificates
You have not added any licenses or certificates to vour application.

.L.u:ld Licenses and Certificates !
|’

Uze thiz page to lizt yvour languages.

You have not added any languages to your application.

[+]4dd Languages

e gk e T LS ¥ e, T R TSP T T T L N

il R il

L

Enter yvour references here

References
Y¥ou have not added any references to your application.

[¥]Add Reference S

M’.-" L T "t‘-_..\_p.‘ﬁ-“_._“_\ P S
P CRENT AP P - .

B e TSN
e e e

Add New Application
Add Reference

Save & Return I Save & Add Mare I Cancel | Return to Previous Page

j
i
Enter Reference Details !
Reference Type: Professional J&
“Reference Name: |Sammy Supenisor
Title: Supenisar
Employer: lobs-R-Us i
“Telephone: 4085551111 }
i
Country: | United States | j
Address 1: |
Address 2: | I
Address 3: |
City: | State: |
Postal: |
Save & Return | Save & Add More Cancel Return to Previous Page

* Required Field

TS S e ot s el e

e LTV

R S et
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The Apply Now/Complete
Application page displays.

30. Use the scroll bar to
navigate down to the
Referral Information
section.

The Referral Information
section displays.

31. Complete the Referral
Information section:

e How did you find
out about the job?
Identify whether or
not you are a former
employee.

e Areyou aformer
employee? If you
answer yes, you will
be required to enter
the last day of
employment.

32. Use the scroll bar to
navigate down to the
Conviction History
section.

The Conviction History
section displays.

33. Complete the Conviction
History section:

e Question: Answer
the Conviction History
question.

e Yes: If you answered
yes, click the Add
Conviction History
hyperlink.

e No: If you answered
no, skip to step x.

Enter your references here ;
References
Reference
Sammy Supenvisar Supervisar Jobs-R-Us |
Maggie Manager Manager Job Marketers, Inc. }
[#] Add Reference i
A TP P LV St e v PP R s ARt

Referral Information

Howe did youl find out about the I SASU Career Oppﬂrtunin: j
job?
SubSource | =l

 Yes # no

Are you a former employee?

.
Specific Referral Source: | l
s

R o R ot ot Sl ol et . B obm s, B o A

._fm"'-"--"\-uf‘“

Conviction History

Completion of this section is required in arder for your application to be complete. This information will
not be forwarded to the hiring department.

*Have you ever been convicted of a felony or, within the past five years, a
misdemeanor which resulted in incarceration?

Mote: & conviction is not an automatic bar of employment; each case is considered
an its individual merits.

R N Y . T

To enter conviction history detail, click the "Add Conviction History™ button below.

Conviction History

You have not added any conviction history to your application.

Add Conviction History

e

1
3
!
3
t
T L W S S

n mme e

“_\‘__L_*M o il R dalen o
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The Add New
Application/Add Conviction
History page displays.

34.

35.

36.

Enter Conviction History
Details.

Save & Add More: To
add additional conviction
history, click the Save &
Add More button.

Save & Return: When
you have no other
conviction history to add,
click the Save & Return
button

The Apply Now/Complete
Application page displays.

37.

38.

39.

Use the scroll bar to
navigate down to the
General Information
section.

Complete the General
Information section:

e Questions: Answer
both questions.

e Relatives: Enter
information for
relatives working at
the university.

Click the Save for later
button.

Add New Application

Add Conviction History

Enter Conviction History Details j

i

¢

P

i

¢

*Offense Type: | vl i
|

i

“Date Convicted: | Felony
Mizdemeanor

*City, State:

*Describe @
Nature of
Offense:

Save & Return

Save & Add More Cancel | Return to Previous Page
* Required Field
N N T Sy v G

T

General Information

In accordance with the Immigration and Reform and Contral Act of 1988, proof of employment eligibility and
identification are required attime of hire. SJ5U is not a Spensoring Agent for Staff Positions. Are you currently
authorized to work in the United States?

@ Yes o

If you are less than 18 years of age, you must provide required proof of your eligibility to work.

Do you have any relatives who work for SJSU?
 Yes o

A ] M
Customize | Find | #= First (4] 1 0F1 [¥] Last

Department Relationship

[ =]

T . T W WP B B R W e
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View and Submit Application

The Apply Now/Complete
Application page displays.

1. To see a summarized
HTML view of your
application data, click the
View My Application
hyperlink (Optional).

2. To complete your
application, click the
Submit button.

Note: If you do not wish to
submit the application at this
time, click the Save for later
button.

The Submission
Verification page displays.

3. To submit you application,
click the OK button.

4. If you do not wish to
submit your application at
this time, click the Cancel
button.

Apply Now

Information for applicants

Library Assistant lll
Add Another Job to Application

If applying for multiple positions at once the
same lefter of interest and resume will be
used for all positions

Resume.doc @ Use a Different Resume

Carrie Test

One Washington Square
San Jose, CA 95182
Edit Profile

Previous Saveforlater]  Submit | Close Application | careers Home Next))

Complete Application

1 |Previous Save for later

Submission Verification (31753,90}

finalized and cannot be edited. Are you sure you wantto submitthe application?
Ok | Cancel |

b
IMake sure you have included and/or attached all required application material for this position. Once the page is submitted, the application is j
I N S f

et bttt e gpntBen | et i btn o aBA o o R et
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The Submit Online Submit Online Application

Application page displays.

NOte_: The S_e” I_dentlflcatlon Federal and State law permits San Jose State University to solicit from applicants and/or employees
Details section is optional, but a VOLUNTARY declaration of gender and racial/ethnic group membership. This information will
you must agree to the Terms assistus in accurately compiling required statistical reports for Federal and State agencies. Mone of
and Agreements in order to the information provided will either enhance or detract from your cpporunity for employment with the

. . University, nar will it kecome part of any personnel file or be made available to persons making
Complete your appllcatlon. employment decisions. Thank you.

“Gender: Unknown
Ethnic Group: | Mot Specified =]
Veteran Status | j

I | decline to provide my self identification details.

Terms and Agreements

* | certify that answers and statements given in this application for employment, including
all attached documents, are true and complete,

#+ | authorize investigation of all statements contained in this application and all attached
documents, and waive the right to uphold San Jose State University and persons liable.

+ Job-related background reference checks will be completed before appointment or
promotion and my application submission is my consent and authorization for San Jose
State University or its authorized agent to conduct a background reference investigation
related to the position for which | am applying.

* Any false statement or omission in this application, attached documents, or information
provided during interview(s) may be cause for rejection of my application or for my
termination after appointment.

* | am required to abide by all rules, regulations, and standards of San Jose State
University.

+ Employees with access to confidential employee data in People Soft or any other
computerized information system must sign a data confidentiality agreement
acknowledging that they understand requirements for protecting confidential employee
data.

(o agree to these terms " | do not agree to these terms

| | Return to Previous Fage
o R e e S e, .

Bootmetin A0 o oo debietin Snonin it b0ttt dok i ol amion s ot ol somsitolion s Selingg o A8 Sl dn AN ol B SR i cotfinin . soiis Pl

e, L —

The Self Identification

Details displays.

A '] r ik, - L p—
LT PSR W S W S S S

T

Federal and State law permits San Jose State University to solicit from applicants andior employees
a VOLUMNTARY declaration of gender and racial/ethnic group membership. This information will

5. Complete the Self assist us in accurately compiling required statistical reparts for Federal and State agencies. MNone of

Identification Details the information provided will either enhance or detract from your opportunity for employment with the
section. (Optional) University, nor will it become part of any personnel file or be made available to persons making
employment decisions. Thank you.
*Gender: Female -
Ethnic Group: | Not Specified =]
Veteran Status | Mot indicated |

R T T R TR ST PR —

I I decline to provide my self identification details.

T T a_—— ——.‘ [ R T e
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The Terms and Agreements
section displays.

6. Selectthe | agreeto
these terms option.

7. Click the Submit button.

Terms and Agreements

+ | certify that answers and statements given in this application for employment, including
all attached documents, are true and complete.

+ | authorize investigation of all statements contained in this application and all attached
documents, and waive the right to uphold 5an Jose State University and persons liable,

* Job-related background reference checks will be completed before appointment or
promotion and my application submission is my consent and authorization for San Jose
State University or its authorized agent to conduct a background reference investigation
related to the position for which | am applying.

+ Any false statement or omission in this application, attached documents, or information
provided during interview(s) may be cause for rejection of my application or for my
termination after appointment.

+ | am required to abide by all rules, regulations, and standards of 5an Jose State
University.

+ Employees with access to confidential employee data in People Soft or any other
computerized information system must sign a data confidentiality agreement
acknowledging that they understand requirements for protecting confidential employee
data.

Lo agree to these terms | do not agree to these terms

R e P e e

Submit
| Return ta Previous Page

T ____!'fl-"-\_.v-\-% S T T R T -.v-h_,\_*q_.__ -

3
&

The My Applications page {Careers Home  Job Search My Saved Jobs My Saved Searches My Career Tools Logout 4
displays. 3
Note: If you have submitted My Applications
multiple applications, you can
find them here. [ You have successfully submitted your job application.
The application process is My Applications
complete. Display applications from: | Within Last Three Months  »| _ Refresh |
[+ First [4] Previous | Mext [+] Last [ {
ApplCatho a 5 Application Date
Library Assistant [l Applied 06/11/2008 5:16FPM j
S A mm R B e !AP__,.L\_\_.,M“..\ s -,.'*'-\.‘_M\'\.__\_\_r'"_"m“&*-_““---\ "'“-:,._I”M“:..
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Job Search
This section demonstrates how to search for job openings at SJSU. The default search on the Careers Home page is
the most effective way to search for jobs.

The Careers Home page Careers Home  Job Search My Saved Jobs My Saved Searches My Career Tools Logout j
displays. 3

) Careers Home *
1. To search current job Welcome Carrie

openings, click the Job
Search hyperlink.

Basic Job Search

My Career Tools

Keywords: | 1 Applications
Posted: | Last Month j 1 Saved Resumes

Iy Profile

Search |Advanced Search Search Tips

R PRI ST ottt . o R T s s

"

The Job Search page Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools Logout
displays.

2. Enter search criteria. Job Search

Advanced Job Search

Search I Clearl Save Search IEIasicSearch Search Tips

Enter Keywords: |

4
1
Select Locations: Al Locations ;' t
{

=

un the Ctrl key {Command key

g g

Select Job Families: All Joh Families ﬂ
Academic Suppart
Accounting/Financial Senices
Administrative Support
Athletics hd|
Full/Part Time: | i 3
RegularTemporary: | |
Desired Pay: | | j
Job Opening ID: ! 1
Find Jobs Posted Within: | Last Month j
Display Results Sorted By: | =] 3
Search | Clear | _SaveSearch | pasicSearch Search Tips ¢

Feturn to Previous Page

Ao ot e T R e e A, P e T LS

SJSU CMS Project Team / Business Process Guide Job Search
Recruiting Self Service / Search & Apply for Jobs — External Applicants Page: 25



Job Search Criteria Careers Home Job Search My SavedJobs My Saved Searches My Career Tools 3
displays. 3
3. Click the Search button. Job Search I
Advanced Job Search
1: Search ) Clear | _Save Search | pasic Search Search Tips
Enter Keywords: )
Select Locations: All Locations
=
To select maultiple locations hold down the Ctrl key (Command key
far Macs) while sheking selections
Select Job Families: All Job Families
Academic Support
Accounting/Financial Senices
Administrative Support
Athletics =l
FulliPart Time: | Full-Time =l
RegulariTemporary: fReqular |
Desired Pay: | | ‘l
Sl gt ..l'l:-n s, Pl e .-\_J"“"-'\. B TV T Py P G T e
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The Job Search results
display.

4. Apply Now: If you wish to
apply for the job now,
click the Apply Now
button, and then complete
your online application.

5. Save Jobs: If you wish to
save this job search, click
the Save Jobs button.

The Save Search page
displays.

6. Complete the Save
Search section:

e Name: Enter the
name of the search.

o Notify: Select this
checkbox if you wish
to be notified of new,
matching postings.

e Email: Enter an email
address where the
notifications can be
sent.

7. Click the Save Search
button.

Job Search

* Click icon to view Advanced Search criteria :

[+ & Results Found

A,

Save Search

Save Search

Search Results
DeselectAll  Save Job8| -’-\DDHNUWl [#] First [4]Previous| Next[F] Last[w]
Select/Crested PostinaTtie  [D# lobfamiy Depaiment
I 05/28/2008  Library Assistant [l 13365 Library University Library
Director, Adminisirative S Support Admin
|| 05/23/12008 S 13360 Executive Management Services FDAD
™ 05232008 Lead Custodian ya35g | ACHES TR Custodial Serices
TR Maintenance
[ 05/23/2008 M 13363 Administrative Support Psychology
Assistant
™ 052312008 Laborer 4355y Fachies, I & Facilities Planning
B Maintenance
P o :
[0 os2zops  SJmin Stppor 13357 Administrative Support "oor Rels & Admiss
Assistant Counselg
Deselectall SaveJobs | Apply Mow
Return to Previous Page
B R L R Y e WP P

L TR N R NG I SR ETREL R PRI U NTF S A UPGRCT A YRR )

*Name your search: {Athletics Search

M Notify me when a new posting matches this search

Send email notifications to:

iscary2468@yahoo.com

|

Cancel |

R e N WOt ¥ SRy P s T T A ot L e
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The Careers Home page
displays.

8. To retrieve your search,
click the My Saved
Searches button.

The My Saved Searches
page displays.

9. Torun a saved search,
click the Run Search

Careers Home  Job Search My Saved Jobs My Saved Searches My Career Tools Logout Q

Careers Home i
Welcome Carrie

Basic Job Search My Career Tools

Keywords: |
Posted: | LastManth =]

1 Applications
1 Saved Resumes

Iy Profile

search | Advanced Search Search Tips

P e g e g 2 il Bl .ae-;._gmq_.mau-nﬂ-‘"\_._m’-\ﬁﬁ_

[Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools

My Saved Searches

button. Saved Searches and Job Agents
Saved Search Created On |Job Agent Email Address [ Run Search
L . S8VEC 2CATEN bloaius U —
Theresulting job 0penings | iy encsseaRcH 2008-06-15 edit Delete€ Run Search )
will display. |
T T raaerppe—— ...'.JE?‘_S%“—-A‘ -, N _m-ﬂ"'““‘# e Y _ S Ge— w-ﬂ.n..,.‘“"‘*—\)
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Save Jobs

This section demonstrates how to save a job in order to come back and apply for it later.

The Job Postings display.

When viewing Job Postings,
you may save a job by
selecting the corresponding
checkbox to the left of it.

1. Click the Save Jobs
button.

The My Saved Jobs page
displays.

Note: You may navigate to
this page from any other page
inside Careers.

Currently Viewing All Open Job Postings

Click a link below to filter the list of Job Openings displayed:
Al Management Staff

Date Job Title Job ID Department

Li brag; Assistant|
06/06/2008 Test Upload 13368 University Library
attachments

05/29/2008 Bookkeeper 13367 Art & Desiagn

Schoal
Administrative Coord

. i
- {
4 i
| 05/28/2008 Library Assistantlll 13365 University Library

v

-

L {
: j

05/29/2008 13366 Art & Design

Admin Support
05/23/2008 ASsiAanE 13363 Psychology
05/23/2008 Lead Custodian 13358 Custodial Senvices
05/23/2008 Laborer 13359 Facilities Planning
Director,
05/23/2008 Administrative 13360 Support Admin Services FD&O
Senices
™ 05/2212008 SUNIE SUppOn 13357 Visitor Rels & Admiss Counselg
Assmlant
[ 01/01/2008 \ W@ 13268 Undergrad & Grad Admiss Evals

Deselect Al |. Apply Now |

S ._-'-ﬂ--ﬁ\,,"‘“\q. -"W.'W\.-’”‘M BN ik B, o M AR 0 nthtis, w’.\-\a_ﬁl"._ﬁnﬂﬂ-«#-

Careers Home% Job Search My Saved Jobs My Saved Searches My Career Tools

My Saved Jobs ;

[ You have successfully saved your new jobs.

Saved Jobs
2. To apply for asaved job, | N S
check the box next to it. ™ Library Assistant | Test Upload attachments 13368  University Library Open
" Bookkeeper 13367  Art&Design Open
3. bC“Ck the Apply Now ™ School Administrative Coord 13366  Art&Design Open
utton. [~ Admin Support Assistant / 13363  Psychology Open
DeselectAllc ADD"'NOW;D- Delete
Return to Previous Page Find Jobs
T "‘R__\.k»'lt T e Spray P e Y ] A MRS, e s
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