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About 
This guide is about how to screen applicants in CHRS Recruiting.  You will use some of the same documents utilized in 
the previous recruitment system.     
What you will do 

• Screen applicants  
o Meet with the committee to discuss the applicants 
o Determine which applicants the committee will be moving forward with 

Prerequisites and Assumptions 
• Your users role is assigned as a search committee member on the job requisition in order to obtain access to 

the applicants.  If you cannot access the job requisition, then you might not be listed as a committee member 
on the job.  Please contact Employment Services for support.   

• The applicants have been transitioned to the committee to begin screening.   
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Screening Applicants 
1. Log into CHRS Recruiting. 
2. Click on the Jobs requiring panel review link on the dashboard.  You will have one of two views below. 

 
3. Click View job or Edit Job (depending on your permission level) to download the screening criteria.  

 
4. Click on the Documents tab at the top of the page.  Click on view next to “Criteria”.  Save the criteria to your 

desktop or a secure folder to use during the screening process. Close this window to return to the “my search 
committee jobs”.  

 
 
  

https://ds.calstate.edu/?svc=pageup
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5. Click View Applicants on the line of the applicable job.  The View Applicants page opens.   

 
6. You may notice some flags next to an applicant’s name.  Flags are indicators, if you hover over the flag, it will tell 

you what it indicates.   

 
7. You can quickly open an applicant’s resume or application by clicking on the two small icons next to the 

applicant’s name.   
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8. As you begin to screen the applicants, you can make notes directly in the system in the summary section.  Once 
you have reviewed the applicant you can rate them on a 0-4 rating.  When you click save and next, it will show 
you which applicants you have already reviewed and how you rated them.   

 
9. The committee chair will schedule an appointment once all committee members have completed their 

individual screening.  At that time, the chair will share their screen and all members will be able to see the 
comments made by each person on all candidates.   

10. After discussing the applicants, the committee chair will complete the applicant screening consensus and follow 
the instructions below to transition the applicant back to HR.   
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Search Committee Chair Instructions 
1. Once all committee members have screened the applicants and submitted their responses you will schedule a 

meeting to review all applicants together.   
2. Click on the Jobs requiring panel review link on the dashboard.  You will have one of two views below. 

 
3. Click View Job or Edit job (based on your permission level) to open the job.   

 
4. Download the Applicant Screening Consensus from the documents tab.   
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5. Next, return to view jobs requiring panel review.  Then click on View Responses.   

 

 
6. You will be able to see all committee member responses of each applicant, share your screen so the rest of the 

committee members can view (they do not have access to this view).  Discuss together how you would like to 
move forward with each applicant and add them to the Applicant Screening Consensus.   
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7. Once all applicants have been added to the Applicant Screening Consensus, the committee chair will print their 
name, email address and date on behalf of the entire committee.  Save the document.   

 
8. Return to view applicants so you can transition the applicants back to Human Resources to review the Applicant 

Screening Consensus.   

 
9. “Select all” applicants, and then “Bulk move”.   

 
  



 

Staff and MPP Screening Process – 3/29/2022  Page 8 of 11 
 

Staff and MPP 
Screening Process   

10. A new window will open.  Select HR Review Committee Screening and select next.   
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11. A new window will open.  Leave all fields as is, this email will go to the HR Recruiter to notify them the 
committee has completed their screening and it needs to be reviewed.  Towards the bottom is a section where 
you can attach a file.  Drag and drop the completed Applicant Screening Consensus to attach to the email.  Once 
attached select move now.  The screen will refresh and you have completed the screening process.   
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Bulk compile 
You can use the Bulk compile and send function to gather the applicants’ documents together and create a PDF file for 
you to view.   

1. On the View Applicants page select the applicants you want to view, or check the Select All check box.   
2. Click Bulk compile and send.   

 

 
3. On the document selection page, select the documents to include in the PDF.   

 
4. Click Create PDF at the bottom of the page.  CHRS Recruiting generates a PDF file.  
5. When the PDF file is ready, you can download the file.   
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6. Right-click the download link to download, the system gives you an option to send the document in an email to a 
user, however, please do not use this function.  Any employee viewing the applicant’s materials should have 
access to the applicants on their own portal.   

 

What happens next 
• The HR recruiter they will review the applicants and transition them as indicated on the Applicant Screening 

Consensus.   
• Once complete, they will transition the remaining applicants back to the search committee chair which will 

notify them they can begin scheduling interviews.   
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