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Creating an Applicant Spreadsheet

2. Select ‘Applicant Tracking’
module and ‘Applicant Manager,’
1. Log into TMS at ‘Search Cqmmittee Member’ or
~ | ‘EO Coordinator’ User Group.

APPLICANT TRACKING

Postings | My Profile Help

T —
Christopher Mullen, you have 2 messages. Applicant Manager Al K= logout (Christopher Mullen)
Welcome to your Online Recruitment System
£ Inbox Shortcuts
My Reports
Displaying items for group "Applicant Manager™.
Postings (0) Special Handling Lists (0)
Job Title Type Current State Owner
My Links
Links
CSU Talent Management Training Website
TMS Listserv Sign Up Form
- - TMS Problem or Issue?
i3 Watch List S:H:l“itHere
Your Applicant Partal
Fostings (D) (How Applicants access your PeopleAdmin system)
Job Title Type Current State State Owner Contact Information
Human Resources - (570) 4%1-8

Office of Equal Opportunity - (

0) 4515836
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https://jobs.colostate.edu/hr

Creating an Applicant Spreadsheet

C()lm (XD | PeopleAdmin
APPLICANT TRACKING ¥

University

Postings = | My Prﬁﬁié""‘rleh-..________

UL i L F LS L ssfoes. | Applicant Manager Y| & logout (Christopher Mullen)

Faculty

Welcome to your Online Recruitment System g ) _
1. Hover over ‘Postings’ and either select

‘Admin Professional/Research Professional’
or ‘Faculty’

. . Shortcuts
€ Inbox (0 items need your attention)
Wy Reparts
Displaying items for group "Applicant Manager".
Postings (0) Special Handling Lists (D)
Job Title Type Current State Owner
My Links
Links

C5U Talent Management Training Website

TS Listsery Sign Up Form
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Creating an Applicant Spreadsheet

D | PeopleAdmin

APPLICANT TRACKING ¥

Unibversity

Postings [ Mﬁ;ri?ﬁ“lé‘-N

i 1. Click on the title of the pOSting Christopher Mullen, you have 2 messages. | Applicant Manager ¥ | & logout(Christopher Mullen)
you wish to create the

spreadsheet for, or search for it
using the search bar.

Open Saved Search v Search: 201400140P | Search | More search options
Ad|hoc Search € Admin Professional/Research Needing Chris' Approval
Ad hoc Search (1 ltem F Save this search? | Actions |
" . Posting Position Active Last (Actions)
ﬁmm*e Number Number Er=nient Applications Workflow State Updated
MIP - Research Associates |, Il or Microbiology, Immunology and September 01, 2015 at Actions
= 01400140P & 9 124 Closed P fetensy

IIII - Open Poaol Pathology (1682) 12:01 AM
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Creating an Applicant Spreadsheet

CO% I | PeopleAdmin
APPLICANT TRACKING ¥

Universiry

Postings | My Profile  Help

Christopher Mullen, you have 2 messages. | Applicant Manager ¥ | & logout (Christopher Mullen)

Postings [ Admin ProfessionallResearch Professional /! MIP - Research Associates |, Il, or lll - Open Pool (Closed) /| Summary

Posting: MIP - Research Associates |, Il, or lll - Open
Pool (Admin Professional/Research Professional)

Current Status: Closed See how Posting looks to Applicant

Position Type: Admin Created by: Beverly Meyer = Print Preview (Applicant View)
Professional/Research ner
Professional Oumer: OEO = Print Preview

Department: Microbiology,
Immunology and Pathology (1682)

Please review the details of the pos\ing carefully before continuing.

Summary History Reports

To take the action, select the appropriyte Workflow Action by hovering over the orange "Take Action on this Posting” button. Y ou may add a Comment to the
posting and also add this posting to yolyr Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button
on the popup box.

To edit the posting, click on the Edit link
section has an orange icon with an e;

the workflow. 1. Once you're in the correct posting, select the

Section This will take you directly to the Posting Page to Edit. If a
ary corrections before moving to the next step in

‘Applicants’ tab

@ Posting Details

Classification Information

Classification Title

Colorado Statellniversity




Creating an Applicant Spreadsheet

University

% N @ Mpwmln
< APPLICANT TRACKING ¥

Postings | My Profile N

Christopher Mullen, you have 2 messages. | Applicant Manager ¥ | & logout (Christopher Mullen)

Postings /| Admin Profesgh

B

gonaliBecag ATeTaks e Eesan Bs g _Ooep Pool (Closed) | Applicant Review
1. Once on the Applicants page you’ll notice all
Posting: t_he current active applicants for the seargh
Pool (Ad listed below. Above each column you will

St notice different titles (First Name, Last Name, See how Posting looks to Applicant
e w8 Posting Numbers etc.) To add more columns & Print Preview (Applicant View)
Professional z 2 - ;
sheisenidenl  \vith further information you will need to select = Print Preview
sacl [ -the 'More search options’ button
Immunclogy g
Summary History Applicants Reports
Open Saved Skarch » Search: | | Search | le
Ad hoc Search [ x ]
Ad hoc Seargh (124 Items Found) Save this search? Actions
2,3 4 5 Next —
l First Name Last Name Posting Number Job Title Workflow State (Internal {Actions)
— L _—
Ay 201400140F MIF - Research Associates |, I, or lll - Open Fool Under Review by Dept/Committee Actionsw
Danielle 201400140P MIF - Research Associates |, II, or lll - Open Pool Under Review by Dept/iCommittee Actionsw
Matthew 201400140F MIF - Research Associates |, I, or lll - Open Fool Under Review by Dept/Committee Actionsw
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Creating an Applicant Spreadsheet

Summary History Applicants Reports
. Once the search options have expanded,
Open Saved Search v search: | | [ Search | select the ‘Add Column’ drop down box and
scroll all the way to the bottom to include the
Add Column: ‘ ’
- p— p— ; —— e — Workflow State Entrance Reason’ as a
Ease TUIEl SPECITY e exXa CUTCe Where you learmed about this positio
Position Type column.

Activellnactive: | Primary Phone

Ranking Criteria Score
Reference Organization
Reference Relationship . o .
Workflow State: | Reference Title Note: This column will include the rational for

Secondary Phone

Select the one (1) answer that best describes how you learmned about this job Why an applicant did or did not progress in the

gtpet“a' Handling List search process. Including any other columns is
ate
Status up to your preference.
Submitted By
Ad hoc Search ([ x ] Supervisor Name

Supplemental question Score

Ad hoc Search (124 ltems Found) | (iPeof Buasiness _
rkflow State Entrance Reason
Zip Code

First Name Last Mame Posting Number Job Title Workflow State (Internal) (Actions)
Ay 201400140P MIF - Research Associates | 1l or lIl - Open Fool Under Review by Dept/Committee Actionsw
Danielle 201400140FP MIP - Research Associates |, I, or lll - Open Pool Under Review by DeptiCommittee Actionsw
Matthew 201400140P MIF - Research Associates |, I, or lll - Cpen Fool Under Review by Dept/Committee Actionsw
Erik 201400140P MIF - Research Associates | I, or lIl - Open FPool Under Review by Dept/Committee Actionsw
Alba 201400140FP MIF - Research Associates |, Il or lll - Open Fool Under Review by DeptiCommittee Actionsw
Shane 201400140P MIF - Research Associates | I, ar lll - Cpen Pool Under Review by Dept/Committee Actionsw
Jessica 201400140P MIF - Research Associates | I, or lIl - Open Fool Under Review by Dept/Committee Actionsw
Robin 201400140FP MIP - Research Associates |, I, or lll - Open Pool Under Review by DeptiCommittee Actionsw
lara 201400140P MIF - Research Associates | 1l ar lll - Cpen Fool Under Review by Dept/Committee Actionsw
Kirsten 201400140P MIF - Research Associates | I, or lIl - Open FPool Under Review by Dept/Committee Actionsw
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Creating an Applicant Spreadsheet

Reports 1. Once the ‘Workflow State Entrance
Reason’ column has been added be
sure to select both ‘Active’ AND

— _ ‘Inactive’ under the ‘Active/lnactive
Open Saved Search v search: gl drop down box to show both the

Summary History Applicants

Add Column: [Add Column v applicants moving forward and those
nective who have not.
Activellnactive: =
3 ‘ - )
To do this, select ‘Active’ and then
Draft _ while holding down the Shift button,
Ty Under Review by Dept/Committee ‘ N
orkflow State: |p cviewed Potentials SeIeCt InaCt|Ve ¥
Semifinalist Interview Approved by EQ Coordinator -
—————————
- g ‘ )
Ad hoc Search 2. Then click the ‘Search’ button.
Ad hoc Search (124 [tems Found) Save this search? |
2 3 4 5 Next —
First Last Posting Job Title Workflow State Workflow State Entrance (Actions)
Name Name Number (Internal) Reason
MIP - Research Associates |, 11, ar I - . . Actionsw
Ay 201400140P Under Review by Dept/Committee
Cpen Poal
) MIP - Research Associates |, I, or Il - . ) Actionsw
Danielle 201400140P Under Review by Dept'Committee
Open Poaol
MIF - Research Associates |, 1, or Il - . ) Actions
Matthew 201400140P Under Review by Dept/'Committee
Cpen Poal
. MIF - Research Associates |, 1, or Il - X ) Actions
Erik 201400140P Under Review by Dept/Committee
Open Poaol
MIF - Research Associates |, Il or Il - . . Actionsy
Alba 201400140P Under Review by Dept/Committee
Cpen Poal
MIP - Research Associates |, I, or Il - . . Actionsv
Shane 201400140FP Under Review by Dept/Committee
Open Poaol
. MIF - Research Associates |, 1, or Il - X ) Actions
Jessica 201400140F Under Review by Dept/Committee

Cpen Poal
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Creating an Applicant Spreadsheet — Saving a

Search

Summary History Applicants Reports

—
1. Once both ‘Inactive’ and ‘Active’ have been
selected, rational as to why a candidate did or

Open Saved Search v Search: & did not move forward should start to populate
Add Column: | Add Column v the applicant list (as long as it was provided).
Ina;twe
Active/lnactive: SIS
Draft
. |Under Review by Dept/Committee
= Reviewed Potentials
Semifinalist Interview Approved by EQ Coordinator -
Ad hoc Search
Ad hoc Search (153 ltems Foun I Save this search? I Actions
2 3 4, 5 6 Mext —
:_Ii‘;frt.e Iﬁ?:it]e Eﬁgluti:irtion Job Title m‘:;'::lg‘l';( SEIE Workflow State Entrance Reason (Actions)
MIP - Research Associates [, 1, ar Il - . . Actionsv
Ay 201400140F Open Paol Under Review by DeptiCommittee
» ich Associates | 1l or Il - . . Actionsw
4 - . Under Review by Dept'Committee
2. To save this specific search that includes the _ ,
| ’ I ch Associates | 1L, or il - Under Review by Deptic it Actionsw
| column ‘Workflow State Entrance Reason’ and nasrRevisw by bepticommitise
both ‘Inactive’ and ‘Active’ for future USe, Select |kttt Y H N S /C R Actionsy
| ‘Save th's SearCh, lch Associates |1, or Il - . ", Actionsw
i Hired for Pool Position
MIF - Research Associates |, 1, or Il - o ) Actionsw
Alba 201400140P Open Paol Under Review by Dept/‘Commitiee
MIP - Research Associates |, 1l or lll - . X o . . Actionsw
Paul 201400140P Open Paol Application Withdrawn by HR I Other: Hired by Dr. Prenni, PMF I
MIP - Research Associates |, II, or Il - Actions

Shane 201400140P Under Review by DeptiCommittee
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Creating an Applicant Spreadsheet — Saving a

Search

Summary History Applicants Reports
Open Saved Search v Search: Search Hide search options
Add Column: | Add Column v
Inactive
Active
Activellnactive:
Draft

Under Review by Dept/Committee
Reviewed Potentials
Semifinalist Interview Approved by EOQ Coordinator -

Workflow State:

2. You can check the box next to ‘Make it the
default search’ if you wish to make it your default
search for the future. This is optional.

Ad hoc Search (153 ltems Found) Save this search? Actions

I Make it the default search? I
‘ 1. Label the search ‘Applicant Spreadsheet’.
IName |Applicant Spreadsheet| J

Save this Search

3. Select ‘Save this Search.

Note: This search will now 2/ 3l4| 58 Next —
be saved and can be used
::Iie;:r:e hZT;e for all .Of the pOStingS youare m‘;g:gg‘l';{ Sials Workflow State Entrance Reason (Actions)
i aSSOC|ated Wlth- h Associates |, Il or lll - . : Actionsw
A oraou T a0r Under Review by Dept/iCommittee

Open Pool
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Creating an Applicant Spreadsheet — Saving a

Search

Postings | My Profile  Help

Christopher Mullen, you have 2 messages. | Applicant Manager ¥ | & logout(Christopher Mullen)

Postings [/ Admin ProfessionallResearch Professional / MIP - Research Associates |, Il, or lll - Open Pool (Closed) / Applicant Review

D Posting: MIP - Research Associates I, I, or lll - Open
Pool (Admin Professional/Research Professional) ) -
See how Posting looks to Applicant

Current Status: Closed

Position Type: Admin Created by: Bewverly Meyer =L Print Preview (Applicant View)
Professional/Research Owner- OEQ . .
Professional = Print Preview

Department: Microbiology,
Immunology and Pathology (1682)

Summary History Applicants Reports
'r . -
1. Your Applicant Spreadsheet search is now
L 1 o , saved and can be opened by hovering your
I R | mouse over ‘Open Saved Search’ and selecting
Add Column: [ Add Column hd ‘Applicant Spreadsheet’.
Inac_twe
Activellnactive: LS
Drraft

Under Review by Dept/Committee
Reviewed Potentials
Semifinalist Interview Approved by EC Coordinator -

Workflow State:

Active Applicants X Applicant Spreadsheet
r B
& Saved Search “Active Applicants” EEESS 2. It will then appear as a tab above your list of EESSELS
i applicants.
First Name Last Name Requisition Number Workflow State (Internal) Application Date {Actions)

4 201400140P Under Review by Dept/Committee August 28, 2014 at 10:14 P Actionsw

Ay
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Creating an Applicant Spreadsheet — Exporting to

Excel

D Posting: MIP - Research Associates I, Il, or lll - Open
Pool (Admin Professional/Research Professional)

Current Status: Closed See how Posting looks to Applicant

Position Type: Admin Created by: Beverly Meyer Print Preview (Applicant View)
Professional/Research Owner OEO
Professional

Department: Microbiology,

Immuneology and Pathology (1682)

Ir

Print Preview

"To export your Applicant Spreadsheet to

Summary History Applicants Reports y A 5
Excel, hover over the ‘Actions’ button then
select ‘Export results’ from the drop down
menu.
Cpen Saved Search v Search:
You have now created and downloaded an
Add Column: | Add Column hd o
inactive Applicant Spreadsheet for your search.
Active/lnactive: A2 } .
Note: The Excel spreadsheet will mirror the
Draft exact columns and rows that are on your TMS
o e Under Review by Dept/Committee
orkliow State: Reviewed Potentials screen.
Semifinalist Interview Approved by EQO Coordinator -
Active Applicants Applicant Spreadsheet
W Saved Search: "Applicant Spreadsheet” (153 ltems Found) & Actions
GEMERAL
¢ 3 4 5 6 Next — Review Screening Question
Answers
First Last Posting ) Workflow State Downlozad Screening
Name e Number Job Title {internal) Workflow State . . _— )
MIP - Research Associates |, Il or 1l - Export results
Ay 201400140F Under Review by Dept/Committee
Open Pool BULK
Danielle 201400140P L B TS B L ET= Under Review by Dept/Committee EEFHDEG Applications as
Cpen Foal
MIP - Research Associates |, I, ar lll - ) _ Create Document PDF per
Matthew 201400140P Under Review by DeptCommittee Applicant
Cpen Foaol
. MIP - Research Associates |, 1l, or 1l - . . Actionsw
Erik 201400140F Under Review by Dept/iCommittee

Cpen Pool
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Need further help?

Please visit the OEO website for more
resources on the CSU Talent Management
System (TMS) at:
www.oeo.colostate.edu/talent-
management-system-tms

For additional help, contact
the Office of Equal Opportunity at:
(970) 491-5836
or
Fill out a TMS Help Form
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