CANDIDATE SELF-SERVICE GUIDE

Part 2: CSS Splash Screen Overview
Click here to access these instructions in a video format

The CSS Splash Screen is the first page that is launched after you login. It is also sometimes referred to as the
Home Page or the Main Menu. This page is broken down into 7 different sections as follows:

e Section 1: The toolbar is located on the upper right hand corner. The Back, Forward, Home, and Exit

buttons are all self-explanatory. They help you navigate within the system. The Help button is currently
in development and will be fully functional in future release.
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http://www.hrsd.com/tutorials/HR/CSSSplashOverview/CSSSplashOverview.html

e Section 2: View My Candidate Profile section allows you to view a summary of the information you

entered in all sections of your Candidate Profile. The Reset Your Password link will display the
requirements for a password and allow you to change your password whenever you choose. The

Unsubscribe to e-mail notifications link gives you the opportunity to sign up for or opt out of receiving
email notifications from HRSD on upcoming recruiting events and job openings.
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e Section 3: The “View Open Postings” section provides a listing of all current HRSD openings. Clicking
on the “Click here to view and apply for open postings” link allows you to view the details of each
posting, download the complete job description and apply.
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e Section 4: The “Edit My Profile Information” section gives you an opportunity to update the
information in your Candidate Profile. From here you can select the section of your candidate profile
that you would like to update.
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e Section 5: The “My Assessments” section provides a list of all assessments that you are scheduled to
take. Clicking the “Click here to view all my assessments” link will allow you to complete your
scheduled assessments as well as view the assessments you have completed including your responses to
each question.

Assessments are brief questionnaires designed to assist HRSD’s recruiting staff in reviewing all
interested candidates based on qualifications identified in the job description.
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e Section 6: The “My Applications” section provides a list of all the postings you have applied for and the
status of each application. It also provides a link that allows you to withdraw your application from a
specific posting.
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e Section 7: The “Forms and Links” section provides access to HRSD forms, the HRSD website and
information on contacting Human Resources. You will be notified by HRSD’s recruiting staff if you
need to complete any of the forms in this section

Tip: When making changes to any of the updatable sections from the CSS Splash, always remember to click on
the floppy disk icon to ‘Save’ your changes. Click ‘Undo’ if you want to revert or cancel the changes.
Congratulations!
You have successfully completed the Candidate Self-Service Splash Overview

Next Lesson:
Part 3 — Updating and Maintaining Your Candidate Profile
or
Part 3a — Updating and Maintaining Your Candidate Profile — for HRSD Employees
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http://www.hrsd.com/tutorials/HR/Part3-CSSUpdateCandidateProfile.pdf
http://www.hrsd.com/tutorials/HR/Part3a-CSSUpdateInternalCandidateProfile.pdf

