CANDIDATE SELF-SERVICE GUIDE

Part 4: Instructions for Applying Online
Click here for these instructions in a video format

In this tutorial we will outline the steps required to apply for a posting online through HRSD’s
candidate self-service.

In order to be considered for a job at HRSD, you must first have an up-to-date candidate profile. If you
have not yet created or updated your profile refer to:

Part 1 - How to create your candidate profile, or

Part 3 — How to update your candidate profile (HRSD Employees should follow these instructions)

The following steps will take you through the process to apply for open postings at HRSD.

e Step 1: Launch the Candidate Self-Service Login Screen by clicking on the link ‘Log-in to
Candidate Self-Service’ from the ‘Jobs at HRSD’ page accessible from www.hrsd.com. HRSD
Employees can also get access from the Human Resources page on Sharepoint.

e Step 2: Provide the information requested on the Candidate Login Screen shown below. If you
forgot your password, click the 'Forgot your password' link and a new password will be
e-mailed to you (refer to instructions “CSS Password Request and Reset” if you need
assistance).

Candidate Login Screen

Already registered?

Pleazse enter your Last Name, Candidate Code, and Password below.

Last Name:
Candidate Code:

Password:

CONTINUE @

Are you a new candidate?

Forgot your password?
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http://www.hrsd.com/tutorials/HR/CSSHowToApply/CSSHowToApply.html
http://www.hrsd.com/tutorials/HR/Part1-CSSCreateExternalCandidateProfile.pdf
http://www.hrsd.com/tutorials/HR/Part3-CSSUpdateCandidateProfile.pdf
http://www.hrsd.com/tutorials/HR/Part3a-UpdateInternalCandidateProfile.pdf
http://www.hrsd.com
http://www.hrsd.com/tutorials/HR/Part6-CSSHowtoRequestorResetYourPassword.pdf

e Step 3: The next page is the Candidate Self-Service Splash Screen (CSS Splash). Current job
postings are listed under "View Open Postings'.
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Step 4: To get more details about a job posting, click on “Click here to view and apply for open
postings”.
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Step 5: The top half of the page lists all open postings and when they were opened. Click on the
posting that you are interested in viewing more details on the requirements and qualifications.
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e Step 6: Scroll down to read the full posting details and an overview of the job description. By
clicking on the “Click her to view full job description’ link provided, you can also download a
copy of the complete job description.
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e Step 7: To apply for a specific posting, click the red 'CLICK HERE TO APPLY TO THIS
POSTING' link located just below the ‘Posting Overview’ section.

e Step 8: When you click '"APPLY TO THIS POSTING', a dialog box will display verifying the
posting that you are about to apply for.

|DIALOG CLOSE |

| ¥ou are about to apply for 264: CIS Account Representative. Flease
confirm that all information on your candidate profile is accurate before
continuing.

(o) [Ganea]
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e Step 9: After you clicked ‘OK”, a final message box will be displayed on the screen confirming
your application. Additionally, you will receive a confirmation e-mail along with a reminder to

complete the assessment for this posting. You will find this assessment on the CSS Splash page
under “My Assessments”.
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e Step 10: We are very interested in finding out how you heard of this posting. Scroll to the
bottom of the 'View Job Postings' screen to the “Tell Us How You Heard About This Posting”
section. Please select an option from the drop-down menu that describes how you learned of
this posting. If a HRSD employee referred you, enter the employee’s full name in the field
provided. After you have entered this information click the floppy disk icon in the upper right
hand corner of the screen to save.

TELL US HOW YOU HEARD OF THIS POSTING

e Step 11: Click 'home' to go back to the CSS Splash. Note that an assessment has been
scheduled and an active application is listed under the '‘My Application' section.

Tip: To prevent having multiple active applications for the same posting, click the link to ‘View All
My Applications’ before applying for a new job. You can also view the status of your applications
through this link.

If you are not selected to move forward in the recruitment process then you will receive an email
notification, otherwise a member of HRSD’s recruiting staff will contact you.

Congratulations!
You have successfully completed the instructions for applying online.

Next Lesson:
Part 5 — Instructions for Taking Online Assessments
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http://www.hrsd.com/tutorials/HR/Part5-CSSHowtoTakeanAssessment.pdf

