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Welcome to the
Cleveland State University
Job Posting and Application Site
Tutorial!




Basic Navigation

This tutorial will take approximately 20 minutes.
1) Use the forward and back navigation buttons on the bottom of each slide.

2) Do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate the
site.

3) Click on the Bookmark icon to the left to choose specific topics.

4) To protect the security of your data, the system will log you out if it detects no activity
for 60 minutes.

5) Please do not leave your computer for more than 60 minutes while completing your
application for employment.

Click on the forward arrow below to go to the next slide.




Course Objectives

After reviewing this tutorial, you will be able to:
Learn about employment opportunities at Cleveland State University
Complete an application for employment

Apply for specific position(s)

a bk~ w Db PE

Attach a resume or other document to your application for each position (as
necessary)

6. Log in to the site to view your status for each position to which you have applied




Required Materials

Have these items ready BEFORE beginning the application process.
Your complete:
1) Personal information

2) Educational history

3) References, and

4) Employment information

In some cases, an electronic copy of your resume and/or cover letter may also be
Required.




Frequently Asked Questions

Q. Where do | begin?

A. Select a user name and password that you will easily remember and keep it in a secure area. This will
be needed to apply for other positions or check the status of your application the next time you visit the
site.

Q. What information will | be asked to provide?
A. 1. Personal information such as name, address, phone number, etc.

2. Education and previous employment
3. Contact information regarding your employment history and references.

Q. What if | want to submit a resume, cover letter, or other document?

A. CSU does not accept resumes for its Classified Civil Service positions. It will not be necessary for you
to submit documents, other than your application; however, our Professional Staff positions may require
you to attach documents to your application, which will be prompted by the system. Although our Faculty
positions are advertised here, these positions will have special application instructions on each posting.




Frequently Asked Questions, cont.

Q. What if | have already completed a paper application at CSU, do | have to do another application on
this site?

A. Yes you will have to complete another application; however, you will only be required to complete an
application one time using this system. If you already have an application in this system, we ask that you
not create multiple applications.

Q. What if | need assistance in completing my online application?

A. The HR Department staff can assist you in completing your online application. We have terminals that
are available during business hours, some of which have been equipped with Assistive Technology to
help applicants complete an application.




Online Application System Steps

The next slides show step by step what to do to complete an online application.




Step 1 — Create Your Login ID
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Home
Search Postings Welcome to the Job Posting and Application Site for
Create Application Cleveland State University!
Login
Traiing Site Last Updated: 01/21/2009

* (5U Home Page To see our OWLeNt open positions, please click on a Job Category below:
* HR Employement Page Faculty Positions
Staff Positions

It is recommended that you do nokyse your browser's "Back”, "Forward", or "Refresh" buttons
to navigate the site, or open a new browsger window from your existing window. This may cause

unexpected results, including loss of data o™Ngging legged out of the system. Please use the navigational
buttons within the site.

Hew Users

Click the “Create Application” link to
e To search positions, click the Search Posting SeIeCt a User Name and Password and to

e Toapply for a job, click the Create Applicatig

directions. create your application.

Returning Users

e Click the Login link on the navigation bar, and enter your username and password




Create Your Login ID, cont.

Select User Mame:

Ise between & and 20 letters ar I Samplename Create a User Name
numbers,

Password:

Use between 6 and 20 letkers or I kKK

numbers,

Create a password — you will type
this word twice, but only *** will
appear to protect your security

Re-enter Password: | e ——

I CONTIMUE TO PAGE 1 OF APPLICATIOMN == I

7 Security Informakion

Or click here to
cancel.

CAMCEL D —

After typing your

@ Done information, click the
“continue” button to go to
the next page.




Create Your Login ID, cont.
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What if I forget my password?
Click on this Open a Mew Window link to open a new windows where you can print out and record you Choose a queStlon tO

user name and password.
You will need your user name and password to check the status of your application or apply for othe WhICh you WI” eaSIIy

positions the next time you visit the site. remember the answer.

Before beginning your application, please enter a question and answer that enly you know. If you forggt
your password when returning to the site, the system will reset it once you answier this question
correctly.

This question and answer will not be part of your employment application.
The question and answer are case-sensitive.

*Reguired information is denoted with an asterisk.

Your Question and Answer

. Please choose an account access

e | Choose a question below...

.. Please enter the answer to yvour |
question:

*Reguired information is denoted with an asterisk. Type the an Swer here .

Click here to go to the next page. > |



Step 2: Create Your Application
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Create Application

i@@} Cleveland State University

This process consists of several separate
“pages” (or web pages) of information.

Each page will also have information that
you may need to “scroll down” to access.

I>I

Personal Information: Page 1 of 6

For security purposes, this system automatically logs you off when it senses no activity for 60 minutes.
Please click either the Continue button or the Return button at the bottomn of the screen every 80 minutes

in order to avoid lasing your data.

*Required information is denoted with an asterisk,

* First Mame:

Middle Mame:

To scroll down the page, use your mouse and

the “scroll bar” here (or simply press the
“Page Down” key on your keyboard.

* Last Name:

Other names used:

Address:

City:

State {enter NA if a non U.S. address): I:l

[ ]
[ 1]
[ 1]

Zip Code:

. Home Telephone Mumber:
(Farmat: xxx - -xx)

Alternate Telephone Number:
(Format: xooe-xorog)

= Email Address: |

May we contact you at work? O ves O Mo @ NoResponse

If yes, telephone number |
(Format: o=y -vnch




Create Your Application, cont.

The Personal Information screen displays
%@f Cleveland Statee};{;g‘}ggﬁiw first. This is where you enter your name,

address, and other similar information.

| ¥

Create Application

Personal Information: Page 1 of 6

For security purposes, this system automatically logs you off when it senses ne activity for 60 minutes.
Flease click either the Continue button or the Return button at the bottom of the screen every 60 minutes
in order to avoid losing your data.

*Required information is denoted with an asterisk.

Personal Information

** First Mame:

Middle Mame:

* Last Name:

Other names used:

Address:

City:

Asterisks indicate required fields

20 Coce: M that must be answered to continue
F to the next screen.
[ ]

Alternate Telephone Mumber:
(Format: xxx-xxy o)

State (enter MA if a non U5, address):

0NN

Email Address: | é

May we contact you at work? O ves O Mo @ MoResponse

If yes, telephone number |
(Format: soor-xxyr -k

Alternate Contact Person Name |
{Optional):




Create Your Application, cont.
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Reguiar
Regular/Temporary Position Preference: - g

|

|l Regular and Temporary

Have vyou ever been employed by C5U
before?

If yes, under what name?

If yes, list dates and job title(s): |

The University has a policy which limits
the hiring of relatives in the same unit.
List names of relatives currently working
at Cleveland State University:

To receive veteran's preference under

the Ohio Revised Code, you must O
provide a copy of your discharge s
papers (DD214) upon testing and,for ® Mo
interviewing for a position,

Have you provided us with a copy of © Mo Response
your discharge papers (DD214)?

Criminal History

- Hawe you been convicted of a criminal
offense? O Yes @ No

O Mo Response

If yes, please describe details induding
the nature and circumstances of the
offense(s) and date(s) of conviction,
term(s) of incarceration and probation
{if any). A conviction will not necessarily
be a bar to employment. The type of
offense, age at the time of conviction, . .
length of time since conviction,

S e maian, Once you have completed this section,
job relatedness of the offense, among

other factors will be considered. CIiCk here to go to the next page.

*Required information is denoted with an asterisk.

I << SAVE AND RETURN TO PREVIOUS SAVE AND CONTINUE TO NEXT >>

I SAVE AND STAY ON THIS PAGE

You may quit the application process at
any time by clicking the “EXIT” button.




Error Messages
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Create Application

Personal Information: Page 1 of 6

*. This page has errors that must be corrected before you may continue. Flease correct these
befare proceeding. /W

For security purpeses, this system automatically logs you off when it senses no activity for 60 minutes.
Flease click either the Continue button or the Return button at the bottom of the screen every 60 minutes
in erder to aveid losing your data.

*Required information is denated with an asterisk,

Personal Information

* First Name: |Stacey |
Middle Mame: | |
Last Mame: /

@ Thiz iz & required field. Please |
complete field before continuing.

Other names used:

Address:

City:

|
|
|
[ ]

State (enter NA if a non U.S. address):

Zip Code:

Home Telephone Mumber:
(Formats aooe o)

@ Thiz is & required field, Please
complete field before continuing.

Alternate Telephone Mumber:
(Formats aoaoe-xoog)

N

If you've forgotten to
complete any “required
fields,” an error message
will appear at the top of
the page.

The “required fields” that
you need to complete will
be highlighted in yellow.

Complete the required
fields then click “Save
and Continue to Next”.

= Email Address: s.monroe @csuchio.edu




Step 3: Voluntary Information
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Voluntary Demographic Data: Page 2 of 6 ~

MOTE: Submission of this information is VOLUNTARY AND WILL MOT BE USED IN THE CONSIDERATION OF 1 1 1
YOUR. APPLICATION. The information is processed by the Affirmative Action Office and is used exclusively ThIS IS Our VOIuntary Demographlc Data
as provided by lave for compliance purposes. The individuals participating in the selection process have no

access to the information provided on this form. If you choose not to disclose this information you may Screen . The "Tformatlon |n thIS SECtIOﬂ |S

bypass this section by clicking Save and Continue to Next ==, 0 . -
optional, but is greatly appreciated —

your information will remain anonymous

and is used for reporting purposes only.

Gender: O remale O Male ® Not Disdosed

*Required information is denoted with an asterisk,

D MNewspaper advertisement; name of newspaper

Motice in professional journal; name of journal

Personal referral
CSU web site

|

[l

[l . . .
O s 300 Beerd The information you enter on this
O

[l

[l

How did you first hear about
employment opportunities with us?

50 23 hour csln e screen will have absolutely no bearing

Other; please specify |

On-ine service; Name of service

on any employment-related decision.

Are you Hispanic or Lating?

Click for Catagory Definitions.
(& Mot Disclosed

Optional Race Category: [ american Indian or Alaska MNative =

If you have identified yourself as Asian

O

Hispanic or Latino, you are not required D Black or African American
O
O

to select dditional cate -
e Mative Hawaiian or Other Pacific Islander

Click for Category Definitions, White

*Reguired information is denoted with an asterisk,

<= SAVE AND RETURN TO PREVIOUS



Step 4: Create Your Application - Education
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| « Welcome, You are logged in. \Wednesday, February 4, 2003 |

Create Application

Educational History: Page 3 of 6

Please enter your education history, starting with High School. Include Vecational School, College and
Graduate School if applicable. When finished, click on the Save and Continue to Next Page button at the
bottom of the screen.

Existing Entries

Mo Records Found

| Aponewentry <&

| << SAVE AND RETURN TO PREVIOUS | 1

SAVE AND CONTINUE TO NEXT >=>

NOTE: To protect the security of your application information, please logout of the site and close your browser window when
you are finished.

You will add separate entries
for each school that you
attended.

Click “Add New Entry” to begin
entering your educational
history.




Create Your Application — Education, cont.

%@;ﬁ Cleveland State University

engagedlearning”

Add New Entry

To add a new entry, complete the following fields and then click the Add Entry button. If you do not
wish to add a new entry at this time, click the Cancel button.

*Required information is denoted with an asterisk.

Hame of Schoot: | | On this page, list your
ot I ' | educational history.

State (enter MA if a non U5,
address): |:|

Course or Program Study: |

If Business, Trade, or Vocational
School, indicate Type of License or |
Certificate:

Did you graduate? O ves O Mo & NoResponse
Type of Degree (if applicable): Mo Response b
Credits Earned: I:I

Start Date of Attendance: | . | ! |

Last Date Attended (leave blank if stil |

attending): M | { |

O Full-Time
Attendance: ) Part-Time
@ Mo Response

< Click “Add Entry” after entering
your school data.




Step 5: Create Your Application — Skill

Information

W IBB { - {@ Cleveland Stake University ‘ {& Cleveland State Universit... l ‘
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This is where you list your skills in
computers, office equipment, etc.

Skill Information

List all computer equipment and
software with which you are familiar:

List office machines or other equipment
with which you are familiar:

O Yes

Do you have supervisory experience? {::) Mo
@ Mo Response

If yes, when and with which employer?

*Regquired information is denoted with an asterisk,

I == SAVE AND RETURN TO PREVIOUS I I SAVE AND CONTINUE TO NEXT =>

| SAVE AND STAY ON THIS PAGE |




Step 6: Create Your Application — Employment
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e

« \Welcome, You are logged in. Friday, February &, 20-]9|

View/Edit Application

Employment History: Page 5 of 6

List employment beginning with present or most recent position. VWhen listing experience while employed
by Temporary Agencies, specify the agency name and places of employment. Include active rr1|||tar§,r service
assignments and type of discharge, and any periods of self-employment. To begin entering infor —

the Add Mews Entry button. Enter your cldest job first. When finished entering each job, click the 1
button. Continue adding your job history by clicking the Add Mew Entry button. When finished, cli YOU WI" add Separate entrles

Save and Continue to Next Page button. for positions that you held.

Exasting Entries

Mo Records Found CI|Ck “Add NeW Entry” to
begin entering your
| ApDHEwWENTRY | < employment history.

| << SAVE AND RETURN TO PREVIOUS 1 1 SAVE AND CONTINUE TO NEXT >> |

NOTE: To protect the security of your application information, please logout of the site and close your browser window when
vou are finished.



Create Your Application — Employment, cont.
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Employer Name:

Address:

|
|
City: |
State (enter MA if a non U5, l:l

ey This is where you will list your
2 E— work experience.

Telephone Mumber:

Under what name were you
employed?

| Be sure to gather this
vl T information before beginning

this process.

Begin Date:

End Date (leave blank if stil
employed):

Hours per Week:

Job Title:

Duties:

Starting Salary:

Ending Salary:

Supervisor Mame:

Department:

Reason for Leaving:

May we contact this employer? O ves O wno & MNoResponse

ADD ENTRY




Step 7: Create Your Application - References
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—
View/Edit Application

References: Page 6 of 6

| << SAVE AND RETURN TO PREVIOUS 1 SAVE AND CONTINUE TO NEXT >> |

*Required information is denoted with an asterisk,

On this page, list your reference

information.

Reference Name: |

Again, be sure to gather this
Addrenes information before beginning this
process.

Phone:

Email:

Reference Name:

Address:




Step 8: Online Signature for Your Application
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Edit My Information (&) View Application

Application Status

I hereby certify that the statements contained in this Application are true and without omission.I
voluntarily autharize: (1) Cleveland State University to investigate information concerning my pre

employment, experience, skills and education; (2) persons and entities referenced by me in this 1 1 £ 1 J
i P P ¥ Yy ClICKINg the CLontinue

application to freely provide information to Cleveland State University, and I hereby release each

these persons and entities which provide or receive such information about me from any and all button’ you are eleCtronlca”y

libility for any damage that may result from furnishing such infermation; (3) those persons and

entities referenced by me in this application to accept a photocopy or facsimile copy of this page H H H H
4 b eyl e | signing and confirming that all

my consent and release of liability for providing all requested information to Cleveland State

University; and (4) Cleveland State University to request and receive a copy of my driving record the InfOI’matIOn Smeltted |S

where appropriate, if the position requires or authorizes me to drive a University-owned or leasy

vehicle. true and complete.

I understand that omissions, false or misleading statements made by me on this Application, in
connection with the above-mentioned investigation, or interview(s) will be sufficient cause for
rejection of my application or, if discovered subsequent to my being hired by Cleveland State
University, termination of employment, and may be a violation of Section 2921.13, ORC, and subject
me to criminal investigation.

I have read, understand, and can perform with or without reasonable accommeodation the
responsibilities listed for the current vacancy (ies) for which I am applying. These respensibilitie
represent the essential functions of the position. I will advise CSU if I require accommeodati
testing or interviewing process.

I understand that the initial period of any employment will be on a probation

lNote: In compliance with the Immigration and Naturalization Servic ct of 1986, prior to
empleyment you will be required to provide proof of your identilgrand eligibility to work in this country.

Affirmative Action Statement: CSU is an Affirmative Aetfon Equal Opportunity Institution. Mo person
will be denied opportunity for employment or eduegtion, or be subject to discrimination in any project,
program or activity because of race, color, gion, sex, secual orientation, national origin, age,
handicap or disability, disable veteran gPVietnam era veteran status.

(&) I have read and understand the abe?e. I certify that all infarmation provided is true and complete.
/

| cancer || cowtinue




Step 9: Certify Your Application

AN
% e

5
2

%@:} Cleveland State University
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|. Vilelcome, You are logged in. Friday, Febr CI|Ck “GO BaCk” to ed|t your
application if necessary.

Confirm Change Application Statu

Confirm edits.

Click “Confirm” to certify that your
answers are correct and to save

I have read and understand the above. I certify thataH-mformation provided is true and yOUI' appllcatlon.

Application Status

| coeack || conFiRm

MNOTE: To protect the security of wour application information, please logout of the site and close your browser window when you are finished.




Step 10: Search

STATE

>
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Postings

After finishing your
application, you will
automatically be taken to
the home page

cey. You are logged in. Friday, February &, 2009

Home
Search Postings « Welcome Monroe, Sta
Applicdpon Status

# T0 remove you

e CSU[Home Page (Hote: If you

+ HR Fmployement Page

You have not a

Application Status

Changf Password The table below lists the positions you have applied to.

r application from consideration for a position, click on the Withdraw

Application link for that position.

withdraw your application, you will mof be able to apply for the same

position again).

plied to any positions. Please apply for a specific posting

Click “Search Postings” to begin

Search Postings link on the navigation bar, viewing the
a specific position, and applying for that position.

the process of applying to a job.

MOTE: To protect the security of your application information, please logout of the site and close your browser window
when you are finished.




Applying for a Position System Steps

The next slides show step by step what to do to apply for a position.




Step 1. Search Postings
‘g2 Cleveland State University
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S

H
e To view the position details and/or apply to a position, click on the View link belovs the Job Title. To

Search Postings ) )
L sort, click on the arrow next to the column title.

Application Stat

Edit Application RETURNING USERS: Plzase STOP and read this important message!

Preview Application If vou need to edit your application information before applying for a position, please login and click
Change Password on the 'Manage Applications' link on the navigation bar to the left. You will not be allowed to change
Logout ur application information after you have applied for a position.

= CSU Home Page

* HR Employement Page 1 Record
' DD e P P P P
Secretary 1 You can search postings by Category or other details to bring
up a specific list of open positions, or you can leave all of the

fields blank to retrieve a list of all open positions.

To view open postings, please enter your search criteria belows. You pray view all open posbads by not
specifying any search criteria and clicking on the Search button.

Posting Category: | Ay

|.-5.n1,-' Vl

Department

Classification | Any /l

Business Title

[ search |[E ciLear rResuLTs




Step 2: View

Home

Search Postings
Application Status
Edit Application
Preview Application
Change Password

Logout

+ {SU Home Page

+ HR Employement Page

;@;ﬁ Cleveland State University
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e

To vievs the position details and/or apply to a position, click on the View link belovws the Job Title. To

sort, click on the arrow next to the column title.

RETURNING USERS: Flease STOP and read this important messag
If you need to edit your application information before applyin

Click “VIEW'” to see the Position details.

on the 'Manage Applications' link on the navigation bar to the left. ¥ou will not be allowed

your application information after you have applied for a position.

1 Record

kd Job Title &d Job Open Date kd Department

01-26-2009
View

College of Sdence, Dean

To vievs open postings, please enter your search criteria below. You may view all open postings by not

specifying any search criteria and clicking on the Search button.

Search Postings

Posting Category: | MMMMNNNNNINNNN, |  Rediston

| Any

w
Department | Business Title

Classification Any W |

| searcH || cLEARREsuLTS |




Step 3: Apply

SIATE

;@; Cleveland State University
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Once you've determined that you meet the
qualifications and wish to apply, click here.

Home ou need to edit your application information re a ing for a position, please login an
If yi d to edit y pplication inf tion b pplying fi position, pl legi d
Search Postings click on the 'Manage Applications' link on the nayjadtion bar to the [eft. You will not be allowed to

Application Status change your application information af

Edit Application
Preview Application I
Change Password

APPLY FOR THIS POSTING

Logout

you have applied for a position.

Look below to view the Position detalls.

& CSU Home Page

Category: Administrative Support/Clerical
& HR Employement Page
Start Date
Salary Grade: 26
Title: Secretary 1
Department: College of Science, Dean
Title of Immediate Supervisor: McMair Scholars Program Director
FLSA: Man-Exempt
FTE: 5

Serve as receptionist and first point of contact. Supports the
Director and staff members with routine administrative tasks.

Function: Performs a variety of clerical tasks that support the office.
Interacts professionally with all internal and external customers
using strong customer service skills.

High school graduate or equivalent. Completion of a high school
typing class. Six months previous paid work experience typing on a

word processor, filing, and operating general office equipment.
Minimum Qualifications: Utilizing a database or spreadsheet package OR completion of a




Step 4: Answer Supplemental Questions
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Supplemental Questions

o Answer any supplemental
_ *) Mo Respogse ’
R T | O D\ guestions here.

L) No

Do you have atleast twelve (12) months of = o Respoes Note: Not eve ry pOSition will have

verifiable previous paid work experience ) ves

entering and verifying accounting records? O Mo / su pplemental questions.

Do you have at least twelve (12) months ® no Respaonse
verifizble previous paid work experience ) Yes
utilizing & computer spreadsheet package? On

o

Certify Application

I hereby certify that the statements contained in this Application are true and without omission.I veluntarily
authorize: (1) Cleveland State University to investigate information concerning my previous employment,
experience, skills and education; (2) persens and entities referenced by me in this application to freely
provide information to Cleveland State University, and I hereby release each of these persons and entities
which provide or receive such information about me from any and all liability for any damage that may
result from furnishing such information; (3) those persons and entities referenced by me in this application
to accept a photocopy or facsimile copy of this page as my consent and release of liability for providing all
requested information to Cleveland State University; and (4) Cleveland State University to request and
receive a copy of my driving records, where appropriate, if the position requires or authorizes me to drive
a University-owned or leased vehicle.

I understand that emissicns, false or misleading statements made by me on this Application, in connecticn
with the above-mentioned investigation, or interviews(s) will be sufficient cause for rejection of my
application or, if discovered subsequent to my being hired by Cleveland State University, termination of
employment, and may be a violation of Section 2921.13, ORC, and subject me to criminal investigation.

I have read, understand, and can perform with or without reasonable accommedation the responsibilities
listed for the current vacancy (ies) for which I am applying. These responsibilities represent the essential
functions of the position. I will advise CSU if I require accommodation for the testing or interviewing

process.

1 understand that the initial pericd of any employment will be on a probationary basis.



Answer Supplemental Questions, cont.

Similar to when you initially
created your application, you will
electronically “sign” your
application by clicking here.

@ Cleveland State Universi

engagediearning

Certify Application

I hereby certify that the statements contained in this Application are true and without omission.I voluntagk
authorize: (1) Cleveland State University to investigate information concerning my previous employ T,
experience, skills and education; (2) persons and entities referenced by me in this application to gréely

result from furnishing such information; (3) those persons and entities referenced by e in this application Then CI|Ck here to save your

to accept a photocopy or facsimile copy of this page as my consent and release of jjability for providing all

reguested information to Cleveland State University; and (4) Cleveland State Upirersity to request and app“cat|on and apply to th's

receive a copy of my driving records, where appropriate, if the position requir€s or authorizes me to drive

a University-owned or leased vehicle. pOS|t|on .

I understand that omissions, false or misleading statements madeMy me on this Application, in connection
with the above-mentioned investigation, or interviews(s) will beAufficient cause for rejection of my
application or, if discovered subsequent to my being hired by Cleveland State University, termination of
employment, and may be a violation of Section 2921.1 RC, and subject me to criminal investigati

. | - Or click here to cancel
I have read, understand, and can perform with g#ivithout reasenable accommodation the regp@nsibilities . . .
Il'sted_ for the current vacancy [ies}_ﬂ:r whigh : ing. ! ibilities he e i applylng to thIS pOSItlon i

In order for your application to be reef@wed for this position, please a er the supplemental questions
and check the certify statement

SUBMIT ANSWERS TO SUPPLEMENTAL QUESMS WITH MY APPLICATION ==

/

CANCEL APPLYING TO THIS POSTING 1




Step 5: Attach Required Documents
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Time button. If you have attached all Required documents and do not wish to attach Optional
documents, or are finished attaching documents, click the Finished Attaching Documents button.
Once you click the Finished Attaching Documents button, you will not be able to attach any further

documents to your application for this position. Some pos'tlons Wl” I’eqUII’e you tO
i éfﬁ;ﬂ; ;::vmel not completed applying for this posftion, any documents that you have attached will be he att aCh aresume an d cover I ett er t o)

NOTE: Most documents will retain their original formatting when uploaded. If you are uploading a your appllcatlon TO do SO’ CIICk
Microsoft Word document, the following are steps you can take to help ensure that it will convert to “Attach” next to the relevant

PDF format properly: D t T
ocument Type.

Flease use "standard" fonts, such as Times New Roman, Arial and other common fonts.
Avoid the use of complex tables and shading.

Avoid the use of several columns in one document. In order to attach a document’ you
Avoid embedded images, such as pictures or graphics. . L.
will need to have saved it in an
electronic format such as a Word
document or a PDF file (see next
slide).

2 Records

M Required Attach { Remowve Dzcument Typc Attached Document

Resume

Cover Letter

FINISHED ATTACHING DOCUMENTS

CANCEL APPLYING TO THIS POSTING




Attach Required Documents, cont.

%@} Cleveland State University

engagedlearning”

+ Welcome Smith, Jenny. You are logged in. Thursday, February 19, 2009

Attach Documents - Account Clerk 3

Attach Resume Click here to search your
Return to Previous computer’s hard drive or
If your document is in Microsoft Word or PDF format, please use the Upload feature to attach your a ﬂoppy dlSC

document. Otherwise, please use the Paste feature.

Upload a new Resume:

To upload a Microsoft Word or PDF document, click the B Utton, then select the file you
wish to upload and click on the Open button. Your docum ust be less than 2 MB in size. Click the
Attach button when you are finished.

Note: If your document is nefin Microsoft Waord or FDE at, please copy and paste the text of your document in Or CO py an d paste th e teXt Of
)

'Paste a new Resume' section directly below,
File: | your document here. Note that
using this Paste box will not

| preserve the formatting of your

Paste a new Resume: documents (fonts, bullets, etc.)
Enter (or copy and paste) the text of the document in the text area below. Click Attach button
when you are finished.

V4




Attach Required Documents, cont.

Choose file A pop-up screen will open to allow
: ou to search for your document .
Loak i by Computer /I _>|/ = B 4
2931 Floppy (A:) For example, double click
(=ILocal Disk (T on Local Disk to search
Hiztary L£8) Comnpact Disc (D) the hard drive.
’ w

Select the i

location of
your file.

=—,;,-—‘ File name;
by Metwork P

Files af type: Al Files %]




Attach Required Documents, cont.

Look i | =4 3% Flappy (4]

- & @ efE-

Higtary

r IIIII,.-r
42

Dezkto p
N
by Documents

fdy Computer

ge
@-: File name:
by Netwark P...

Files of type:

Then cIick“Open”.>| Open I

A1l Files 7] ~ = Cancel |
A



Attach Required Documents, cont.
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Upload a new Resume: C fi ttach t
To upload a Microsoft Word or PDF document, click the Browse button, then select the file ¥ onfirm your attachmen
wish to upload and click on the Open button. Your document must be less than 2 MB in si by CI|Ck|ng the “Attach”

Attach button when you are finished.
Mote: If your document is Aofin Microsoft Weord or PDF format, please copy and e text of your document button

'Paste a new Resume' section directly below,

File: |c:\Documents and Settir

ATTACH

Paste a new Resume:

Enter (or copy and paste) the text of the document in the text area below. Click the Attach button
when you are finished.

Text:

ATTACH

Return to Previous




Attach Required Documents, cont.
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« Velcome Smith, Jenny. You are logged in. Thursday, February 19, 2009

Attach Documents - Account Clerk 3

Confirm

Return to Previous

You have not completed applying for this position!
Your application is not complete until you receive a confirmation number.

To submit this document to your application for this position, click the Confirm Attaching Document
button at the bottom of the screen.

o _ o | Click the “Confirm
To cancel attaching this document, please click the Return to Previous link on this screen. . "
Attaching Document

After clicking the Confirm button, you will be directed back to the main Documents page, wh button
will be able to views, remove and reattach documents.

Account Clerk 3 Resume Resume_02- _13-37-03CT

CONFIRM ATTACHING DOCUMENT

Return to Previous



Attach Required Documents, cont.
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If you wish to attach Required documents at a later time, click the Do Not Attach Documents at this

Time button. If you have attached all Required documents and do not wish to attach Optional

documents, or are finished attaching documents, click the Finished Attaching Documents button.
Once you click the Finished Attaching Documents button, you will not be able to attach any furthg
documents to your application for this position.

I you have not completed applying for this position, any documents that you have attached will be hg

To attach additional documents,
click another “Attach” link for the

the system.

NOTE: Most documents will retain their original formatting when uploaded. If you are uploading a
Microsoft Word document, the following are steps you can take to help ensure that it will convert to
PDF format properly:

& Please use "standard" fonts, such as Times New Roman, Arial and other common
s Avoid the use of complex tables and shading.

s Avoid the use of several columns in one document.

e Avoid embedded images, such as pictures or graphics.

relevant document.

Once you have attached your document, please click the View link to wefify that it uploaded correctly.
After clicking the View link, your document will appear in a separgk pop-up window. Close this pop-up
window before clicking another Wiew link to prevent viewing digfftulties with subsequent documents. If
your document appears to have formatting problems, pleagetlick the Remowve link to remove the

Click here when you have
completed attaching documents.

document and adjust your document as needed by follgwing the tips above and reattaching it.

2 Records

N Required Attach /| Remove | Doc:ment Type Attached Documert

Remaove Resume Resume_02-1549 Wiew

Attach Cover Letter

/

FINISHED ATTACHING DOCUMENTS z I

CANCEL APPLYING TO THIS POSTING




Submission Confirmation
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« \lelcome Monroe, Stacey. You are logged in. Monday, February 2, 2009

Your Application Has Been Submitted
Account Clerk 3

The following is your confirmation number. Please save this number for
future reference: 553156

Thank you for your interest in this position. The screening and\selection process is currently undervway
and will continue until a successful candidate is chosen. Should\reviews of your qualifications result in a
decision to pursue your candidacy, you will be contacted.

-
ety el CONGRATULATIONS!

You've just applied for a position. Please write down your
confirmation number and click “OK”.




Manage Your Applications

T h'lr

@ Cleveland State University
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Home
« Welcome Monroe, Stacey, You are logged in. Monday, February 9, 2009

Search Postings
Application Status

on Application Status

Change Passpord The table belovy lists the positions you have applied to.

Logouk
* To remove your application from consideration for a position, click on the Withdraw Application link for that position.

(Hote: If you withdraw your application, you will 7ot be able to apply for the same position again).
* (SU Home Pape

Application Status

¢ HR Employemgnt Page

2 Records
Job Business Confirmation Posting Application Atta \ﬁew
SECI‘EtiII'V In Progress
Secretary 1 553155 0a00002 View Application 02-06-2009 Withdraw

Application

In Progress

Any tlme you Iogln’ you can view the = 000007 View Application 02-02-2009 Withdraw

Application

status of all your applications by clicking 2
the “Application Status” link. /

finished.

HMOTE: To protect the security of your application infermation You Can See your Status and

review your application to each
position on this screen.




Manage Your Applications, cont.
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Home

= WWelcome Monroe, Stacey. You are logged in. Monday, February 9, 2009

Search Postings

Application Status
Edit Application

Application Status

Preview Application

Change Password The table below
Logout

s the positions you have applied to.

e« To remove your app ion from consideration for a pesition, click on the Withdraw Application link for that position.
(Hote: If you withdraw r application, you will me# be able to apply for the same position again).

Application Statis To apply for additional positions, click Search
Y Postings and follow the exact same process as

Ii before.

+ (SU Home Page

# HR Employement Page

5ecretarv In Progress
Secretary 1 553155 0600002 View Application 02-06-200% Withdraw
View Application
Account e In Progress
Clerk 3 3 553156 0&00007 View Application 02-09-2009 Withdraw
View Application

NOTE: To protect the sec

You will NOT have to reenter your entire
application information. You will only need to
answer any questions associated with that position



Manage Your Applications, cont.

SIATE

&8 Cl iversi

ia8: Cleveland State Universi . .

%@*’g engagedlearnin th-y When returning to the Online
Employment System, just login

Home _ using your User Name and

Search Postings I.Clg In

Create Application Password.

Login You have logged out. You may login below to reenter the site.

Returning User

s C5U Home Page If you already have an electronic application on file with Cleveland State University, plgaSe login to j#fe
site with your User Name and Password.

» HR Employement Page

User Name: |

Password: |

If you forget your
‘fou are about to log in to a secure system. When PASSWO R D’ CIICk here -

e st bar 1o e that oters Your secret question will be
cannaot access your information, d|sp|ayed for you to anSWer_

% I Forgot My Username Password

If you forget your USER NAME or need
additional assistance, please contact the
Human Resources department.




Conclusion

If you have any questions or
concerns, please call Human
Resources at (216) 687-3636

Thank you for viewing this tutorial!
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Welcome to the

Cleveland State University

 Job Posting and Application Site Tutorial! 



*





*











Basic Navigation

This tutorial will take approximately 20 minutes.  

		Use the forward and back navigation buttons on the bottom of each slide. 

		Do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate the site. 

		Click on the Bookmark icon to the left to choose specific topics. 

		To protect the security of your data, the system will log you out if it detects no activity for 60 minutes. 

		Please do not leave your computer for more than 60 minutes while completing your application for employment.





Click on the forward arrow below to go to the next slide. 





*







Course Objectives

*

		After reviewing this tutorial, you will be able to:

		Learn about employment opportunities at Cleveland State University

		Complete an application for employment

		Apply for specific position(s)

		Attach a resume or other document to your application for each position (as necessary)

		Log in to the site to view your status for each position to which you have applied













Required Materials

*

Have these items ready BEFORE beginning the application process.

Your complete:

		Personal information

		Educational history

		References, and 

		Employment information





In some cases, an electronic copy of your resume and/or cover letter may also be

Required. 











*

	Q.  Where do I begin? 

	A.   Select a user name and password that you will easily remember and keep it in a secure area. This will be needed to apply for other positions or check the status of your application the next time you visit the site.



Q.  What information will I be asked to provide? 

A.  1. Personal information such as name, address, phone number, etc.

           2. Education and previous employment

           3. Contact information regarding your employment history and references.



Q. What if I want to submit a resume, cover letter, or other document? 

A.  CSU does not accept resumes for its Classified Civil Service positions.  It will not be necessary for you to submit documents, other than your application; however, our Professional Staff positions may require you to attach documents to your application, which will be prompted by the system.  Although our Faculty positions are advertised here, these positions will have special application instructions on each posting.



	



Frequently Asked Questions









Frequently Asked Questions, cont. 

	

	Q. What if I have already completed a paper application at CSU, do I have to do another application on this site?

	A.  Yes you will have to complete another application; however, you will only be required to complete an application one time using this system. If you already have an application in this system, we ask that you not create multiple applications.



	Q. What if I need assistance in completing my online application?

	A. The HR Department staff can assist you in completing your online application. We have terminals that are available during business hours, some of which have been equipped with Assistive Technology to help applicants complete an application.





*







Online Application System Steps

	

The next slides show step by step what to do to complete an online application.

	





*







Step 1 – Create Your Login ID

*





Click the “Create Application” link  to select a User Name and Password and to create your application. 







Create Your Login ID, cont.

*

Samplename

********

********

Create a User Name

Create a password – you will type this word twice, but only *** will appear to protect your security

After typing your information, click the  “continue” button to go to the next page.

Or click here to cancel.











Create Your Login ID, cont.

*





Click here to go to the next page.

Choose a question to which you will easily remember the answer. 

Type the answer here.







Step 2: Create Your Application

*





This process consists of several separate “pages” (or web pages) of information. Each page will also have information that you may need to “scroll down” to access.

This process consists of several separate “pages” (or web pages) of information. Each page will also have information that you may need to “scroll down” to access.

To scroll down the page, use your mouse and the “scroll bar” here (or simply press the “Page Down” key on your keyboard.







Create Your Application, cont. 

*





The Personal Information screen displays first.  This is where you enter your name, address, and other similar information.

Asterisks indicate required fields that must be answered to continue to the next screen.







Create Your Application, cont. 

*





You may quit the application process at any time by clicking the “EXIT” button.

Once you have completed this section, click here to go to the next page.







Error Messages

*





If you’ve forgotten to complete any “required fields,” an error message will appear at the top of the page.

The “required fields” that you need to complete will be highlighted in yellow. 

Complete the required fields then click “Save and Continue to Next”.







Step 3: Voluntary Information

*





This is our Voluntary Demographic Data screen. The information in this section is optional, but is greatly appreciated – your information will remain anonymous and is used for reporting purposes only.  

The information you enter on this screen will have absolutely no bearing on any employment-related decision.







Step 4: Create Your Application - Education

*





You will add separate entries for each school that you attended.

Click “Add New Entry” to begin entering your educational history.







Create Your Application – Education, cont. 

*





On this page, list your educational history.

Click “Add Entry” after entering your school data.







Step 5: Create Your Application – Skill Information

*





This is where you list your skills in computers, office equipment, etc. 







Step 6: Create Your Application – Employment



*





You will add separate entries for positions that you held.

Click “Add New Entry” to begin entering your employment history.







Create Your Application – Employment, cont. 

*





This is where you will list your work experience. 

Be sure to gather this information before beginning this process. 







Step 7: Create Your Application - References

*





On this page, list your reference information. 

Again, be sure to gather this information before beginning this process. 







Step 8: Online Signature for Your Application

*





By clicking the ‘Continue’  button, you are electronically signing and confirming that all the information submitted is true and complete.







Step 9: Certify Your Application

*





Click “Go Back” to edit your application if necessary.

Click “Confirm” to certify that your answers are correct and to save your application.







Step 10: Search Postings

*





After finishing your application, you will automatically be taken to the home page

Click “Search Postings” to begin the process of applying to a job. 







Applying for a Position System Steps

	

	The next slides show step by step what to do to apply for a position.















Step 1: Search Postings

You can search postings by Category or other details to bring up a specific list of open positions, or you can leave all of the fields blank to retrieve a list of all open positions.







Step 2: View

*





Click “VIEW” to see the Position details.







Step 3: Apply

*





Look below to view the Position details.

Once you’ve determined that you meet the qualifications and wish to apply, click here.







Step 4: Answer Supplemental Questions

*





Answer any supplemental questions here.  

Note: Not every position will have supplemental questions. 







Answer Supplemental Questions, cont. 

*





Similar to when you initially created your application, you will electronically “sign” your application by clicking here.

Then click here to save your application and apply to this position.

Or click here to cancel applying to this position.







Some positions will require you to attach a resume and cover letter to your application.  To do so, click “Attach” next to the relevant Document Type.

In order to attach a document, you will need to have saved it in an electronic format such as a Word document or a PDF file (see next slide). 





Step 5: Attach Required Documents







Click here to search your computer’s hard drive or a floppy disc.

Or, copy and paste the text of your document here. Note that using this Paste box will not preserve the formatting of your documents (fonts, bullets, etc.)





Attach Required Documents, cont. 

*







Attach Required Documents, cont.

*





For example,  double click on Local Disk to search the hard drive. 

A pop-up screen will open  to allow you to search for your document .   

Select the location of your file.









Attach Required Documents, cont.

*





Click on the file name.

Then click “Open”.







Attach Required Documents, cont. 

*





Confirm your attachment by clicking the “Attach” button.    







Attach Required Documents, cont. 

*





Click the “Confirm Attaching Document” button.    







Attach Required Documents, cont. 

*





To attach additional documents, click another “Attach” link for the relevant document. 

Click here when you have completed attaching documents.  







Submission Confirmation





CONGRATULATIONS!

You’ve just applied for a position.  Please write down your confirmation number and click “OK”.







Manage Your Applications

*





You can see your status and review your application to each position on this screen.

Any time you login, you can view the status of all your applications by clicking the  “Application Status” link.







Manage Your Applications, cont. 

*





To apply for additional positions, click Search Postings and follow the exact same process as before.  

You will NOT have to reenter your entire application information. You will only need to answer any questions associated with that position







Manage Your Applications, cont. 

*





When returning to the Online Employment System, just login using your User Name and Password.

If you forget your PASSWORD, click here. Your secret question will be displayed for you to answer.

If you forget your USER NAME or need additional assistance, please contact the Human Resources department.







Conclusion

*



If you have any questions or concerns, please call Human Resources at (216) 687-3636

Thank you for viewing this tutorial!
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Welcome to the Job Posting and Application Site for
Cleveland State University!
Training Site Last Updated: 01/21/2009
+ C5U Home Page. To see our current open posiions, please click on a Job Category below:

« HREmployementPage  Facyty Postions
Staff Positions

Ttis recommended that you do not use your browser's "Back”, "Forward”, or "Refresh” buttons
to navigate the site, or open a nevs browser windovs from your existing window. This may cause
unexpected results, including loss of data or being logged out of the system. Please use the navigational
buttons vithin the site.

New Users

« To search positions, click the Search Postings link on the niavigation bar.
« To apply for a job, click the Create Application link on the navigation bar, then follows the
directions.

Returning Users

« Click the Login link on the navigation bar, and enter your username and password

Q@ et




rosoft Internet Explorer

=181

orites

v ACCD
.
ey eopleLin

browser, open this st in a second window, or lose your Interfet connection pror o cicking SAVE on the final page, your
pplcaion willnot be saved and you wil have to start over

Itis recommended that you do ot use your browser's Back', "Forward" or "Refresh buttons to navigate the sie. This may

cause unexpected resuks, Inchuding o of dataor beng ogged out of the system. Please use the navgational butns
within the site.

Please note that once you have created your application, any changes you make to your application wil
not be updated to jobs for which you have already applied.

1f you have alreadly created a user narme for Alama Cormmunity Callege District, click here to login using
your existing user narme and password.

Select User Name and Passwors

Social Security Number:

Fleass enter your Social Security I

Niumber For verfication. i hyphens
please (e, 123456785)

Select User Name:

Use between & and 20 ltters or

numbers

Password:

Use between & and 20 ltters or

numbers

Re-enter Password:

L CONTINUE TO PAGE 1 OF APPLICATION 55 |

2 Securty Informetion

cANCEL

Eloome [ (@ memet
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What if I forget my password?

Click on this Open a ew Window link to open a new window where you can print out and record your
user name and password.

You will need your user name and password to check the status of your application or apply for other
positions the next time you visit the site.

Before beginning your application, please enter a question and answer that only you know. I you forget
your password when returning to the site, the system wil reset it once you answer this question
correctly.

This question and answer will not be part of your employment application.

The question and answer are case-sensitive.

“Reaquired information i denoted with an asterisk.

. Please choose 2n account access
queston:

. Please enter the answer to your
queston:

Choose 2 queston below. v

“Reaquired information i denoted with an asterisk.

"SAVE AND CONTINUE TO NEXT >>
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Create Application

Personal Information: Page 1 of 6

For security purposes, this system automatically logs you off vihen it senses no activity for 60 minutes.
Flease clck either the Continue button or the Return button at the bottom of the screen every 60 minutes
in order to avoid losing your data.

“Reaquired information i denoted with an asterisk.

Personal Information

= Firstiame:

Midde Neme:

Last Name:

Other names used:

Adress:

aty:

State (enter NAif 2 non UsS. address)s

Zp Code:

-« Home Telephane Number:
(format: xox-zocc-x00)

Alternate Telephone Number:
(Format: oox-oc-ro0g)

= Emal Address:

May we contact you at work? OvYes ONo © NoResponse

1fyes, telephone number
(Format: xex-coeseood:

Alternate Contact Person Name.
(0ptional):

—





;t} Cleveland State University

engagedlearning

Regular Temporary Positon reference: = "o

O Regular and Temporary

Have you ever been employed by CSU

before? Yes )

1fyes, under what name?

Ifyes, lstdates and job tte(s):

“The University has a policy which imits
the hiring of relatives n the same unit,
List names ofrelatives currently working
at Cleveland State University:

To receive veterans preference under
the Ohio Revised Code, you must -
provide a copy of your dcharge O
szprs C0219 o sirgarcr O 10
Intervieting for 2 positon,

Fove youprovdedus itha copyof | O o Response
Your discharge papers (DD214)?

Criminal

ory
. Have you been convced of 2 rminsl.
Eeiehey Oves @mo

1fyes, plesse descrbe detais incuding
the nature and creumstances of the
offensels) and date(s) of conviction,

O 1o Response

term(s) ofncarceration and probation
(ifany). A convicton wil not necessariy
be 2 bar to employment. The type of
offense, age at the tie of convicton,

length of time since convicton,
subsequent employment istory, and
job relatedness of the offense, among
other factors il be considered.

“Reaquired information i denoted with an asterisk.

'SAVE AND STAY ON THIS PAGE

<< SAVE AND RETURN T0 PREVIOUS "SAVE AND CONTINUE TO NEXT 5>
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Create Application

Personal Informatior

age 10f 6

A\ This page has errors that must be corrected before you may continue. Please correct these errors
before proceeding.

For security purposes, this system automatically logs you off vihen it senses no activity for 60 minutes.
Flease clck either the Continue button or the Return button at the bottom of the screen every 60 minutes
in order to avoid losing your data.

“Reaquired information i denoted with an asterisk.

Personal Information

= Firstiame: stacey.

Midde Neme:

Last Name:

@This s 3 required fil, Please
complete fied before contuing

Other names used:

Adress:

aty:

State (enter NAif 2 non UsS. address)s

Zp Code:

Home Telephone Nuber:
(Format: xor-vee-eoed)

@This s 3 required fil, Please
complete fied before contuing
Alternate Telephone Number:
(Format: xorvee-coed)

~ Email Address: [s.monroe @csuohio.edu v
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Voluntary Demographic Data: Page 2 of 6

NOTE: Submission of this information is VOLUNTARY AND WILL NOT BE USED IN THE CONSIDERATION OF
YOUR APPLICATION. The information is processed by the Affirmative Action Office and is used exclusively
as provided by lavs for compliance purposes. The individuals participating in the selection process have no
access to the information provided on this form. If you choose not to disclose this information you may
bypass this section by clicking Save and Continue to Next >>.

“Reaquired information i denoted with an asterisk.

Voluntary Demographic Data

Gender: OFemsle O male @ NotDisclosed

[ Newspaper advertsement; name of newspaper

O Notice in professional journal; name of journal

How did you first hear about. O Personal referral
envloyment opportnites WU | [ csynebsite

[ csusobBoard

[ s 24hour calinine

[ other; please specify

[ Onine service Name of servie:
Ave you HeparicorLatino? Oves

One
ik or Cagary Defors N
Optonal Race Category: [ Americen Tndin or Alska Natve -
1 you have identfied yoursefFas 0 ssen
Hisparic or Latino, you are notrequred [ Blackor Afican American
e [ Natve Hanaian or Other Pacfic Tsnder
ik or Caogary Defiors E whee

“Reaquired information i denoted with an asterisk.

= SAVE AND RETURN TO PREVIOUS. CAVE AND CONTINUE 10 NEXT =5 v
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« Welcome. You are ogged . Vednesday, February 4, 2008

Create Application

Educational History: Page 3 of 6

Please enter your education history, starting with High School. Include Vocational School, College and
Graduate School if applicable. When finished, click on the Save and Continue to Next Page button at the
bottom of the screen.

Existing Entries.

No Records Found

"ADD NEW ENTRY.
<< SAVE AND RETURN T0 PREVIOUS "SAVE AND CONTINUE TO NEXT 5>

HOTE: To protact the security of your application information, please logout of the site and close your browser window when
You are finished.
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To add a new entry, complete the following fields and then diick the Add Entry button. T you do ot
wish to add a new entry at this time, click the Cancel button.

*Required information s denoted with n astersk

Name of School:

aity:

State (enter NAIf2 non Uss.
address):

Course or Program Study:

IfBusiness, Trade, or Vocational
chool, indicate Type of License or

Certficate:
Did you graduate? Ofes ONo @ NoResponse
Type of Degree (f appicable): o Response. v

Credits Earned:

e -

C -
O Ful-Tme

Attendance: O partTime

® o Response

“ADD ENTRY
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Lstall computer equipment and
software with which you are famiar:

List office machines or other equipment
with which you are familar

O ¥es

Do you have supervisory experience? O No
® noResponse

1fyes, when and with which employer?

“Reaquired information i denoted with an asterisk.

<< SAVE AND RETURN T0 PREVIOUS "SAVE AND CONTINUE TO NEXT 5>
'SAVE AND STAY ON THIS PAGE

HOTE: To protact the security of your application information, please logout of the site and close your browser window when
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« Welcome. You are ogged . Friday, February 6, 2003

View/Edit Application

Employment History: Page 5 of 6

List employment beginning with present or most recent position. When listing experience while employed
by Temporary Agencies, specify the agency name and places of employment. Include active miltary service
assignments and type of discharge, and any periods of self-employment. To begin entering information, click
the Add New Entry button. Enter your oldest job first. When finished entering each job, click the Add Entry
button. Continue adding your job history by clicking the Add News Entry button. When finished, click on the
Save and Continue to Hiext Fage button.

Existing Entries.

No Records Found

"ADD NEW ENTRY.
<< SAVE AND RETURN T0 PREVIOUS "SAVE AND CONTINUE TO NEXT 5>

HOTE: To protact the security of your application information, please logout of the site and close your browser window when
You are finished.
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View/Edit Application

References: Page 6 of 6
<< SAVE AND RETURN TO PREVIOUS 'SAVE AND CONTINUE TO NEXT >>

“Reaquired information i denoted with an asterisk.
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Edit My Information (G View Application

Application Status

Thereby certfy that the statements contained in this Application are true and without omission.I
voluntarily authorize: (1) Cleveland State University to investigate information concerning my previous
employment, experience, skills and education; (2) persons and entites referenced by me in this
application to freely provide information to Cleveland State University, and I hereby release each of
these persons and entities which provide or receive such information about me from any and all
liabilty for any damage that may result from furnishing such information; (3) those persons and
entities referenced by me in this application to accept a photocopy or facsimile copy of this page as
my consent and release of liabilty for providing all requested information to Cleveland State
University; and (4) Cleveland State University to request and receive a copy of my driving records,
where appropriate, if the position requires or authorizes me to drive a University-owned or leased
vehicle.

Tunderstand that omissions, false or misleading statements made by me on this Application, in
connection with the above-mentioned investigation, or interviewi(s) will be sufficient cause for
rejection of my application or, ifdiscovered subsequent to my being hired by Cleveland State
University, termination of employment, and may be a violation of Section 2921.13, ORC, and subject
me to criminal investigation.

Thave read, understand, and can perform with or without reasonable accommodation the
responsibilities listed for the current vacancy (ies) for which Iam applying. These responsiilities
represent the essential functions of the position. I will advise CSU if T require accommodation for the
testing or interviewing process.

Tunderstand that the initial period of any employment will be on a probationary basis.

Hote: In compliance with the Immigration and Naturalization Services Act of 1986, prior to
employment you will be required to provide proof of your identity and eligibility to work in this country.

Affirmative Action Statement: CSU is an Affirmative Action Equal Opportunity Insttution. No person
will be denied opportunity for employment or education, or be subject to discrimination in any project,
program or activity because of race, color, religion, sex, secual orientation, national origin, age,
handicap or disability, disable veteran or Vietnam era veteran status.

© Ihave read and understand the above. I certify that all information provided i true and complete.

canceL | [_conminue
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Friday, February 6, 2003

« Welcome. You are ogged .

Confirm Change Application Status

Confirm edits.

Application Status

have read and understand the above. I certify that allinformation provided is true and complete.

o

HOTE: To protect the security of your application information, please logout of the site and close your browser windov when you are finished





{é} Cleveland State University

Home
Search Postings.
Application Status
Edit Application
Preview Application
Change Password
Logout

+ CSU Home Page

» HR Employement Page

engagedlearning*

« Welcome Monroe, Stacey. You are ogged Friday, February 6, 2003

Application Status
The table belov lsts the positions you have appled to.

« To remove your application from consideration for a position, click on the Withdraw
Application link for that postion.
(Note: If you withdraw your application, you will not be able to apply for the same.

position again).

You have not applied to any positions. Please apply for a specific posting
by dlicking the Search Postings link on the navigation bar,
Job Details for a specific position, and applying for that position.

HOTE: To protect the security of your application information, lease logout of the site and close your browser vindou
ou e finished.





Home
Search Postings.
Application Status
Edit Application
Preview Application
Change Password
Logout

© CSU Home Page

© HR Employement Page.

[y T s e

C: B: Cleveland State University

engagedlearning

_

To view the position details and/or apply to a position, diick on the View link below the Job Title. To
sort, click on the arrow next to the column tile.

RETURNING USERS: Flease STOP and read this important message!
T you need to edit your application information before applying for a position, please login and click
on the 'Manage Applications' link on the navigation bar to the left. You will not be allowed to change
your application information after you have applied for a position.

1 Record
1 30b Title 1 30b Open Date 1 Department
secretory 1 P o ———

To view open postings, please enter your search criteria below. You may view all open postings by not
specifying any search criteria and clicking on the Search button.

Posting Category: [Any 3 E
Depertment Aoy ! pusiness Tite
Clssifaton any v

=

HOTE: To protect the security of your application information, please logout of the site and close your browser window
wihen you are finshed





Home
Search Postings.
Application Status
Edit Application
Preview Application
Change Password
Logout

© CSU Home Page

© HR Employement Page.

=i: :}‘ Cleveland State University

engagedlearning

_

To view the position details and/or apply to a position, diick on the View link below the Job Title. To
sort, click on the arrow next to the column tile.

RETURNING USERS: Flease STOP and read this important message!
T you need to edit your application information before applying for a position, please login and click
on the 'Manage Applications' link on the navigation bar to the left. You will not be allowed to change
your application information after you have applied for a position.

1 Record
1 30b Title 1 30b Open Date 1 Department
secretory 1 P o ———

To view open postings, please enter your search criteria below. You may view all open postings by not
specifying any search criteria and clicking on the Search button.

st Categary: e
Department Aoy ¥ pusiness Tite
Gassicaton a0y v

=

HOTE: To protect the security of your application information, please logout of the site and close your browser window
wihen you are finshed
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Home T you need to edit your application information before applying for a position, please login and
Search Postings click on the 'Manage Applications'link on the navigation bar to the left. You will not be allowed to
Application Status change your application information after you have applied for a position.

Edit Application

U “APPLY FOR THIS POSTING

Change Password
Posting Details

Logout

* CSU Home Page

Category: Administrative Support/Clerical
« HR Employement Page
StartDate
Salery Grace: 2
Tt Secretary 1
Department: College of Science, Dean 1
Tite of Inmedate Supervisor Mcliair Scholars Program Director
Asa: Non-Exempt
FE 5

Serve as receptionist and first point of contact. Supports the
Director and staff members with routine administrative tasks.

Functon: Performs a variety of clerical tasks that support the office.
Interacts professionally with al internal and external customers
using strong customer service skill.

High school graduate o equivalent. Completion of a high school
typing class. Six months previous paid work experience typing on a
word processor, filing, and operating general office equipment.

Minimum Qualicatons Utilzing a database or spreadsheet package OR completion of a
business school program in computerized assisting. Abilty to pass
typing test on computer keyboard vith a minimum speed of
S0wprm and an error rate not to exceed 10 percent.

Preferred Quaificatons:
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Supplemental Questions

® o Response
- Ave you a igh school graduate o have
equivalent certfication? Oves
Ono

Do you have atlesst tueive (12) months of & 1 Response
venfable previous pad work experence O Yes
enterng s verying scountogrecores? (|

Do you have atleast thehve (1) months | O Mo Response
verifisble previous pad work experience. O ves
ubizng a computer spreadshest packoge?

Certify Application

Thereby certify that the statements contained in this Application are true and without omission.I voluntarily
‘authorize: (1) Cleveland State University to investigate information concerning my previous employment,
‘experience, skills and education; (2) persons and entities referenced by me in this application to freely
provide information to Cleveland State University, and I hereby release each of these persons and entities
which provide or receive such information about me from any and all liabilty for any damage that may
result from furnishing such information; (3) those persons and entities referenced by me in this application
to accept a photocopy or facsimile copy of this page as my consent and release of liabiliy for providing all
requested information to Cleveland State University; and (4) Cleveland State University to request and
receive a copy of my driving records, where appropriate, if the position requires or authorizes me to drive
‘2 University-owned or leased vehicle.

Tunderstand that omissions, false or misleading statements made by me on this Application, in connection
with the above-mentioned investigation, o intervievi(s) will be sufficient cause for rejection of my a3
‘application or, i discovered subsequent to my being hired by Cleveland State University, termination of
‘employment, and may be a violation of Section 2921.13, ORC, and subject me to criminal investigation.

Thave read, understand, and can perform with or without reasonable accommadation the responsibities
listed for the current vacancy (ies) for wihich 1 am applying. These responsibilities represent the essential
functions of the position. Twill advise CSU if I require accommaodation for the testing or intervieving
process.

Tunderstand that the inital period of any employment vill be on a probationary basis.
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Certify Application

Thereby certify that the statements contained in this Application are true and without omission.I voluntarily
‘authorize: (1) Cleveland State University to investigate information concerning my previous employment,
‘experience, skills and education; (2) persons and entities referenced by me in this application to freely
provide information to Cleveland State University, and I hereby release each of these persons and entities
which provide or receive such information about me from any and all liabilty for any damage that may
result from furnishing such information; (3) those persons and entities referenced by me in this application
to accept a photocopy or facsimile copy of this page as my consent and release of liabiliy for providing all
requested information to Cleveland State University; and (4) Cleveland State University to request and
receive a copy of my driving records, where appropriate, if the position requires or authorizes me to drive
‘2 University-owned or leased vehicle.

Tunderstand that omissions, false or misleading statements made by me on this Application, in connection
with the above-mentioned investigation, o intervievi(s) will be sufficient cause for rejection of my
‘application or, i discovered subsequent to my being hired by Cleveland State University, termination of
‘employment, and may be a violation of Section 2921.13, ORC, and subject me to criminal investigation.

Thave read, understand, and can perform with or without reasonable accommadation the responsibities
listed for the current vacancy (ies) for wihich 1 am applying. These responsibilities represent the essential
functions of the position. Twill advise CSU if I require accommaodation for the testing or intervieving
process.

Tunderstand that the inital period of any employment vill be on a probationary basis.

Note: In compliance with the Immigration and Naturalization Services Act of 1986, prior to employment
you will be reqired to provide proof of your identity and eligibility to work in this country.

Affirmative Action Statement: CSU is an Affirmative Action Equal Opportunity Institution. No person will be
denied opportunity for employment or education, or be subject to discrimination in any project, program or
‘activty because of race, color, religion, sex, secual orientation, national origin, age, handicap or disabilty,
disable veteran or Vietnam era veteran status.

= [J 1n order for your application to be reviewed for this position, please answer the supplemental questions
and check the certiy statement above.

'SUBMIT ANSWERS TO SUPPLEMENTAL QUESTIONS WITH MY APPLICATION >>
“CANCEL APPLYING TO THIS POSTING
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Time button. If you have attached all Required documents and do not wish to attach Optional
documents, or are finished attaching documents, click the Finished Attaching Documents button.
Once you dlick the Finished Attaching Documents button, you vill not be able to attach any further
documents to your applcation for this position.

I you have not completed applying for this position, any documents that you have attached will be held in
the system.

NOTE: Most documents vl retain their original formatting when uploaded. If you are uploading a
Microsoft Word document, the following are steps you can take to help ensure that it il convert to
PDF format properly:

Please use "standard" fonts, such as Times New Roman, Arial and other common fonts.
‘Avoid the use of complex tables and shading.

Avoid the use of several columns in one document.

‘Avoid embedded images, such as pictures or graphics.

Once you have attached your document, please click the View link to verify that it uploaded correctly.
After clicking the View link, your document will appear in a separate pop-up window. Close this pop-up
window before clicking anather View link to prevent viewing dificulties with subsequent documents. TF
your document appears to have formatting problems, please click the Remove link to remove the
document and adjust your document as needed by following the tips above and reattaching it.

2 Records
D Required Attach / Remove | DocumentType | Attached Document | View Document
Attach Resume

Attach Cover Letter

FINISHED ATTACHING DOCUMENTS

"CANCEL APPLYING TO THIS POSTING.

Done

@ et

 100%
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« Welcome Smith, Jenny. You are logged i Thursday, February 19, 2009

Attach Documents - Account Clerk 3
Attach Resume
Return to Previous

1 your document is in Microsoft Word or PDF format, please use the Upload feature to attach your
document. Otherwise, please use the Paste feature.

Upload a new Resume:

To upload a Microsoft Word or PDF document, dlick the Browse button, then select the file you
wish to upload and click on the Open button. Your document must be less than 2 MB in size. Click the
Attach button when you are finished.

MNote: Ifyour document s nofin Microsoft iord or PDF format, please copy and paste th text o your document n the
Paste 2 new Resume' secton drectly belon.

File: (CBrowse. )

Paste a new Resume:

Enter (or copy and paste) the text of the document in the text area below. Click the Attach button
when you are finished.

Text:

Done

@ et

* 100%





3% Floppy (A1)
LacalDisk ()
‘Compact Dic (D7)

Deskiop

@

My Dosumens

File nare: = Dpen

[ ]
Cancel
e T — |





Look i [ 2 9% Floppy (&) -] «®&ckE-
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Upload a new Resume:

To upload a Microsoft Word or PDF document, dlick the Browse button, then select the file you
wish to upload and click on the Open button. Your document must be less than 2 MB in size. Click the
Attach button when you are finished.

MNote: Ifyour document s nofin Microsoft iord or PDF format, please copy and paste th text o your document n the
Paste 2 new Resume' secton drectly belon.

Fill: [C:\Documents and Sett] (Bonse)

Paste a new Resume:

Enter (or copy and paste) the text of the document in the text area below. Click the Attach button
when you are finished.

Text:

Return to Previous

NOTE: To protect the security of your application information, lease logout of the site and close your browser windou
wihen you are finished.

Done

@ et

 100%





{@) Cleveland State University

engagedlearning

« Welcome Smith, Jenny. You are logged i Thursday, February 19, 2009

Attach Documents - Account Clerk 3
Confirm

Return to Previous

You have not completed applying for this position!
‘Your application is not complete until you receive a confirmation number.

To submit this document to your application for this position, click the Confirm Attaching Document
button at the bottom of the screen.

To cancel attaching this document, please click the Return to Previous link on this screen.

After dlicking the Confirm button, you will be directed back to the main Documents page, where you
will be able to view, remove and reattach documents.

‘Account Clerk 3

Submitted

Resume_02-19-09_13-37-03CT

Return to Previous

NOTE: To protect the security of your application information, lease logout of the site and close your browser windou
wihen you are finished.

Done. @ internet B
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T you wish to attach Required documents at 3 later time, click the Do Not Attach Documents at this
Time button. If you have attached all Required documents and do not wish to attach Optional
documents, or are finished attaching documents, click the Finished Attaching Documents button.
Once you dlick the Finished Attaching Documents button, you vill not be able to attach any further
documents to your applcation for this position.

I you have not completed applying for this position, any documents that you have attached will be held in
the system.

NOTE: Most documents vl retain their original formatting when uploaded. If you are uploading a
Microsoft Word document, the following are steps you can take to help ensure that it il convert to
PDF format properly:

Please use "standard" fonts, such as Times New Roman, Arial and other common fonts.
‘Avoid the use of complex tables and shading.

Avoid the use of several columns in one document.

‘Avoid embedded images, such as pictures or graphics.

Once you have attached your document, please click the View link to verify that it uploaded correctly.
After clicking the View link, your document will appear in a separate pop-up window. Close this pop-up
window before clicking anather View link to prevent viewing dificulties with subsequent documents. TF
your document appears to have formatting problems, please click the Remove link to remove the
document and adjust your document as needed by following the tips above and reattaching it.

2 Records

I Required | Attach / Remove | Document Type | Attached Document | View Document
Remove Resume_02-19-09_13-37-03CT View
Attach Cover Letter

FINISHED ATTACHING DOCUMENTS

"CANCEL APPLYING TO THIS POSTING.

Done

@ et Rioon -
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« Welcome Monroe, Stacey. You are ogged Monday, February 9, 2009

Your Application Has Been Submitted
Account Clerk 3

The following is your confirmation number. Please save this number for
future reference: 553156

‘Thank you for your interest in this position. The screening and selection process is currently underway

‘and will continue until a successful candidate is chosen. Should review of your qualfications result in a
decision to pursue your candidacy, you will be contacted.

HOTE: To protect the security of your application information, lease logout of the site and close your browser vindou
wihen you are finished.
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« Welcome Monroe, Stacey. You are ogged Monday, February 9, 2009

Application Status

The table below lists the positions you have applied to.

« To remove your application from consideration for a position, click on the Withdraw Application link for that position.
(Note: If you withdraw your application, you will 7ot be able to apply for the same position again).

Application Status
2 Records
Job | 7 Business | 7 Confirmation | i Posting scation | 73 APPiication | 7 ¢;-o . | o Attached w

u = 1 Aoplca ] ocmment) ocmment)
secretary nProgress
R Seeryi  ssass 0600002 Vw Aoplcaton 02062009 Vitraw
view Aoplcaton

Mt ccount Clerk fobicosS
Cerk3 Z ssa1s6 0600007 Vw Aoplcaton 02082009 Vidra
view Aoplcaton

HOTE: To protect the security of your application information, please logout of the site and close your browser windov when you are finished
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Home ;
Search Postings Login
Create Application

Login You have logged out. You may login belov to reenter the site.

Returning User

+ CSU Home Page I you already have an electronic application on file with Cleveland State University, please login to the
site with your User Name and Passvord.

» HR Employement Page

You are sbout tolog i to 2 secure system. Vihen
you are frshed, please cick on the Logout ink
on the navigaton bar to ensure that others
cannot access your informtion.

® [Forgot My Usename password







