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Access to CHRS Recruiting  
 

The CHRS Recruiting system is a single system that serves all CSU campuses. Your campus user name 

and password identifies you as an internal CSU user. Only internal users can access the system.  

 

SSO stands for single sign-on, also known as our campus portal. With SSO enabled, you do not need 

to log in to separate websites because you have already logged in to the CSU intranet. 

 

Depending on your user role, there are fields shown throughout this guide that are accessible for your 

review. If you need to change your user role or access in CHRS Recruiting, the IT HR Access Request 

Form (ARF) must be completed.  The Department IT Coordinator (DITC) will typically complete the IT 

HR ARF for new employees.  Current employees who need to change their access must also submit an 

IT HR ARF; check with your department for guidance. 

1. Open a web browser 

(Google Chrome is 

recommended) 

 

IMPORTANT: POP-UP 

Blocker needs to 

be turned-off.    
 

2. Log into the Portal 

and enter your 

username and 

password 
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3. Search for the CHRS 

Recruiting App 

Current Portal (before 10/4/2021): 

 

  
 

 
 

New Portal (as of 10/4/2021): 
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Post-Interview 
 

After completing the interview process, you may request a reference check for a candidate. Also, you 

will complete an interview evaluation form for each candidate who was interviewed. Once the 

reference check is completed, and the offer has been extended, the recruiter will initiate a 

background clearance check to begin the pre-employment process. 

 

 

Next Steps  

 

Interview evaluation 

form  

 

This form must be 

completed based on 

general competencies, and 

specific knowledge, skills 

and ability required to 

perform the role 

 

1. Select the 3-dot button 

to open the menu 

2. Click on “New Form”  
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Complete Interview 

Evaluation Form for each 

candidate interviewed 

 

1. Select “FL – Interview 

Evaluation Form” under 

the Additional 

Information form 

section 

 

2. Click on the “Next>” 

button below 

 

3. Complete the form that 

include the Overall 

Comments and Final 

Disposition  

 

 

   

Upon completion of the On-

Campus Interview, 

departments are required 

to disposition the applicant 

into the appropriate status 

 

NOTE:  

• To initiate a reference 

check for a selected 

candidate, select “Dept 

Requesting Reference 

Check.”  Disposition 

second or third choices 

into the “Alternate 

Choice” status 

 

• Internal candidates 

require a review of the 

personnel file 

 

 

 



 Page 6 of 7 
9/1/21 

Reference Check 

HRIE initiates the online 

reference check process for 

the final candidate only 

Once these are completed, 

departments can view the 

results 

1. Click on the ellipses (3-

dot) button

2. Then click on “View

references”

3. In Manage references,

select the “View

answers” link
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Tracking Progress 

 

Departments will be able to 

track the status of 

candidates throughout the 

remainder of the under 

“Current application 

status.” This tracking 

includes Pre-Employment 

(OnBoarding) 

 

 

 

 

 
 

 
 

 
 

 

 
 

 

 


