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Review the applications:  

 For Hiring managers to see the postings and applications: 

 Go to Human Resources>Entry & Processing>Recruitment>Posting Requisition Overview 

 
 Note: This lists the Hiring Manager’s location job postings and District Wide Positions. 

 Click View Pool             to see the applications that have applied to the job.  

 

To re-sort the list, click the heading at the top of the column for the criteria you want to sort by. 
Clicking the same heading again reverses the order. You cannot sort by the last five columns. 

  
 If the applicants complete the application, their names and status will show.  

 
 On the top right, there is an Email button. This function allows you to electronically schedule 

interviews and communicate with applicants, if desired. 

 On the top right, there is a Print button. We can choose the applicant and print out their 
application. You can also find the contact information when you print the application (phone, 
address, etc.). 

 If you can’t see the PRINT and EMAIL button, you may need to change your screen resolution.  

Refer to this wikihow page to see how to change the screen resolution: 

https://www.wikihow.com/Change-the-Screen-Resolution-on-a-PC 

https://www.wikihow.com/Change-the-Screen-Resolution-on-a-PC
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Recommendation Form 

 There will be one Recommendation Form for all positions. 
 Recommendation Form Template can be located on CPSB website > District Forms > Internal 

Forms> Personnel Department. 

 

     


