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Jobs at Princeton Hiring System

Guest User's Quick Reference

The guest user feature of the Jobs at Princeton Hiring System provides a
way for managers, interviewers, search committee members and others to
review applicant information on-line. As a guest user, you will be able to view
the posting details and print applications, CVs, resumes, cover letters, writing
samples and any other documents that applicants have included with their
applications. Please note that as a guest user, you will not be able to change
the status of an applicant or alter or delete information.

To log in as a guest user, you will need a guest user ID and password. This
user ID and password are unique to each position for which you are
reviewing applicants, and will be provided to you by the Hiring Manager in
your department.

Note: When the Requisition has been filled, the guest user name and
password will be automatically deactivated.

LOGGING IN

Open a web browser and type in the following web address:
http://jobs.princeton.edu/hr

To login enter the Guest User ID and password that was provided by the
Hiring Manager for the position for which you are reviewing applicants, then
click on the LOGIN button.
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You are now at the Hiring Manager Site Guest User screen as illustrated
to the right.
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+ Welcome Guest User, You are logged in, Monday, August 7, 2006

To view the position details, click on the "iew" link below the Title, To sort by any colurn, click on the
arrow next to the column title,
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Click on the View link below the title you wish to view. The View Postings screen is displayed
(see illustration on page two).

LOGGING OuT

Click the LOGOUT link located on the left side of your screen. Note that the system logs you out
automatically after 60 minutes of inactivity.

HELPFUL HINT

Do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate the site. Always use
the navigational buttons within the site.
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Jobs at Princeton Hiring System

Guest User's Quick Reference
VIEWING APPLICANTS AND PRINTING DOCUMENTS

To view and print a single application,

1. Click the View Application link under the Applicant’s name from the "Active
Applicants" screen.

2. Click on the printer icon located in the browser’s toolbar or click on the File
e — menu option and then click the Print option. There is a signature line at the
bottom of the page for obtaining the Applicant’s signature.

Active Applicants

@ @ @ Ll To view and print multiple applications,

ﬁcrt'}j?i:“- Rerch || Hichor Forwarded ta 1. Check the boxes next to the corresponding Applicants you wish to print (or
ViewFaciacad @t ReslSY O _ﬂm [eglz0e Decpha;;m:”;tgfu‘;") 0 click the “All/None” link). These boxes are located on the right side of the
App . page.

Wong, Yvonne

i Resly @ Histors o e oo Submitted Ao v qnElView Multiple ApplicationsjsiilsB

R Motes Change Status O . . . . . . .
oD You can either click on the printer icon located in Acrobat’s toolbar or click on the File
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To close the application(s), click the Close Window link above the Employment
Refresh | viewMukile Application title or click the X in the upper right-hand corner of the window
Minimum Score: VIEW MULTIPLE APPLICATIONS | You will be returned to the list of Applicants on the “View Applicants” screen.
_— fictive Applicants VIEW MULTIPLE DOCUMENTS |
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[ 1nactive applicants o N _ _ Click the link of the document under the column labeled “Documents” from the
Applications [ docurnents will apen in a2 new window, To print, " . . " . R . .
L Filtering Applicants selact File » Print after documents appear in that window. Active Applicants" screen. The document is displayed in an Adobe Acrobat window.
REFRESH oS ey (el e arfies o feet Click on the printer icon located in Acrobat’s toolbar or click on the File menu option
and then click the Print option.
| ZESIRUELE NS DS 22 | Click the X in the upper right-hand corner of the window to close it.
From the View Posting screen you may: To view and print multiple documents at the same time:
e Sort and view Applicants by different criteria, such as Name or Status 1. Check the boxes next to the corresponding Applicants you wish to print (or
. L click the “All/None” link). These boxes are located on the right side of the
e  Print applications and documents

page.
2. Click the VEWAVIIol ERRLINNERIS button.

To sort, click the blue arrow at the top of the data column you wish to sort on. You can either click on the printer icon located in Acrobat's toolbar or click on the File
To filter, check the boxes next to “Active Applicants” (those still under review) and menu option and then click the Print option.

“Inactive Applicants” (those no longer under review). See L on illustration
above. Click the REFRESH button below these selections to update the screen.
The default view upon entering this screen will be to display Active Applicants only.
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