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Advanced Preparation
• Have all information ready before starting process
• New positions must be created in PeopleSoft first; they can be 

used the next day in CHRS Recruiting
• CSUSM information will be prefaced with SM
• System required fields have an * but other fields are also required 

for CSUSM processing
• Be mindful when selecting Recruitment and Approval Processes 
• Think about who is going to review and approve the Job Card
• Process differs slightly between Staff/MPP and Faculty 

recruitments























Next Steps
• Effective July 1, departments may begin submitting 

requisitions through CHRS Recruiting. The requisition 
through AdobeSign may be used through July 15 to allow 
users to obtain necessary access to CHRS Recruiting

• Guides and CSU Learn training will be sent out to the PCBO 
group and will be available on the Talent Acquisition website

• Contact your TA Analyst with any questions:
• Academic Affairs: Kandi Rehard
• FAS: Courtney Tamone
• Office of the President: Courtney Tamone
• Student Affairs: Kandi Rehard
• University Advancement: Courtney Tamone



Q & A
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