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Internal Applicant Guide 
 
Follow the steps in this guide to apply for a position at the CSU Chancellors Office.  This 
guide is intended to assist internal applicants (employees) with applying for jobs via the 
recruiting self service application. 
 
APPLYING FOR A JOB AS AN EMPLOYEE 
 
1. Navigate to the 

Chancellors Office 
website.   

 
Open your web browser 
and navigate to the 
Chancellors Office main 
page:  www.calstate.edu.  
Click on the Career 
Opportunities link. 

2. Navigate to the Internal 
Candidates page. 

 
On the Career 
Opportunities page, click 
on the Internal Candidates 
link. 
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3. Login to PeopleSoft 

 
4. Navigate to Recruiting 

Self Service 
 

From the main menu 
select Self Service > 
Recruiting Activities > 
Careers. 
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5. Review Job Opening 
Details. 
 
You may now review all 
Job Openings that are 
currently accepting 
applications and apply for 
those that are of interest. 

 
Review the list of Job 
Titles.  If a Job Title is of 
interest, click the Job Title 
hyperlink to open the Job 
Description page. 

 
 
 
 
 

The Job Description page 
provides a Job Summary.  
This summary provides an 
overview of the Job 
Opening.  To obtain all 
details on the job opening, 
click the 

 
hyperlink to open a full 
Vacancy Announcement 
in PDF format as shown. 

 
 
 
 
 

Review the detailed job 
vacancy announcement 
and, if you meet the 
qualifications, please 
proceed to step #6 “Apply 
for a Job Opening”. 
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6. Apply for a Job 
Opening.   

 
You may apply for a job 
opening at any time by 
clicking the checkbox 
beside a Job Opening and 
clicking the Apply Now 
button. 

 
7. FIRST TIME 

APPLICANTS ONLY 
(Applicants who have 
applied previously 
proceed to step #9) 

 
First Time Applicants 
must submit a new 
resume.  Choose “Upload 
a new resume” and click 
the Continue button.  
 
 
Use the Browse button to 
open an explorer window 
and select your resume 
file.  (Note: The file must 
be in an Adobe ‘PDF’ or 
MS Word ‘DOC’ format).  
Once you have selected 
the resume file, click the 
Upload button to submit 
your resume. 
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8. Name your resume. 
 
In the Resume Title field, 
enter a description of this 
resume.  The title should 
be descriptive. 

 
9. Select a resume already 

on file or submit a new 
one. 

 
If you have previously 
applied for a job, you will 
have a resume already on 
file.  You may select to 
use an existing resume 
with this application or 
you may submit a new 
resume. 

 

10. Complete and Submit 
your Application. 
 
Enter the following fields: 

a. Desired Start Date 
b. Are you willing to 

relocate? 
c. Are you willing to 

travel? 
d. If yes, how often? 
e. Regular/Temporar

y 
f. Full-Part Time. 

 
When you have entered 
all required fields, click 
the Submit button to 
submit your application. 
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11. My Applications 
confirmation. 
 
After submitting your 
Online Application, you 
are taken to the My 
Applications page and 
receive a confirmation. 

 
 


