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Viewing Resumes in PeopleSoft 
 
This document lists the steps to view resumes in PeopleSoft.  
 
There are three steps: 
1)  Request acess to PeopleSoft 
2) The hiring manager for the staff requisition must list you as an interviewer in 

PeopleSoft. 
3) Follow the steps at the end of this document to view (and print, if desired) 

resumes of applicants to your staff requisitions.  
 

1) Request Access to PeopleSoft 
In order to view resumes, you must request a specific access role in PeopleSoft.  
You have to do this only once.  
 
These links will help you in the request process.  
 
http://www.asu.edu/oasis/support/Access.html  This web page contains step –by- 
step instructions and the URL to the request system.  Follow these steps:  

1) Go to the link above.  
2) Click on the link (on the right side of the screen) that says “Request 

access for yourself”  - A .pdf file with step by step instructions will open.  
3) Follow the instructions in the document.  There are two special notes: 

a) When you reach the screen where you enter your supervisor’s 
ASURITE, please put in the “Purpose for Access Request” field  
that you want to view resumes for your department, and list your 
department’s name.  

b) When you  When you get to the step where you need to select a 
role from the list (right after you click on the “Add role” button, 
select HR VIEW JOB INFORMATION.   Also include the 
department that you work for on the screen where you put in your 
boss’s ASURITE ID. 

 
 
The basic flow of a request is:  
1) You request access 
2) Your boss must approve your role 
3) You must ackowledge your boss’s approval 
4) The data trustee approves your role 
5) The security analyst finishes the process 
You and your boss will receive emails (as necessary) at steps 1, 2, 3 and when 
you get access.  
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2) Have your Hiring Manager list you as an interviewer 
When a hiring manager in your department posts a job, they list the interviewers 
that will talk with the candidate.   You must be listed there in order to see the 
resumes.  The Hiring Manager can add you to the list at any time.  
 

3) View the Resumes 
Once you have access, you can view the resumes by following these steps:  
 
1) Open a browser window 
2) Go to this URL  https://hrsa.oasis.asu.edu/
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4) Once you login, the homepage will appear.  Click on Recruiting. 
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5) Click on Find Jobs 

 
 
6) Put the job opening ID (or other search criteria) into the search field.  Click on 
Search. 
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7) The Job should appear.  Click on the Job title. 
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8) The applicants will appear.  Click on the icon in the resume column.    

 
 
If your browser prevents a new window from opening, instructions for setting your 
browser are at the links below 
 
Click on the Browser you are using 
Internet Explorer 6
Internet Explorer 7
Mozilla FireFox
 
If you have problems with the software, call the help desk at 965-6500.  
If you have problems viewing the data call the HR help desk.  
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