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Job Aid — Accessing Job Applications

Prepared By: Issue Date:
HRB’s Recruitment and Selection Unit (RSU) October 22, 2019

Prior to ECOS, job applications were mailed or personally delivered to CDFW hiring
supervisors and managers. ECOS’ electronic system is designed for electronic
application submission and records retention. Hiring managers, supervisors, and
Personnel Liaisons with granted access may view applications and “required” (i.e.
Resume, Cover Letter, etc.) documents eliminating the need for paper.

1. Click on the JOBS tab to access the Job Controls page

HOME JOBS CERT | INDIVIDUAL RECORDS DOCUMENTS SYSTEM

UIID: 0008

. Welcome to ECOS, Hiring Manager

My Department: State of California

<
Show (¥

Pending Job Controls

There are 1 pending Job Controk(s) available for your action
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2. You will only have access to your Job Controls. Click on the hyperlinked Job
Control Number

ment of Human Re

Exam and Cert Online System

HOME JOBS INDIVIDUAL RECORDS DOCUMENTS

UND: 0221
Home | Job Controls

<> Job Controls

Show [Current Fiscal Year V] o Note
From 7/1/2015 To: 6/30/2018 The dates that drive the display are the Posting Date and Filing Date. Jobs that are
open until filled show up from their posting date to the time they are completed or
/ ——
Job ~| | Status *” | Dept. - | Class - | Location - | Tenure/Timebase - | Release Date - | Final Filing Date - | Position Info -
Control ; Code Code
Code 4
JC-1336 | Active c99% 00105157 @ Alameda Permanent Fulltime 1/3/2016 2/16/2016 363-122
County
JC-1338 Active C99%9 00105393  Fresno County Permanent Fulltime 1/4/2016 5/12/2016 363-445
JC-1350 | Active Cs9%9 00105393 @ Sacramento Permanent Fullime 1/8/2016 5/18/2016 363-120
County
JC-1363  Active C59%9 00105393  Alpine County  Permanent Part-time 1/12/2016 5/20/2016 363-122
JC-1472  Active C999 00105393  Alpine County = Permanent Part-time 1/29/2016 6/8/2016 363-120
JC-1500  On Hold Ccs33 00105157  Sacramento Permanent Fulltime 2/8/2016 2/23/2016 673-120
County
JC-1501 | Active c99% 00105393 @ Sacramento Permanent Fulltime 2/8/2016 3/8/2016 673-120
County
JC-1504 Active C99% 00105393  Fresno County Permanent Fulltime 2/9/2016 3/9/2016 673-120
JC-1516 | Active Cs99 00105157 = Sacramento Permanent Fullime 2/12/2016 Unail Filled 673-556
County
JC-1517 Pending CalHR €999 00105157 = Sacramento Permanent Fulltime 2/12/2016 Undil Filled 559-121
Approval County
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3. Your viewing access rights allow you to view the Job Control; you cannot make
edits. Click on the Job Applications hyperlink located in the Links box on the right
hand side to access the Job Applications page that contains electronically submitted
and manually uploaded applications (hard copies).

WID: D224
Home | Search Job Controls

E)(Clm

and Cert Online System

JOBS

HOME CERT INDIVIDUAL RECORDS

| Job Contral

_, Job Control Record

M voudo not have this record locked.

Job Control Details
Job Control Code:

Job Control Status:
Primary Class Code:
Primary Class Title:
Working Title:

Dept. Code:

Dept. Mame:

Job Location:
Tenure/Timebassa:
Language Title:

Mumber of Positions:
Electronic Applications:
Filing Type:

Final Filing Date:

Job Posting Status:

Job Posting Release Date:

Rewveal to Hiring Unit:

Position

MNncitinn kimbore

ASSOCIATE GOVERNMENTAL PROGRAM ANALYST

cooo

Department of Human Rescurces
Fresno County

Permanent Fullime

Mo Language Specified

Number of Hires Made: o
Yes
Limited Adwertising Period: 20 business
0082016
FPublished
02082016
] “iewable Applications: 2
Additional Classes App Process Cert Lists Access

MNacitinm Moosaboaefcy
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4. Click the hyperlink Select located in the View App column that corresponds to
the application documents you want to view.

(27 sl W .
5 L€ B Exam and Cert Online System
HOME JOBS CERT INDIVIDUAL RECORDS DOCUMENTS SYSTEM

UIID: 0240
Home | Search Job Controls | Job Control | Job Applications

@ Job Applications

Links

Job Control Identification Send Letiers
Job Control: JC-1504 Late Applications
Class Title: ASSOCIATE GOVERNMENTAL PROGRAM ANALYST Applicant Hiring Approvals.
Department Name: Department of Human Resources Reports
Division/Facility: NIA
Location: Fresno County
Final Filing Date: 030972016
Tenure/Timebase: Permanent Fulltime

Filter by:

First Name: [ |

Last Mame: | |

HR Status: [ V]

Reachable: |Show All v|

Last Hiring Action: [Show All v

Refresh Display

Application I.D. ECOS LD. Last Name First Name HR Status Reachable Last Hiring Action View App

1 1154863 Bee Honey List Eligibility Verified Select

4 1154734 bimbo kimbo Criteria Passed Select

5] 21610 SMITH JOHN Transfer Claimed Not Applicable Select

¥ 11548382 Russell JJ Needs Review Select i§

| Back | | Add Job Application | | Reevaluate Applications
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5. You are now on the Application Documents page for the selected item. Click
on the Application Item you want to view. Note: Only the documents you
“required” in your RPA Job Template will be available for viewing.

Exam and Cert Online System

HOME JOBS CERT INDIVIDUAL RECORDS DOCUMENTS SYSTEM

unD: 0256
Home | Search Job Controls | Job Confrol | Job Applications | Manage Job Application | Application Documents

<@ Application Documents

3 You do not have this record locked.

ECOS LD 1154863 Mame: Honey Bee
Application 1.D.: 1 Application Date: 0210/2016
Application Status: Submitted Status Date: 0210/2016
Job Control: JC-1504

Classification: ASSOCIATE GOVERNMENTAL PROGRAM ANALYST
Depariment: Depariment of Human Resources

Application Items

Item Additional Info Requisite
Job Application Package Checklist See HR for hard copy Required
Employment Application Form (STDG7S) Required

Bypassed Items

These required items were bypassed by the applicgnt.

[ No results found.
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6. The message “Do you want to open or save Application.pdf (document size) from
Ecos.ca.gov?” will appear at the bottom of the page and references the
application in bold. To view, click the open button. The document will open in
PDF. ECOS allows you to save or print the document.

a. When finished viewing the application package, close the document by
clicking the X’ in the upper right corner.

b. To view additional applications, click the Back button and repeat steps 4
and 5.

1"

Results: you have now accessed an application item and job application on the
Application Documents page.

rfg Application.pdf - Adobe Acrobat | (S e S|
File Edit View Window Help x
Raate- D EH O | ezl e

!/4|@|— -|-| Tools = Comment

STATE OF CALIFORNIA - CALIFORNIA DEPARTMENT OF HUMAN RESOURCES

Applications will be processed ONLY for classifications where an
EXAMINATION / EMPLOYMENT APPLICATION examination is in progress and the published final filing date has not passed,
or for vacant positions where a department requests an application. L

PRINT OR TYPE--FLEASE SEE INSTRUCTIONS ON BACK PAGE

mn

STD. 678 (REV. 10/2013) Page 1

AFPLICANT IDENTIFICATION NUMBER (EASY I}
cerasntn [ [ | wowmorame [ Josvoramn| [ ] smsmemmmmee~[ [ [ [ |
APPLICANTS NAME (Lastl (First] ALY SOCIAL SECURITY NUMBER
Bee Honey

MAILING ADDRESS _ {Number] (Street) E-MAIL ADDRESS WORK TELEPHONE NUMBER
1515 S Street honeybee@yahoo.com
TGity) [County) (State) Zip Code) HOME/RSITTY TELEPHONE NUMBER
Sacramento CA 95811
EXAMINATION(S) OR JOB TITLE(S) FOR WHICH YOU ARE APPLYING PERSONNEL
Staff Services Manager | USE ONLY
ANSWER THE FOLLOWING QUESTIONS:
1. Enter the county in which you would like fo take the examination

if different from the county of your residence: Sacramento County I
2. Do you need reasonable accommodation to take an interview or written test? |:| Yes D MNo
3. Do your religious beliefs prevent you from taking an examination on Saturday? |:| Yes No
4. Are you now employed by the State of Califomia? (If "YES", fill in the information below_ ) D Yes D No

Department: Subdivision: il

Please direct ECOS questions to: ECOS@wildlife.ca.gov. For other assistance, please
contact your assigned RSU Analyst.
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