
How to Review Applicants (Search Committee) 

1. Log into OneUSG (Employee Self Service) 

2. Click on Recruiting Self Service Tile 

 
3. Click on Search Job Openings 

 
4. Enter the criteria you would like to search by and click Search. 

 
5. Select the Job Opening 

 



6. You should now see the list of applicants that have applied to the job opening. 

 

7. To view an applicant’s application details, cover letter, and resume click on the icon 

under the Application column (this will open a separate tab with the Applicants Profile).  

 

 



8. To view an applicant’s resume without going into their Applicant Profile click on the icon 

under the Resume column. 

 

 

9. To print an applicant’s application details click on the icon under the Print column. 

 

10. Select the documents you would like to print and then click Generate Report. 

 

 



11. The Application Report for the applicant will open in a new tab as a PDF you can download

and/or print.
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