SDBOR Your Future Quick Guide

Search Committee Instructions

Step by Step
1. Human Resources will send a guest username and password and will release applicants for the
committee to view.

2. Access YourFuture from the “Job Description” link on your employee tab in the SNAP Portal (lower

right corner) or go directly to http://yourfuture.sdbor.edu/hr
My Employment Details o=@

Benefits links have been moved to the "My Benefits” tab

Jobs
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3. Login in using the supplied Guest User username and password.

4. Select View Active Job Postings to view the position posting.
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5. Select View/Edit to view the applicant information.
View Postings

To Jiiew the details of the position, click on the "View" link below the Job Title.

You may change the sort order of the list by dicking on the arrow next to the column title.
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6. Review individual documents by clicking the links under Documents.
a. To open multiple documents simultaneously (documents will open in a new window):
i. Check the box(s) by the applicant
ii. Click “View Applications” to review applications
iii. Click “View Multiple Documents” to review applicant attachments such as resume,
cover letters, transcripts, references, etc.
b. Please handle all application materials as confidential material. At the end of the process
destroy or submit all printed copies as directed by the search committee chair.
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Use the checkboxes above in the "Al/None" column to select the
maglicants you wish to see. Applications / documents wil open in a
new mRgdpw. To print, select File > Print after documents appa
that window,

REFRESH

Documents may take several minutes to load.

1/15/2010





