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STEP 2 
Navigate to Recruiting > 
Search Job Openings. 

STEP 1 
Sign In to PeopleSoft 
using your Novell User ID 
and Password. 
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STEP 3 
Enter the Job Opening 
number in Job Opening ID. 
Click Search. 

Important Information: Each member of the interview team submits a completed interview evaluation 
for each candidate to the hiring manager. The hiring manager summarizes the interview evaluations into a 
single evaluation and either enters the information into PeopleSoft or submits it to the HR partner for entry. 
The summarized interview evaluation should match the evaluation format available in PeopleSoft.  

 

STEP 5 
Choose Recruiting Actions. 
Click Create Interview 
Evaluation. 

STEP 4 
Click Other Actions to the right of 
the applicant for whom you wish 
to enter an evaluation. 
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STEP 8 
Click Submit to save the interview 
evaluation. 

STEP 6 
Enter the requested information in 
the Evaluation and 
Recommendation sections. 

 

STEP 7 
Enter the Interview Rating for each 
category in the Interview Ratings 
section. 

Important Information:  Be sure to verify the Name, Applicant ID, Job Posting Title, and Job 
Opening ID. 
 

 


