
ASU Application Guide for External Candidates 

A guide for non-ASU job seekers to apply to ASU staff opportunities 

This comprehensive guide supports non-ASU applicants through each phase of the application process. It 
features application best practices, step-by-step guidance and instructions to support successful applications. 

Note: Lightbulbs indicate a “best practice” or helpful tip. 
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ASU applicant website 

1. Access the ASU applicant website.

2. Select Apply here under the Staff opportunities for Non-ASU job seekers external portal.

Postings are automatically removed from all ASU sites at 11:59 p.m. the day before the 
listed end date. For example, if the end date is Aug. 23, 2025, the posting will be removed 
at 11:59 p.m. on Aug. 22, 2025 

Please ensure that your application is accurate. Any applications that are not accurate will 
be declined. Once an application is submitted, you cannot make changes or reapply. 

3. Review the job list by using the “search” field or navigating through job postings.

4. Select the job posting title to open, review and apply to the job posting.

https://cfo.asu.edu/applicant
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5. Select Apply. 

 

 
 

6. Choose method of application — best practice is to select “Apply Manually”.  
 

It is best practice to select Apply Manually.  
 

  
 

7. Select Create Account and complete the application process. 
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8. Select Manual Upload Resume and Cover Letter to upload your resume and cover letter. 
 

 
 

9. Complete My Information and select Save and Continue. 
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Note: You may need to manually enter your experience. Select Save and Continue when 
finished. 

 

 
 

 
 

10. Complete Application Questions and select Save and Continue. 
 
A screenshot of the My Information section. that reads: 
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11. Complete Voluntary Disclosures and select Save and Continue. 
 

 
A screenshot of the Application Questions section that reads: 
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12. Complete Self-Identify and select Save and Continue. 
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13. Review your completed application in the My Information section. Select Back if you want to 
make edits. Select Submit if everything is correct.  

 

 
 

 
 

14. You have completed your application, and a confirmation message will appear. 
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15. You can verify your application status via the ASU applicant website. 
 

 

 
 
 

16. From your Candidate Home tab, you can receive tasks from ASU hiring departments and view 
your application status. 
 

 

https://cfo.asu.edu/applicant
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17. You can withdraw your application at any time. From Candidate Home, select the three dots 
under the Action column and select Withdraw Application. Select  Withdraw again in the 
Withdraw box. You can only apply once to a requisition, and you cannot reapply. 
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18. When you withdraw your application, you will receive the following email: 
 

 
 
 

19. To reactivate before the posting close date, contact HR Service Delivery by 5 p.m. Arizona time 
the day before the posting close date at 1-855-278-5081. If your contact is after this deadline, 
your application will not be reactivated. 

 
20. In future applications, you will not need to create another account. You will be able to log in 

and apply directly to new job postings. 
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It is best to tailor each resume to demonstrate how you possess the experience and 
knowledge required for the job posting’s minimum and desired qualifications. 
 
Hiring departments typically schedule interviews for applicants one or two weeks after 
the job posting closes.  
 
The status of your recruitments is found on your Candidate Home page. 

 

Interviewing  
 
ASU Hiring managers will contact you after the close date by phone or through the task feature on 
your Candidate Home found when you log in to your ASU Applicant Site Account. 

 
 
You will receive a confirmation invitation when your interview is scheduled. 
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To prepare for your interview, it is best to review the job posting’s minimum and desired 
qualifications and be prepared to tell a “success story” about how you have demonstrated 
these qualifications in your previous job experience. 

 

Reference checks  
 

Reference checks are conducted on all finalists after they have completed their interviews.  
You should provide references who can speak directly about your qualifications and work 
experience. Current or past supervisors are the best sources. 

 
To add your references, log in to your Candidate Home account and complete these steps: 
 

1. Select Candidate Home on the top right of the screen. 
 

 
 
 

2. Under To Do, select Start to the right of Add Reference. 
 

 
 

 
 

3. On the Add References page:  
 

a. Select Country. 
 

b. Enter First Name. 
 

c. Enter Last Name. 
 



 

Office of Human Resources                          Return to table of contents                10/13/2025       15  

d. Enter Email address. 
 

e. Select Relationship Type. 
 

f. Select OK.  
 

Note: You must submit at least three references. Repeat steps 3 to 7 to add additional 
references. 

 
4. Select OK.  

 
5. A confirmation message displays. The references are added to your candidate profile and sent 

to the Hiring manager. 
 

 
This is what the confirmation will look like: 
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Job offers and offer letters  
 
Once you have completed the interview and reference check process, the next step is to receive a job 
offer and sign an offer letter.  
 
Complete the following steps to sign the offer letter: 
 

1. You will receive a task in your Candidate Home account to electronically sign the offer letter.  
 

 
 

2. Sign the offer letter in Adobe Sign.  
 

3. Return to your Candidate Home account and submit the offer letter task.  
 

Be sure to complete all three steps above. If the letter isn’t signed within two days after the 
initial task is sent, you will receive reminder notifications regarding the pending offer signature. 

 
This is the offer notification:  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Office of Human Resources                          Return to table of contents                10/13/2025       17  

This is the signing confirmation: 
 

 
 

Making changes to the offer letter 
If changes are necessary, the hiring manager will provide a new offer letter. Repeat the steps above.  
 

Background and fingerprint checks 
 
All staff candidates who accept their job offer will be required to submit to a background check that 
investigates a candidate’s criminal, educational, and employment history. If driving an ASU vehicle is 
required, it will include a motor vehicle check.  
 
Certain roles require a Fingerprint check. Per ASU policy, a finalist for a security- or safety-sensitive 
position must complete a fingerprint check.   
 
 
All candidates must complete and pass the background check required for their position to be 
employed at Arizona State University. 
 

Fingerprint process 

1. If your position requires a fingerprint check, you will receive the following email with a link to 
open after you accept your job offer letter. 

 



 

Office of Human Resources                          Return to table of contents                10/13/2025       18  

 
 

2. You will see the following tasks listed in the ASU Career Site under Candidate Home in the My 
Tasks section: 

 

 
 

 
 

Candidates with active fingerprint clearance cards 
You must complete the following questionnaire. A candidate who responds, “Yes” to having an active 
Arizona fingerprint clearance card will be instructed to upload a copy of the card, along with a 
government-issued photo ID, to HR Central Service Delivery at backgroundcheck@asu.edu.  
 

mailto:backgroundcheck@asu.edu
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Candidates without active fingerprint clearance cards  
If you respond “No” to the questionnaire and do not have a fingerprint clearance card, you will receive 
instructions to complete a fingerprint check. 
 
You will receive two My Tasks related to this process. These tasks appear in sequence. Task 2 will 
only generate if the answer to Task 1 is “No.” If the answer to Task 1 is “Yes,” Task 2 will not appear. 
 
 
Task 1 
 

Required: Do you have a Fingerprint Clearance Card? 
 
Fingerprinting is a two-step process. Complete the first step through the Arizona Department of 
Public Safety and the second with Fieldprint. Please follow the instructions below to complete your 
registration and consent forms. 
 
Go to the AZDPS website: https://psp.azdps.gov 
 

1. Select the “Background Check for Employment/Licensure" icon. 
 

2. Create an Individual account if you do not have one. DO NOT create another Individual 
account. You can access the Background Check feature with your existing account. 

 
3. Complete the required fields. You must use your full legal name as it appears on your 

government-issued ID. Other names may delay the process. 
 

4. AZDPS does not need to approve individual accounts. However, you must validate your 
email address by clicking the link sent to your registered email address. 

 
5. Once you create and verify your account, provide the following Fingerprint Code when 

prompted: SSP-074.A. 

https://psp.azdps.gov/
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6. Complete the rest of the application by providing your demographic information and 

electronic signature on consent forms. 
 

7. Confirm that your information is accurate, then select Continue to My Order. Select the 
Request Employer/Agency Pay option to coordinate payment. You must confirm two pop-up 
messages to complete the order: 

 
a. The first one will ask for "Order Acknowledgement" - select Continue to Pay. 
 
b. The second requires "acknowledgment of payment" - select Submit Payment 

Request. 
 

c. Another pop-up message will confirm the order. 
 
Note: Please allow 24 hours for payment to process, excluding weekends and holidays. Do not 
submit a new request payment. 
 

8. Once the payment request is approved, you will receive an email with instructions and a link 
to log into the AZDPS portal. Go to the Message Center for the next steps and retrieve your 
Reference Number. 

 
Required: Enter the reference number. 
 

 
 
Task 2 
 

Note: Fingerprints are done electronically through a third-party vendor, Fieldprint. You will need the 
Reference Number retrieved from the AZDPS Message Center to set up your Fieldprint account. 
 

1. Go to the Fieldprint website. 
 

a. If prints will be conducted within Arizona, please visit 
https://fieldprintarizona.com/individuals 

 
b. If prints will be conducted outside of Arizona, please visit the following and select the 

state in which fingerprinting will be conducted:  
https://www.fieldprint.com/fieldprint-websites 

 
c. Select Schedule Appointment, then Sign Up to create an account. 

 
Note: Do not create a second account if you have already registered. You can access the first 
account you created. 
 

2. Complete the required fields. You must validate your account by entering the verification 
code sent to your registered email address. 

 

https://fieldprintarizona.com/individuals
https://www.fieldprint.com/fieldprint-websites
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3. Follow the prompts to provide a Fieldprint Code - Reason. Enter FPASUfingerprintFACT 
into the text field, then select Continue with Fieldprint Code. 

 
4. Provide the Reference Number retrieved from your AZDPS Message Center.  Enter your 

demographic information and electronic signature on the consent forms to complete the 
application. 

 
Note: You must use your full legal last name as it appears on your government-issued ID. Your 
name should match the one used to create your AZDPS account. Other names may delay the 
process. 
 

5. Select a location and schedule your fingerprint appointment with Fieldprint. You will receive 
an email confirmation with instructions on what to expect and bring with you. 

 
Enter the fingerprint appointment date. 
 

 
You will follow the instructions to schedule a fingerprint appointment and complete the fingerprint 
requirement. 
 
Rescheduling fingerprint appointments may result in additional charges. 
 
 

Background check process 
1. You will receive two emails: 

 
a. An email from ASU notifying you that you will soon receive a separate message from 

HireRight, the background check provider. 
 

b. A follow-up email from ASU's background check vendor, HireRight, that instructs you to 
complete your background information and submit electronic consent forms to initiate 
the background screening process. 

 
2. When ASU receives the results of the background check, it will contact you with the next steps. 

Onboarding at ASU 
 
When you are successfully hired, you will receive several onboarding tasks in the ASU Human 
Resources System called Workday. These tasks should be completed within the first week of hire, 
except benefits-related tasks. Onboarding task delays can cause downstream impacts and disrupt 
important processes. 
 
Below is a screenshot of your Onboarding Dashboard, which provides an overview of the tasks, 
messages and shared contacts. 
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Task groupings 
The onboarding tasks launch in groups, with each group of tasks appearing at the same time in your 
My Tasks in the top right corner of the Workday homepage. 
 

Group 1 

• Update Contact Information. 
 

• Update Personal Info and Preferred Name. 
 

• Equifax I-9. Remote and in-person employees receive different to-do items. 
 
  I-9 must be completed within three business days of the employee’s hire date. 
 

o Employees are asked to complete Section 1 of the I-9 form via Equifax. 
 

o Employee selects Submit. 
 

o Certified signers complete Section 2. 
 

• If the position requires the Authorized Driver designation, the employee completes the Edit 
Licenses task. 

 

Group 2 

• International employees will complete the Edit Passports and Visas task. 
 

• Non-international employees can submit this task without entering any information. 
 

Group 3 

• Manage Payment Elections. 
 

• If the employee is a student, they review and acknowledge the Tax Withholding of Student 
Wages PDF. 
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Group 4 

• Complete State and Local Withholding Elections. If this task is not completed, state withholding 
elections will default to the highest rate based on the employee’s home address and work 
location. 
 

• Federal Withholding Elections. If this task is not completed, federal withholding will default to 
the highest rate. 

 

Group 5 

• Change Veteran Status Identification. 
 

• Change Self-Identification of Disability. 
 

• Change Emergency Contacts. 
 

• Update My Talent Profile. 
 

• Public Employee or Officer Loyalty — via Adobe Sign. 
 

• Social Security Number Next Steps To Do — if the social security number is blank. 
 

• Review Documents — The employee is prompted to review and acknowledge the following 
documents, depending on their position type and organizational assignment: 
 

o Conditions of Employment. 
 

o Employee Handbook. 
 

o Health Insurance Marketplace Coverage. 
 

o Student Employment Guidelines, if applicable. 
 

o California Hire Packet, if applicable. 
 

o Workday HCM Security Agreement if the position has organization assignments. 
 

Group 6 

• Benefits-eligible employees complete the Change Benefits for Life Event task on or after their 
start date 

 

Orientation checklist 
This section reviews what you will see during onboarding. You will receive an Orientation Checklist on 
your first day of work. It appears under “Awaiting Your Action” on your Workday homepage. 
 
The Orientation Checklist presents a list of new hire tasks, such as taking training or signing up for 
New Employee Orientation, and steps to complete them.   
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1. Select Continue to begin the orientation checklist and access the complete list of tasks. 

 

 
 

2. Select Start Here to begin. 
 

 
 
 

3. Each task may include a link to an external website or a Workday learning course. After 
completing a task, you should select “Complete Step and Continue” to move on to the next 
task. You can exit the Orientation Checklist anytime and return to it later. 

 
4. The orientation checklist contains the following tasks: 

 
a. Watch a Welcome to ASU video. Select Complete Step when the video finishes. 

 



 

Office of Human Resources                          Return to table of contents                10/13/2025       25  

 
 

b. Register for New Employee Orientation via Workday Learning if you are a benefits-
eligible employee. Select Open Learning and Select Offering to choose a session. 
Sessions are offered every Wednesday. Once complete, return to the checklist to 
complete the step and continue. 
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c. You can obtain an ASU Photo and ID card via Sun Devil Card Services by uploading a 
photo. Once complete, return to the checklist to complete the step and continue. 

 

 
 

d. Obtain a temporary parking permit and purchase a permit from Parking and 
Transportation Services if needed. Once complete, return to the checklist to Complete 
Step and continue. 
 

e. Download the ASU LiveSafe Mobile App. Once complete, return to the checklist to 
Complete Step and continue. 
 

f. Enroll in Required Onboarding Trainings via Workday Learning. For each course, select 
Open Learning to start the course, then return to the checklist and select Complete Step 
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Training includes: 
 

• EHS Annual Fire Safety and Prevention Training 
 

• ASU Information Security Training ASU Your Duty to Report 
 

• ASU Preventing Discrimination and Harassment or ASU Anti-Harassment Training 
 

 
 

• Once all Orientation Checklist steps are complete, they can select ASU Charter, Mission, and 
Goals under Recommended Steps to Explore. 
 

o Select Open Learning and then Start Course. Then return to the checklist and select 
Complete Step. 
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You have completed your Orientation Checklist, but this does not confirm that you have completed 
tasks, such as training. Managers should follow up with you to ensure all tasks are finished. 
 
The Onboarding Checklist is now complete. 
 
 

Confidential REQ 
 
After the Primary Recruiter posts the job requisition, they must create a prospect and send you an 
email invitation to apply. You can only view the job posting and apply through the unique link provided 
in that invitation. 
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