
 

 

 
INTERNAL APPLICANT INSTRUCTIONS 

 
 

1. Log in to Citrix Portal 

 

https://citrixaccess.harrishealth.org/vpn/index.html  

 

2. Click on HCHD HomePage 

3. Click on PeopleSoft 

4. Select “Employee Self Service” from the “Enterprise Menu” 

5. Find “Recruiting Activities” and click on “Careers “ 

6. Search for positions: 

 

a. Option # 1 

i. Navigate to Employee Self Service > Recruiting Activities > Careers 

ii. Type in keywords for your search and click “Search”. 

 

b. Option # 2 

i. Click on “Advance Search” 

ii. Type in keywords and/or select any other criteria you desire which may include one 

of the following CHC locations: 

 

 CHC Central Campus 

 CHC Northwest Campus 

 CHC Beaumont Campus 

 CHC Telework 

 

https://citrixaccess.harrishealth.org/vpn/index.html


 

 

 

7. Review the “Search Results” of job openings and click on the “Posting Title” for the position 

you are applying (graphic on next page).  



 

 

 

8. Click on Apply Now. 

 
  



 

 

 

9. Select one of the “Resume Options” and click “Continue”. 

 

10. If the job opening does not have pre-screening questions, proceed to application. 

11. You cannot continue with the application process unless you answer “Applicant 

Questionnaire” and “Terms and Agreement”. These are required. Answer each question and 

click “I agree to these terms” options. 

 
  



 

 

12. Your pre-screening results appear, indicating whether you are eligible to continue with your 

application. If not eligible, click “OK” to return to Careers Home page or if eligible click 

“Continue”. 

 

 

13. Select the highest education level achieved from the drop down box. 

14. Click the “Add Work Experience” link.  

 
  



 

 

15. Enter Employment Details; start date/end date of employment, employer name, ending job 

title, ending pay rate, telephone number, description of duties, and address. 

16. To save information for one job and immediately begin entering information for another job, 

click “Save and Add More”. A new blank employment history form will appear. Otherwise, 

click “OK”. 

 

 

17. Enter School Education by clicking on the “Add School Education” link. 

18. Click on the “Look Up” icon to select from the list or type in the free form field. 

19. Enter “Date Acquired”. These are the only two required pieces of information. However, you 

can continue entering all the other fields. 

20. Click on the “Look Up” to select “Country” and “State”. 

 

 
 
  



 

 

21. Enter degree information by clicking “Add Degrees” link. 

22. Click on the look up icon to select from the list of degrees. 

23. Enter date degree was acquired. Complete remaining fields. 

24. Click “OK” or “Apply and Add Another” and repeat steps. 

 

25. Click the “Add Licenses and Certifications” link.  

26. Click on the look up icon to add new licenses. 

27. Enter issue date, country, state, licensure number, expiration date, and issued by 

information. 

28. Click “OK” or “Apply and Add Another” and repeat steps. 

 
  



 

 

29. Click the “Add Language Skills” link.  

30. Click on the look up icon to add a language. 

31. Click the drop down option to rate Reading, Speaking, and Writing Proficiency. 

32. Click the check box if you are able to translate. 

33. Click on “OK” or “Apply and Add Another” and repeat steps. 

34. Click “Next” to proceed with the online application. 

 

35. Answer all multiple choice and open ended application questions. 

36. Answer “Criminal History” question. 

37. Click “Next”. 

 



 

 

38. Enter general information about your preferences. This includes your desired start date, 

preferred work schedule, minimum salary requirement, etc. There are no required fields on 

this page. 

39. Click “Next”. 

 

40. Click on “Add Reference” link. 

41. Reference page will appear. Complete type, name, title, employer, telephone, and address 

fields. 

42. Click “Save & Return “ or “Save & Add More” and repeat steps. 

 

 
  



 

 

43. Complete relatives name, location, relationship and departments. 

44. Click the plus sign to add more relatives. 

45. Answer remaining questions. 

 

 
INTERNAL APPLICANT – REVIEW APPLICATION STATUS 

 Navigation to  Self Service> Recruiting Activities> Careers>   

 Click Accepted / Unaccepted Application link in the My Career Tools section.    If no 

positions display, click Refresh button. 

 Review applications statuses:  

o Applied: The application was submitted.  

o Not Applied: The applicant saved the application without submitting it, or the 

application was submitted when an employee referred the applicant.  

o Not Submitted – The applicant did not meet the prescreening criteria and not 

eligible to continue application. 

 

Note. The application status does not reflect any recruiting activity after the applicant submitted 
the application. Even if the applicant is rejected (either through online screening or any other way), 
or if the job opening is filled, the status for a submitted application remains Applied.  
 

 
 


