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Employer User Guide – Reviewing Applications 

 

There are various places within the system where you can view newly submitted applications, as well as, access all 
applications that you have previously viewed. The system also allows you to compile a packet of all application 
documents submitted for a particular position.  
 

Review New/Individual Applicant Materials 

Step 1: Login at www.myinterfase.com/oregonstate_cascades/employer/  
Step 2: New applications (self-referrals) that you have not yet reviewed will appear in your “Task List” box 

on your Beaver Careers – Cascades home page. To view a newly received application, simply click 
on “View” to the left of the student’s name. (You will also be notified of each new applicant with an 
email that includes a direct link to their documents.) 

Step 3: Click “View Documents” on the left to see the applicant’s submitted documents in PDF form. Click 
on the tabs near the top to alternate between documents if multiple documents were submitted. 

Step 4: To return to the applicant’s main page, click the browser window tab that says “Employer-Referral 
Form.” 

Step 5: To read the message the applicant submitted with their application, click on the “Referral Message” 
tab on the applicant’s main page. 

Step 6: To reply, simply enter your text and click “Save” to send the message. 

Review All Applicant Materials and Create a Resume Packet 

Step 1: Login at www.myinterfase.com/oregonstate_cascades/employer/  
Step 2: All applications for a given job can be accessed by rolling over “My Jobs” and “Job List.” 
Step 3: Jobs with applications will have a bolded “R” for Referrals on the far right. Click on the “R” to see 

the list of applicant’s. 
Step 4: Click “View” to the right of the applicant’s name. 
Step 5: Click “View Documents” on the left to see the applicant’s submitted documents in PDF format Click 

on the tabs near the top to alternate between documents if multiple documents were submitted. 
Step 6: To return to the applicant’s main page click the browser window tab that says “Employer-Referral 

Form.” 
Step 7: To read the message the applicant submitted with their application, click on the “Referral Message” 

tab on the applicant’s main page. 
Step 8: To reply, simply enter your text and click “Save” to send the message. 
Step 9: To create a resume packet of selected applicants, click on “Activity” in the upper left, and check the 

boxes of the applicants you wish to include. Their resumes (and optional letters) will be assembled 
in a PDF that you can view, print, or download immediately. Alternatively, you can request to have 
the packet sent to you via email.  
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