
SUNY Potsdam’s Online Recruitment (SPOLR) System 

Search Committee Guide to SPOLR 

1. Login into SPOLR using the Guest User credentials specific to the search you are serving on. The username
and password are case specific.

2. Select the Applicants tab at the top of the page and you will be prompted to choose an unclassified search
or classified search.

3. Select the applicant’s name link to view application material.

. 

https://employment.potsdam.edu/hr


4. You can view each application document separately by clicking on the document name or you can create a
combined document by scrolling all the way to the bottom of the application and clicking on the Generate
link to the right of the Combined Document type.


